
Student Employment Program

Orientation Presentation



Welcome!
Congratulations on your new work-study 

position.  Welcome to the staff!

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.



Introduction

Purpose of the Work-Study Program

ÅTo supplement the collegeõs staff

ÅTo provide students with financial 

resources

ÅTo provide students with training 

opportunities and employment 

experience



Introduction

ÅA work-study position at Clark State offers a 
great opportunity for students to establish a 
sound work history and can be an important 
asset for students who approach their 
assignments with diligence and professionalism.

ÅA favorable work record established by a 
student may well prove to be a valuable source 
of reference in future employment contacts.



Introduction

Topics covered in this presentation:

Ç Expectations

Ç Office Procedures

Ç Customer Service

Ç Confidentiality

Ç Dress

Ç Paychecks and Time Entry

Ç Resources



Expectations

ÅShow up for your scheduled hours

ÅProvide adequate notification when you are 

not able to work

ÅHave a positive attitude

ÅBe an active and productivecontributor to 

your department

ÅBehave in a professionalmanner at all times



ÅProfessionalism includes

ïYour speech

ïYour behavior

ïYour attitude

ïYour wardrobe

ÅPay 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.

Expectations



Office Procedures

ÅTelephone Etiquette

ïState your name and department 

when answering the phone

ïSmile.  It can be heard in your voice

ïSpeak clearly

ïDirect calls to the appropriate person or take a 

message

ïDo not provide personal information about your 

co-workers to the caller



Office Procedures

ÅTelephone Messages

ïTake the name and phone 
number of the caller. 

ïTake down the company name.

ïAsk about the purpose of the 
call.

ïAsk for correct spelling

ïConfirm the telephone number

ïDeliver messages immediately 
to the appropriate person

PHONE MESSAGES 

ÇName of Caller

ÇCompany

ÇCall-back Number

ÇReason for Call

ÇDate and Time of Call

ÇYour Name



Office Procedures
ÅWhen Accidents Happené

ïDonõt just leave them there for someone else to 

resolve.

ïEither fix it or contact someone who can fix it.

×Examples:

ÁPaper jam: Ask a co-worker for help

ÁCopier is out of paper: Check with your co-

workers for extra paper and learn how to 

refill the machine.

ÁA spill on the floor: Contact a member of the 

custodial staff if it requires a mop



Office Procedures

ÅWhen Accidents Happené

ïFirst Aid kits are strategically located 

around campus

ïThe nurse is located on the 

first floor of Rhodes Hall

ïCampus security can be reached by calling 

x3856 from a campus phone

ïIn life-threatening situations, call 911.  You must 

dial 9-911 from a campus phone



Office Procedures

ÅMissing Work

ïIf you must miss a day or part of a day of work, 

notify your supervisor as soon as possible

ïInquire about making up missed hours

ïMake sure to indicate the correct hours you 

worked on your time sheet



Letter of 
Resignation

____________________________________

Lk;safk;l
Kald;fkjl;
Lskdf;jasl slkdaf; lkdf alaskdf lkdsf lk
aldk dkjfa ;lskdajfadksjfk;;alsdkfj ;aldkjf
;alsdkjf ;ldkfj ;kj;lfkasld;f ;ljkdf a;lfkdj;
fald;f jil;e lidl;f lkdjf lkj fa;;l fafl asdlfkj ;l

A;sldfk lsd

Office Procedures

ÅResigning Your Position

ïIn the event that you resign your work-study 

position, it is customary to provide two-weeks 

notice in writing to your supervisor.

ïThis courtesy allows the office to make other 

arrangements before they become short-staffed



Customer Service

ÅGreet each guest with a smile.

ÅHelp them to the best of your ability.

ÅIf you do not know the answer to a question, 

find out from a co-worker and/or direct the 

guest to the department where they can 

receive the assistance they desire.

ÅYou may be the first impressiona visitor 

receives of Clark State.  Make it a good one!



Confidentiality
ïFERPA Guidelines (Family Educational Rights and 

Privacy Act) restricts the release of certain types 

of information about students and their 

education records.

ïStudents have a right to expect 

that this information will be kept 

confidential unless they grant 

permission for it to be released.

ïDo not release any student 

information without permission of 

your supervisor.
No Gossiping



ÅConfidentiality also applies to studentsõ 

class schedules

ïDo not divulge the details of a Clark State 

studentõs class schedule or whereabouts to 

anyone.

ÅA confidentiality agreement is included in the 

hiring packet and must be signed upon 

accepting your work-study position.

Confidentiality



Dress

ÅAlthough you are a student, 

you are also an employee of the college

ÅDress appropriately for your environment

ÅCheck with your supervisor to see if there is 

a dress code in your department

ÅIf you do not have a specific dress code, it is 

wise to follow these guidelines:



Dress: Guidelines
ÅCover up: Short shorts, low-cut tops, and bare 

midriffs are inappropriate  

ÅUndergarments should not be visible

ÅTongue rings and excessive piercings 
are inappropriate in the office

ÅTattoos should not be visible, if possible

ÅPajamas should only be worn at home

ÅProfanity and vulgar slogans should not be worn 
on clothing

When in doubt, think about how you would feel if your 
professor arrived to class on the first day wearing the 
same outfit.



Dress: Guidelines
ÅIn general terms, your wardrobe should not be a 

distraction.

ÅPositions that involve direct interaction with 
customers call for more conservative and professional 
attire

ÅThe way you dress reflects on the college and your 
department.  

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



Pay Procedures

ÅPaychecks are distributed once 

every two weeks on Fridays.

ÅEmployees are required to sign-up for direct 

deposit.  For student workers, this is done in 

the Financial Aid Office and is part of the 

employment packet.

ÅIn order to be paid, your time entry must be 

completed by 10:00 a.m. on the Monday 

preceding payday.



Pay Procedures

ÅTime Entry is done in WebAdvisor

ÅA link to WebAdvisor may be found on the 

Clark State home page (www.clarkstate.edu) 

under òQuick Linksó

ÅClick on òIõm new to WebAdvisoró to receive 

your username and password

ÅAfter you login, click on Employees and then 

Time Entry.



ÅEnter the hours your worked in 

the correct format:

Example: 8:00AM, 12:30PM

*** No Spaces***

ÅHit Submit.

ÅWhen all of your hours have 

been entered for the period, 

check the box at the bottom of 

the screen to submit it for your 

supervisorõs approval.

ÅHit Submit.

ÅYour paycheck will be 

deposited into your bank 

account on Friday morning.

Pay Procedures



Resources
Financial Aid Office

Rhodes 210

937-328-6034

Human Resources

Brinkman 411

937-328-6090

Help Desk

937-328-6121

Campus Receptionist

937-328-6070

Career Management

TLC 105

937-328-6093

Health Clinic

Rhodes 120

937-328-6042

Campus Security

937-328-3856


