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from the EditOrS

Dear Professionals

This edition marks the much awaited return of the Journal of Student Employment, since
November 2009. The purpose of this journal is to provide relevant research and factual
information to those who affect change in policy and programming decisions within the functional
offices of student employment work.

We would like to thank the authors presented in this edition for coming forward with their
information to share with their colleagues. Only through the continued research and sharing can
we make impact and articulate the benefits and needs of student employees that can enhance
programming, services and success rates of students.

Student employment has been around college campuses in the United States since the 1800s.
It continues to provide a large percentage of college students a means to offset the increasing
costs of higher education. But much more than the financial benefits, it provides students a
framework and experiential opportunity to hone the soft skills sought by employers, gain
transferrable skills and the opportunity to articulate their work experiences into solid interview
conversation and examples. As professionals, it is our responsibility to champion student
employment as a continuous learning piece of education that is a primary factor in career path
development.

We as practitioners in this field must develop learning outcomes, seek research and collaboration
opportunities to solidify data-based evidence of what we know to be true for those students that
work while enrolled in college coursework. Please consider a research project and the
opportunity to submit to this or another journal in the field of higher education. There is financial
assistance available through the organization and there are colleagues out there who are willing
to partner with you on a research adventure. Don’t delay — begin the journey to publication and
help strengthen the profession of student employment administration.

Janna McDonald Jenna Corcoran
Director Student Employment Consultant
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Creating a Successful Career Peer Mentor Program

Abstract

In order to provide un-
dergraduate students
with customized ser-
vices and programs, the
Carnegie Mellon Ca-
reer and Professional
Development Center
(CPDC) launched the
Career Peer Mentor
Program in the fall of
2011. Career Peer
Mentors (CPMs) are
trained to develop the
skills and expertise
needed to assist their
peers with their career-
related needs. The Ca-
reer Peer Mentors have
become valuable mem-
bers of the CPDC team.

The value of the “peer-
to-peer relationship” on
college campuses has
been well documented
in various articles and
research papers. The
practice of hiring and
training students to
work in Career Centers
as peer helpers or advi-
sors has been around
for many years. The
importance of under-
standing key ele-
ments, necessary re-
sources, and potential
challenges of creating a
Career Peer Mentor
program cannot be un-
derestimated.

This article will detail

the process of starting
and sustaining a Career
Peer Mentor program.
In addition, it will ex-
plain the benefits of
such a program to the
university, its students,
and student employees
during their time of ser-
vice and in their future.

The CPM program
highlights the im-
portance of program
goals consistent with
the Career Center mis-
sion statement; pur-
poseful, ongoing train-
ing throughout the
year; providing oppor-
tunities for meaningful
peer-to-peer interac-
tions; creating effective
mentoring and supervi-
sion, and taking an ap-
proach that allows for
the student employees
to be the driving force
of the program.

The Program
Beginnings

In August 2010, the
Carnegie Mellon Ca-
reer and Professional
Development Center
(CPDC) formed a com-
mittee interested in
starting a career peer
mentor program. Com-
mittee members con-
tacted a variety of uni-
versities with estab-

lished peer mentor pro-
grams to learn about
the program goals, ex-
periences, and chal-
lenges. This article will
present the steps and
path we followed and
include examples and
information from the
CPDC model we
adopted.

Review the Mission
Statement and Profes-
sional Development
Model

We began by examin-
ing the CPDC Mission
Statement and Profes-
sional Development
Model.

“The Career and Pro-
fessional Development
Center empowers stu-
dents and alumni to
optimize their profes-
sional and life potential
through career explora-
tion, experiential learn-
ing, and connections
with employers and
opportunities.

CMU's career and pro-
fessional development
model is grounded in
discipline-specific ca-
reer development, ex-
periential learning, and
employer relations
shaped by strong con-
nections with the uni-
versity's six academic
colleges. The center's
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success is founded up-
on a solid understand-
ing of career and pro-
fessional development
theory, integration of
technology, and an un-
wavering commitment
to providing personal-
ized attention towards
meeting the unique in-
dividual needs of stu-
dents, alumni, and em-
ployers.”

We determined that
they supported the ad-
dition of a peer mentor
program. In particular,
the focuses to
“empower” students as
well as “meet the
unique needs of indi-
viduals” are essential
components of a peer
mentor program. Suc-
cess is founded upon a
solid understanding of
career and professional
development theory,
integration of technolo-
gy, and an unwavering
commitment to provid-
ing personalized atten-
tion towards meeting
the unique individual
needs of students,
alumni, and employ-

2

ers.
Set Program Goals

The goals set by indi-
vidual organizations
should be consistent
with their mission
statement and/or pro-
fessional development
model. It is important

to keep in mind that
attaining these goals
will impact center
staffing, programs of-
fered, and, of course,
the budget. Our pro-
gram goals listed below
will be referenced
when measuring pro-
gram success and plan-
ning for the future.

CPDC Career Peer
Mentor (CPM) Pro-
gram Goals:

1 . Increase the num-
ber of students visiting
and using CPDC ser-
vices (as part of an
overall goal to be a
“high touch/high tech”

career center).

2 . Allow more time
for Career Consultants
to offer higher level
service (in order to pro-
vide more unique pro-
grams, events, and spe-
cialized services-
especially to under-
served students).

3 . Discover how best
we can serve students
through peer-to- peer
interactions
(recognizing the benefit
of the peer to peer ex-
perience and relation-
ship).

4 . Utilize the talents
and skills of our under-
graduate students

5 . Provide students
with marketable work
experience and trans-

ferrable skills for their
resume and life after
graduation

Write the CPM Job
Description

The job description and
job title should align
with the program goals
and clearly state the job
duties, hours, and es-
sential qualifications.
Our goal was to recruit
high-quality students
who had a sincere de-
sire to work with their
peers, were involved in
campus activities, had
excellent communica-
tion skills, and were
able to commit to the
responsibilities and de-
mands of the job.

The students hired
would have general
responsibilities such as
working at the front
desk answering ques-
tions, explaining career
center services and re-
sources, and assisting
students with resume
reviews. They also
would be responsible
for student outreach
and presentations on
career-related topics
outside of the office. In
addition, each student
would have an area of
specialization or focus.
We planned to hire 20
students to work 8-10
hours per week at
$8.00/hour. The job
description also includ-
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“empower” students
as well as “meet the

unique needs of
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essential components
of a peer mentor
program.

NSEA publishes a
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designed to keep you
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trends and policies
in student
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including “The
Workbook” and
“The Journal of
Student
Employment”
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versity is a private re-
search university in
Pittsburgh, Pennsylva-
nia, United States. The
university began as the
Carnegie Technical
Schools, founded by
Andrew Carnegie in
1900.

Mascot:

Scotty the Scottie Dog
Enrollment:

11,955 (2011)
Founder:

ed learning objectives
and noted the transfer-
rable skills and compe-
tencies that could be
acquired and developed
as a peer mentor. (See
Appendix 1)

There were a variety of
job titles we discussed
such as “peer advisor”,
“student ambassador”
and “career assistant”.
We chose the title
“Career Peer Mentor”
because we wanted
other students to easily
identify the CPMs as
peers.

We set forth the defini-
tion of a CPM-which

Andrew Car ne g iwggs within the job de-

Colors:

Grey, Cardinal, Tartan
plaid

career peer mentor

Caption describing picture or
graphic.

scription-as follows:

“A Career Peer
Mentor (CPM) is a stu-
dent employee who
assists with services
within the CPDC and
also with outreach ac-
tivities, events, and
programs outside the
center. CPM’s are
trained to offer ser-
vices to their peers
who are embarking on
a similar journey to
find jobs, internships
and explore career op-
tions and opportuni-
ties.”

(See Appendix 1)

Create an Action Plan

It is critical to strive to
have the support and
commitment from all
staff members as you
prepare to implement
and manage the pro-
gram. All staff will
need to take on new
roles, from training to
serving as a mentor.
You can expect some
challenges and push-
back —but this is true
for any big change.
Throughout the pro-
cess, try to create an
atmosphere of open
discussion and ac-
ceptance of others’ ide-
as and opinions in or-
der to gain some level
of group consensus. If
this does not happen,
you may have to move
on and rely on the sup-
port of those on-board
to get the work done.
You can do this as long
as you have your Di-
rector’s endorsement
and support.

The CPDC CMP

Action Plan:

1. Establish a realistic
timeline.

We discussed the best
time to post the job,
interview, select, and
train students as well as

the projected program
start date. The timeline
we created considered
office events as well as
student academic time-
tables such as mid-
semester exam, finals,
and winter and spring
break.

The job was posted in
December and inter-
viewing and hiring oc-
curred in early Febru-
ary. The students hired
had 12 hours of paid
training in March and
April and two days of
paid training in August
before school started.
The official program
start date was August
22,2011.

2. Develop a Market-
ing and Communica-
tion Plan.

We worked closely
with our Marketing and
Communications staff
member to lead us in
our advertising strategy
to recruit students for
the position. In addi-
tion, we reached out to
faculty and advisors to
disseminate infor-
mation about the new
CPM program to stu-
dents.

3. Recruit and Select
Applicants

The CPM job position
was open to all rising
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freshman through jun-
ior year students in
good academic stand-
ing. We posted the po-
sition for one month in
Tartantrak, our online
job posting system.

In addition to submit-
ting a resume, students
also had to complete an
application form which
indicated their previous
volunteer and work ex-
perience, their involve-
ment on campus, and a
written essay detailing
why they were apply-
ing for the position.

The selection process
included both group
and individual inter-
views. Interviewers
were relevant staff
member who would be
working closely with
the peer mentors.

4. The Training Plan

We trained CPMs us-
ing an experiential
learning process which
integrated career
knowledge with practi-
cal application and skill
development. In the
spring, we trained stu-
dents on: CPDC Ser-
vices and online re-
sources, Career Prepa-
ration (resume and cov-
er letter writing and
review) Career Explo-
ration (TartanGPS and

Assessment tools), and
using Tartantrak to
search for jobs and in-
ternships. In addition,
we had interactive
training in which the
students critiqued and
provided feedback on
sample resumes and
practiced mock inter-
views. Students who
successfully completed
the training had the
basic skills and
knowledge to review
resumes, and present
professional programs
for the CPDC, and an-
swer questions about
career center services
and resources.

Fall training served as a
refresher and also in-
cluded some team
building exercises. In
addition, each new
CPM job shadowed a
career consultant dur-
ing a resume review
followed by the con-
sultant observing as the
CPM performed the
resume review. Train-
ing, professional devel-
opment, and team
building was imple-
mented as an ongoing
process throughout the
year during weekly
staff meetings and also
at a two-day winter re-
treat.

Supervision and

Mentoring Model

A Lead Career Peer
Mentor position was
established to serve as
team leader and super-
visor for the CPMs and
report to the Associate
Director for Experien-
tial Learning & Student
Employment. This stu-
dent plans and facili-
tates the weekly CPM
staff meetings, meets
one-on-one with each
CPM every other week,
and does performance
evaluations for all
CPMs at the end of fall
and spring semesters.
The Lead CPM works
closely with the Coor-
dinator for Experiential
Learning, who is re-
sponsible for day-to-
day supervision in the
office, scheduling, and
student timesheets. The
CPMs are also men-
tored and trained by the
professional staff they
work with in their spe-
cialized areas of focus.
(See Appendix 2)

This supervising model
has been problematic at
times and we are cur-
rently discussing other

JaILR
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supervising models to
follow.

Program Evaluation

It is important to evalu-
ate the program’s ef-
fectiveness in order to
determine when change
is necessary. At the end
of fall 2011, we sur-
veyed our CPMs, staff,
and students that met
with a CPM. Unfortu-
nately, student survey
responses were so low
that we had to rely
solely on CPM and
staff feedback. We met
as a group and brain-
stormed ideas and strat-
egies. As aresult, we
made some changes to
the program in spring
2012.

The first big change
was that the CPMs
would no longer be as-
sisting at the evening
Information Sessions
which employers hold
throughout the year to
increase their campus
visibility. This was a
necessary change be-
cause the time spent
working prevented the
CPMs from doing

evening programming
and outreach.

Every CPM indicated
on their evaluation they
were very disappointed
with the lack of direct
peer to peer contact and
interaction. Many said
that this was the main
reason they applied for
the position. To address
this, in January we as-
signed CPMs to work
with students who
came to the office for
the daily Drop-In
Hours from 1 to 4 pm.
The CPMs told us al-
most immediately that
having these set times
to do review resumes,
answer basic career-
related questions, and
have meaningful peer-
to-peer interaction in-
creased their sense of
purpose and job satis-
faction.

Finally, we discovered
that not having ade-
quate computers and
office space was ham-
pering the CPMs work
and productivity. We
purchased four new
computers for their

work area and desig-
nated one room for
CPMs to meet with stu-
dents.

As a result of the
spring 2012 assess-
ment, we decided to
decrease the number of
CPMs from 20 to 12
for fall. We found that
because we already had
21 full-time staff, as
well as six graduate
interns in the office, we
did not have the space
to support more than 12
CPMs. In addition, we
eliminated some stu-
dent desk time because
we now had a new full-
time person who served
as back-up for the re-
ceptionist.
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Career Peer Mentor
Assessment through
Personal Reflections

A most telling assess-
ment of the program
can be seen in the sam-
ple reflections below
written by some of the
CPMs when asked the
question: “What single
experience as a CPM
has been most signifi-
cant and why.” The
anecdotal data below
clearly illustrates the
value of the program to
CPMs personally and
also reveals the impact
on students served
through peer-to-peer
interactions.

Anecdotal data:

“Reviewing resumes.
Once I was reviewing
the resume of a girl
that had a lot of experi-
ences similar to mine. [
felt connected to her.”

“Since the beginning of
this semester, a fresh-
man student has been
coming into the CPDC
for some tips on finding
a job and building her
resume. There was one
time when she left the

Career Center and
asked me what other
days I work so that she
could come in again
and get her resume re-
viewed by me when I'm
in the office. This was a
significant moment for
me because I had never
thought that I could
build relationships like
that as a Career Peer
Mentor. Yes, I help
with resumes and yes 1
help people feel more
at ease about their job
searches, but I see so
many students on a
weekly basis that it's
rewarding when stu-
dents connect with you
and want to keep on
coming to you for some
help.”

“Hard to give a single
example. Every time
someone I have seen
follows up and I get to
know that my actions
made a difference for
their career journey, or
if I've been able to help
relieve a little stress for
them and it’s a pretty
wonderful feeling.”

“My favorite experi-
ence was the event 1

Creating a Successful Career Peer Mentor Program. ..

coordinated for my
dorm the night before
the TOC. Although it
was one of the craziest
two hours I've spent
this year, I was making
a visible difference.

The relief in my resi-
dent's faces when I re-
viewed their resume
and told them that they
were going to do fine at
(for many of them, their
first) job fair made eve-
rything worth it.”

“The single experience
from my time as a CPM
was during an SOS ses-
sion when a parent of a
current student and a
prospective student
came up to inquire
about what it is I was
doing. They seemed to
be really intrigued by
the fact that such a
peer mentor program
existed and that there
was always help no
matter when or where
to receive advice. I re-
member at the end of
our discussion she told
me that she would defi-
nitely want to go to a
school that integrated
the present college ex-
perience as prepara-
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tion for achieving life-
long dreams. This was
significant for me be-
cause I may have actu-
ally helped a student
put college into per-
spective for what it
could be.”

Measure CPM
Program Success

As stated earlier, our
plan called for use of
the five program goals
to measure the pro-
gram’s success. The
2011-12 and 2012-13
CPM program statistics
indicate that we did
meet the goals of in-
creasing services and
the number of students
visiting the CPDC.
Since the evening CPM
programs and work-
shops were developed
and presented by the
students, it was con-
firmed that the students
were able to utilize and
develop their skills, be
innovative, and in-
crease their marketable
work experience.
Workshops offered by
the CPMs included:
CPDC Services Work-
shop, Interview Work-
shop, Job Fair Work-
shop, and Resume
Workshop. (See
Appendix 3)

CPM Program Statistics
Academic Year 2011-2012

I Resume reviews with 168 students in the
CPDC

1 Resume reviews with 51 students during dai-
ly drop-in hours

1 Assisted 50+ students through newly created
CPM SOS program

1 Met with potential students and their families
during 6 Sleeping Bag Weekends

1 Offered 2 workshops on career fair prepara-
tion during fall 2011

Offered 3 workshops in the dorms on re-

sume writing and career fair preparation
during Spring 2012

Academic Year 2012-13 (as of 11/21/2012)

1 Resume reviews with 157 students during
daily drop-in hours

1 Assisted 70+ students through 23 CPM SOS
programs

1 Total SOS interactions (non programs): 133

1 Offered 6 workshops in the dorms on re-
sume writing and “how to work a job fair”
preparation. A total of 94 student attended
both events

CPM New Program
CPM SOS (Student Outreach Stations) Program

CPM’s take their expertise directly to the stu-
dents at these student outreach stations. At each
CPM SOS, students can have a quick resume re-
view; ask questions regarding TartanTrak and
our other online resources; and get answers to
general CPDC questions. CPM SOS is offered
during evening and weekend hours and no ap-
pointment is necessary.
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Tips for a Successful CPM Program

1 . A CPM program should be student-driven. Hire students for their talents and skills they can offer. Em-
power them to be their best and work with them as partners in the process of developing and enhancing the
program.

2 . Provide CPMs with the BEST training and resources possible.
3 . Provide meaningful work, responsibilities, and opportunities for meaningful peer-to-peer interactions.
4 . Conduct individual and group meetings on a consistent basis.

5 . Include bi-weekly reflections about the work CPMs are doing. By engaging in intentional experiential
learning, students can develop skills and competencies that will help them be successful in school, work, and
in life.

6 . Tap into their marketing and communication knowledge. They know how to reach students, whether it is
through social media or where to set up a table.
7 . Don’t get complacent. Access and evaluate the program and change as necessary.

8 . Provide a comfortable and fun place to work. If the CPM’s seem happy and relaxed then this will make
other students want to stop by the office.

9 . Formulate program goals consistent with the career center mission statement.

1 O Provide effective mentoring and supervision.

Summary

I was asked to write this article after I did a presentation at the October 2012
. NSEA conference called “Creating a Successful Career Peer Mentor Program.”
S ee appen dlx I hope that anyone who is considering starting a career peer program will find

fo r ﬁ gu res the information useful.

My personal experience overseeing this program has shown me that it really
does benefit the university, the students being served, and the students em-
ployed as peer mentors. By hiring and training students to be career peer men-
tors, we are un-tapping our greatest asset and most important talent: our stu-
dents! They bring new ideas, fresh perspectives, and skills and expertise that
might be difficult to find in staff. And, they can advise other students on ca-
reers and the future from a student perspective. Finally, I found that the suc-
cess of the program is dependent on student engagement. Empower them to
feel ownership and let them know that you will be there to support and guide
them as their career center partner and mentor.




Human Resources & Student Employment Sharing

Abstract

The following article is
the product of a work-
shop conducted at the
2011 Joint Annual
Conference of
NEASEA & SASEA
Organizations. The
primary authors con-
structed the framework,
but the contributing
authors (participants)
added significantly to
the outcomes from
their knowledge and
experience.

TWO common ques-
tions in the field of stu-
dent employment: 1)
“Are there advantages
to working with human
resources (regardless of
institutional size)? 2) if
so, what are the bene-
fits of sharing this com-
mon ground?” To an-
swer this question, we
turned to the Society
for Human Resource
Management (SHRM),
“...the world’s largest
association devoted to
human resource man-
agement.” http://
www.shrm.org/about/

The SHRM list of pro-
fessional disciplines in
human resources was
used to better under-
stand the similarities
between human re-

Common Ground?

sources and student
employment. That list
was then used creative-
ly to suggest ideas
about why working to-
gether could be an ad-
vantage to student em-
ployees, colleagues and
to the college campus
as a whole.

Overall Benefits to
the Institution:

The “human resources”
on our campus are the
best — and often the
most expensive — re-
source an institution
provides to the commu-
nity. Student employ-
ees are a significant
human resource. Hir-
ing practices, legal doc-
ument requirements,
workplace conditions,
and many other em-
ployment practices may
apply to these employ-
ees as well as to regular
part-time and full-time
employees. As such,
developing a strong
relationship between
HR and SE can benefit
the institution in the
standardization of em-
ployment practices,
policies and proce-
dures, resulting in high-
er rates of compliance
and less institutional
vulnerability. In addi-
tion, collaborations can

result in significant
cost reductions, partic-
ularly related to time-
keeping and payroll,
technology construc-
tion and purchasing,
and more accurate em-
ployment forecasting.

Overall Benefits to
the employees and
supervisors:

Student employees and
supervisors will benefit
from standardized
training and develop-
ment practices which
can result in increased
performance. Student
employees will gain an
enhanced understand-
ing of the roles, re-
quirements and poten-
tial for professional
development as an em-
ployee. Such learning
can benefit the student
in future career posi-
tions. Supervisors will
benefit from a better
understanding of good
supervision practices,
as well as an enhanced
ability to construct well
-developed perfor-
mance evaluations —
which may result in
stronger supervision
skills when working
with part-time and full-

time employees as well.
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Check out the
collaboration chart for
more specifics on how
to collaborate better with
HR and SE!

Human Resource (HR) |Student Employment

Human Resource & Student Employment Sharing Common

Overall benefits to the
Human Resource Of-
fice:

The Human Resources
staff will benefit from
broader exposure to the
campus community,
and the opportunity to
enhance the image of
HR as a professional
resource for all em-
ployees. HR may also
benefit from an en-
hanced understanding
of federal regulations
as related to the use of
federal work study
funds and employment.
Since compliance is a

Ground?

significant component
of the profession, HR
will benefit from help-
ing to create a more
compliant employment
environment.

collaboration can also
increase the depart-
ment’s credibility
across campus.

Overall benefits to the
Student Employment
Office:

Student employment
administrators will ben-
efit from a greater un-
derstanding of employ-
ment law, policies and
practices, particularly
as related to domestic
and international stu-
dent employees. The

HR & SE Sharing Common Ground Collaborative

Chart

Suggestions for

Disciplines (SE) Similarities Collaboration

HR & SE work together on forecast-
ing employment needs of student

SE may be responsible for forecast-
ing student employment needs both

Leadership: meeting short-and
long-range organizational
needs. employment both in general as well
as for particular departments/sites/

positions.

for short-term (within a one-four
year period), as well as long-term
(five years+). This forecasting
might include the need for increased

Staffing Management

positions, additional departments,
off-site locations, physical space,
staffing, and supporting budgets.
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HR & SE Sharing Common Ground Collaborative Chart

Human Resource (HR) |Student Employment

Disciplines

Benefits

Compensation

Consulting

Diversity

(SE) Similarities

SE might collect national and insti-
tutional data on the benefits to stu-
dents and the institution in terms of
integration into campus culture with
possible retention benefits. In addi-
tion, SE might be asked to define
worker’s compensation for both on
and off-campus positions. Also,
student employees may be eligible
for “perk” benefits, i.e., discounts
for retail stores, etc.

SE often creates wage scales, re-
searches and determines comparable
compensations for comparable jobs,
particularly for off-campus posi-
tions.

SE may be asked for their expertise
in student employment for both in-
ternal and external constituents.

SE may become engaged in assist-
ing with reasonable accommoda-
tions in the workplace, or in diversi-
ty training for student employees or
supervisors, or in answering con-
cerns of either student employees or
supervisors about diversity issues in

Suggestions for
Collaboration

HR & SE work together to define
worker’s comp policies and practic-
es. HR & SE collaborate on market-
ing the benefits of student employ-
ment & to consider student employ-
ees for perks advantages.

HR & SE work together to develop
institutional pay scales for student
employment with aligned job de-
scriptions/pay equity for student
employees — and collaborate on off-
campus questions of compensation.

HR & SE work together to demon-
strate to internal and external con-
stituents the advantages of standard-
izing some of the practices, policies
and procedures regarding institu-
tional employment.

HR & SE work together to create a
standardized approach to diversity
issues related to employment.
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HR & SE Sharing Common Ground Collaborative Chart

Human Resource

(HR)
plines

Employee Relations

Ethics & Sustainability

Global HR

Labor Relations

Disci-

Student Employment
(SE) Similarities

SE may be assisting with conflict
resolution in the workplace for both
on and off-campus situations. SE
may be responsible for finding the
right “fit” for an employee and/or
creating or overseeing candidate
testing.

SE training sessions and/or man-
agement issues may include a focus
on ethics in the workplace and an
awareness of sustainability issues
related to a student employee’s po-
sition.

SE professionals often work closely
with international students in the
workplace, assuring compliance
with SEVIS and institutional poli-
cies, rules and regulations for em-
ployment. Some SE professionals
assist student employees when they
work abroad.

SE may be working with students
in union jobs with resultant ques-
tions about union dues, position
descriptions and adherence to union
contracts. SE potentially can be
involved in labor disputes that can
arise from an employee complaints,
etc.

Suggestions for

Collaboration

HR & SE collaborate on conflict
resolution options, as well as pro-
fessional standardization of the pro-
cess for employee placement. HR
& SE work together on any candi-
date testing that might be conduct-
ed through SE program.

HR & SE work together to develop/
enhance ethics and sustainability
training. HR can be a resource for
SE when questions about ethical
workplace issues arise. HR & SE
collaborate pro-actively on poten-
tial sanctions for ethics violations.

HR & SE collaborate to assure em-
ployment compliance for interna-
tional students, which might in-
clude aligning the total number of
hours worked under student em-
ployment and as a part-time em-
ployee of the institution. HR & SE
work together on any issues or poli-
cy needs related to students work-
ing abroad who are paid by the in-
stitution.

HR & SE work together to assure
compliance in terms of union con-
tracts and conditions. HR & SE
collaborate on standardizing poli-
cies and procedures related to pos-
sible union workplace issues.
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HR & SE Sharing Common Ground Collaborative Chart

Human Resource
(HR)
plines

Disci-

Organizational & Employee
Development

Safety & Security

Technology

Student Employment
(SE) Similarities

SE often administers supervisor
and/or student employee training
sessions, including orientation, in-
termediate and advanced training;
these may include compliance with
Title 9 regulations, etc. SE may
create standardized job description
templates, as well as construct and
administer performance reviews/
evaluations. SE may construct pol-
icies and procedures for position
advancement. SE often conducts
week-long employee appreciation
events, encouraging supervisors to
support the work being done by

SE may be involved with the crea-
tion of job postings for both on and
off-campus positions, workplace
training for safety on the job, train-
ing for confidentiality, especially
pertaining to FERPA regulations.
SE might be engaged in distributing
and collecting legal forms such as
19, W4’s, payroll documents, per-
sonal identification documents, em-
ployee files on attendance and
workplace issues, employment sep-

SE may be engaged in high levels
of technological use, from standard
email and simple Excel tracking to
sophisticated payroll procedures/
tracking, data collection and analy-
sis, position postings, and security
of personnel data.

Suggestions for
Collaboration

HR & SE collaborate on new em-
ployee orientations, supervisor
trainings, employee trainings and
compliance with federal and state
regulations, professional develop-
ment trainings for new, intermedi-
ate and advanced employees. HR
& SE standardize policies and pro-
cedures for both position advance-
ment, as well as job descriptions
and performance reviews/
evaluations.

issues related to hiring, confidenti-
ality training, record keeping, em-
ployee files and workplace safety
issues.

HR & SE collaborate on technolo-
gy integration which may save in-
stitutional funds and create a more
seamless and secure employment
system.
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Author Note:

We hope this article has
given you a few good
ideas concerning the
advantages of a strong
human resource and
student employment
collaboration. Consider
using this article as you
approach a
collaboration!

Human Resource & Student Employment Sharing Common

Ground?

Nice, but it cannot work on MY campus!
Ideas for HR or SE to Overcome Barriers in Developing
Collaborations

Request a meeting with (HR or SE) to “share” ideas about student
employment. Let the other department know you are particularly
interested in discussing compliance/legal requirements.

SE — ask HR for their expertise in reviewing/suggesting improvements to
current SE policies and practices.

HR — ask SE for their expertise in the federal requirements for work study
and/or working with International students.

Discuss the collaboration with the person you report to, suggesting that
(HR or SE) share their best practices regarding various employment
issues.

This might be a fit with an already established annual goal. Or create a
new one!

Consider whether this can be brought up during a performance evaluation.
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Ross, Jessica — Western Carolina University
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Appendixes

Appendix 1

Career Peer Mentor Job Description
2012 — 2013 Academic Year

A Career Peer Mentor (CPM) is a student employee who assists with services within the Career and Profes-
sional Development Center (CPDC) and also with outreach activities, events, and programs outside the center.
CPM’s are trained to develop the skills and expertise needed to assist their peers with their career-related needs
and become a valuable member of the CPDC team. This experiential learning integrates career knowledge and
theory with practical application and skill development in a professional setting. All CPM’s will have general
responsibilities as well as an individual area of focus. The transferrable skills and competencies attained from
this position will benefit the student employee professionally and personally both now and in the future.

Career Peer Mentors must commit to a minimum of 8 hours per week and occasional evening and weekend
work. All applicants must be available to work both the fall 2012 and spring 2013 semesters and attend train-
ing during spring 2012. Salary is $8.00 per hour.

Learning Objectives:

Gain a thorough understanding of career services and resources available to students and alumni at Carnegie
Mellon

Develop peer counseling and advising skills on how to make good career decisions

Enhance written and verbal communications skills

Understand and work competently within the dynamics of a group

General Career Peer Mentor Responsibilities:

Serve as the face of the CPDC with professionalism and excellent interpersonal qualities

Provide walk-in career resources orientation and perform resume writing basics

Conduct a brief orientation/intake with new students to the Identify and explain services and resources availa-
ble to students (including TartanTrak)

Accurately identify issues needing professional staff intervention and direct them to the appropriate staff
Assist with a variety of projects

Interact with student groups and organizations as assigned

Perform student outreach/program presentations on career related topics in the residence halls, for student or-
ganizations, and in classrooms

Attend weekly meetings

Assist at the front reception desk as necessary

Individual Areas of Specialization or Focus: In addition to general responsibilities, CPM’s will work 3-4
hours per week in a specialized job/area that is related to their major or of special interest to them. The jobs
are: Career Peer Mentor Programming and Outreach Coordinator, Career Peer Mentor Generalist, Career Peer
Mentor for Technology, College Career Peer Mentor, and Lead Career Peer Mentor. Job descriptions for each
will be on the Career Peer Mentor Application Form to view and select.
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Career Peer Mentor Job Description
2012 — 2013 Academic Year

Qualifications:

Excellent communication (oral and written) and interpersonal skills
Strong listening and client service skills

Current freshman, sophomore or junior with a minimum GPA of 2.5
Possess the desire to assist peers with career-related needs

Must be reliable and demonstrate a strong work ethic

Excellent organizational skills and attention to detail

Ability to plan and prepare professional presentations

Ability to work effectively without direct supervision

Ability to function as a productive member of a team

Ability to maintain confidentiality of all aspects of job responsibilities

Training: 12 hours

Attendance at all sessions is mandatory

Active participation is required

Focus on resume basics and college specific resumes

Focus on Career & Professional Development services and online resources
Student must complete all weekly assignments

Student must keep a journal reflecting about their knowledge and skill acquisition and overall observations

Student will schedule job shadowing sessions with each career consultant

Carnegie Mellon
CAREER & PROFESSIONAL
DEVELOPMENT CENTER
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Career Peer Mentor Specialized Job Descriptions
2012 — 2013 Academic Year

CFA College Career Peer Mentor

CPM projects include:
1. Arts Alliance Program

Attend Arts Alliance events and document with pictures, possibly write a story for the web page and con-
tribute to publicizing this opportunity.

Update the Arts Alliance website
Create a system that would help art students locate artist assistant opportunities.
2. Employer Development
Research and locate internships and opportunities
Research and enter professional summer opportunities (festivals, etc.) into the internship database.
Search for CFA student internships and work and enter them into our internship database.

Research to find new Firms to invite to Career Fairs with contact information for Industrial Design, Com-
munication Design and CPID

3. Tabling, outreach and other projects based on student interest

Update content for the CFA website.

CIT College Career Peer Mentor

Responsibilities include:

Create tips sheets for interviewing, negotiating, networking

Update/create CIT major handouts, for example: for a ChemE--what kind of jobs, internships, day in the
life of etc.

Mini-workshops on interviewing, internship searching etc.

Lots around how to get ready for a job fair

Help with employer development ideas: asking CIT students for lists of employers etc.

Create the CIT Summer Internship 2012 handout

Look for new CIT internships for the general internship database

Collaborate with CIT CCI to visit all Intro classes and market CPDC
Create handouts for each major listing companies within certain industries/concentrations

Programming & SCS Career Peer Mentor

Responsibilities include:

Assist with the creation, planning, and execution of CPDC programming related to student professional
development
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Career Peer Mentor Specialized Job Descriptions
2012 — 2013 Academic Year
Encourage and direct SCS students who are new to the CPDC to meet with the SCS Career Consultant
Advise and inform students regarding CPDC programs, services, and resources
Assist with career fairs, Career Express, and other large-scale CPDC events as needed and as available

Act as an SCS career consulting information resource for constituent groups (current students, prospective
students, parents, etc.) in the event that the SCS Career Consultant is unavailable

Participate in residence hall programming as needed and as available
Collaborate with the SCS Career Consultant and CPDC staff members on various projects and initiatives.

H&SS College Career Peer Mentor

CPM 1 will assist CCI and career consultants with outreach and programming for first and second year stu-
dents in the Dietrich College of Humanities & Social Sciences. Responsibilities include:

Market and promote in Baker-Porter all upcoming workshops and job fairs
Coordinate tabling in strategic locations to promote CPDC services and enrollment in programs/workshops

Work with the CCI to development and implement programming and workshops geared primarily to fresh-
man and sophomores career needs

Assist with Senior Launch program

CPM 2 will serve as the primary administrative support for the Dietrich College H&SS Career SAC member-
ship development and function. Responsibilities include:

Support the Chair(s) with communication, space reservations, and other organizational tasks as needed
Attend weekly SAC meetings (1 hour per week); take and share minutes

Serve as a liaison between advisor and SAC

Assist with the mentoring program as needed

Assist with member recruitment and communications

Mellon College of Science CPM

Responsibilities include:
Create tips sheets for social networking, interviewing, negotiating, networking
Update/create MCS major specific handouts
Mini-workshops on interviewing, internship searching, getting ready for a job fair, etc...
Look for new MCS internships for the general internship database

Tepper College Career CPM

Responsibilities include:



Appendix I1
Career Peer Mentor Specialized Job Descriptions
2012 — 2013 Academic Year
TartanTRAK workshop and office hours
Resume workshop for freshmen
Resume reviews
Internship tips workshop
Job fair pitch practice (helping students with their 60-second commercials)
Assisting me with better utilizing data that we track on the website or in presentations

Contributing to Wednesday Night Insight planning as needed

Lead Career Peer Mentor:

The CPM will serve as CPM team leader and immediate supervisor for the CPM’s and coordinate the CPM’s
various work duties. Responsibilities include:

Schedule CPM work time at the front desk and also the out of office work time which will include outreach
activities, job fairs, and presentation

Work in the planning of CPM workshops and presentations, coordinating career panels and Sleeping bag
Weekends, and any special programs for the general office

Career Peer Mentor Programming and Outreach Coordinator
Student will develop materials for new CPM presentations and events that target specific interests and
groups and increase the CPDC visibility on campus.
Career Generalist

Student will have the opportunity to rotate through various CPM specialized positions and also fill in as
needed.

70% of the student’s time will be spent assisting student drop-ins at the front desk.

Carnegie Mellon
CAREER & PROFESSIONAL
DEVELOPMENT CENTER
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Career Peer Mentor Workshops Offered
2012 — 2013 Academic Year

CPDC Services Workshop

We offer many services beyond those traditionally associated with a career center. This work-
shop explains how to access and utilize the CPDC’s career exploration, job shadowing, on-campus
and part-time employment resources, as well as our resume review sessions, interview training, ca-
reer fair preparation, student outreach programs, and networking opportunities.

|l nterview Workshop

This workshop includes a detailed presentation on the necessary skills and techniques for in-
terviews. We strongly encourage all students to attend the interview workshops regardless of where
they are in planning for their careers.

Job Fair Workshop

This workshop reviews the dos and don’ts for attending a job fair. We cover the basics of net-
working a job fair, with particular emphasis on your “thirty second commercial.” Again, the CPDC
recommends that students interested in attending a job fair plan on attending this workshop, in addi-
tion to seeing their career counselor, prior to the job fair event.

Resume Wor kshop
¢ K watkshop intended to allow students to gain helpful insight on the format and content of

their resumes. It will include the general content necessary for any resume, as well as the specific
colleges’ preferences for formatting resumes. All students are encouraged to attend as resumes
should be kept up to date and ready to be put in front of a potential employer.

Carnegie Mellon

CAREER & PROFESSIONAL
DEVELOPMENT CENTER



IUPUI
Office of Student Employment

815 W. Michigan St
Indianapolis, IN 46202
Employment.uc.iupui.edu

Phone: (317) 274-4586
Fax: (317) 274-7588
E-mail: future@iupui.edu

“Students Learning while Earning”

The mission of the Office of Student Employment is to pro-
vide resources and to empower students to find meaningful,
academically relevant part-time work experiences that en-
hance both academic and personal success.

Our staff supports [IUPUI students with resume basics, cov-
er letter development, networking and interview strate-
gies, and professional development. We also help students
find part-time job resources and assist with work-study
questions.

IU I | OFFICE OF STUDENT EMPLOYMENT

‘ INDIANA UNIVERSITY — PURDUE UNIVERSITY INDIANAPOLIS
University College

Invitation for 2014 Journal Submissions

The National Student Employment Association is an organization of several hundred pro-
fessionals involved with programs for college students who work. Membership is open to
anyone with an interest in administering student employment or hiring students. NSEA
supports and promotes student employment through research, publications, professional
development opportunities, and the open exchange of information.

Membership in NSEA - a comprehensive student employment association - is ideal for

those looking for professional development in the field.

--JOIN NOW--

NSEA is a prime source for current information on federal student employment regulations
and expert advice on the Federal Work-Study Program. Through annual conferences and
workshops, members are offered training opportunities and the chance to tap into a nation-
wide network of experienced student employment colleagues. Similarly, employers have
access to student employment professionals in the U.S. and abroad who can help facilitate
their employment needs with well-trained, enthusiastic student employees.

National Student Employment Association Mission Statement
The National Student Employment Association (NSEA) is a non-profit association of pro-
fessionals involved with programs for students who work while attending college. To this
end, we support and promote student employment through research, professional develop-

ment and the exchange of information.


http://www.nsea.info/docs/forms/memApp.html
http://www.nsea.info/docs/forms/memApp.html
http://www.nsea.info/docs/forms/memApp.html

