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Starting Out Strong

It hardly seems possible that we are
beginning yet another academic year
and the Class of 2013 is about to take
residence here in Hanover. Begin-
ning a new year always has a sense of
an unpainted canvas ready to have
the touch of the artist bring life to the
ordinary.

As you start working with your stu-
dent employees this academic year, it
is important to
be prepared for
them as they
arrive for work
and begin the
year on a posi-
tive and produc-
tive note. Here

are some ways that may assist you in
starting out strong:

1. Make sure all of your students’
paperwork is completed. Within
three days of their start date, stu-
dents must complete an I-9 and
W-4 form. This can be done at
the Student Employment Office
which is located downstairs in
Thayer Dining Hall. Have time-
sheets, a copy of the payroll
schedule, and any other paper-
work ready for them on their first
day and be prepared to explain
how you process their payroll.
Also, make sure you have a job
description registered with the

Student Employment Office and
that you have a jobnet number that
a student can put on the timesheet
with the account string under which
the student will be paid.

Prepare an orientation for new stu-
dent employees. Having a written
statement of your office standards
as well as information on policies,
procedures, and contact information
is crucial to any new employee.
Make sure students understand
where the files are, how the tele-
phone works and what the protocols
are for e mail, etc. Itis important to
have a plan on how you will get stu-
dents prepared to work in your of-
fice.

Develop and explain your policies
on dress code and being on time,
two issues that employers seem to
face with regularity. Make sure stu-
dents know and understand your
expectations in those areas.

As busy as you
are, build time to
interact on a per-
sonal level with
your student em-
ployees. Ask
questions about
their hobbies or
the place from which they have
come to be here at Dartmouth.

Show some interest in their lives.




Why Post Positions on JOBNET?

Many employers find the posting of positions on JOBNET a process that they would rather avoid. Often they just hire a
student that they know, and set that student working. It certainly seems as if this process would be less cumbersome.
Howewer, bere are some reasons that posting a position on JOBNET, the official database for on-campus jobs, is valuable:
1. JOBNET provides an equitable opportunity for any student to apply for a position, and for the most qualified student

to be bired, rather than just the student you know. Many students never get the chance to apply for some jobs because
they never are made aware of them. Employers are strongly encouraged to post jobs for at least five days.

2. JOBNET provides the employer with a more extensive applicant pool from which to select their student employees.
Through JOBNET , you may have the opportunity to hire an exceptionally qualified student whom you may not
bave considered otherwise.

3. JOBNET is the central database for any questions regarding student payroll, and a JOBNET number is a require-
ment for students to be paid. This system allows us to track where students work, assists in the assigning of work-
study to students who are eligible, and provides one central location for job descriptions.

4. JOBNET allows you to keep track of your student employee positions by JOBNET number. When changes occur to
status or job description, you can simply contact the Student Employment Office .

5. JOBNET provides students with a standardized process through which any position can be found. Rather than con-
tacting people all over campus, a student may look on the website and find a listing of all available positions; this

saves the supervisor time in answering a lot of individualized questions.

If you have any further questions, please contact the Student Employment Office Manager, Todd Kilburn, by e mail or at 603.646.3649.
JOBNET can be found at http: //www.dartmouth.edu/~seo/jobnet.html.

JOBFAIRl - CO"IS Commonground September 23, 2009

If you are a department.or commumty service partner and would like to ptomote your department’s

employment opportunities to students, join us for our Fall Term Jobfaitr on Wednesday, September 23,
2009 from 1:00-3:00 pm. Free pizza will be served to students on a first come, first served basis. We
want to shqwcase the many departments that hire students. To register for a table, or fot more infor-

mation please e ma11 Todd Kilburn.

When hiring students, here is a brief checklist to make sure you are ready to bring them on board:

Is the job listed in JOBNET?
Under which account string they will be paid?
Have they completed an I-9 and W-4 with an authorized staff person within 3 days?

Have they been oriented to our standards and expectations?




The Manager’s Musings: The Workplace as Classroom

Learning is like rowing upstream: not to Ti
ime management

advance is to drop back. ~Chinese Proverb Communication skills
A strong work ethic

. . Teamwork
It is common to have the philoso-

phical approach to working with
students that assumes that their

Conflict resolution
Professionalism in attire

i X Problem solving
learning occurs in the classroom

and work is an after-hours place
where students are just employed.

Personnel management

* & 6 6 6 O o o o

Influencing others

However, we as supetrvisors of students are en- .
’ P These are just a few of the ways you can help your

aged in helping students learn on a different : :
gag ping student employees start working toward their futures.

level, and we can help develop life-skills and pro- T T Ty
these skills as part of their tasks and duties? Make

yourself a partner in their education!

fessional disciplines that will carry students into
their futures. Here are some of the skills we can
assist students in developing:

http:/ /unclutterer.com/2009/09/08/the-other-pile/

Did You Know That...
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MARK YOUR CALENDARS!

SUPERVISORS COFFEE HOURS!

10-11 am—Collis 101

Friday, November 13, 2009 * Wednesday, February 10, 2010
Wednesday, April 7, 2010

Join us in Collis 101 as we bring you up to date on issues regarding stu-
dent employees and how best to assist them in having a positive em-
ployment experience. Set this hour aside to come by for coffee and con-
versation. (Tea is available, too!)




E-Clips, The email newsletter from the Student
Employment Office

The Student Employment Office pro-
vides employment resources to all stu-
dents who wish to work to meet edu-
cational expenses or to gain work ex-
perience as part of their education.

Stucdent Employmoent Office
TEALE iR L )I&H«"#."H»E'H#'-:‘- The objectives of the Student Employ-
ment Office are: to provide standard-
ized practices and procedures for stu-
dent employment; to provide a cen-
tralized information system for student
employment opportunities; to enhance
the awareness of student employment;

The Student Empl Offi . . s
¢ Student tmployment LHice to provide learning opportunities; and

Dartmouth College ) .
6124 Thayer Hall to increase the number, variety, and
Hanover. NH 03755 quality of on- and off-campus employ-

ment opportunities.
Phone: 603.646.3641
Fax: 603.646.0370
E-mail: Student. Employment.Office@Dartmouth.edu
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Your Student Employment Professionals

If you are new to connecting to the
Student Employment Office, we
would like you to know who we are
and what services we provide to assist
you in your own professional develop-
ment as a supervisor of students.

There are two specific tools for assist-
ing students in finding employment.
The first is JOBNET, our online job
posting tool. Students looking for
positions can find a listing on JOB-
NET. All positions must have a JOB-
NET number in order to process their
timesheets. Employers may post open
positions on JOBNET by completing
the form available on our website and

submitting by email to “JOBNET.”

The second tool is for temporary or
off-campus positions, and is the Stu-
dent Employment—Tempjob Blitz
Bulletin. Members of the Upper Val-
ley community may contact us to post
jobs for such positions as child care,
yard work, moving or other similar
types of short-term work opportuni-
ties. The Student Employment Office
will ask you to complete a form
(available on our website) , and after
approval, will post your position on
the Blitz Bulletin. Students will then
contact you directly to discuss the
position.

Unsure about what tools are available
to assist you in supervising students?
There are tools for supervisors on our
website to assist you with hiring and
evaluating students. Just click on the
“Supervisor Info” option on the Stu-
dent Employment Office home page.

We are here to assist all students with
employment as well as supervisors
who would like advice or assistance in
making the workplace a positive and
supportive environment for students.

If you have any questions, please con-
tact Todd Kilburn , SEO Manager.




