


This presentation is designed to provide you with
Information that will help you to be successful at
your job and promote a smooth transition into your
new work environment.
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A To provi
resources

A To provide students with training
opportunities and employment
experience
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sound wor, important
asset for studen roach their

assignments with diligence and professionalism.

A A favorable work record established by a

student may well prove to be a valuable source
of reference In future employment contacts.
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C Confidentiality

¢ Dress

C Paychecks and Time Entry
¢ Resources
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A Be an active andoroductive contributor to
your department

A Behave in aprofessionalmanner at all times




Your wardro

A Pay attention to how you conduct yourself in
each of these areas while you are at work.

Note: It is extremely unprofessional to discuss every
detail of your personal life while you are at work.
Keep some things private.
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when
I Smile. Itc
I Speak clearly

I Direct calls to the appropriate person or take a
message

I Do not provide personal information about your
co-workers to the caller

voice
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Ask about the p
call.

I Ask for correct spelling
I Confirm the telephone number

I Deliver messages immediately
to the appropriate person
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app

I Do hem

I Either fix i who can fix it.

x Examples:

A Paper jam Ask a ceworker for help

A Copier is out of paperCheck with your ce
workers for extra paper and learn how to
refill the machine.

A A spill on the floor Contact a member of the
custodial staff if it requires a mop




first floor of Rhodes Hall

I Campus security can be reached by calling
x3856 from a campus phone

I In lifethreatening situations, call 911. You must
dial 9911 from a campus phone




I Inquire ab
I Make sure to indicate the correct hours you

worked on your time sheet
[ ]

C LARK =



notice In writl

I This courtesy allows the office to make other
arrangements before they become showstaffed

Letter of
Resignation
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A If you do no to a question,
find out from a coworker and/or direct the
guestto the department where they can
receive the assistance they desire.

A You may be the first a visitor
recelves of Clark State.
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I F Ights and
' ain types

I St ve a right to expect
that this information will be kept
confidential unless they grant
permission for it to be released.

I Do not release any student

- - Information without permission of
0 Gossiping :
your supervisor.
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anyone.

A A confidentiality agreement is included in the
hiring packet and must be signed upon
accepting your workstudy position.
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A Althouc
you are als he college

A Dress appropriately for your environment

A Check with your supervisor to see if there is
a dress code In your department

A If you do not have a specific dress code, it is
wise to follow these guidelines:
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A Cove
midriff
A Undergar

A Tongue rings
are inappropriate in the office

A Tattoos should not be visible, if possible
A Pajamas should only be worn at home

A Profanity and vulgar slogans should not be worn
on clothing

When in doubt, think about how you would feel if your
professor arri ved to class on the first da Yy wearing z‘he

same outit. cu /7 a T
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customers ca ve and professional
attire —

A The way you dress reflects on the college and your
department.

A Regardless of your style of dress, you should always
portray an appropriate degree of professionalism.




igap for direct
deposit. For student workers, this is done in
the Financial Aid Office and is part of the
employment packet.

A In order to be paid, your time entry must be
completed by 10:00 a.m. on the Monday
preceding payday. 2
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A Tim

A A link on the
Clark Sta arkstate.edu)

under oOuil c Ll nks o

AClick on o0l d&dm new to
your username and password

A After you login, click on Employees and then
iIme Entry.




A Enter the hours your work

the correct format: | m‘. " ._,
Example: 8:00AM, 12:30PM [:]
- @-:1:1-
A Hit Submit. Wy W]
A When all of your hours have ssstcotTmaororpces) T

bee n e nte red for the pe rl Od ] Checiing ths box becomes your clectronic signature acinowiedging your submtted tme a3 accurate and ready for supervisar approval | [

check the box at the bottom of
the screen to submit it for your —G—GmGm—e ;Z
supervisoros apg

Supervsor Decson Ponging Aggroval

Supervisor Comments

A Hit Submit.

Supervesors E.mal Address  pationm@ciarkatate edy

A Your paycheck will be
deposited into your bank
account on Friday morning.



Financial Aid Office Career Management

Human Resources Health Clinic

Help Desk Campus Security

Campus Receptionist
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