Student Employee Learning Outcomes Task Force
Progress Report:   October, 2009
Chair:  Bill Smriga
Members:   Carol Brock, Chandra Daffer, Maggie Denning, Jennifer Losey, Sabrina Reed, Simone Werth, Allison Plattner, Katie McCall

Charge:  To develop a division-wide program to positively impact and measure student learning through on-campus student employment within the division of student affairs.  Program aspects should include:  

· Identification of relevant division-wide learning outcomes for student employees

· Identification of the appropriate assessment approach (i.e. qualitative, quantitative) and instruments (s)

· Design of a unified process (and instructions for departments)

· Development of a training program for departments.

The Task Force may want to consider developing a pilot program to be implemented in January.  Target date for full implementation is Fall 2010.

Progress reports should be submitted to the VPSA as follows:


September, 2009, January, 2009, May, 2009 and August, 2009

Definition of Student Employee:
· Paid hourly (not student leadership position  paid by stipend)

· Interviewed and hired (not selected or elected)

· Supervisory relationship (not advisory relationship)

Purpose of Student Employee Learning Outcomes Task Force
· The “why” of student employee learning outcomes is to embody that a job at Fort Hays State University is more than a paycheck.  It’s an opportunity to improve skill areas, develop existing strengths, while developing new strengths in other areas.
· Student employees should understand that alongside the education they receive at Fort Hays State University, this forward thinking approach will prepare them to enter the work force well rounded and truly world ready.

· Students should intentionally learn and grow and be able to articulate their growth with concrete examples of what they have learned in order to understand the importance of student employment of campus (to see the big picture). 

Relevant Student Development Theory 

The Division of Student Affairs, Student Development Learning Outcomes Task Force recognizes the importance of developing a solid program from a theoretical foundation.  As the field of Student Affairs recognizes that student development theories are categorized in the areas psychosocial, cognitive, and moral; it is therefore important that the student employee program emphasize these areas.  As we embrace the individual student and what they bring to college, it should be noted that one theory does not cover every facet of the student employee’s development and that at times an eclectic approach to theory should be used.  Therefore, two theories that match the FHSU student employee approach are Chickering’s  7 vectors of development and Schlossberg’s theory of marginality and mattering.  

Chickering’s  7 vectors include:  developing competence, managing emotions, moving through autonomy toward interdependence, developing mature interpersonal relationships, establishing identity, developing purpose, and developing integrity.  Chickering’s 7 vectors can be found intertwined within the areas selected in the learning outcomes established in the student employee program.  Examples of this application of theory:

· Confidentiality falls under the theoretical framework of Developing Integrity
· Respect  falls under Developing Mature Interpersonal Relationships
· Self-image management and strong work ethic are outcomes that fall under the area of Establishing Identity.   

Each learning outcomes can be a result of one of the vectors under Chickering’s theory.

Schlossberg’s Theory of Marginality and Mattering  derive from a student’s identity development on a college campus.  As we understand the growing diversity of identities that today’s college students represent, it is important to incorporate all of a student’s identity (race, class, gender, and sexual orientation) to create an inclusive environment and lessen the feelings of marginality.  Schlossberg’s theory focuses on the five areas of mattering:  attention, importance, ego extension, dependence, and appreciation.  Students must understand that they play an important part in the Division of Student Affairs.  A strong student employee program will result in our enterprises being more cohesive, inclusive, and developmentally beneficial by application of these two theories and an eclectic theoretical approach.
Student Employee Positions – Division of Student Affairs – Fall 2009

Academic Advising

Student Administrative Assistant - FWS - Christine Hunziker

Job Description:

Answer phones and questions. Assist Director and Coordinator with class work--grading, typing and copying. Compile statistics. Become familiar with FHSU departments and services. Create bulletin boards. Create PowerPoint presentations. File, greet visitors, photocopy, prepare bulk mailings, schedule appointments, update calendars, other various office duties as assigned.

Job Requirements:

Must be eligible for full work-study ($1500 fall/$1500 spring). Ability to work independently. Creative. Flexible. Friendly and positive attitude. Good communication skills. Maintain confidentiality. Team player.

Admissions

Fraternity/Sorority Life Student Ambassador - NWS - Tina Schiel

Job Description:

The Fraternity/Sorority Student Ambassador (FSLA) will be the link of communication from the Fraternity/Sorority (F/S) community to prospective students and parents, to the Admissions staff, and back to the F/S community. The FSLA will create and implement a communications plan for print and electronic forms of communication with all incoming students and parents. The FSLA will coordinate F/S member attendance at all Admissions events. They will also represent FHSU as a Tour Guide to prospective students and their families. The FSLA must have knowledge of FHSU, the F/S community and the ability to express it. The FSLA will escort campus visitors to their scheduled departmental, athletic and other appointments, and will be responsible for receptionist work as well as general office duties.

Job Requirements:

Must be a Fraternity or Sorority Life member at FHSU. SKILLS REQUIRED • Above average communication skills • Word processing • Typing • Filing • People person who is dependable, punctual, pleasant, and outgoing • Strong attention to detail

Graphic Designer - NWS - Tina Schiel

Job Description:

Graphic Design projects for the Admissions Counselors. Design postcards, posters, etc. as assigned per project as needed.

Job Requirements:

Graphic Design knowledge.  Dependable and Reliable.

Student Ambassador - FWS - Tina Schiel

Job Description:

The purpose of this position is to recruit students to Fort Hays State University. Act as FHSU Tour Guide for prospective students and family members. Escort students to departmental visits (academic, athletic, etc.). Duties include word processing, typing, filing, correspondence mailing, and other office duties.

Job Requirements:

Above average communication skills. Word processing. Typing. Filing. People person who is dependable and punctual. Strong attention to detail. Current student at FHSU. Ability to multi-task, great communication and public speaking skills.
Tele-Recruiter - NWS - Tina Schiel

Job Description:

This position is responsible for recruiting prospective students to FHSU through tele-recruitment. Provide general information about FHSU as well as promoting special events and answering questions.
Job Requirements:

Communication skills • Telephone etiquette • Detail-oriented

Career Services

Office Assistant - FWS - Niki Dinkel

Job Description:

Maintain the effective flow of information and work productivity of the Career Services office. Handle incoming traffic and phone calls – directing patrons to appropriate resources and/or staff member. Process requests for confidential and open credential files. Assist patrons in utilizing job search resources. Operate “Jobs for Tigers” part-time job assistance program. Help students and alumni prepare resumes and cover letters. Schedule appointments, file, process mail, operate photocopier, and fax machine.
Job Requirements:

Requires interpersonal skills, organizational, and time management skills. Must have effective oral communication skills. Requires above average typing skills, computer skills, professionalism, and confidentiality.
Center for Student Involvement

Student Office Assistant - NWS - Karen Pfeifer

Job Description:

The Center for Student Involvement (CSI) Student Assistant serves as a receptionist, greeting students and visitors; assists the senior administrative assistant with duties and special projects; and receives and performs assignments from the CSI Director, Director of Student Activities, and Coordinator of Diversity Affairs. POSITION DUTIES AND RESPONSIBILITIES •Provide administrative assistance to the staff of the CSI •Serve as receptionist and respond to questions regarding student organizations, Greek Life, University Activities Board, Diversity, and the Encore Series •Conduct poster route as scheduled •Assist with the implementation of programs and activities as coordinated by the staff of the CSI •Accept and coordinate follow-through for poster route, Union TV advertising, and Union table tent orders •Other duties as assigned.

Job Requirements:

Office experience preferred •Dependability – follow through •High level of professionalism •Attention to detail •Strong computer knowledge preferred •Effective communication skills.

Diversity Ambassador - NWS - Karen Pfeifer

Job Description:

The Diversity Ambassadors will assist the Coordinator of Diversity Affairs in education, programming, and implementation of all campus- wide Diversity initiatives. The Diversity Ambassadors will assist in closing the separation between the Diversity Affairs office and the minority students at FHSU, while enhancing a welcoming environment for all students.

Job Requirements:

Diversity Ambassadors will serve as representatives of BSU or HALO. Participate in planning campus-wide diversity events. Promotion of all diversity programming. Challenging stereotypes and empowering students to strive for the highest at FHSU. Serve as a members of the Diversity Awareness Committee and retention committees. Participate in the Dr. Martin Luther King, Jr. Day activities. Be actively involved in BSU or HALO or the MSC. Participate in all diversity events. Be a role model for new and current minority students. Other duties as assigned.
Graphic Design Assistant - NWS - Karen Pfeifer

Job Description:

This position will begin with training, possibly as soon as May 1st, then continue throughout the 2009-10 academic year. The Center for Student Involvement (CSI) Graphic Design Assistant designs and prints posters, flyers, ads, and banners as needed by the administrative staff of the Memorial Union and FHSU student organizations. Characteristic duties include the following: * Receive work orders for printed materials; decide on best format design on computer using appropriate software. * Using the CSI printers, print flyers, banners, and posters as requested. * Complete forms necessary for billing. * Other duties as assigned.

Job Requirements:

Qualifications: * Dependability – ability to follow through. * Creativity in developing attractive printed materials. * Effective graphic design and computer skills. * Time management skills to complete assignments on time. * Attention to detail. Educational Outcomes: (The following skills and abilities will be gained in order to enhance and promote future career opportunities.) * Practical knowledge of graphic design principles. * Proficiency in computer software programs in graphic design, desktop publishing, and printing preparation. * Communication skills through working with the public, producing written documents, and maintaining positive working relations with the public and other staff members. * How to apply quality customer service in daily work life by maintaining an “always go above and beyond” attitude to exceed the customers’ expectations.

International Student Services

International Cultural Assistant - NWS - Marnie Kohl

Job Description:

International students play an important role on our campus not only as fee paying students, but also in their role of internationalizing our campus. We have seen a significant increase in the number of international students enrolled on campus over the past two years. With the increase comes the need to provide additional services and resources to help students adjust and function in the campus and Hays community.  International students often need extra attention and help settling in and adjusting to FHSU after they first arrive to campus. Having a Cultural Assistant to talk to, answer questions, and direct them to resources on campus, will help make this transition to a new culture and environment easier. These Cultural Assistants could be either domestic or current international students who are upperclassmen. The Cultural Assistants will be responsible for the following duties: • assist with transportation from the airport when new students arrive • help orient students to campus • contact the students regularly during the semester regarding academic and adjustment challenges • serve as a mentor and resource to new students during their first year on campus • assist with other projects and activities in the International Student Services Office.  The Cultural Assistants will provide additional support and assistance to the already established Bridges Counselors.

Job Requirements:

Criteria to be hired as a Cultural Assistant include the following: • currently enrolled student in good standing with the University • have a valid driver’s license • complete an interview.  Once the Cultural Assistants are selected they will be required to attend van training through the University Police Department and participate in an international training program. The Cultural Assistants will be supervised by the International Students Services Office.

Financial Assistance

Assistant to Financial Aid Specialist – FWS – Linda Wolfe

Job Description:

Assist in processing student’s financial aid files. • Check in new verification documents received from students. • Contact students for the follow-up program (students whose financial aid file is not complete). • Counsel students who have general financial aid questions. • Edit reports. • Maintain numerous reports.

Job Requirements:

Strong computer skills, knowledge of Microsoft Word and Excel, 10-key calculator. Detail-oriented and ability to work accurately. Communication skills, both via telephone and email. Must be willing to work during the summer and enroll in at least 3 credit hours for summer work-study eligibility. This job will continue year-round.

Assistant to the Loan Coordinator – FWS – Amy Moeder

Job Description:

Process student loans accurately and quickly. Assist in all aspects of the student loan process. Help students and parents understand financial aid and in particular student loans.

Job Requirements:

Detail-oriented and accuracy are a must. Communication skills as well as computer skills are necessary.  Knowledge of Microsoft Word and Excel is preferred. Ability to learn other computer programs and basic office equipment. General office duties may also be expected. Job is for 12-16 hours per week in the fall/spring semesters and 20-30 hours per week in the summer. This job will continue year-round.
Student Assistant to the Director – FWS – Robyn Brungardt

Job Description:

Document production, maintain the Financial Assistance webpage, help at front desk when needed, and act as liaison with Office Manager as needed.

Job Requirements:

Word-processing and database management within the Microsoft Office suite. Must have critical thinking skills and ability to do work under pressure and within deadlines. HTML and web page development skills preferred. Assist the Director of Financial Assistance.
Student Assistant to the Office Manager – FWS – Robyn Brungardt

Job Description:

Counsel parents and students about the financial aid process. Assist with the operation of the front office and cover the office in the Office Manager’s absence. Student will be responsible for answering telephones, e-mails, and assisting the walk-in traffic. This position requires professionalism and good public relations skills at all times.

Job Requirements:

This job is 12-16 hours per week during the fall/spring semesters and 20-30 hours per week during the summer. Basic computer skills along with good communication and public relations skills. Confidentiality is required. This job will continue year-round.

Student Assistant to the Systems Coordinator– FWS – JoAnn Tomecek

Job Description:

- Assist in processing students' financial aid files. -Check in new financial aid applications received from the Federal Processor (ISIR’s). -Contact students for the follow-up program (students whose financial aid file is not complete). -Assist in reporting and balancing Federal Pell Grant awards. -Assist in balancing the following Title IV programs: SEOG, Perkins Loan, and Pell Grant. -Counsel students who have general financial aid questions. -Edit reports. -Send correspondence to students via email and snail mail. -Maintain numerous Word and Excel files. -General office and filing duties.

Job Requirements:

Strong computer skills, as well as Word and Excel; proficient on 10-key adding machine; accuracy and confidentiality a must; accounting and balancing skills; filing; strong communication skills--written and verbal. Must be able to work summers and take summer classes to qualify for summer workstudy. Job will continue year-round. Resume required with references.
Student Employment Assistant – FWS – Simone Werth

Job Description:

Meet with students and assist them with finding employment. Review and approve job profiles and hire requests on JobX (student employment software). Process employment paperwork, which includes the I-9 form, W-4, K-4, substance abuse policy, and loyalty oath. Post all student jobs to the student’s employment file and code student hire requests with respective student information. Ability to inform students and employers of employment and payroll procedures according to each work program. Other clerical duties such as typing, filing, preparing mailings, and answering the phone as necessary. Knowledge of financial assistance guidelines to assist students and parents with financial assistance needs. Review student’s federal workstudy eligibility and explain options if not awarded. Responsible for processing Kansas Career Workstudy Program payment vouchers. Assist nonresident alien students with employment paperwork as well as with Tax Treaty Affidavit and Form 8233. Other miscellaneous duties as necessary. Training will be provided.

Job Requirements:

This position is a year-round position and applicant must qualify for federal workstudy each semester (fall, spring, and summer). Will provide on-the-job training. Requires typing and filing skills. Knowledge of Microsoft Word or other word processing software is needed. Ability to work with Microsoft Excel spreadsheets and 10-key calculators is preferred but not required. Proper phone etiquette and public relations skills are necessary.

Kelly Center

Student Secretary - FWS - Michelle Rader

Job Description:

Student secretaries are responsible for answering the phone, greeting clients, scheduling appointments, making copies, and doing general office work as requested by the office manager and other Kelly Center staff.

Job Requirements:

Good communication skills, teamwork spirit, phone etiquette, computer experience (Lotus Notes experience a plus, but not required). Must be able to maintain confidentiality of client names and records.

Student Prometric Testing Center Administrator - NWS – Santina Dechant

Job Description:

PURPOSE OF POSITION: To assist with test delivery for the Prometric testing operation. DUTIES AND RESPONSIBILITIES: Use Prometric testing systems to schedule and deliver exams in a secure environment. Greet examinees, verify identification, launch examinations, and supervise test administrations following established procedures. Answer phone calls and in-office inquiries relating to testing processes, test registration, etc. Protect security of all software and exam equipment. Monitor environmental conditions and keep them within established limits. Operate computer equipment and Prometric software applications. Inventory testing supplies. Assist with other testing activities as required.

Job Requirements:

Excellent oral and written communication skills. Attention to detail. Excellent public relations and phone etiquette skills. Professionalism. Adherence to confidentiality. Dependability. Good typing skills. Strong comfort level in working with PC computers, related technology, and Windows-type applications. Ability to read operational and policy documents and adhere to strict guidelines and procedures. Ability to be a team player. Ability to work with a diverse group of persons. MUST BE ABLE TO WORK SATURDAYS.

Memorial Union

Marketing & Promotions Intern - NWS - Rhonda Tutak

Job Description:

Support Memorial Union's goal of increasing student, faculty, staff, and public traffic in the building and to increase usage of Union programs, services, and facilities.

Job Requirements:

FHSU student having attended events in the Union or previously worked in the Union would be helpful.

Memorial Union Student Manager - NWS - William Smriga

Job Description:

Assist with managing events, room set-ups, audio visual services, and custodial duties. Staff the Student Service Center. Serve as liaison for groups meeting in Union. Closing and/or opening building.
Job Requirements:

Dependability. Positive image and tidy appearance. Ability to work independently with little supervision. Effective communication skills. Ability to work weekday evenings and weekends.

Student Office Assistant - NWS - Lynne Pullman

Job Description:

Assist the Union Administration with general office work and office duties, particularly in the temporary absence of the Union Administration staff during meetings or appointments. POSITION DUTIES AND RESPONSIBILITIES: Duties and responsibilities include typing skills, communication skills dealing with customers via phone and in person, basic filing, and general office duties. Some work also involved with the creation and distribution of the University Card (Student ID).

Job Requirements:

SKILLS REQUIRED: General office skills are required such as typing, filing, and good oral communication skills in order to work with customers directly and by phone. A general knowledge of the University is helpful, but not mandatory. Must be able to work the morning shift 8 am - noon, Monday – Friday.
Student Service Center Clerk - NWS - Rhonda Tutak

Job Description:

Cash checks, sell stamps, mail packages, sell tickets and popcorn, take payments for Tiger Tots, give information on the phone and over the counter, distribute billiard balls and Wii game.

Job Requirements:

Be able to greet people with friendliness and be able to help people find places in the Union, on campus and other information, both in person and by phone. Experience with a cash register is helpful. Must be able to make and count back change quickly and sometimes work under pressure. Dependability and accuracy a must.
Student Technical Assistant – Luke LeCount
Job Description: Help technical director set up for events in the Beach/Schmidt Performing Arts Center, and occasionally in the Memorial Union and on campus.  May involve set up of sound equipment and light equipment.
Job Requirements:  Knowledge of sound and light equipment helpful, as well as basic stage set up.  Ability to lift heavy equipment, and flexibility of hours.
Student Custodian/Set Ups – Jerry Stanfield

Job Description:  Assist in general cleaning, light maintenance, and upkeep of meeting rooms, restrooms, cafeteria, and kitchen area of Union.  Assist with set-ups and change over for meetings and special events.  Moving, setting up, and/or taking down tables, chairs and possibly other furniture.
Job Requirements:  Ability to understand and follow written and oral instructions.  To work effectively with fellow workers and others.  To lift and carry heavy objects, and willingness to perform a variety of routine cleaning tasks.  Occasional weekend hours required.
Registrar’s Office

Front Desk Receptionist - NWS - Jackie Maxwell

Job Description:

Answer phone promptly and direct a variety of calls; assist and direct all walk-in traffic to appropriate office/person; fulfill student transcript requests by printing transcripts, attaching required stamps, accurately recording mailing addresses, processing credit card/payments; daily reconciliation of transcript fee and deposit; processing daily incoming and outgoing mail; document imaging and linking to proper student record; campus deliveries; special projects as assigned by staff.

Job Requirements:

Good phone skills--listening carefully and taking complete messages; people oriented; broad knowledge of campus offices and locations is helpful; accuracy in data entry is crucial.

Student Assistant - FWS - Kaleen Fisher

Job Description:

Prepare and set up applications for admissions to FHSU files on the computer, file applications for admission correspondence, transcripts, as needed, label new file folders. Answer the telephone and questions from the public. Channel office traffic to appropriate staff. Run errands and make deliveries on campus. Assist full-time staff with special projects as needed.

Job Requirements:

Should be able to use a computer with proficiency, use a telephone, copier, and fax machine. Be pleasant and neat at all times.

Student Clerk – Application Processing - NWS - Jackie Maxwell

Job Description:

Directly assists full-time staff position in processing applications for admission. Accurate data entry, tracking of required and received transcripts and other documents for admission; may include some system coding and grade point average and hours calculations. Does document image processing exclusively for this position. A large amount of filing.

Job Requirements:

Accurate typing, filing, and data entry.

Student Affairs

Cultural Awareness Coordinator - NWS - Chris Gist

Job Description:

The Cultural Awareness Coordinator is responsible for advocating the value of cross-cultural programs for the University and community during the academic year.

Job Requirements:

Coordinate International Student Fair, International Spice Series, and classroom presentations
First Year Experience Student Assistant - NWS - Rachel Brinley

Job Description:

The First Year Experience (FYE) Student Assistant will work with the Assistant Vice President for Student Affairs in the Office of Student Affairs on creative, new initiatives that will help acculturate freshmen to FHSU in their first year on campus, with the overall goal of increased engagement, retention, and matriculation of our on-campus population. Will also assist Office of Student Affairs in general office coverage.

Job Requirements:

The successful candidate will have a strong interest in FYE programs and activities, have creative ideas (or the initiatives to research “Best Practices” occurring elsewhere), and strong time management and organizational skills. S/he will be dependable, have a strong work ethic, and a willingness to take personal responsibility for the job. The applicant must be of sophomore standing or above, with a preference given to junior, senior, or graduate students, and maintain a 2.5 or better cumulative GPA.

Student Administrative Aide - FWS - Chris Gist

Job Description:

Duties and responsibilities include typing and sending out student class absences on a daily basis, typing correspondence to students not attending class, keeping students' files up-to-date, answering telephone inquires, serving as receptionist, and processing incoming and outgoing mail.

Job Requirements:

Required skills include computer skills (Word, Excel) typing, telephone skills, ability to work with public, and filing. The position requires the student to maintain confidentiality of office records as we deal with student discipline and affirmative action matters.

Student Health

Front Desk Receptionist - FWS - Doreen Koerner 

Job Description:

Duties included but not limited to: Answering and directing all phone calls; Checking patients in and greeting the public; Taking complete and accurate phone messages; Pulling charts; Filing; Making copies; Making charts; Collecting monies & balancing deposits at the end of the day; Helping nurses with various tasks

Job Requirements:

Basic PC skills including familiarity with Quickbooks. Ability to work in a fast paced environment. Excellent customer service and communication skills. Ability to work well with others, accept constructive feedback and exhibit a positive attitude.

Tiger Tots

Assistant Teacher - NWS - Laura Shoaff

Job Description:

The assistant teacher will help supervise the children, assist with group time activities, and help with teacher preparation for classroom curriculum.

Job Requirements:

Education majors preferred, experience in working with young children a plus.

Student Aide - FWS - Laura Shoaff

Job Description:

The student aide will supervise children during small and large group activities. The aide will provide individual attention to children who require specialized attention such as a child with special needs. The aide will assist the lead teachers with curriculum development and clerical work.

Job Requirements:

Experience with young children preferred. Computer skills, patience, and good communication skills.

Student Lunch Aide - NWS - Laura Shoaff

Job Description:

Duties include supervising children, cleaning dishes, wiping off tables and general cleaning. Supervision of the children while eating and resting. Working on teacher preparation of materials.
Job Requirements:

Students should be an education major or a related area major.
Student Development Learning Outcome Skill Areas

Through numerous experiences and opportunities, student employees in the Student Affairs Division of Fort Hays State University should create opportunities for students to develop their personal skill levels. One approach the committee is considering is to ask student employees to identify 3 to 5 (or all that are relevant) skill areas in which student employees can improve their abilities   within the parameter of each student job.  Each learning outcome is defined below to give students an idea of the skills that can be developed.  Supervisors will be meeting with student employees throughout the school year to follow up on students’ progress in meeting these learning outcomes.   
· Role-Modeling: Knowing when and how to lead (“Walk the walk and talk the talk”)

· Mentoring to new employees

· Making decisions

· Setting a good, positive example for all students
· Delegation (“Dishin’ it out”)

· Not being afraid to share tasks or give to coworkers

· Asking for help with projects

· Showing fellow employees how to perform tasks efficiently

· Effectively taking ownership of new tasks

· Time Management (“Get it together”)

· Plan out your shift to minimize wasted time

· Planning around events at set times

· Being on time and working a full shift
· Problem Solving & Decision Making (“Your parents didn’t send you to college for nothin’!”)

· Speaking up if something doesn’t sound/work right

· Trying to figure out answers before asking a supervisor

· Finding solutions to problems that are unique and effective

· Where to go to find answers—never saying “I don’t know”

· Hearing what people say and coming up with creative ways to help

· What really needs to be done (steps to take) to solve a problem?

· Are we doing too much for a simple task?

· Being proactive, seeking out what you want/need

· Confidence to ask questions and get answers to help your own success

· Handling the issue—don’t let the issue handle you
· Customer Service (“Doin it and doin it and doin it well”)

· Excellent service to any and all clients and guests

· Positive interactions with any and all clients and guests

· Resolving issues before they are issues

· Making a good impression on guests, clients, and staff

· How would you want to be treated as a customer?

· Creating a welcoming environment for all clients
· Respect (“Respect—in any language”)

· Understanding the relationship between student and staff

· Mutual respect-of each person, not each title

· Positive interaction with supervisors and other staff

· Respect privacy of coworkers and others

· Interacting with guests as a professional

· Carrying yourself like a professional employee

· Knowing and implementing proper office culture

· Appreciating everyone regardless of their background or beliefs

· Welcoming individual differences instead of fearing them

· Self-Image Management (“Choose your ‘Tude”)

· Knowing what to do (and what not to do) if you’re having a bad day

· Genuine, sincere interactions

· Staying true to your word

· Staying cool when things get hectic

· Putting on a happy face, even if you’re not happy

· Finding healthy outlets for negative emotions
· Confidentiality (“Save the Drama for your Mamma”)

· Speaking to people, not behind their backs

· Keeping information to yourself, if it’s not meant for everyone else

· Entrusted with sensitive information
· Project Management (“Just do it”)

· Don’t wait to be told what to –look around and judge what needs to be done

· Finding productive ways to stay busy

· What to do when things get busy

· Staying organized
· Strong Work Ethic (“Putting the ‘I’ in PRIDE”)

· Reliable-get the job done

· Maintaining and orderly work space

· Don’t wait to be asked twice-do it the first time-and do it well!

· Eager to work, even if the work is not glamorous

· Follow rules in all situations

· Responsibility when handling money, keys, etc.

· Accountable for work and timeliness

· Undertaking tasks and seeing them through to completion

· Honest work and honest effort

· Making sound decisions
· Communication (“Can you hear me now?”)

· Getting your message across clearly and succinctly

· Confidence when speaking to guests and supervisors

· Talking to supervisors and peers

· Timely and useful communication that develops solutions

· Clear writing, not conversational

· Professional correspondence vs. “e-speak”

· Avoiding “controversial” or improper language, especially with clients, guests, and staff

· Comprehension skills to understand non-native speakers
· Group/team skills (“Can’t we all just get along?”)

· Working with others—pairs or groups

· Being a leader and a follower

· Positive interaction with peers/coworkers

· Helping to resolve issues with fellow coworkers

· Acknowledging talents and specialties of students and staff

· Moving on from conflict situations

· We’re a team of star players, not individual performers

· Take an interest in their worlds-let them take interest in you

· Helping everyone to do well-this is not a competition

· Working well with people who are not like you
· Motivation (“Gettin’ your butt in gear”)

· Energy and attitude in completing a task

· Having belief and pride in your work

· Ability to originate new ideas or methods

· Ambitious drive (“Being the go-getter and takin’ charge”)

· Taking initiative to be successful

· Having original and innovative ideas and goals

· Being passionate about your work
· Adaptability (“Can you handle change?”)

· Ability to cope with a variety of situations and people

· Generally able to work with people who have different values or behaviors

· Ability to keep cool when given conflicting tasks

· Ability to change when plans change
· Furthering the FHSU tradition (“Spreading the love”)

· Connectedness-take advantage of opportunities to get involved

· Sense of pride and ownership

· Working as a representative of FHSU Student Affairs division and what we stand for

· Keeping in mind what the FHSU Student Affairs division stands for and tries to accomplish

· Values difference: relates well with team members from diverse backgrounds, interests, and values, and understands, recognizes and behaves appropriately when cultural differences exist
Additional Feedback from Vice President:

· The process of discussing learning outcomes should occur between each student employee and his/her supervisor.  It needs to be done together.

· Each student employee should be asked to pick 2 – 3 learning outcomes relevant to their jobs that they would like to improve or strengthen.

· Supervisors will need to determine which potential learning outcomes are relevant to each student position, since all possible learning outcomes are not possible in a given job.

· The supervisor will need to structure conversations that take place at the beginning, middle and end of a student’s employment.   Conversations, not pre-tests and post-tests, are recommended.

· The relationship/conversation with a student employee should be a mentoring and coaching relationship.

