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from the  Editor 
 

Dear Professionals, 

 

The 2014 edition of the Journal of Student Employment has increased publications and diversified the topics.  

The purpose of this journal is to provide relevant research and factual information to those who affect change 

in policy and programming decisions with the functional offices of student employment.   

We would like to thank the authors showcased in this edition for taking the time to craft quality publications 

based on their research and development opportunities and their willingness to share it with you, their col-

leagues.  We would also like to thank the reviewers who took time out of their busy schedules to ensure the 

submissions met criteria outlined by the holding university.  Only through the continued research and sharing 

of findings can we make an impact and articulate the benefits and needs of student employees that can enhance 

programming, services and student success rates. 

Student employment is gaining recognition quickly as a potential High Impat Practice; and research has                 

already been completed to show the true significance it has on the student’s college experience.  As NSEA 

members we have always known the value students gain from being employed through college.   

The future is looking bright for student employment professionals.  If you are given the opportunity to test out 

programs, workshops, or events we want to know about your experiences!  Please consider sharing your ideas 

by submitting your proposal for the 2015 Journal of Student Employment.  Thank you again for your support 

of this journal and we are looking forward to continue building upon its success every year. 

  

Jenna Corcoran 

 

 

Student Employment Consultant 

Indiana University Purdue University Indianapolis (IUPUI) 



 

Abstract 

In order to better assist undergraduate 

and graduate students in finding    

student employment opportunities, 

The Career Services Center at the 

University of Central Missouri 

streamlined their student employment 

process in July of 2012.  This article 

will explain the process of how to 

centralize student employment 

through Career Services. 

Assessment & Overview of          

the Current Process 

During the overview and assessment 

phase of examining the University of 

Central Missouri’s (UCM) current 

student employment process, we   

began to identify ways to streamline 

student employment for our current 

students.  Prior to centralization 

through Career Services, our office 

provided assistance to students with 

their on campus and part-time job 

search.  Career Services helped     

students in the following ways:     

coordinated a part-time job fair,    

referred students out for part-time 

and on campus positions, posted    

opportunities through our online   

recruiting system, and hosted in    

person and online workshops to    

educate students on the part-time job 

search process.  In addition to Career 

Services, the following offices were 

involved with student employment:  

Human Resources, Student Financial 

Services, Payroll and other              

on-campus departments.  Human      

Resources managed I-9’s, deposit 

forms, W-4’s, and helped students 

complete all necessary paperwork.  

Student    Financial Services verified 

work-study and student employment 

eligibility.  Payroll added student     

employees to banner to ensure they 

would receive pay.  On campus       

departments posted jobs, interviewed 

students, and filled out the student job 

assignment form for who they were 

going to hire.  A graphic of the 2008 

Student Employment Model can be 

seen on page 6. 

Student Employment Task Force 

In 2008, a task force was created to 

further examine student employment at 

UCM.  The task force committee was 

comprised of the Provost, Vice       

President of Student Affairs, and      

representatives from Career Services, 

Human Resources, Payroll, Student 

Financial Services, and representatives 

from on campus departments who tend 

to hire larger number of students.   

The charge for the task force was the 

following:   

1) Review current state of policies 

and operations regarding student 

employment  

2) Develop, adopt, and  administer 

surveys to gather data, and          

information  

3) Use the data and information      

collected to develop a set of       

recommendations for major    

changes to policy and procedures.   

During the first task force meeting, the 

vision was outlined; student             

employment challenges and the current 

UCM structure were discussed.  After 

the first meeting, the committee needed 

to identify best practices and to             
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administer student and supervisor surveys.  As the 

committee dived further into examining the          

process, we realized students did not have a              

centralized place to look for on campus or work 

study positions.  It was up to the student to utilize 

Career Services as a resource and then visit each 

individual department to see what opportunities 

might be available.  About 33% of on campus            

supervisors would utilize Career Services to either 

post their positions, receive part-time referrals, or 

would attend our Part-Time Job Fair as a way to 

identify candidates for their openings.    

In addition, the committee discovered students 

were filling out multiple applications for on campus 

positions.  Most departments had developed their 

own student employment application used to     

identify potential candidates.   During our second 

task force meeting, the committee reviewed the   

student and supervisor surveys and created a      

subcommittee to determine our new student       

employment process and to investigate the          

possibility of using one application for all on    

campus positions.  Through multiple meetings and 

analyzing the survey results, the task force brought 

forth the following recommendations:   

1) Develop one student employment application 

for all on  campus jobs  

2) Localize all on campus job postings.  No       

student job position would be filled if it was not 

first posted for all students to view.         

3) Centralize all functions of student employment    

under one roof.  

4) Acquire University support to help departments 

compensate for minimum wage increases and 

lack of funds for departments to hire students. 

Subcommittee Work 

The subcommittee was comprised of                  

representatives from Career Services, Human     

Resources, Payroll, and Student Financial Services.  

Their responsibility was to further evaluate the    

current process, create one application, and prepare 

proposals of options.  The subcommittee reached out 

to departments to gather their individual student    

employment applications for review.  Once all       

applications were submitted, the committee identified 

common questions among all of the applications.  

After reviewing the applications, the committee     

determined the additional questions that were being 

asked by departments were questions better suited for 

the interview.  Career Services created one            

application, then worked with Human Resources on 

the applicant certificate statement and then shared the 

application with the task force committee and on 

campus departments for feedback.   

In regards to developing workable solutions for    

centralizing student employment, the committee    

submitted the following three proposal options.   

Proposal #1: Create a student employment office.  

This office would be an extension of the Career     

Services Center and would handle all functions of 

student employment.  This would completely      

eliminate student bounce and create the most    

streamlined process.   

Proposal #2: House student employment in Human 

Resources.  This proposal allowed all UCM jobs to 

be posted in one location.  Human Resources already  

manage I-9’s, temporary, and part-time jobs at UCM 

and has an application system in place with the      

capability of managing the functions of student     

employment.  In addition, the Human Resource’s 

staff is knowledgeable in employment law.   

Proposal #3: House student employment in Career 

Services.  Career Services already post on campus 

positions for approximately a third of campus, as well 

as employers in the community and surrounding    

areas.  The Career Services office had an online    

recruiting system in place with the ability to make 

modifications for student employment. Current      

students were using this online recruiting system for 

internships, full-time positions, on campus recruiting, 
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career expos, information sessions and to access 

the employer database.  Using this system to post 

student employment positions would allow            

students to connect with The Career Services     

office much earlier in their career development.   

Once all three proposals were created and         

discussed, a final proposal recommending option 

#3 was submitted to the Provost.  Shortly after the 

proposal was submitted, it was accepted and in 

January of 2012 the Career Services Center was 

given the authority to move forward with          

implementation of the new student employment 

process. 

Policy & Application Development 

Based on the task force committee’s                  

recommendations the career services office moved 

forward with the following policy changes: 

1) All new campus student employment positions 

must be posted on the Mules4Hire system for 

a minimum of 6 days through the Career     

Services Center  

2) A new student employment application was 

developed to be used for on campus student 

positions and will be available for students to   

access in their Mules4Hire account                       

3) Departments/Offices will no longer have their 

individual employment applications.   

Implementation of the new                               

Student Employment Process 

Career Services uses the Symplicity Career        

Services Management System.  Prior to             

centralizing student employment, this system was 

called Central Career Network.  With the            

implementation of the new student employment 

process coming in the near future, Career Services 

determined a system name change and rebranding 

effort was necessary.  As a result, we asked our      

students through social media for ideas on a new 

system name and the overwhelming response was 

Mules4Hire.  Once the new name was decided, our 

office worked with Symplicity to develop and add a 

new student employment module to the existing 

career services management system.  This module 

allows career services to manage the functions of 

student employment and allows students to submit 

a separate application to these positions.  On     

campus departments have employer accounts 

where they are able to post their position using a 

customizable job form specifically designed for 

student employment.  Departments have the ability 

to screen & restrict applicants, track applicants as 

they apply, send batch emails to their applicants, 

search resume books for additional candidates, and 

share their applicants in an excel or pdf file.   

Students are able to utilize Mules4Hire to search 

for all on campus jobs and work study positions.  

Within their Mules4Hire account, the student     

employment application is available for students to 

download, complete and upload to their 

“Documents” tab.  Students can then apply with a 

standardized application to all on campus positions.  

As a result, students are becoming more familiar 

with Mules4Hire early on and can continue to use 

the system as they progress through their career          

development.  Not only are students more familiar 

with Mules4Hire, they are also becoming more  

familiar with the Career Services Center and our 

staff.  

Once the new student employment module was 

complete, The Career Services Center, Human   

Resources and Payroll Departments partnered and 

offered multiple trainings over the summer to      

educate faculty and staff on the new policy        

changes, the Mules4Hire system, and the steps they   

needed to follow once they are ready to hire a    

student employee.    

The new student employment process was          

implemented in July of 2012.  As our office looks 

into the future, we hope to make a few system           

modifications and continue to educate and provide 

How to Centralize Student Employment ... 
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additional student employment resources 

to faculty, staff, and students. 

Next Steps 

In the future, the Career Services Center 

will continue to educate students and the 

university community on the student   

employment process and procedures.  

Our office plans to move forward with 

implementation of importing data from 

Banner into our Mules4Hire system.  

This will ensure student’s Mules4Hire 

profiles are  updated on a daily basis.  

The Career Services staff will be able to 

better identify and target opportunities 

for students.  In addition, our office is 

working with the Office of Technology 

to establish single sign-on for 

Mules4Hire into their My Central       

account.  This will eliminate students 

from having to  remember another 

username and password into a different 

system.  In the long term, our office will 

continue to explore the possibility of the 

student employment application          

becoming integrated into Mules4Hire; 

this will allow students to complete their 

student employment application within 

the system.    
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Abstract 

As professionals working in student 

employment, we understand the  

value that students receive from  

engaging in student jobs.  This    

value, however, is only fully         

realized when students are given the 

tools to reflect on the growth and 

learning that they experience while 

at work.   Over the last two years, 

the Rollins College Office of      

Student Employment (OSE) has led 

a multi-faceted process to introduce 

student employee learning outcomes 

into on-campus positions.   This   

article will detail the development 

of campus-wide student employee 

learning outcomes, the steps that 

were taken to embed them in        

students’ on-campus job              

experiences and the challenges and 

opportunities that presented        

themselves.   The article highlights 

the importance of cross-functional    

collaboration, timely assessment 

informing programmatic change, 

and ongoing communication to  

campus constituents.   Through   

engaging in these processes, the 

Rollins OSE has begun a             

fundamental shift in the culture of 

student employment on campus.   

Rational Behind Introducing 

Learning Outcomes 

In February 2012, the Rollins     

College Office of Student           

Employment (OSE) was established 

and charged with increasing the   

value of student employment on 

campus in order to better support the 

institutional mission of 

“Empowering graduates to pursue 

meaningful lives and productive     

careers.”  Along with structural and 

procedural changes to the current    

system of student employment at the 

college, the OSE identified the       

development of student employee 

learning outcomes as a key            

component in meeting its goal.    

The introduction of student employee 

learning outcomes was intended to 

serve several purposes at Rollins.   

The first was to highlight and         

reinforce the transferable skills that 

students were gaining in their           

on-campus jobs, thereby better    

equipping them to identify and        

articulate those skills to future         

employers.   Another purpose was to 

reframe the idea of on-campus jobs 

for students as more than just a way to 

earn extra spending money, but rather 

as a valuable resume-building          

experience.   Helping students        

understand the relevance between the 

work they perform in their student 

jobs and their future careers serves to 

make them feel more invested in those 

jobs, resulting in increased         

productivity, and higher quality work.   

Additionally, emphasizing the        

expected student employee learning 

outcomes to students’ supervisors   

reinforces their position as educators 

and mentors, and encourages them to 

provide meaningful work experiences 

that promote student growth.   Finally, 

learning outcomes were intended to 

form a foundation for the assessment 

of the OSE’s charge to enhance the 

value and meaningfulness of              

on-campus job experiences.    
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Preparing the Environment for Change 

 Form an advisory committee 

 Develop a timeline where implementation is 

divided in phases 

 Hold information sessions to provide             

transparency regarding the coming changes 

The first step in preparing campus constituents for 

the coming changes was to form an advisory        

committee made up of faculty and staff from across 

the College.   It included a staff member each from 

Career Services, Human Resources, and Financial 

Aid, along with a representative student employee 

supervisor, and the Assistant Provost.   In addition, 

two faculty members were asked to serve in order 

to offer their perspective and feedback.   The     

committee was formed as a cross-functional       

resource to provide input on new student            

employment initiatives and programs.   In addition 

to the valuable contributions made by members, 

their collaboration on the development of student 

employee learning outcomes added legitimacy to 

the initiative.    

The next step in preparing for the rollout of student 

employee learning outcomes was to develop a 

timeline dividing the process into phases.   Phase 

One involved the surveying of student learning  

outcomes research and relevant models, the       

creation of learning outcomes in collaboration with 

the advisory committee, the initial design of an  

assessment rubric, and the piloting of both the      

outcomes and learning assessments.   This phase 

was set to run from the 2012 spring semester 

through the end of the 2012 fall semester.   The    

focus of Phase Two - spring 2013 to summer 2013 

was to review the results and feedback from the 

pilot groups, evaluate the clarity of the outcomes 

and the effectiveness of the self-assessment tools, 

and implement changes in order to prepare for the 

campus-wide rollout.   Phase Three, starting in  

August 2013, involved the campus-wide rollout of 

the student employee learning outcomes and                

evaluations, campus communication and training, 

and the assessment of feedback and participation 

rates to inform changes.    

The final step in preparing campus constituents for 

the rollout involved inviting student employee               

supervisors from across campus to attend one of four 

information sessions where the OSE outlined the    

rationale behind the coming changes, how they 

would benefit supervisors, departments, student             

employees, and the college as a whole, and the             

proposed timeline of the rollout.   This step was           

crucial to gain departmental buy-in for the new 

learning outcomes and evaluations.   Supervisors 

provided feedback on the proposed changes, and 

were given an expectation of the impact the changes 

would have on their responsibilities as managers of 

student employees.  

 Phase One: Development and Pilot of Student 

Employee Learning Outcomes 

 Research student learning and assessment       

models 

 Create guidelines to inform the development of 

learning outcomes 

 Develop student employee learning outcomes 

 Design self-assessments and evaluations 

 Consider who will be completing the               

assessments 

 Determine the type of data needed for analysis 

 Pilot learning outcomes and assessments 

The OSE began its development of learning          

outcomes by engaging in a discovery process 

through the surveying of relevant student learning 

and assessment research, and reaching out nationally 

to student employment colleagues for insight into 

models in use either at a departmental, divisional, or 

institutional level.   Compiling and analyzing the  

Campus-Wide Learning Outcomes... 



research resulted in the creation of a set of            

guidelines for developing the outcomes at         

Rollins.   First, the outcomes needed to be clear 

and specific.   They needed to represent              

meaningful, transferable skills that could            

transcend across industries and careers, while 

representing the type of work student employees 

engage in.   Additionally the outcomes needed to 

reflect the characteristics that employers value 

(Figure 1), as well as the standards that guide the 

work of staff at the College (Figure 2).   Finally, 

the outcomes would be developed based on the 

LEAP learning outcomes from the American      

Association of Colleges and Universities, adopted 

by Rollins College in 2008.   These outcomes  

include Knowledge of Human Cultures and the 

Physical and Natural Word, Intellectual and 

Practical Skills, Personal and Social Responsibil-

ity, and Integrative and Applied Learning 

(Essential Learning Outcomes, n. d., para. 3).    

Ultimately, through a process of drafting and            

revising outcomes informed by the guidelines, the 

final Rollins College Student Employee Learning 

Outcomes were developed and approved by the 

advisory committee.   They took the form of four 

broad categories: responsibility, communication, 

customer service, and initiative.  Under each            

category were three to four specific and                   

measurable outcomes.    

The next step in Phase One was to embed the  

outcomes into student jobs through student             

assessments that allowed analysis of growth and 

learning with respect to the outcomes.   Before 

considering the assessment design, the OSE           

identified who would be using it.   First and             

foremost, the assessment would provide a tool for 

student employees to reflect on their experiences 

at work.   This would provide data for the                    

College, while also allowing students to track 

their growth over time, and to engage in self-

assessment, a skill necessary for success in their 

future careers.   In addition, self-assessment       

Figure 1 above 

Figure 2 below 

 

provides students with ownership over their own 

learning, allowing them to set and meet specific 

goals.  Along with student self-assessment, the 

OSE determined that additional assessment from 

supervisors would offer the opportunity for        

students to receive valuable feedback regarding 

their growth at work.  Having supervisors        
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complete an evaluation of students’ learning also 

gives students an opportunity to refine their           

self-assessment skills by referring to the difference 

between their self-rating of growth and their               

supervisor’s rating.    

Another component that informed the design of 

learning assessments was determining the type of 

data that the OSE would compile and analyze.   It 

was important to measure the growth the student 

experienced as a result of the job, and not as a          

result of previous experience, therefore the           

decision was made to conduct pre and post student 

self-assessments.   The pre -assessment would          

occur within one month of the student’s start date 

in their job each year, forming a base to compare 

the post assessment ratings to.   The post                

assessment would then occur within one month of 

the student’s end date each year.   The change in 

ratings would allow the OSE to measure the             

learning that was experienced between the two self 

-assessments.   Supervisor evaluations of student 

learning would occur in the same timeframe as the 

post self-assessment in order to facilitate dialogue 

between the supervisor and student regarding the 

student’s growth.   In addition to extracting data 

showing growth within the job assignment, the 

OSE was interested in being able to analyze 

growth over the number of years a student engaged 

in on-campus work.   This data would provide         

longitudinal evidence of the impact of on-campus 

jobs on student growth in transferable skills.   It 

was also important to have the ability to collect 

data relative to a specific student, a job type, a      

specific department, a division, and the College as 

a whole.   This scope of data collection led to the 

decision to conduct and house the student learning 

assessments electronically and to work with in-

house programmers to develop a comprehensive 

database for categorizing and analyzing the           

resulting data.    

The next step for the OSE and the advisory         

committee was to develop the self-assessments and 

evaluations for students and their supervisors.   The 

separate assessments allowed students and their 

supervisors to rate the students’ growth on a scale 

of one through six for each of the outcomes under 

the four categories.   Additionally, they provided a 

section for additional comments that, depending 

on the type of assessment, either allowed              

supervisors to provide additional feedback and 

suggestions for growth, or allowed students to 

identify specific learning and goals for future 

growth.    

Once the student employee self-assessments and 

supervisor evaluations were created and approved 

by the advisory committee, the final step in Phase 

One was to initiate a pilot program with four          

departments during the 2012 fall semester.   The 

departments were chosen strategically in order to 

represent the myriad of offices employing students 

on campus.   Each department had a different 

number of student employees, ranging from two to 

sixteen, which represented the general range 

across campus.   They also involved students in 

different types of jobs, including front desk recep-

tionist positions, office assistant positions, I.T. 

help desk operators, and students delivering print 

orders throughout campus.   The supervisors in the 

departments ranged from having years of              

experience supervising student employees at the 

College, to supervising students for the first time 

that semester.   The pilot departments received 

guidelines and support from the OSE in the same 

manner that would be instituted in the                  

campus-wide rollout.    

Phase Two: Review of Pilot Results and Imple-

mentation of Modifications 

 Identify pilot limitations 

 Debrief pilot student and supervisors 

 Modify systems/assessments based on pilot 

results 

When reviewing a pilot program, it is important to 

identify limitations of the pilot in order to inform 
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the assessment of feedback.   The limitations      

identified for the student employee learning out-

come pilot included the condensed timeframe, the 

implementation of self-assessments and                  

evaluations in paper form, and the lack of                   

orientation regarding the learning outcomes.   The 

pilot timeframe of one semester meant that                

students completed their pre and post                 

self-assessments within a few months of each        

other, which did not provide enough time to track 

significant learning on the job.   The self-

assessments and supervisor evaluations would  

normally be completed over the span of an        

academic year, allowing for students and their   

supervisors to have time for measured growth.   

Additionally, the assessments and evaluations had 

to be completed in paper form, as the electronic 

system was in the building stages.   This did not 

accurately represent the ease of completion and 

ability to review previous assessments that would 

be available using the online platform.   Finally, 

the OSE did not provide an orientation for students 

regarding the learning outcomes, instead relying 

on supervisors to impart that information.    

Following the pilot of student employee learning 

outcomes and assessment rubrics, feedback was 

solicited through various methods, including      

surveys, a focus group, and individual debriefs.   

Students were asked to complete a short online 

survey that asked them about their overall            

impressions of the program, areas they identified 

as needing improvement, and whether or not the 

assessments had an impact on their student job          

experience.   In addition, the OSE informally           

interviewed a sample of students from the pilot 

groups.   Overall, students participating in the pilot 

had a positive response to the outcomes and               

assessments, and they felt that it enhanced their 

job experience.   They offered critical feedback 

regarding the rating scale from one to six for the 

self-assessments and supervisor evaluations,              

indicating that they felt they were being ‘graded’ 

on their performance, rather than assessing their 

learning and growth.   According to one student, 

this kept her from rating herself anything under a 

three out of six, even in areas where she had little 

to no experience.   Additionally, students                  

identified minor semantic issues with the self-

assessments that resulted in confusion.    

Supervisors were invited to debrief on their experi-

ence with the pilot in a focus group.   They were 

asked to consider the following questions:  

Did you find the evaluation forms to be clear and 

thought provoking? 

Can you think of any changes/improvements that 

could make the evaluations more effective? 

Did you have a chance to meet with your students 

on a one-on-one basis to discuss the supervisor 

evaluations? 

Did these meetings prove to be helpful to you as a 

supervisor?  In what ways? 

Do you think these meetings were helpful to the 

student employee?  In what ways? 

Do you think that having these evaluations as 

online forms would make the process more           

efficient? 

How much time, overall, did you spend on                 

gathering the student self-evaluations, completing 

the supervisor evaluation, and meeting with the 

students about it? 

What were your general thoughts and overall            

impression of the process? 

Overall, supervisors had a favorable experience 

with the learning outcomes and evaluations.   They 

felt that the student employee self-assessments and 

supervisor evaluations helped them start a                  

conversation with their students regarding the 

skills they were learning, how the work in the         

department could translate to their future careers, 

and goals and opportunities for improvement.   

Campus-Wide Learning Outcomes... 
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Two of the four supervisors also noted an                  

increased level of responsibility and productivity 

from their students, and they credited the                  

improvement to the identification of learning              

outcomes and evaluations.   As far as critical           

feedback, all four supervisors felt that an online 

evaluation form would make the process easier to 

track and less burdensome, and three of them felt 

that clarification of concepts, like internal and         

external customers, should be provided in an          

orientation for students.    

Following the review of the feedback and results 

of the pilot, the OSE made modifications to the 

learning outcome language in order to increase 

clarity.   The assessment rating system was 

changed from a scale of one through six, to a             

continuum based on the following levels of              

experience: Emerging, Developing, and Mastering.   

Resume key words, developed with feedback from 

the Rollins Office of Career Services, were added 

to the completed assessment forms in order to             

emphasize the transferable skills students were 

gaining in their on-campus jobs.   Additionally, 

student employee self-assessments were renamed 

self-reflections to characterize them as                            

opportunities for student employees to reflect on 

their job experiences and learning, rather than               

assessing their performance.    

Phase Three: Campus-Wide Rollout of Student 

Learning Outcomes and Assessments 

 Finalize online assessments and format of          

reports 

 Host student employee training sessions to  

introduce the learning outcomes and assess-

ments 

 Rollout learning outcomes and assessments 

Following the modifications of the learning               

outcomes and assessments, the OSE worked        

closely with in-house programmers in the Rollins 

I.T. department to finalize the online student      

employee evaluations platform.   The plan was to 

utilize existing College software that both students 

and supervisors were already using in their roles at 

Rollins, and to make the online forms clear and 

easy to use.   In addition, completed self-reflections 

and supervisor evaluations were automatically                       

formatted into a PDF report for the student and/or 

supervisor to save or print out.   Once the online 

evaluation platform was in place, the OSE tested it 

extensively to identify and resolve glitches and              

decrease the possibility of technical issues upon 

rollout.   

In preparation for the rollout of the initial                     

self-reflections, the OSE hosted four open training 

sessions for student employees across campus to 

introduce the student employee learning outcomes.   

Pizza was provided for attendees, and supervisors 

were encouraged to promote the sessions with their 

student employees.   A goal of the training was to 

highlight strategies for students to get the most out 

of their on-campus jobs, and to explain how the 

online self-assessments and evaluations would                 

benefit students in their future careers.   In addition 

to the campus-wide training sessions, smaller, more 

targeted versions of the trainings were held for               

departments upon request.    

Along with the training sessions introducing the 

new learning outcomes, the OSE created simple, 

three-step guides for completing the online                   

self-reflections, and sent them to student employees 

and their supervisors at the beginning of the fall    

semester.   The guides highlighted the ease of               

completing the self-reflections, and allowed               

supervisors and students to better understand the 

process.   The OSE called on supervisors to help 

rollout the initial student employee self-reflections, 

asking them to promote them with their students, to 

allow time during work for student employees to 

complete the online forms, and to follow up with 

students who hadn’t completed the reflections.    

Considering the nature of rolling out a new system 

of evaluations that were not required, the OSE was 

Campus-Wide Learning Outcomes... 



aiming for a completion rate of above twenty                   

percent for the initial student employee                         

self-reflections.   Through the help of supervisors 

promoting the online assessments, along with the 

training sessions, and the three-step guide, the   

completion rate for the initial student employee self

-reflections was over fifty-nine percent.    

Along with the completion rate, anecdotal data 

gathered through the self-assessments provided  

evidence that students were engaging in reflection 

regarding areas they hoped to improve upon, and 

that they were learning valuable world of work 

skills through their on-campus jobs: 

“I feel that I am most emerging in the initiative   

area.   I plan on paying more attention to the          

details of instructions that are given to me.   This 

will help me to start making decisions on my own, 

when a supervisor is not present, based on previous 

instructions so that the job still gets completed.   I 

also will work on my confidence so that I can             

improve on how well I accomplish my work,        

because then it will show that I know what I am  

doing.” 

“Working in the Office of Community Engagement, 

I think one of the areas that I have gained a         

significant amount of experience in is ‘customer 

service.’  Through talking with students looking to 

get connected to a community partner, or an           

outside organization looking to get plugged in to 

the Rollins community, the job forces students to 

develop customer service skills.   Looking back, 

when I first came to OCE, I wasn't excited about 

this particular area (I was afraid I would mess 

something up).   However, after having the             

opportunity to help connect students to their             

passions, it's a skill that I greatly appreciate.”   

“I feel as though I am mastering the skill of                  

Initiative.   Every time I complete one job I check 

with my supervisor for the next task at hand.   One 

day I only had one thing to do that I finished very 

quickly.   As soon as I was finished I asked my          

supervisor if there was anything I could do for 

her and she had work for me that I finished 

quickly as well.   When she had nothing left for 

me to do I then went to the professors in the             

department and asked if there was anything I 

could do for them, which I then did as                        

assignments came up.” 

Next Steps 

 Ongoing review of feedback/results to inform 

modifications 

 Further integration of learning outcomes into 

the student job experience 

 Analysis of  longitudinal data of student 

growth and learning over years 

Although ongoing informal feedback has been 

provided by supervisors and students concerning 

the integration of learning outcomes in                     

on-campus student jobs, the next step is to           

formally solicit feedback from students and their 

supervisors at the end of the academic year, after 

a full cycle of assessments has been completed.   

This feedback will be gathered through surveys, 

focus groups, and individual debriefs.   A               

comprehensive review of the feedback,                      

completion rate, and results of year one of the 

rollout of student employee learning outcomes 

will be conducted by the OSE, in collaboration 

with the advisory committee.   This review will 

undoubtedly lead to a number of modifications to 

the learning outcome assessments, with the               

intention of making the system more effective.    

The OSE will also be considering additional 

ways to further integrate learning outcomes into 

the student on-campus job experience.   This can 

be accomplished through many different                    

initiatives, including targeted marketing                  

campaigns, incorporating the learning outcomes 

into  National Student Employment Week               

programming, as well as into student job              

postings.   Additionally, the introduction of      

Campus-Wide Learning Outcomes... 
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student e-portfolios at Rollins College has 

sparked a conversation regarding incorporating                  

co-curricular artifact gathering and reflection.   

This could be an advantageous platform for          

student employees to store their learning                 

outcomes assessment reports showing their 

growth over time in their student jobs.   These       

options, along with other possibilities will be                 

considered following the review of feedback, and 

through further consultation with the advisory 

committee.   

Ultimately, the goal of developing and rolling out 

student employee learning outcomes and their       

assessments at Rollins College is to increase the 

value of student jobs in order to better support the 

institutional mission of “empowering graduates to 

pursue meaningful lives and productive careers.”   

Engaging in an ongoing cyclical model of                   

assessment; developing outcomes and objectives, 

designing and implementing a learning evaluation 

program, assessing the effectiveness of the               

program, and using that assessment to further           

refine the outcomes; will provide a framework for 

the OSE to meet its objective (Figure 3).   
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Summary of the Student Employee Learning Outcomes Process 
 

Preparing the Environment for Change 

 Form an advisory committee 

 Develop a timeline where implementation is divided in phases 

 Hold information sessions to provide transparency regarding the coming 

changes 

 

Phase One: Development and Pilot of Student Employee Learning Outcomes 

 Research student learning and assessment models 

 Create guidelines to inform the development of learning outcomes 

 Develop student employee learning outcomes 

 Design self-assessments and evaluations 

 Consider who will be completing the assessments 

 Determine the type of data needed for analysis 

 Pilot learning outcomes and assessments 

 

Phase Two: Review of Pilot Results and Implementation of Modifications 

 Identify pilot limitations 

 Debrief pilot student and supervisors 

 Modify systems/assessments based on pilot results 

 

Phase Three: Campus-Wide Rollout of Student Learning Outcomes and As-

sessments 

 Finalize online assessments and format of reports 

 Host student employee training sessions to introduce the learning outcomes 

and assessments 

 Rollout learning outcomes and assessments 

 

Next Steps 

 Ongoing review of feedback/results to inform modifications 

 Further integration of learning outcomes into the student job experience 

 Analysis of  longitudinal data of student growth and learning over years 

Figure 3 below 
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Abstract 

There are a lot of demands that 

come with being a part of the         

student employment realm within 

higher education.  It can be difficult 

enough for a small office to seek out 

and offer employment opportunities 

to assist students in developing 

skills that will transfer to their             

future careers.  Still, the question 

can be asked; what else can student 

employment do to not only ensure 

these transferable skills are                

developed but assist students              

learning how to relate these skills to 

future employment opportunities.  

The purpose of this publication is to 

first provide the history behind the 

development of the Excellence in 

Professionalism (EIP) program          

implemented at IUPUI in the fall of 

2011, track the migration of the  

program from its first semester, and 

provide a base for employment   

professionals who wish to develop 

similar opportunities for their           

students in the future. 

EIP:  The Call 

As student employment                         

professionals, it is important to offer 

students the experiences in college 

that will help them stand out in a 

competitive job market.  A college 

degree is no longer the defining  

factor in gaining employment upon 

graduation.  Do not misunderstand; 

it is still a requirement for many 

professional level positions.           

However, with the job market being 

highly competitive; where a college 

degree is a “dime a dozen”;           

employers are now required to base 

their decisions on other sections of an 

applicant’s related experience 

(Nilsson, 2010).  Now more than ever 

what students are doing in college 

matters and could either help or harm 

them upon anticipation for graduation 

and entrance into the professional 

world.  Nilsson (2010) outlines that 

soft skills are now the main focus for 

employers who are making these 

tough decisions, this is where student 

employment comes in. 

In 2011 the Office of Student               

Employment at Indiana University-

Purdue University in Indianapolis. 

questioned what its role was in              

collaborating with students to identify 

and develop those much desired soft 

skills; as well as understanding the 

expectations of the workplace, ethics, 

and conflict resolution.  In answering 

this question, it was important to      

identify what key skills employers 

want to see?  Lloyd Davies (2000) 

researched what skills and personal 

attributes employers want their                   

applicants to possess when entering 

the job market, as part of his research 

into learning through earning.  Davies 

(2000) paraphrased The Dearing             

Report, which outlined there is a not a 

most desired list which encompasses 

all employers skill desires; however, it 

is up to the university and                     

departments to research and develop 

learning objectives that encompass the 

ability to identify, develop, and reflect 

on the skills students should possess 

when entering the job market (Davies, 

2000).  The National Association of 

Colleges and Employers (2013) were 

able to assist with at least a top ten list 

of skills/qualities that a large group of 
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This article outlines 

the creation of a    

program geared    

towards assisting  

students develop  

confidence and self 

efficacy through 

learning the           

fundamentals of    

professionalism 

Jenna Corcoran,      

Consultant for the    

Office of Student     

Employment at IUPUI           

pictured above. 



        

 

 

 

 

 

 

 

 

 

 

employers expect of their candidates 

which can be viewed in figure I on 

page 21. 

Indiana University Purdue University 

Indianapolis is meeting this call to ac-

tion through a list of principles called 

the Principles of Undergraduate 

Learning which outline core                   

expectations that undergraduate            

students should know and put into 

practice prior to graduation.  The 

PUL’s have infiltrated curriculum, 

multiple on campus part-time          

employment outcomes, and program 

development (http://iport.iupui.edu/

selfstudy/tl/puls/, 2007).  In taking 

into consideration all of this research, 

the next steps for the Office of Student 

Employment at IUPUI were to             

complete benchmarking of                    

professional development programs 

offered by other universities and            

research what IUPUI would want out 

of a professional series for                        

undergraduate students.  This began 

the framework for what is now the 

Excellence in Professionalism                

Program. 

Program Development & Migration 

Fall 2011 

The first program was implemented in 

the fall of 2011.  Students applied 

online to be considered for the             

program.  Since the Office of Student 

Employment at IUPUI works with   

undergraduate students in all programs 

and schools, there was not a specific 

target group identified that would  

benefit most from the program               

outcomes except for the incoming 

freshmen who attended orientation 

that previous summer.   

57 students applied for the fall of 2011 

and all were accepted.  The program 

consisted of 10 workshop                              

opportunities, as seen in figure II on 

page 21, students were required to  

attend at least 5.  All workshops were 

offered on Thursdays from 3:00-4:30 

pm, in hopes that in treating the times 

like a class more students would be 

able to participate and complete the                      

requirements.   

Presenters were recruited from local 

companies who hire IUPUI students, 

as well as on campus representatives 

from both staff and faculty.  The               

participants were required to submit a 

resume, cover letter, and reference list 

before the program ended.  Their final 

project which was showcased at the 

networking ceremony was a website 

built to outline their favorite workshop 

from the series and to share their 

knowledge of the topic.  23 students 

completed the program requirements 

of the 57 who were accepted.  Their 

class standing breakdown can be seen 

in Figure III on page 22.   

Fall 2012 

The program was developed to be            

offered once per academic year during 

the fall semester and with a new                

program coordinator beginning, the 

fall of 2012 followed the initial               

programs outline with a few tweaks to 

the workshop titles.  The outcomes 

were similar with 55 students signing 

up for the program and 18 students, 

class breakdown can be viewed in    

figure IV on page 22, completing all 

of the requirements.  Students and  

Excellence in Professionalism… 
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“I have gotten more out of 

this FREE program than 

many of the classes I have 

paid to take.”  Senior          

studying Biomedical            

Engineering 

“I would recommend this 

program to others because it 

shows through your resume 

that you are dedicated to 

developing professional 

skills for the workplace and 

that you are not just a blank 

slate that has no experi-

ence.”  Sophomore studying 

Sociology 

Student’s attending an EIP 

workshop           

Photographed by Peter    

Stamenov 

http://iport.iupui.edu/selfstudy/tl/puls/
http://iport.iupui.edu/selfstudy/tl/puls/
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presenters were surveyed extensively 

on their experience in the program and 

they offered a lot of wonderful                    

suggestions for implementation in the 

spring semester.   

Spring 2013 

The spring of 2013 was the first                      

implementation of an improved            

program that concentrated on a                 

combination of new and continuing 

workshops, diverse workshop dates and 

times, as well as improved branding 

and marketing strategies.  The program 

benefits developed for the first two  

program series were strengthened into 

consistent and measurable program  

objectives as seen in figure V on page 

23. 

At the end of the spring 2013 program, 

40 out of the 82 students who signed up 

for the program finished all of the            

requirements.  Their class breakdown 

can be seen in figure VI on page 22.  

The final survey implemented              

highlighted what they took away from 

the program as well as why they 

thought other students should                         

participate in future semesters.  figure 

VII on page 23 outlines the migration of 

the program from 2011 to 2013. 

Next Steps 

EIP will continue to concentrate on the 

students needs in professional                  

development while they are at IUPUI.  

Small steps will be taken each semester 

to improve the program experience for 

students and build towards specific               

objectives and behavior driven changes.  

It is the hope of the Office of Student 

Employment at IUPUI to grow this   

program into a necessity for all             

undergraduate students to be a part 

of before graduation.   
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Pictured above:  Workplace                       

Expectations          

 

 

 

Pictured below:  Employer 

Speed Panel 

Photographed by Peter        

Stamenov 

Pictured to the right is John 

Woodall who presented on 

Building & Sustaining               

Credibility. 

Photographed by Peter               

Stamenov 



“I would highly encourage 

students to participate in this 

program as they will gain 

some life long knowledge 

which is very hard to get          

otherwise.  It would cost 

nothing but give you too 

much in return.”   Sophomore 

studying Business                

Management 
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Figure II 

An outline of the first 10 

workshops implemented for the 

fall of 2011. 
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Figure I  

The National Association of 

Colleges and Employers 

(2013)  outlined the top ten 

soft skills/qualities employers 

expect of their candidates. 
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Figure III, IV, & VI outline 

the first class breakdown for 

the students who completed 

the program in each semes-

ter. 

Students who attended the   

Teamwork Enhancing          

Leadership workshop.  

Photographed by Peter         

Stamenov 

“... Simply getting good 

grades in classes is not 

enough to make you               

marketable or hirable,            

employers want to know 

that you will blend well 

with the company's culture, 

get along with coworkers, 

and be professional in all 

parts of your work.  I 

would recommend EIP to 

all students, but especially 

those looking to enter the 

job market soon, because it 

is a great soft skill               

development tool and pro-

vides invaluable advice for 

the “real world”.”  Senior 

studying English Literature 



 

*Fall 2014 Program Objectives 

1. Introduce you to the current components of professionalism that are relevant to a             

variety of different professional environments. 

2. Assist you in identifying, and then strategically marketing the relevant skills that you            

possess to potential employers and other professionals. 

3. Provide you with the necessary resources to create a polished cover letter, resume, and 

additional professional tools. 

4. Broaden your understanding of  self-management, workplace expectations,                           

relationship building, and job searching. 

5. Support you in both establishing, and maintaining valuable on-campus and community 

connections. 

*Developed from the original program benefits for students 

Excellence in Professionalism… 

 

Figure VII 

Outlines the program 

migration from the fall of 2011 

until the spring of 2013. 
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Figure V 

Outlines the objectives             

clarified in the spring of 

2013. 

Program Migration 

  Fall 2011 Fall 2012 Spring 2013 

Applicants 57 55 82 

Completion 23 students 18 students 40 

Workshops 10 10 14 

Surveying stu-

dent/presenter 

experience 
None 

Implemented 

first surveys 

Implemented        

extensive pre, 

post, and interim 

surveys 

Concrete ob-

jectives 
Benefits only Benefits only 

Concrete           

objectives 

Final Project 
Webpage on      

Workshop Topic 
Webpage on   

Workshop Topic 
LinkedIn Profile 

Application      

Materials           

submitted for    

review 

Resume, Cover 

Letter and Refer-

ence List 

Resume, Cover 

Letter and Ref-

erence List 

Resume and 

Cover Letter 

http://iport.iupui.edu/selfstudy/tl/puls/
https://www.naceweb.org/s04032013/top-10-job-skills.aspx


 

Abstract 

Based on its applied experiential 

pedagogy, and because Berea                    

College has integrated the Labor 

Program into its educational                 

program, it is reviewed and                 

accredited as are all academic           

programs.  This places Berea Col-

lege in a unique leadership position 

at a time when colleges and univer-

sities face increasing pressures by 

students, parents, policy makers, 

employers, and business leaders, to 

become career-focused.  

Jeff Selingo (2012)  is a contributing 

Editor at The Chronicle of Higher 

Education who discusses a topic of 

much debate.  Who is responsible 

for building the skills necessary to 

perform any job function?  Some of 

these skills include communication, 

teamwork, problem solving and 

even interpersonal skills.  These 

types of skills have become               

imperative for survival in the            

workplace but is this something that 

universities should concentrate on 

helping students develop and sell 

these skills? 

Robert J. Sternberg (2013) is            

Provost and Senior Vice President at 

Oklahoma State University and he 

outlines a similar topic almost a year 

later; the disconnect between        

employers and universities in           

preparing students for the               

workforces.  Students are prepared 

to enter the field with an heightened 

knowledge in many topics but are 

missing the practical transferable 

skills employers are looking for.  

Some of these include work ethic, 

problem solving, and the drive to  

continue learning even after they have 

earned a degree. 

While the vast majority of colleges 

and universities cannot completely 

transition their on-campus work-study 

programs to match Berea’s they can 

benefit by implementing, where           

appropriate, practical educational               

elements in a specific program,         

department, or division within their 

institution.  This article overviews the 

Labor Program infrastructure and 

practical educational elements that 

exist at Berea College. 

Educating the Whole Person 

Since its founding in 1855, Berea  

College has championed the value of 

educating the whole person - the head, 

the heart and the hands.  This               

commitment has evolved over the 

years into a nationally recognized  

educational program that blends       

comprehensive liberal arts with a 

practical educational program known 

as the Labor Program.  All degree 

seeking students are required to work 

in the Labor Program.  

System Infrastructure 

The Labor Program utilizes the           

colleges SCT Banner Administrative 

system as the central database-hub 

that interfaces with all other systems / 

databases that support the program.  

The result of this approach is a single 

entry system that reduces both the 

time and resources required for main-

taining and supporting the educational 

program elements.  The system            

infrastructure maintains the essential 

Implementing Practical Education Elements 

into a Work-Study Program 
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This article                

highlights the             

implementation of a 

work-study program 

and covers material 

and resources from  

hiring students          

to completing         

and tracking                

performance reviews 

David K. Tipton,      

Dean of Labor 

Berea College 

Lyle Roelofs,          

President 

Berea College 



 

data needed to support                           

approximately: 

120 labor departments 

350 labor supervisors 

260 student managers 

1600 student workers  

> 1600 primary student positions 

 About 400 students work a              

secondary position. 

 

Labor Enrollment Agreement 

Signed by each student upon                                                                            

entering Berea College, the                   

agreement outlines the expectations 

of the student and the College with 

regard to the Labor Program and 

serves as the student’s                        

acknowledgement of work as a core 

requirement of enrollment and an  

integral/required part of their              

educational program.       
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The following is a URL 

link to the present             

version of the Labor 

Enrollment Agreement: 
http://

berea.smartcatalogiq.com/

en/2013-2014/Tools/

Goals-and-Purposes/

Labor-Enrollment-

Agreement 

Figure I 

Shown below; outlines the main 

components that make up the 

Labor Program system 

infrastructure. 

http://berea.smartcatalogiq.com/en/2013-2014/Tools/Goals-and-Purposes/Labor-Enrollment-Agreement
http://berea.smartcatalogiq.com/en/2013-2014/Tools/Goals-and-Purposes/Labor-Enrollment-Agreement
http://berea.smartcatalogiq.com/en/2013-2014/Tools/Goals-and-Purposes/Labor-Enrollment-Agreement
http://berea.smartcatalogiq.com/en/2013-2014/Tools/Goals-and-Purposes/Labor-Enrollment-Agreement
http://berea.smartcatalogiq.com/en/2013-2014/Tools/Goals-and-Purposes/Labor-Enrollment-Agreement
http://berea.smartcatalogiq.com/en/2013-2014/Tools/Goals-and-Purposes/Labor-Enrollment-Agreement
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Labor Supervisor/Practical Instructor 

The labor supervisor is institutionally recognized 

as a practical educator and an essential, valued 

member of the educational community.  The             

following defines the role and main                               

responsibilities of a labor supervisor: 

 Is the direct supervisor/practical instructor who 

is capable of evaluating the student worker’s 

performance.  

 Is responsible for verification of all student 

labor hours worked in  TRACY – UltraTime.  

 Is responsible for completing student(s)             

mid-year and final-year performance                  

evaluations under their purview via the           

web-based Student Labor Evaluation. The       

final Student Labor Evaluation performance 

score is included on the Labor  Transcript.  

 Is responsible for assisting their labor                

department in completing the annual               

assessment survey utilizing both the provided 

SLE/LEE* department and/or supervisor        

assessment reports and internal departmental 

captured reviews. 

 Is responsible for holding student(s)                           

accountable for their work behavior. If a             

student fails to meet expectations, the Labor 

Supervisor starts the process of filling out the 

Student Disciplinary Action Form. Continued 

failure to meet expectations can lead to placing 

the student on an accountability agreement. 

Students are not released without going 

through the formalized process. 

*Student Labor Evaluation (SLE) /   Labor              

Experience Evaluation (LEE)  

 

 

 

Position Description and Work-Learning-

Service Levels (WLS) 

The emphasis in any Work-Learning-Service             

program is work.  Work creates the experiential 

learning environment from which learning and   

service outcomes are derived.  A practical               

educational work program assists student workers 

in capturing, understanding, and eventually          

reflecting upon the  learning and/or service that 

has occurred as a result of the work experience. 

Every student job has a detailed position          

description that acts as the practical program of 

study for the student worker. The job description 

format used at Berea College captures worker 

learning objectives in two ways;  

1. Work‐Learning‐Service level (WLS) of the 

position (see the WLS chart in Figure II). 

2. Job description section entitled “Learning  

Opportunities” (see the URL link on page 27).   

Learning opportunities exist in all positions and 

are denoted and emphasized to students through 

the written job description. This is an important 

step in assisting the student in beginning the            

process of capturing and reflecting on potential 

learning outcomes that can be achieved through 

an experiential work assignment. Student workers 

moving into higher Work-Learning-Service level 

positions will see potential learning outcomes 

progress accordingly as defined by the WLS and 

job description.  In addition, labor supervisors 

evaluate student work performance on seven         

performance expectations helping the student        

develop both the soft skills and specific skills  

employers value ‐ attendance, accountability, 

teamwork, initiative, respect, learning, and             

position specific requirements. 

Positions at the higher Work-Learning-Service 

Levels also have the potential to provide direct 

major related experiences, as well as provide       

opportunities to explore a field of interest.               

Implementing Education Elements… 



 

Students are given the opportunity 

to advocate for positions that allow 

them to maximize the learning          

potential in a position as it relates to 

his/her major or a field of interest.  

Additionally, other skills developed 

through a labor position such as 

communication, teamwork,                 

initiative, etc. can help empower 

students to become more productive 

in the classroom.  Linking                    

academics and work provides                 

students with opportunities to reflect 

and apply what is being learned in 

each area and to support their 

growth as both student and worker. 

Evaluation Tools 

Evaluation is a principal educational 

component of the Labor Program.  

Collecting regular, systematic data 

from evaluation sources allows for an 

improved labor experience for the         

student as well as better overall               

program support for local labor           

departments and the college.                         

Supervisors use the Student Labor 

Evaluation (SLE) to evaluate                                

individual student  performance in the 

workplace.  The Labor Experience 

Evaluation (LEE) allows students to 

evaluate and reflex on their individual 

labor experiences.  A description of 

each evaluation tool follows: 

Student Labor Evaluation (SLE)  

Labor supervisors evaluate student 

work performance on seven                

performance expectations helping  

students develop both soft skills and 

specific skills employers value:        

attendance; accountability; teamwork; 

Implementing Education Elements… 

Figure II 

Shown below; outline of the 

Work-Learning-Service 

Position Levels and 

requirements. 

 

Page 27 

 

 
The following is a 

URL link to the format 

and instructions for 

filling out a job       

description:  

http://www.berea.edu/

labor-program-office/

files/2013/01/WEB-

Single-Grade-

Instructions.pdf 

http://www.berea.edu/labor-program-office/files/2013/01/WEB-Single-Grade-Instructions.pdf
http://www.berea.edu/labor-program-office/files/2013/01/WEB-Single-Grade-Instructions.pdf
http://www.berea.edu/labor-program-office/files/2013/01/WEB-Single-Grade-Instructions.pdf
http://www.berea.edu/labor-program-office/files/2013/01/WEB-Single-Grade-Instructions.pdf
http://www.berea.edu/labor-program-office/files/2013/01/WEB-Single-Grade-Instructions.pdf


 

initiative; respect; learning; and             

position specific requirements.  

 An evaluation, completed by the       

labor supervisor at the mid-point 

and end of every work assignment,          

becomes a permanent and essential 

part of the student’s educational           

record and provides data - including 

the final evaluation of student’s             

performance -for the student’s               

Labor Transcript.     

Using the Student Labor Evaluation 

(SLE) Labor Supervisors evaluate 

the student’s performance based on 

seven performance expectations.  

Descriptors under each expectation 

define the general learning                    

outcomes that apply. The following 

chart indicates how the evaluation 

of student performance can be tied 

to the seven Labor Learning Goals* 

of the Labor Program and to the 

seven Workplace Expectations** of 

the college (see SLE Chart in Figure 

III).  

*   Labor Learning Goals define 

learning outcomes that can be 

derived through work. 

**  Workplace Expectations        

describes the expected attributes 

that every faculty, staff, and stu-

dent worker should demonstrate 

and support in the workplace envi-

ronment on the Berea campus. 

Labor Experience Evaluation 

(LEE) 

The Labor Experience Evaluation      

allows students to reflect upon their 

overall labor experience and evaluate 

their labor experiences in six key            

areas: 

1. Learning through work                         

experiences 

2. The relationships between work 

and academics 

3. Four core general educational 

goals 

4. Evaluation of the local work area 

5. Evaluation of the Labor Program 

(Labor Program Office, and             

Student Payment Office) 

6. Student Reflections on the             

Importance of the Labor                  

Experience 

 

Implementing Education Elements... 

The following is a 

URL link to the 

Student Labor 

Evaluation training 

package:  

http://www.berea.edu/

labor-program-office/

wp-content/

blogs.dir/87/

files/2012/06/Training-

Packet-Update-

2011.pdf 
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The following is a 

URL link to the           

Student Labor             

Evaluation training 

video: 

http://

www.youtube.com/

watch?

v=h6o21VdTsK8&fea

ture=youtu.be 

 

 

The student labor evaluation process promotes student personal and                         

professional development in the workplace by establishing performance                

standards consistent with the Berea College Workplace Expectations, assessing 

fulfillment of those standards, and determining ways in which the student and 

supervisor(s)/mentor(s) can collaborate to enhance student learning                     

opportunities.  The completion of this regular evaluation process creates a 

documented work performance history for each student as well as fulfills Berea 

College and federal compliance guidelines. 

Student Labor Evaluation – Statement of Purpose 

The following is a 

URL link to a Work-

place Expectations 

video: 

http://

www.youtube.com/

watch?

v=8SRDQ27980s 

http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.berea.edu/labor-program-office/wp-content/blogs.dir/87/files/2012/06/Training-Packet-Update-2011.pdf
http://www.youtube.com/watch?v=h6o21VdTsK8&feature=youtu.be
http://www.youtube.com/watch?v=h6o21VdTsK8&feature=youtu.be
http://www.youtube.com/watch?v=h6o21VdTsK8&feature=youtu.be
http://www.youtube.com/watch?v=h6o21VdTsK8&feature=youtu.be
http://www.youtube.com/watch?v=h6o21VdTsK8&feature=youtu.be
http://www.youtube.com/watch?v=8SRDQ27980s
http://www.youtube.com/watch?v=8SRDQ27980s
http://www.youtube.com/watch?v=8SRDQ27980s
http://www.youtube.com/watch?v=8SRDQ27980s
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Figure III 

Shown on the left; outlines the 

Student Labor Evaluation. 

   

The Labor Experience Evaluation (LEE) is an assessment tool designed to 

provide student feedback to those responsible for Labor Program                          

effectiveness at the department and program levels.  Student responses to 

the LEE are one of many sources of information used by Labor Program 

personnel in their efforts to improve the educational quality of the student 

work experience at Berea College. 

Labor Experience Evaluation – Statement of Purpose 
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Program Assessment 

The objective is to evaluate, assess and 

improve the overall effectiveness of the 

labor program.  Utilizing SLE and LEE 

quantitative and qualitative data                 

program assessment occurs annually at 

the supervisor, department, divisional 

and institutional level.   

Session 1 and 2 on the right of this 

page, overview the labor program         

assessment process.  Session 1 focuses 

on the conceptualization of the             

assessment process and the develop-

ment of the  Student Labor Evaluation, 

and Session 2 on the development of 

the Labor Experience Evaluation and 

the final elements of the assessment 

process (see URL link Session 2).  

Labor Transcript 

The Labor Transcript serves as a             

permanent record of the student’s            

participation in the Labor Program. 

When coupled with a resume, the 

Labor Transcript supports a                  

student’s efforts in exploring career 

opportunities after graduation and 

can serve as a basis for conversation 

with a potential employer.  The 

Transcript contains: 

 A detailed work history                         

including department, position, 

and supervisor name. 

Implementing Education Elements… 

 

The following is a 

URL link to the   

Labor Experience 

Evaluation training 

 
 

 
 
 

In the 2012-13 Labor Experience Evaluation students credit the labor 

program with enhancing their career preparedness in regard to:  

Communication Skills 

 87% helping develop communication skills 

 78% helping develop speaking skills 
 

Cognitive Skills 

 88% helping identify and solve problems 

 83% helping develop critical thinking skills 

 64% helping develop research skills 

 49% helping develop writing skills 
 

Interpersonal Skills 

 89% helping develop initiative 

 90% helping develop accountability 

 88% helping understand service to others 

 85% helping develop good attendance habits 

 

Applying/Supporting Classroom Learning 

 90% report skills they learned at work support their academic                       

development 

 68% cite elements of the work experience as directly relating to their 

academic major or field of interest 

 85% helping develop teamwork skills 

 81% helping to appreciate and value all people 

 
Session 1: http://

www.youtube.com/

watch?

v=NYX_GYsq4cM 

 

Session 2: http://

www.youtube.com/

watch?

v=_53xXownXCU 

http://www.youtube.com/watch?v=NYX_GYsq4cM
http://www.youtube.com/watch?v=NYX_GYsq4cM
http://www.youtube.com/watch?v=NYX_GYsq4cM
http://www.youtube.com/watch?v=NYX_GYsq4cM
http://www.youtube.com/watch?v=_53xXownXCU
http://www.youtube.com/watch?v=_53xXownXCU
http://www.youtube.com/watch?v=_53xXownXCU
http://www.youtube.com/watch?v=_53xXownXCU


 

 The Work-Learning-Service 

Level assigned for each position.  

 Number of contract hours per 

week  

 Supervisor Labor Evaluation 

final scores  

 Distinctions (Any labor related 

awards, certifications, and/or 

specialized training). 

Disciplinary Action and                 

Accountability Agreement 

Student performance concerns must 

be documented and discussed with 

the student. A student cannot receive 

any type of department probationary 

status or release without using the 

Student Disciplinary Action Form.   

This process serves three primary                  

purposes: 

1. Provides an opportunity to           

reaffirm departmental                 

expectations; 

2.  It draws attention to the                    

performance concern in the             

interest of improving                   

performance;  

Implementing Education Elements… 
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Figure IV 

Shown below; is a student 

example of a Labor Transcript 

over the course of their 

employment with Berea 

College. 

 



 

3. It provides a clear history in the 

event that further disciplinary            

action is required.   

Because the Labor Program is a   

learning environment, we do not            

advocate a “three strikes and you’re 

out” approach. Students should be 

given an opportunity to address            

performance concerns in a realistic 

fashion. 

The Student Disciplinary Action 

Form is a tool designed by the               

Labor Program Office to assist with 

this  process. It is not appropriate to         

release a student without                       

documentation of performance            

issues or consultation with the         

Labor Program Office when an          

issue is identified that may result in 

disciplinary action.  Ideally, this 

documentation and discussion      

approach will enhance student          

performance so that no further 

measures are needed.  If that is not 

the case, a supervisor may elect to 

place a student on departmental  

probation. 

Continued non-performance as a 

student worker can lead to being 

placed on an Accountability           

Agreement.  Agreements outline 

clear expectations that- if not        

met- are grounds for either labor 

probation or immediate suspension 

within the term.  In cases where a 

student has been placed on labor 

probation and continues a pattern of 

non-performance, the Dean of             

Labor, the Vice President of Labor 

and Student Life, or the Labor           

Program Council may elect to               

develop an accountability agreement 

and place the student on Labor          

Probation- Immediate Suspension.  

Workforce Training and                

Development Lab 

The facilities includes both training 

and development facilities and a             

resource library.  The lab is devoted to 

the development of educational and 

training material, providing classroom 

and workshop educational venues, and 

orientation training for both Labor 

Supervisors and student workers.  The 

Labor Program Training and                         

Assessment Specialist manages the 

facilities with the assistance of student 

trainers, program technicians and             

social media programmers.   

Planned System Improvement  

The Labor Program is presently in the 

process of implementing an on-line 

system that will assist students in            

easily locating and applying for           

positions that link to their academic, 

career or personal goals and support 

the educational goals of the labor and 

academic programs. Once in place the 

system will enable:  

Students too easily: 

 Search positions that link to          

academic, career, or personal 

goals  

 Search job opening, send on-line 

inquiries, and request a job       

interview 

 Update and maintain their Labor 

resume used in applying for         

on-campus labor positions 
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The following is a 

URL link to an 

example of an 

Accountability 

Agreement: 

http://www.berea.edu/

labor-program-office/

files/2012/06/

AccountabilityAgreem

ent07232012.pdf 
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The following is a 

URL link to the          

Student Disciplinary 

Action training video: 

http://

www.youtube.com/

watch?

v=WoeU5UbXIdU 

 

The following are URL 

links to various training 

videos and materials 

developed by the lab: 

http://www.berea.edu/

labor-program-office/

training-how-to-videos/ 

 

http://www.berea.edu/

labor-program-office/

labor-forms-and-

resources/ 

http://www.berea.edu/labor-program-office/files/2012/06/AccountabilityAgreement07232012.pdf
http://www.berea.edu/labor-program-office/files/2012/06/AccountabilityAgreement07232012.pdf
http://www.berea.edu/labor-program-office/files/2012/06/AccountabilityAgreement07232012.pdf
http://www.berea.edu/labor-program-office/files/2012/06/AccountabilityAgreement07232012.pdf
http://www.berea.edu/labor-program-office/files/2012/06/AccountabilityAgreement07232012.pdf
http://www.youtube.com/watch?v=WoeU5UbXIdU
http://www.youtube.com/watch?v=WoeU5UbXIdU
http://www.youtube.com/watch?v=WoeU5UbXIdU
http://www.youtube.com/watch?v=WoeU5UbXIdU
http://www.berea.edu/labor-program-office/training-how-to-videos/
http://www.berea.edu/labor-program-office/training-how-to-videos/
http://www.berea.edu/labor-program-office/training-how-to-videos/
http://www.berea.edu/labor-program-office/labor-forms-and-resources/
http://www.berea.edu/labor-program-office/labor-forms-and-resources/
http://www.berea.edu/labor-program-office/labor-forms-and-resources/
http://www.berea.edu/labor-program-office/labor-forms-and-resources/
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Resources 

shown on the left 

provide an 

overview of the 

program as well 

as pictures of the 

facilities.. 
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Labor Supervisors and, Labor Program 

Staff too easily: 

 Review incoming students Labor 

Resume for selection or placement 

 Advertise job openings and set-up 

job interviews 

 Maintain position descriptions 

 Link job descriptions to               

searchable categories that apply 

(academic, career, or personal) 

 Submit new positions for labor           

program review/approval 

 Assist students in finding positions 

on campus that links to student           

academic, career, or personal              

interests/goals 

Academic Advisers and faculty too    

easily:  

 Assist students in finding positions 

on campus that links to student          

academic, career, or personal             

interests/goals. 

Summary by Berea College President 

Lyle D. Roelofs  

The Labor Program is an essential and 

much-valued element of the Berea            

College educational experience, so 

much so that it is recognized as one of 

our Eight Great Commitments (http://

www.berea.edu/about/mission/).  That 

the labor experience is highly salient 

for our graduates is confirmed both by 

employer reactions subsequent to hiring 

them, and by the testimony of our 

alumni, many of whom cite their work 

experiences as among the most               

memorable and beneficial of their             

college experience. 

Creativity in developing the                

program initially and subsequent 

refinement of its evaluative and    

pedagogical  structures have resulted 

in a program that has high impact on 

a student’s experience, and provides, 

as well, another mentoring and              

advising opportunity carried out by 

labor supervisors.  The value of that 

form of support is also affirmed by 

many graduates. 

Finally, in addition to the favorable  

educational impacts of the labor           

experience, integrating students into 

many college operations elevates 

their sense of institutional               

participation, and also results in 

(modestly) favorable financial               

benefits to the College. 

Alumni Labor Stories 

Adam worked with the Berea         

College GEAR UP Partnership for 

all four years as an undergraduate 

studying elementary education at 

Berea. Whether it involved filing 

paperwork at the program’s office or 

mentoring kids at a local elementary 

school, Adam’s experience in          

Berea’s labor program allowed him 

to gain a level of workplace             

professionalism that benefitted him 

as a young elementary school           

teacher. Today, Adam serves as the 

Camp Director of Camp Starfish, a 

Massachusetts summer camp for 

emotionally and behaviorally           

challenged kids, which has allowed 

him to recognize additional ways in 

which Berea’s labor program has 

influenced his approach to work. 

Reflecting on his leadership position 

at Camp Starfish, he said, “I’m in a 

supervisory position, hiring people 

Implementing Education Elements… 

The following is a URL 

links to the Eight Great 

Commitments outlined in 

Berea Colleges Mission 

Statement:  

 

http://www.berea.edu/

about/mission/ 

Adam Sparks 

Berea College Graduate    

2010 

 

Jesse Owen 

Berea College Graduate    

2000 

http://www.berea.edu/about/mission/
http://www.berea.edu/about/mission/
http://www.berea.edu/about/mission/
http://www.berea.edu/about/mission/


 

and everything that comes with that. 

I know that there is value in all 

work, from taking out the trash and 

cleaning the floors to the meetings 

that take place in the boardroom. I 

wouldn’t have that worldview had it 

not been for Berea’s labor pro-

gram.”  

Enchanta Jackson, 2009 

As a student at Berea College,          

Enchanta majored in Women’s and 

Gender Studies and African          

American Studies. Having held a 

variety of labor positions as a          

student at Berea, Enchanta considers 

her work as a teller at Student       

Accounts, as an office assistant at 

the Women’s and Gender Studies 

Department, and as a peer mentor at 

the Black Cultural Center as being 

the most influential on her career 

today. These positions taught her to 

maintain professionalism in the 

workplace, interact with her peers, 

and pay attention to detail, giving 

Enchanta an advantage over her 

peers when entering the professional 

world. She said, “Just proper office 

etiquette and basic communication 

skills were the professional              

development techniques I learned in 

Berea’s labor program that helped 

me to get a job.” Now that she 

works in community and economic 

development in Upper Darby  

Township, Pennsylvania, Enchanta 

applies the lessons she learned in 

Berea’s labor program to             

empowering and developing her 

community in her role as Director of 

Community & Economic              

Development at the Pennsylvania 

House of Representatives.   

Katie Panciera, 2005 

Katie studied math and computer           

science at Berea College. Like many 

students, she gained diverse work  

experience at Berea, serving as the 

assistant to the chair of the Music            

Department and working as a teaching 

assistant for the math and computer 

science departments.  After earning 

her  bachelor’s degree, Katie went on 

to graduate school with the intention 

to teach computer science at a liberal 

arts college, a goal that she made after 

serving as a   teaching assistant for an 

Introduction to Computer Science 

class at Berea. Reflecting on the value 

of that labor position, Katie said, “I 

got a head start on grad school by    

already having three years of                 

experience in teaching. As a teaching 

assistant, it was nice to have the              

basics down so I could focus on new 

skills like how to write  assignments 

and exams.” Katie now works as a 

User Experience Researcher at                  

Facebook as she completes her                  

Doctorate in Computer Science.   

Jesse Owen, 2000 

Jesse, a studio art major with an        

emphasis in sculpture, began his          

experience in Berea College’s labor 

program building furniture at the 

woodcraft shop. When Jesse came to 

Berea, he knew what he wanted to do 

after graduation and based his labor 

program experience on that plan.          

Jesse moved from the woodcraft shop 

to the theatre, where he built sets, and 

then to the blacksmith shop. Each of 

Implementing Education Elements… 
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Katie Panciera 

Berea College Graduate    

2005 

Enchanta Jackson 

Berea College Graduate    

2009 

 



 

Jesse’s labor positions helped him to 

become the very successful furniture 

builder that he is today.                         

Appreciative of the experience he 

received at Berea, Jesse said, “The 

theatre design shop and the                

blacksmith shop were really                   

powerful experiences. My labor  

supervisor, Jeff Farmer, taught me a 

lot about craftsmanship, and I was 

very fortunate to learn about               

metallurgy so early on. There aren’t 

many places where you can do 

that.” Today, Jesse builds and sells 

fine furniture all over the world with 

the company Caste, which has              

galleries with his work displayed in 

Chicago, Los Angeles, Miami, New 

York, Hong Kong, and Moscow.  
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 Abstract 

The following article draws upon the 

experience of managing a Community 

Service Work-Study program at a       

private, mid-sized, urban institution. 

The administrator approaches the      

program from Career Theory, Student 

Development, and Experiential     

Learning perspectives.  This piece     

explores the question “Is Community 

Service Work-Study worth the Work?” 

and provides a clear path to numerous 

pathways to campus collaboration, as 

well, shares program design suggestions 

to facilitate greater administrative               

efficiencies (Bowley, 2003). Ultimately, 

this program can be one of the most  

agile, versatile and   mission-drive 

throughout the university. The                 

challenge is to maximize its position 

within an institution while  effectively 

communicating its capacity and value to 

multiple levels of stakeholders and              

decision makers.   

The recommendations described in this 

article are based on the writers’           

experience and is intended to inform 

other Student Employment, Experiential 

Learning, and/or Career Services      

professionals charged with managing 

their Community Service Work-Study 

initiative. 

Community Work-Study 

Community Service Work-Study       

administration has a reputation as labor 

intensive (Davidson, 2007); is often   

unknown to students; and often        

misunderstood by other campus         

administrators. As George Kuh writes 

and speaks about the “sun-setting” of 

campus programs that are low impact 

with high overhead, we have to take a 

long, hard look at the resources              

allocated to maintain student support 

services, and Community Service 

Work-Study is no exception (Kuh, 

2008).  We have to ask our colleagues 

to look more   closely at the program, 

and understand it—without this                 

scrutiny, the programs value and             

capacity will never be embraced.  We 

want students to work and earn their 

work-study in high impact                            

experiences but we also know that 

there are approximately 10 extra steps 

to take when creating a community 

work-study job compared to setting up 

on-campus jobs: 

 Step 1:  Find a willing & qualified 

employer. 

 Step 2:  Develop an appropriate,   

community-focused job.  

 Step 3:  Get the employer trained 

to be in step with the University or    

College calendars, policies, etc. 

OR create (and enforce) an            

alternative  culture, calendar, and 

process that works with those            

employers. 

 Step 4:  Market the position to        

students. 

 Step 5:  Connect the student to the 

employer. 

 Step 6:  Determine how funds will 

exchange hands. 

 Step 7:  Monitor the jobs, students 

and employer. 

You get the point.   

Those professionals, regardless of 

which department they come from, 

who have managed a community 
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Community service work-study is unique because it 

exists outside of the University culture yet must work 

in tandem with University calendars, student               

interests, etc. Work-Study administration minimally        

involves financial aid, community partnerships, and 

students; it can also involve the Provosts’ office,        

Accounts Payable/Receivable, Experiential Learning, 

and/or Career Services. Most, but not all, Institutions 

create employment partnerships with non-profit  

community organizations such as schools, health and 

human services agencies, hospitals, etc. It is possible 

to create partnerships with other kinds of                

organization (i.e. for-profit) but the financial                       

subsidies are typically a lot lower.  

Federal work-study has been in existence, in its basic 

form, since the creation of The Economic                            

Opportunity Act of 1964. Its original purpose was 

described as follows: 

“…stimulate and promote the part-time     

employment of students in institutions of  

higher education who are from low-income 

families and are in need of the earnings from 

such employment to pursue courses of study 

at such institutions.” 

In 1965 the Work-Study program was transferred to 

the Department of Health, Education, and Welfare 

and its purpose was further defined as: 

(jobs) “in the interest of either the              

 institution or the community.”   

It went as far as to articulate that projects (for              

agencies) would be in the interest of improving             

community services or solving social problems. This 

is critical as it still pertains to job creation today. 

It was at this time that the term “community service” 

was first defined as work pertaining to: 

“Environmental quality, health care, education,           

welfare, public safety, crime prevention and control, 

transportation, recreation, housing and                         

neighborhood improvement, rural development,           

conservation, beautification, and other fields of      
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work-study program for any amount of time, have 

probably seen the program change departments over 

the years; lose  momentum with either University 

staff turnover or agency (community partner) staff 

turnover; or have run into the “that’s not my                    

department” situation when a unique problem with 

the program arises. When an institution struggles 

with a community service work-study program, it 

can be a drag on finances, time, and staff morale. 

This can send the wrong message to upper                       

administration about the worth of the program.   

Given the current climate of shrinking or stagnant 

Federal grants and campus administrators already 

managing robust job expectations, there is no room 

for a program that can’t impress prospective students 

and parents; one that appears to be a financially poor 

choice; one that isn’t benefitting the students beyond 

allowing them a place to earn their aid; one that does 

not look worth the effort.  

 What could be done with this piece of aid so that      

students, community partners, and the institution     

benefits in many ways from this program?  

 Could the program uphold the values and            

mission of the institution and aspire to meet 

some of the most critical and desired student  

experience outcomes?   

 What would that take or look like? 

A Brief History & Background 

For those colleagues unfamiliar with work-study or 

the details of Financial Aid, work-study is a small 

piece of Federal Aid (U.S. Department of                    

Education).  It is unique in that it is a grant (does not 

have to paid back) but must be earned through work.  

It is critical because students (and parents) can            

usually see the work-study line item on their award 

letters and, therefore, expect to be able to access that 

benefit. Institutions that award work-study to             

qualified students, graduate or undergraduate, must 

create opportunities that pay the student using a         

percentage of work-study funding both on-campus 

and off-campus, in the local community.  
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human betterment and community                             

improvement.” (U.S. Department of Education, 

2003) 

 This is an important time in the history of                

work-study as many Colleges and Universities are 

still unclear on what the meaning of “Community 

Service” refers to, despite the existence of this            

definition. My experience with this challenge is that 

many Community Service Work-Study                               

administrators do not receive any training or            

on-boarding about Federal Work-Study, its history, 

and often is regulations. Knowing the past as well 

as current best practices is extremely helpful with 

this program. 

In 1972, the Higher Education Act of 1965 was  

edited to reflect a slightly more progressive                    

philosophy regarding the purpose of Community 

Service Work-Study: 

“…obtain earnings from employment which 

offers the maximum potential both for               

effective service to the community and for 

enhancement of the educational                            

development of such students…” 

Contemporary milestones in the history of the 

Work-Study program include a mandate of a                 

campus work-study budget allocation of at least 5% 

to community service work-study to all institutions 

receiving Federal Work-Study funds; the addition 

of philosophical language about the spirit of the 

programming helping students develop a sense of 

“Social responsibility and commitment to the                

community”; and inclusion of internships in the                 

work-study vernacular. Later, in 2000, President 

Bill Clinton increased that minimum budget              

commitment from 5% to 7% which has become 

challenging to some institutions.  

As the Federal Work-Study program developed, 

regulations about what a student worker could and 

could not do as part of their work was defined, 

along with other “Worker rights” that are unique to 

students who are paid with Federal funds. These 

policies help give shape to communication,                

trainings, on-boarding, community partner                

selection and the extent of compliance monitoring 

needed.  Recent, developments community                

service work-study include the articulation to 

double the number of federal work-study jobs  

nationally by current President Barack Obama 

(Obama, 2012). In actuality, as the employment 

landscape has been challenged given major shifts 

in the national economy, high turnover in many 

community organizations has made the                

administration of community service work-study 

programs increasingly difficult.  Finally, as                

Universities and Colleges are continually                    

challenged to produce relevant and valuable                

outcome data, the community service work-study 

program, since it’s often not seen a fully                 

developed, high impact student program, is often 

last to be considered for assessment, research, or 

as fodder for marketing. 

The (Not So) Hidden Truth 

Community service work-study is an important 

piece of Financial Aid, this is clear. However as a 

student service, community service work-study is 

an agile student employment initiative that can 

also serve as a valuable teaching lab.  When            

embraced as an early component of career               

pathing, the process of seeking, identifying and 

obtaining a work-study job is an important               

learning milestone that orientates a student to a 

life-long skill set (the process of obtaining a job). 

It serves as an early job search laboratory—

something no amount of advising or workshops 

can simulate.  Additionally, there is the added     

feature of having a captive student or employer 

sample population for student assessment or           

community research. 

The creation of jobs that serve a community, 

while often challenging from the perspective of               

administration, is a rewarding and beneficial          

process that can serve the needs of a diverse set of          

stakeholders. Community-focused job creation 

can have long term effects:  

Community Service Work-Study... 
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 Teaching a small or new                       

community partner how to create 

robust and legal job position                

descriptions. 

 Creating opportunities for young 

adults to begin to engage with their    

community. 

 Preparing students for their               

post-graduate life but increasing 

their self-efficacy through time 

management and commute              

planning. 

 Increase the capacity of a               

community organization by                    

subsidizing the cost of local labor. 

 Connecting young adults to the            

social issues of their community 

beyond the sanitized borders of 

their campus. 

Job creation has historically fallen              

under the work of University career 

centers. Most career centers engage in 

employer relations. These units are            

often the first place a new employer or 

community partner contacts for hiring 

resources, job posting, or general              

geographically relevant networking. 

Given this natural inclination to execute 

employer relations and relationship  

development, the administration of job 

development should be considered a 

career center initiative. By positioning a 

career center team or employer                  

relations manager as the community 

work-study “sales rep(s)”, the entire 

process of employer relations is more 

efficient and the career center staff           

person is able to provide that “value 

add” if the employer qualifies as a          

potential community work-study               

partner.   

Why would the career center staff 

want to be responsible for this          

component of the administration of 

the community work-study                  

program? There are a few answers 

to that question; each one has              

variable value, based on institutional 

priorities. First, from an institutional 

resource allocation perspective, this 

group is probably already designed 

to accommodate employer relations 

outreach activities such as off-

campus meetings and site visits, etc. 

Second, this group is the most likely 

to have a high level of contact with            

employers including local                       

non-profits, hospitals, schools, etc. 

Third, in my experience, being able 

to meet with a new employer and 

telling the employer about this              

program as one of the additional 

connections that an institution can 

offer, is a powerful relationship 

building tool. Finally, a career              

center that uses a job posting                 

technology like NACELink by                       

Simplicity or experience, will be 

well aware of what information             

creates the best job postings and will 

be able to answer an employer’s 

questions about “what should I write 

for the position description?”   

From an institutional/

organizational perspective,    

community service work-study 

job creation can happen at a 

very different pace than most on

-campus job creation. Engaging 

a new community partner or 

deepening a relationship with a 

current community partner can 

result in the creation of a new 

job or jobs in a very short period 

of time compared to the annual 
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What’s In It For Me? 

To really maximize the worth and value of a               

community service work-study program, you need 

to view it from various perspectives, not just as a 

career initiative.  Given the agility of this                     

program, there are many ways to collaborate 

across your campus—which adds value to your 

program and further helps upper administration 

witness its worth.  Table I below proposes ways to 

engage collaborators who all benefit from this  

program:  
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Potential Campus  

Collaborator 
Benefit to Collaborator Benefit to CSWS  

Administrator 

Community/External                  

University/College Relations 
  

Unique value-add to offer 

community partners. 
Additional externally focused 

“sales” team; A direct        

connection to new                             

developments, emerging  

community partners, etc. 

On-Campus Child Care               

Center, Wellness Center, and 

or Student Theater/Theater 

Dept.* 
(*= Must also serve the              

general public.) 

Low cost labor at a high                 

subsidy rate. 
Internal departments to add to 

help your institution attain the 

mandated 7% spending on the 

community; Jobs that are easy 

to connect to academic      

program and may be                          

internship credit worthy. 

Law School Internship placement for L1 

populations who pursue a 

work-study award. 

Shared job development leads 

coming through the Law 

School Faculty (i.e. hotlines, 

on-line legal aid, etc. 

Academic Internship                     

Programs, Volunteer/

Community Service                       

Department/Programs 

“Warm” pool of potential                

employers who would                        

normally NOT be able to pay 

an intern MAY be able to with 

a community work-study   

contract. 

Access to data about           

internship placements creates 

a fresh list of potential       

employers annually. 

Service-Learning Program “Warm” pool of potential              

employers who would                    

normally NOT be able to pay 

a student MAY be able to 

with a community work-study 

contract. (this is legal) 

 

Access to service-learning site 

data creates a fresh list of             

potential community partners 

annually. 

 Table I Continued on page 42... 

budget planning    cycle of a college or university. 

Much less energy is put towards the justification of 

the position and much more energy can be put           

towards the design of the position itself.  The added 

benefit is that a job that is created during one              

academic year, can easily be changed, updated, or 

eliminated from the program, based on the changing 

needs of the employer, the students, or both, for the 

next academic year.  This is especially handy with 

both creation of new or elimination of outdated              

college majors at the university and/or the changing 

focus of an organization.  
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Provost/Faculty Senate/

Curriculum Advising Council 

Propose consideration of             

high-skilled community             

work-study jobs for Civic            

Engagement, Leadership, and/or 

Academic Internship Credit 

when taken with an                

appropriate course. This opens 

up internship options for             

students who need work-study 

but also have an academic                 

requirement to complete an              

internship. 

 

Increased interest in                   

community service                       

work-study positions since                

students know they can                

benefit in more than one way by 

taking one of those positions. 

Alumni Relations/Development/

Corporate Engagement Offices 

 

Provides another way to                  

deepen a relationship with an 

alum or local employer. 

Increases job development po-

tential. 

Experiential Learning Provides a prepared                        

population to offer reflective 

pedagogy and/or a sample      

student population for                      

experientially-based research on 

the student population. 

Access to “warm” audience of 

local community partners and/or 

students interested in  working in 

the community but cannot afford 

to volunteer. 

  

Student Leadership/

Development Programs 

Provides a “captive”                     

population of students to              

market leadership workshops, 

class, and/or certifications to. 

Connect to the Student               

Leadership offerings as                  

official “professional                      

development” for student             

employees reduces redundancy 

of workshop offerings between 

two campus units. 

Career Services Provides a program that is               

perfectly appropriate for first 

year and transfer students;             

Provides increased access to  

additional employers; Provides 

an excellent “first step” program 

to introduce students to job 

search skills, the world of work, 

and community engagement. 

Embedding “student                       

employment” advising into the 

career advisers services                     

capitalizes on the skills of the 

career advisers while freeing up 

the CSWS Program Manager to 

run the program. 

Undergraduate Research                        

Program 

Provides a pre-research                 

experiential learning                       

opportunity if it is focused on the 

right organization. 

Targeted job development leads 

that CAN include clinics,                   

hospitals, public health centers, 

etc. 

Student Employment Office/

Program 

Provides additional job                   

creation resources. 

Connects you too the student 

population you are seeking to 

market positions to. 

Table I Continued ….. 
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Student Leadership Program your “official 

professional development” provider gives 

your students additional resources that they 

might not otherwise know about.                

Connect with the Student Conduct office to 

help refer students who are having problems 

with their site manager or a co-worker.               

Conduct professionals are often expert                

mediators who are much more equipped to 

navigate those kinds of situations and the             

students and/or managers will appreciate the 

resource (as an added bonus, you remain             

neutral). 

 Simplify Marketing/Communication by              

accessing “low hanging fruit”. There are 

many free ways to get the word out about this 

program and/or open positions that a small 

office, or one person, can manage. Twitter, 

Facebook, eNewsletters, Electronic Campus 

Signs, University website calendars, the 

Guidebook mobile app, etc. Provides many no

-cost-but-time outlets for your opportunities. 

Always scan your environment and the local    

community for people and/or organizations 

that seek content for their newsletters, eNews, 

and/or websites.  Examples of these include 

chambers of commerce, Rotary Clubs,                

business development office/programs,          

community centers, local government office, 

V.A. Centers, etc.   

 Consider making your program/office a      

service-learning, graduate practicum or  

AmeriCorps Vista site!  Many graduate and 

undergraduate students have academic           

commitments to be completed external to the 

University or College, why not open your site 

up to that for an outreach project or                      

community assessment that would help you 

meet more employers and spread the news 

about your program.  AmeriCorps is                       

frequently seeking new Vista placement —

sites and if your agency focus aligns, it can be 

a very productive partnership. 

Community Service Work-Study… 

More With Less 

It has been noted in many publications about 

Community Service Work-Study there are 

some significant burdens to the administration 

of this program for which institutions would 

appreciate solutions (Bowley, 2003).  An     

obvious, all-encompassing solution would be 

for institutions with large enough programs 

(either in number of positions and/or number of 

employers) to create 1 FTE to run the program 

well.  Our program at Loyola University     

Chicago has 60 community partners that hire 

400-500 work-study students annually to staff 

70+ work sites and this is 30% of my position 

within a large career services office—I         

understand how labor intensive this program 

can be.  Since that is usually not possible, here 

are some suggested administrative efficiencies: 

 House this program within a career services 

office. I’ve seen, managed, or witnessed 

this program within financial aid,                       

experiential learning, and career services, 

and it seems to fit best within career                 

services. It fits well within an existing a 

skill-building focus of career theory; works 

within an employer relations paradigm; and 

creates an additional opportunity for career 

services to demonstrate value to the                        

institution (a constant challenge for most 

career centers). 

 Centralize a coordinator for overall                   

program management but de-centralize the 

administration.  Let various departments 

and professionals do what they do best.  

Explore how you can work with                           

Accounting, Accounts Payable, and the 

PeopleSoft team, whom ever at your                   

institution can help with either processing 

reimbursements or setting up a payroll 

module for this population. Further, as               

illustrated in the Table above, partner with 

various other campus units to provide                

services and support to students. Making a 
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 Document your worth by creating “Win-Win” 

scenarios with other campus stakeholders.     

Let the leaders of Financial Aid, University 

Marketing, Enrollment Management, and/or 

Admissions know that you may have some 

great sound bite or video opportunities to                

offer for documentation of the student                      

experience. If they have a marketing budget, 

they would appreciate a wonderful lead.  This 

kind of partnership gives them the data and 

images they seek for their marketing/

communications materials and usually that 

becomes available for your use too. 

What now? 

I believe the first step in adding  value to your 

program is committing to the coordinators      

training and education about the program--its   

history and operation. I attended a  2-day      

workshop offered by National Student             

Employment Administrators Association (NSEA) 

to learn about work-study and it was the most   

beneficial time I’ve ever spent in training. I’ve 

continued to read articles, many by Erin Bowley, 

and I’ve gotten involved with organizations that 

help disseminate information about the program    

including Campus Compact, National Society for 

Experiential Education, and NSEA.   

In order to work well with the various other 

stakeholders on campus, it’s important to learn 

about the relevant areas and practices that are 

NOT your specialty. For example, I am a career 

management professional and do not come from a 

financial aid background, so I’ve relied heavily 

on data and regional workshops hosted by The 

College Board, as they provide enough                         

information and detail for me to begin to learn 

and understand the financial aid world without 

being overwhelmed. 

Next, institutional allies need to be identified and/

or developed. There are numerous faculty and 

administrators who either received work-study as 

a student and/or understand the benefits of the     

Community Service Work-Study… 

program; it’s a matter of finding those people.    

Besides the ones list in the Collaborator column of 

the table above, I’ve found it helpful to find out 

who on your campus is involved with the         

campaign to save/protect student financial aid.  

Often those people are also seeking other aid     

advocates so this can be a very fruitful               

relationship.  As federal grants continue to       

stagnate or shrink, there will always be a need to 

shine a light on pieces of aid that are helping      

students stay in school AND build skills for      

post-graduate life (The College Board, 2013) . 

Conclusion 

The reality is that this program carries enormous 

potential for any institution that wants to run it 

well.  What can be reaped from investing in    

Community Service Work-Study can be             

significant.  The challenge is on each institution to 

see the potential in the program and on the        

department or administrator in charge of it to find 

ways to make its worth known. This is not an easy 

task given the heavy workloads of most campus 

administrators in addition to what seems to be a 

shorter and shorter cycle of institutional memory 

due to a modern culture of communication         

saturation.  Bold changes may have to be proposed 

in order to bring this historic program into the    

current higher education climate more                        

effectively. Recognizing the impact of                          

stakeholders and decision makers as well as the 

power of program positioning is critical to                     

facilitating a successful and appreciated                       

Community Service Work-Study program.                

Without the communication, advocacy, data, and a 

personal story about the community partners and 

student experience, no one will understand the     

potential for Community Service Work-Study, and 

that would be a loss for all of us.  
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