
Setting the Stage

Orientation 

Job Expectations 

Training 



Orientation 

ÂComplete Initial Hire Paperwork with Student 

Employee 

ÂUse "Orientation checklist" to orientate 

student to office "basics"-physical and general 

office function. See attached checklist (adapted 

from UW-Stevens Point web site). 

ÂWhat will their wage be and under what 

conditions will they receive a raise? 

http://www.uccs.edu/~stuemp/docs/Employer checklist_uwsp.rtf


Job Descriptions 

ÂJob Descriptions (JD)
Â Identifies the essential functions of the position. For 

instance, if it is a job which has physical demands, 
part of the job description/requirements may state 
"ability to lift 70 lbs.". 

ÂShould go over with student the first day--both sign 
on it that the discussion occurred and keep original; 
copy to student. (Actually, this should be a review at 
that time as the JD should have been part of the 
interview process). 


