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Section One: Introduction to Student Employment

A. Student Employment’s Mission and Principles

The Student Employment Center is a free resource for UC Davis students seeking
part-time employment to help pay the high costs of college. The Center posts jobs online
for both on-campus and off-campus employment, including work-study and
non-work-study positions. We strive to provide students with the opportunity to explore
career options, fund their education, and gain valuable experience. The mission of the
Student Employment Center is to provide a reasonable opportunity for all UCD students
who desire to work, to find and obtain part-time or temporary on- or off-campus
employment.

University of California, Davis is committed to assisting as many students as possible by
providing both on- and off-campus employment opportunities based on the following:

● Student work experience enhances the educational development and growth of
students by providing work-related learning experiences.

● Student work experience provides professional or practical training in the major
areas of student academic pursuits.

● Student work experience provides assistance to students who might not
otherwise be able to attend or afford college.
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B. Services and Responsibilities of Student Employment

Services provided by the Center include:

● Maintaining a centralized listing of all on- and off-campus student work
opportunities.

● Actively developing quality on–and off–campus work experiences for students.
● Advising and assisting supervisors of student employees.

Administrative Responsibilities include:

● Administering the Student Employment Center Policies and Procedures.
● Reviewing job duties and responsibilities with hiring authorities for the purpose of

determining proper classification.
● Assuring that the work experience program provides meaningful and equal

opportunity for all, regardless of race, religion, color, national origin, marital status,
sex, age, physical ability, sexual orientation, and disabled veteran status.
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Section 2: Types of Student Employment

A. Work Opportunities for Undergraduate Students

There are many options for work opportunities for undergraduate students, including:
● On-Campus Employment
● Off-Campus Employment
● Internships
● Volunteering

B. On-Campus Employment

Students are employed in positions in virtually all areas of the University. These positions
are open to all students enrolled at least half-time. In addition to regular hourly positions,
salaried and non-uniform rate (by agreement) positions are included in this category. For
more help or information visit icc.ucdavis.edu.
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Section 3: For Students - Finding Employment

A. How to Find a Job

There are several ways to find a job. The Internship and Career Center, located on the
first and second floor of South Hall, is here to help you. The ICC maintains a web page
listing openings for part-time jobs both on- and off- campus. This database is called
Handshake and is where UC Davis students and alumni connect with employers. Over
100 internships and jobs, both on and off campus, are posted every day. Whether you’re
looking for an internship, part time job, or your next career, Handshake can help. These
positions range from basic temporary jobs to positions that allow students to apply their
academic skills.
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B. Tips for Job Search

● Assess your skills and decide what kind of work you would like to do or are able
to do, how many hours you will be available, and how much you need to earn.
Develop a résumé and have copies ready.

● Check Handshake as often as possible.
● Be flexible about the kinds of work you are willing to do. Every job provides

experience.
● Be able to relate your skills to an employer on the phone or in person and have

letters or telephone numbers for reference from past employers if possible. Keep
a record of your job hunting so you know with whom you spoke and if you should
check back.

● Ask for help. The staff at the Internship and Career Center are excellent resources.
Workshops are offered for developing job-hunting skills, and individual assistance
with résumé and job searching is available by drop in with peer advisors and by
appointment with Career advisors.

● Be positive! Patience and persistence are also important in the process of
job-hunting.
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C. Tips for Keeping your Job

Based on research, it was discovered that young adult employees get fired mostly
because of bad working habits. The research also showed that young adult employees
cited reasons other than their own behaviors for which they were terminated.

Employers report that the top 10 qualities they look for in employees are:
● Can follow directions.
● Can complete tasks on his/her own.
● Can arrive on time.
● Shows enthusiasm toward the job.
● Can work according to a time schedule.
● Shows self-control.
● Can take responsibility.
● Can work unsupervised.
● Shows respect for tools and equipment in the workplace.
● Can accept criticism.

 
Young employees who had been fired thought that the reasons for getting fired were:

● Lack of experience in the field.
● Lack of the right kind of training in school.
● Educational level is not high enough.
● Not a member of the right union.
● Not big or strong enough.
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Exhibiting proper job behaviors is also crucial in keeping your job. The top reasons that
student employees lose their jobs are:

● Repeated lateness.
● Several absences from work.
● Not getting along with co-workers.
● Not working fast enough.
● Not responding to feedback.
● Lack of communication between employees and others.
● Conducting personal business at work (texting, Facebook, personal calls)
● Misrepresenting themselves (in application materials, interview, etc.)
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Section 4: For Supervisors of Student Employees

The National Student Employment Association statistics show that nearly two-thirds of
today's college students hold part- or full-time jobs while in school. Student Employment
is an important educational experience, and sometimes an alternative form of financial
aid. It is a means of preparing for a meaningful career by developing skills and contacts
that will help secure a job after graduation.
Supervisors play a key role in students' future employment success. Every effort should
be made to encourage student employees to develop characteristics of good judgment,
dependability, initiative, and responsibility. Students often have a closer, more long-term
relationship, with their supervisor than with any individual faculty member or advisor. The
supervisor can often be a key figure in a student's college experience and in his/her
personal growth. By affecting attitudes about work, the supervisor can influence the
success of the student through his/her life.

A. The Supervisor's Role and Responsibilities

The Student Employment Center understands that office structures vary and that the
following responsibilities may fall in different places throughout your department.
Supervisors need to make sure that all resources and information are available to the
student.

● Expectations: Make position and employment expectations clear and in writing.
● Establish Policies: Establish internal policies and communicate them to the

student employees to ensure that all employees understand the office rules.
● Training: Train students to successfully carry out the duties and responsibilities of

their job and supply any other information they may need. (i.e. line of authority,
where and how to report absences, breaks, schedule changes, etc.)

● Inform: Keep students informed of any changes in procedure, scheduling, or
working conditions.

● Coordinate Work Schedule: Work with student employees to ensure school and
work schedules complement each other. If you set the work schedules, allow time
before/during/after work for students to eat, arrive at the next class on time, etc.

● Report Hours: See that each student’s work hours are reported accurately and on
time. Monitor the work study allocation for each work-study student you employ to
prevent overpayment. 

● Assignments: Be prepared for students’ daily arrival and have work tasks ready.
● Consistency: Treat all student workers with the same respect and have the same

expectations of everyone.
● Discipline: Correct inappropriate behavior as soon as possible. Explain why the

behavior was inappropriate or incorrect and how to remedy the situation. Try to
resolve any problems pertaining to job performance or working relations at the
time of the incident.

● Develop Good Relations: Develop good supervisor/student relations among
student employees. This is not a “friendly” or “parental” relationship, but a

13



professional association intended to foster mutual trust, respect, and a genuine
interest in meeting the goals of the student, the department, and the University.

B. Supervisors of Students as Teachers

From the National Student Employment Administrators (NSEA) Student Employment
Essentials:

Supervisors of student workers have the opportunity to teach lessons not found in a
college classroom. In the best student work programs, supervisors understand what
values may be gained through work experience, and they do their best to ensure that
students understand and develop the skills and traits that will complement their
academic program. Taking responsibility for a part-time job under effective supervision
enhances employment options after graduation.

Work helps prepare a student for modern office culture, and promote constructive
employer/employee relationships. Students express ingenuity and creativity, as they are
encouraged to make improvements in their job situation. Working students also develop
good habits such as consistency, dependability, cooperation, tact and poise, and learn
responsibility through meeting work schedules and quality requirements. Students are
often able to find jobs that relate to their academic subjects, which further fosters new
interests and abilities.

Supervisors, then, have two responsibilities: concern for the development of the student
as an employee, and also for the employee as a student. The best supervisors treat their
student workers as individuals, and understand that student workers have other interests
and responsibilities. They make the work of the student seem interesting, significant, and
worthwhile to both supervisor and student.

14



C. Unique Characteristics of Student Employees

Students are diverse individuals and caution must be exercised in categorizing students
as a homogeneous population. There are, however, some generalizations that can be
made about student employees and, consequently, some implications for supervision.

● Students are short-term employees. Their primary goal and their first concern is
academics.

● Students have a desire for quick results and impact.
● Students are struggling with a great deal of issues related to:

o autonomy from their parents,
o relationships with their peers,
o independence and self-management skills,
o academic performance,
o discovering who they are as individuals,
o the integration and acceptance of a workable value system,
o a career and life direction,
o establishing an ethical and moral base of reasoning.

● Students are free from the constraints of experience or vested interest in
long-term employment.

D. Implications for Supervision

● The fact that students’ primary goal is their academics does not excuse
irresponsibility, but some flexibility in work schedules is necessary.

● Students are most effective when their work is defined in terms of projects or
tasks. When a student is given a specific task defined by objectives and turned
loose with the resources and guidance to pursue it, he or she will almost always
out-produce students in more traditional settings.
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● By understanding the dual role of employer/educator, the supervisor can be
instrumental in assisting a student in his or her developmental growth.

● Students may be an invaluable resource for innovative and creative ideas for
change or improvement.

E. Ten Strategies to Help Student Employees Succeed and GROW

● Be an Example:  Model strong work habits through efficient, dedicated work
practices. Let your own approach to daily work be an example from which
students can learn.

● Be Flexible: Understand that student employees are students first, and employees
second. Though it is important to have high standards on the job, it is also
important to be flexible in order to accommodate academic obligations.

● Communicate Expectations: Communicate the job standards, requirements, and
expectations to your student employees. One should not assume these are
self-evident to the student, even though they may seem obvious to you.

● Give Feedback Frequently: Provide consistent and appropriate feedback to your
student employees. Students, like all employees, benefit from feedback in job
performance, providing it is communicated with a positive spirit and the goal of
helping the student to succeed.

● Be Fair: Supervisors who are too lenient or view students as children are not
doing students any favors. Student jobs are real jobs. Treat student employees as
you would like to be treated in a similar situation.

● Train, Train, Train!: Take the time to train your students in important work skills,
attitudes, and habits such as time management, phone skills, quality service
practices, handling difficult situations.

● Be a Team Player: As the team leader, develop and nurture the unique
contributions of each team member. Take a global perspective.

● Give Recognition: When you see a student “going the extra mile”, acknowledge
this in front of other staff and peers. People need to feel appreciated.

● Share the Vision: Have regular staff meetings with your student employees, and
inform them how their work fits into a larger purpose of the department and the
institution.

● Be an Educator: To the degree that we each contribute to the lives of others, we
are all educators. Do your part in helping the university to produce graduates that
are quality employees.

Aggie Grow
When there are clear connections between what students learn in the classroom and
what they learn on the job, employment during college should help students succeed.

The student employment team employs short and organized conversations between
peer advisors to help students relate what they learn in the classroom with what they
want to pursue post-graduation.
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UC Davis Internship and Career Center are working to make student employment a
"high-impact activity" that requires students to reflect on their learning and connect what
they've learned in and out of the classroom.

Four Quick Questions

1. What is the relationship between this work and your studies?
2. What are you learning in this class that can help you in school?
3. What are some of the things you're learning in class that you should apply at

work?
4. Can you give me a couple of examples of things you've learned here that you

think you'll apply in your chosen field?

Why GROW®?

Student employees are aware that they are gaining many “real life” work skills such as
teamwork, time management, problem-solving, conflict resolution, etc. However, what
students may not realize is that the skills they have equipped along the way are actually
transferable. Transferable skills are skills that can be transferred from one job to another
since these skills are applicable to any job title or field. These skills can range from hard
skills (i.e. programming, coding, design) or soft skills (i.e. organizational, listening,
emotional intelligence). Some of these skills come naturally but some require more
thought and consideration. This is where supervisors step up in helping their student
employees make these connections between career and education.

Main Purpose
Supervisors monitor workflow, commitments, and assignments with student workers on a
consistent basis. Perhaps take an extra minute or two to check in on how students are
doing in class, and even encouraging them to apply what they're learning on the job to
course work or vice versa, may help spark those connections.

Aggie Grow explained

● Iowa GROW® explained

Acknowledgments

UC Davis Internship and Career Center would like to thank Iowa GROW® for allowing ICC
Student Employment to adopt/adapt the program on our campus.
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Implementation
Begin with a Pilot

The first step begins with sending out a Student Employee Survey to the pool of student
employees.

The survey will be used to kick off the discussion surrounding student careers by
providing baseline data about what students are studying and how frequently employers
have work-academic conversations with students.

Select and Train GROW® Supervisors

The program will require a core team of supervisors that will act as champions of
GROW®. This leadership team would also be able to have an accurate and positive input
on the initial rollout.

It is recommended to have a formal, in-person training session for supervisors.
Supervisors can learn more about GROW® objectives, the expected results of student
jobs, the findings of the Student Employee Study, as well as the role supervisors will play
in assisting students in making relations between work and academics during the
training.

Example Conversations

● Iowa GROW: Individual Conversation #1

Track Results

Share and compare results obtained from the Student Employee Survey to all student
employees including those who did not participate. Set a specific time every quarter to
distribute the survey to all student employees and keep track of your progress.

Keep it Going

If the pilot GROW® program is complete, work to increase the number of managers that
are involved with the project and to continue to improve adoption.

F. Developing Effective Job Descriptions

Job descriptions are an important and beneficial first step in the hiring process. Properly
prepared, a job description sets the tone and lays the foundation for the student’s
employment experience.
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G. Job Description Guidelines

A strong job description serves as the foundation for a successful hiring process. When
completed correctly, these descriptions can target ideal students for available job
opportunities, and provide necessary details for future reporting. Pairing job descriptions
with appropriate learning outcomes lead to clear job expectations for students,
employees, and staff.

The Job Title & Summary

Develop a job title for the position you're looking to fill — the title and level should
accurately reflect the work that the employee will perform.

The title should include the appropriate classification (i.e., STDT 2, STDT 3, STDT 4, GSR,
TA)

Example: Administrative Student Assistant (STDT 3)

Once you've defined the position, write a brief description of the purpose of the position
and an overview of the position's main responsibilities. This summary should be short
and to the point — one to three sentences should suffice.

Job Function

This section contains general information about the job.

The Job Purpose

What is the departmental need for this position?

Example: The purpose of this position is to support the Internship and Career
Center staff with its administrative needs.

The Job Description

List all of the essential functions, responsibilities, and duties of the position.

Begin each responsibility with a present-tense, action verb. For example, "research social
media trends".

Be transparent about how frequently a task will be performed or what percentage of the
employee's time will be spent with each task. This helps applicants form an idea of what
a typical day may look like.

There are typically 5-10 essential job functions for every position.
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Ask: What are the duties and responsibilities that are critical for this position?

Job Duties

The job duties section is the foundation of the job description. It conveys the complexity,
scope, and level of responsibilities of a job. It is important to accurately, concisely, and
completely describe the duties and responsibilities of a job.

This section is comprised of three main elements:

1. Key Accountabilities: The main areas of responsibility within a job.

2. Duty Statements: Sentences that provide additional information about the
tasks associated with the Key Accountability.

3. Percentage of Tim: Estimates the portion of the job that is spent on a
particular Key Accountability.

Job Duties Writing Methods

Method # 1:

1.      Think of the job in terms of its Key Accountabilities, or main
responsibilities/functions. Typically, a job will have 3 - 5 major Key Accountabilities. Here
are some examples:

o   Budget Management
o   Executive Support
o   Event Coordination

2.      After establishing the Key Accountabilities, generate specific job duties associated
with each. These are the individual tasks or duties that correspond to the Key
Accountability. For example, specific Budget Management duties might include:

o   Prepare budgetary reports
o   Analyze expenditures
o   Monitor levels

3.      Condense the specific job duties into two to three concise “Duty Statements,”
beginning each statement with an action verb.

Method # 2:

1.      Brainstorm a list of all the duties required to perform the job. These are the
individual tasks completed on a daily, weekly, monthly or annual basis. Below is an
example of a task list:
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o   Arrange for catering
o   Compose and types correspondence
o   Coordinate logistical support for meetings, seminars, and departmental
events
o   Determine and secures the event location
o   Make travel arrangements

2.      Review the list and group the duties based upon the specific functions and
responsibilities of the position, also known as Key Accountabilities.

3.      Establish the Key Accountabilities. For this group, the Key Accountabilities may
include: Event Coordination, Administrative and Support.

4.      Condense the specific job duties into two to three concise “Duty Statements,”
beginning each statement with an action verb.

Example of a well written and organized Key Accountability Section in a Job
Description:

Key Accountability Event Coordination

Duty Statements Coordinate all ICC’s Office events. This includes securing
the event location, scheduling presenters, coordinating
the production of event marketing materials and
programs, maintaining the RSVP list, and making all
catering arrangements. At the event, supervise the event
staff and greet the guests.

Percentage of
Time

15%

The Job Qualifications

Conveys the expectations of the job.

List all skills, knowledge, abilities, and experience necessary to be successful in the job.
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Provides a basis for measuring performance.

Key Accountability Event Coordination

Duty Statements ·         Coordinate departmental and programmatic
events

·         Secure the location

·         Schedule presenters

·         Make travel arrangements

·         Coordinate the production of program /
event marketing materials

·         Maintain RSVP list

·         Make arrangements for catering and any
necessary equipment

·         Staff the event

Performance Standards ·         Event Coordination activities are expected
to be carried out with minor supervision

·         Must be capable of setting priorities and
working under pressure

·         Must be able to multitask, planning several
events simultaneously

·         Ability to work well with internal and external
participants is essential

·         Knowledge of Microsoft Office Suite is
imperative
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Learning Objectives

● How to use university software systems to track purchases, work orders and
reservations.

● How to guard and protect confidentiality.
● How to build relationships among staff, students and university stakeholders.
● How to create communication content that addresses the administrative need.
● How to interpret policies and procedures.
● Communication: Explain four basic principles of communication (verbal and

non-verbal) and active, empathetic listening. Be able to outline four barriers and
bridges to communication. List at least four ways communication skills which
encourage staff involvement will help create a positive work environment.

● Cultural Diversity: Plan workable strategies for incorporating new staff into the
work team. Make available for staff a series of learning opportunities for increased
world knowledge and cultural information.

● Collaborate with others in ways that contribute to the organization’s goals.
● Purposely and effectively organize and prioritize spaces, time, and tasks within a

business environment.
● Demonstrate professionalism.
● Demonstrate effective organizational and resource management skills

As a result of this program, the student will be able to (See Career Competencies):

● Knowledge of Work Environments
•      Describe the changing work environment and the skills needed by the
Administrative Assistant to function in a changing work environment.
•      Conduct internet searches to locate sites that provide information on
careers, salaries, administrative skills, and other business information.

● Administrative Skills
•      Use word processing software to correctly format and complete business
documents in mailable formats.
•      Produce complex documents containing graphics and tables with relative
speed and efficiency.
•      Produce multiple documents required by a variety of office settings.
•      Accurately key mailable documents at 50 words per minute.

● Oral and Written Communication Skills
•      Use good human relations skills, in interpersonal interactions, verbal, and
written communications.
•      Develop a written presentation on an assigned topic.
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•      Edit, format, proofread, and compose correspondences that meet course
mailability requirements and business standards.

● Personal Development
•      Analyze a variety of self-assessments surveys and make
recommendations for personal improvements.

Job Description Dos and Don’ts

DO:

● Use a factual and impersonal style when writing the job description.
● Base the job description on the department’s needs.
● Write an accurate, concise, and complete job description.
● Use complete sentences.
● Keep sentence structure as simple as possible, omitting unnecessary words that

do not contribute pertinent information.
● Begin each duty/task with an action verb.
● Be consistent when using terms like “may” and “occasionally.” (These should be

used to describe tasks that are performed once in a while, or tasks that only some
employees perform.)

● Refer to job titles rather than incumbent, i.e., “Reports to _______ Manager”
instead of “Reports to Mary Smith.”

● Be precise. This is critical for accurate job evaluation and analysis.
● Focus on critical activities.
● Use a logical sequence in describing duties and responsibilities (Key

Responsibility first, followed by the corresponding duties).

DON’T:

● Use the narrative form when writing a job description.
● Base the content of the job description on the capabilities, skills, and interests of

the incumbent.
● Write the job description based upon the desired job classification.
● Write the job description as a step by step guide on how to do the job.
● Include minor or occasional tasks, which are not unique to a specific job.
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Action Verbs

Accommodate Communicate Draft Interface Recruit

Achieve Compile Edit Interpret Reduce

Acquire Complete Eliminate Interview Regulate

Address Compose Enforce Investigate Report

Adjust Compute Establish Issue Research

Administer Conduct Evaluate Maintain Review

Advise Construct Execute Manage Schedule

Analyze Coordinate Facilitate Operate Support

Assist Create Identify Plan Teach

Audit Develop Illustrate Prepare Troubleshoot

H. Career Readiness Competencies for Supervisors

Consider positions you oversee.  How can/do student staff develop career readiness
competencies?

1. Critical Thinking/Problem Solving: Exercise sound reasoning to analyze issues,
make decisions, and overcome problems. The individual is able to obtain, interpret, and
use knowledge, facts, and data in this process, and may demonstrate originality and
inventiveness.

2. Oral/Written Communications: Articulate thoughts and ideas clearly and
effectively in written and oral forms to persons inside and outside of the organization.
The individual has public speaking skills; is able to express ideas to others; and can
write/edit memos, letters, and complex technical reports clearly and effectively.
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3. Leadership: Leverage the strengths of others to achieve common goals, and use
interpersonal skills to coach and develop others. The individual is able to assess and
manage his/her emotions and those of others; use empathetic skills to guide and
motivate; and organize, prioritize, and delegate work.

4. Digital Technology: Leverage existing digital technologies ethically and efficiently
to solve problems, complete tasks, and accomplish goals. The individual demonstrates
effective adaptability to new and emerging technologies.

5. Teamwork/Collaboration: Build collaborative relationships with colleagues and
customers representing diverse cultures, races, ages, genders, religions, lifestyles, and
viewpoints. The individual is able to work within a team structure, and can negotiate and
manage conflict.

6. Professionalism/Work Ethic: Demonstrate personal accountability and effective
work habits, e.g., punctuality, working productively with others, and time workload
management, and understand the impact of non-verbal communication on professional
work image. The individual demonstrates integrity and ethical behavior, acts responsibly
with the interests of the larger community in mind, and is able to learn from his/her
mistakes.

7. Career Management: Identify and articulate one’s skills, strengths, knowledge,
and experiences relevant to the position desired and career goals, and identify areas
necessary for professional growth. The individual is able to navigate and explore job
options, understands and can take the steps necessary to pursue opportunities, and
understands how to self advocate for opportunities in the workplace.

8. Global/Intercultural Fluency: Value, respect, and learn from diverse cultures,
races, ages, genders, sexual orientations, and religions. The individual demonstrates
openness, inclusiveness, sensitivity, and the ability to interact respectfully with all people
and understand individuals’
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I. Interview Techniques

Mastering job interview skills is a major step in a student’s progress toward becoming an
able and self-assured participant in the world of work. The process of applying for a
position and discussing his/her own qualifications and skills gives the student experience
and confidence, which will assist in obtaining summer and post-graduate employment.
The main purpose of the interview is to determine if the student is capable of filling your
employment needs. It also allows the student the opportunity to determine whether he or
she feels qualified and comfortable with the position.
During the interview, both parties should come to an understanding of the expectations
and style of the other person. Information can be gained that is not only vital to assigning
the student to a particular position, but also instrumental in determining future training
and supervisory needs.

Tips for Interviewing

● Prepare for the interview by reviewing materials you will use. Know the job
description. The more familiar you are with the description, the more useful the
interview will be in selecting an employee.

● Try to create a friendly, comfortable atmosphere. Be aware of body language -
both yours and the student’s. Emphasize a relaxed, conversational attitude. Use
eye contact and smile. Most job applicants are a bit nervous when applying for a
position, so devoting a few moments to putting the student at ease with “small
talk” is often appropriate.

● Structure the interview to the functions and responsibilities of the job. Be sure you
ask the questions necessary to verify that the student has the qualifications
needed. Secure some basic information about the student’s class schedule and
work background.

● Have a written copy of the job description for the student to review. This will allow
the student to organize his/her thoughts and be prepared to answer the questions
posed in the interview and to formulate his/her own questions.

● After the basic information has been obtained; further questions are often
necessary to determine levels of skills or degrees of talent. Encourage the student
to talk by using open-ended questions such as:

o Can you give me an example of . . . ?
o What skills and qualifications do you have that would relate to this position?
o Why do you feel you are qualified for this position?
o What questions do you have about the job and its responsibilities?
o After seeing the job description and hearing further explanation, what

interests you about the position; what reservations do you have?
● Discuss goals and plans by using “why” questions whenever possible to help

discover basic student motivation, values, or plans for the future.

Explain the useful and necessary role of the position within the department, emphasizing
that the student will be considered an integral part of the staff. It is appropriate to give
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information about the department, standards expected, supervisory style. Be clear about
expectations and ask the student for response, questions or comments.

● Summarizing the interview will help assist the student in assessing his/her own
abilities, strengths and weaknesses--it is one of the most important objectives of
the interview in terms of helping the student. The student should be given the
opportunity to add anything that will help in your evaluation or that will clarify any
questions in his/her own mind. The supervisor should then briefly summarize the
student’s experience, interests, and plans in an affirming way and ask if it is a fair
assessment.

● Be sure the student understands the next step in the process; that is, when you
will let them know the results of the interview.
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J. Providing students with Transcript Notation

As an employer providing transcript notation is a great way to attract students to the
position you are offering. This gives student recognition and feedback when working this
position and it is fairly simple for the employer to provide through the ICC.

UC Davis students have the opportunity to document approved internship/co-op
experiences on their official transcript through transcript notation (TN). In order to qualify,
an internship must:

-Be 40 hours over a ten week quarter (at a minimum)
-Be supervised and evaluated by professionals and not fellow students
-Involve significant activities, assignments and/or projects

How to Provide TN
Transcript notation is completed through Handshake.
Within the first two weeks of your approved and supervised internship:

1. Go to https://icc.ucdavis.edu/ and login to Handshake.
2. From the Handshake homepage, click the Career Center tab and select

Experiences from the drop-down menu.
3. Select Request an Experience from the top right-hand side.
4. Under Details, select your Experience Type, then select the Term of your

internship.
5. Select your Employer’s name.
6. Under Job, select the intern title that best fits your duties. If you do not see a

fitting title, you may type your own.
7. Under Approvers, input your supervisor’s email address. Once it is submitted, you

may NOT change this field; therefore, double check this address is correct.
8. Complete all required information in the Request an Experience section.
9. After the completion of all required fields, select Request Experience.

At the end of your internship:
1. You will receive an email from Handshake with a link requesting you to Complete

your Evaluation.
a. Submit 3-8 detailed sentences of college level writing for each of the

questions.
b. Click Create an Evaluation.

2. Upload your timesheet at the end of the quarter.
a. Click New Attachment within your Experiences record.
b. Name is Completed Timesheet.

3. Remind your supervisor to complete the Supervisor’s Evaluation that was emailed
to them from Handshake.

After all of these steps have been completed, each record is reviewed by the Internship
and Career Center to verify that all qualifications have been met. Thank you for helping a
UC Davis student's work get recognized!
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I. Student Employee Orientation

A thorough and well-planned orientation allows the student to become familiar with the
activities of the workplace and to more quickly feel like an integral part of the staff. The
following recommendation may be helpful:

● All student employees are required to have read and understand the information
provided.

● Explain the preparation, purpose and goals of the department/agency/work place
and specify the student’s role in accomplishing the goals.

● Introduce the student to other staff members and provide a tour of the physical
surroundings.

● Establish the basic conditions of employment, e.g. direct supervisor, hourly wage,
work schedule, attendance requirements (how, when, and who to notify in case of
absence or lateness).

● Explain office procedures and policies concerning breaks, use of telephone or
office equipment for personal business, access to office coffee and kitchen
facilities, etc. If necessary, provide guidance to the student regarding proper
dress.

● Explain the student’s general work assignment and regular duties. Provide the
student with a written job description.

J. Performance Evaluations
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Performance assessments can be a valuable tool in communicating expectations to
employees and receiving feedback.

Evaluations are a necessary and important part of the employment experience; however,
oftentimes, student employees are overlooked in this process. It is important for student
employees to experience the evaluation process, so that they might learn from it and be
able to modify their future performance if necessary. Evaluations are not meant to
reprimand a student whose performance is lacking. They serve as an excellent
opportunity to recognize outstanding employees for a job well done and to help motivate
students that are below expectations. The evaluation may also be used to identify certain
areas where student employees excel and areas where they might be able to improve.

Points to remember when evaluating student employees
● There should be no surprises. Do not bring up something that has not been

mentioned before.
● Get feedback from team members and supervisors.
● Focus on learning and development. Focus on the means, not just the ends.
● Help employees celebrate his/her success and failure of learning by experience.

Prepare people to take risks by creating a safe environment.
● You must let go when the time is right.
● Collect information on projects and tasks as you go along; keep a file of

achievements and accomplishments; do not wait until just before evaluation to do
it or you will forget many things.

● Manage by walking around. Get out and see what the employees are doing in
their jobs and what really goes on.

How often should I evaluate my student employees?
Due to the high turnover of student workers, it is recommended that student employees
be evaluated at least once during a quarter. It is important to schedule a meeting with the
student to discuss the evaluation results. A copy of the completed evaluation should be
kept in the student’s file for future reference and a copy should be given to the student
for his/her personal records. In addition to providing funds to meet education expenses,
student employment can be a profitable learning experience. The student is:

● Learning basic employee responsibilities;
● Developing a professional attitude toward work;
● Gaining job skills which will be important in future.

An essential element in this learning process is feedback and performance evaluation.
Consistent, informal feedback--especially praising good work, but also redirecting
inappropriate behavior is essential to an effective working relationship between the
supervisor and the student.
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K. Supporting your Student Who is not Performing at Standard

There may be a variety of reasons why a student is not performing at standard.
Following are some suggestions for employers to attempt in an effort to improve
performance.

● Schedule a meeting to discuss the performance issues with the student.  This may
be a good time to review the details of the job description. Provide examples of
those things the student is performing at standard, and those that the student is
not.

● It may be that the employee is not aware there is a problem until it is called to his
or her attention. It is best to address issues as quickly as possible so there will not
be a second conversation about it. Ensure the employee clearly understands the
expectations.

● It may be best to issue a warning letter to the employee, addressing the issues
and then stating the expectations.

● If a warning does not work, you may need to issue an employee probationary
contract. This may highlight specific job behaviors that must be abided by for a set
amount of time (e.g. for a quarter or until a specific date.)
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Section 5: Student Employee Eligibility

A. I-9 Form:

A student must be eligible to work in the U.S. as evidenced by a completed I-9 form kept
on file per University records retention requirements.

At Least Half-Time Fee Paying:
A student employee must be enrolled at least half time.  Half-time enrollment means:

● Undergraduate student employees must be enrolled for a minimum academic
load of six academic units.

● Graduate student employees should refer to the graduate student policies as they
will differ from undergraduate students.

● UC Students on an approved leave through the Planned Educational Leave
Program (PELP) are eligible.

B. Background Check:

A student must successfully pass a background check for employment in certain
positions that are deemed security sensitive. Student Employment will notify the
department if the student employee does not successfully pass the check. Department
hiring officials determine which positions require background checks.

C. W-4 Form:

A new employee must complete a W-4 form* to his/her department before any work is
performed. The completed W-4 form must contain:

● Employee’s United States Social Security Number, OR
● Receipt of application for a U.S. Social Security Number. 

*Any substitute for the W-4 form must be deemed acceptable by the Attorney General’s
Office before work may begin. 

D. Complete the on-boarding process with Shared Services Organization or
Departmental HR.

E. Student Employee Status:

A student is NOT eligible for student employment if she/he has another non-student
employment position at the university. For example:

● Temporary or permanent classified staff, administrative exempt staff, or faculty
employment position.

● A student with a student employment position who subsequently receives
university employment in a non-student employment classification.

A student employment position must not result in the displacement of employed workers
or impair existing contracts for services.
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F. For International Students:

Any international student in F-1 or J-1 visa status may work on campus up to 19 hours per
week while school is in session, as long as she/he is enrolled full-time (10 credits for
undergraduates, 8 credits for graduates).

● A student may work up to full time during break periods if she/he intends to
register the following quarter.

For details about employing International Students, please contact (530) 752-0864. Or
visit their website.

G. Hiring Minors (Students under the Age of 18):

● The department lists a job with an on-line application for two weeks.
o This requirement may be waived if the request is associated with any

specially funded program for the employment of high school students.
● If no qualified UC or non-UC college students apply, permission may be granted to

recruit high school students by providing a written justification in support of a
request to Student Employment. This statement must document the department’s
efforts to fill the position with UC and non-UC college students.

● The department must provide Student Employment the following in consideration
of hiring a high school student:

o Name and age of the high school student
o The job vacancy listing number
o Copy of the work permit
o A detailed job description must be submitted to Student Employment.

Individuals supervising minors require a background check as described in
Personnel Policies for Staff Members 21

o Copy of the parental consent for employment of the minor received by the
issuing school district as part of the application process for the work permit.

● If a minor is injured on the job, contact the Employee Health Center at (530)
752-2330.

● Departments must first contact Student Employment prior to the employment of
any high school student/minor to discuss the nature of the request and ensure
compliance with Child Labor Laws.

● Minors employed under the Student Assistant series are governed by UCD Policy
290-32, Minors in University Facilities

35

http://siss.ucdavis.edu/


H. For Non-UC Students:

NON STDT AST 2, 3, and 4 titles are reserved for students from outside the UC.
A student carrying at least half-time (6 units) course load at a two or four year higher
educational institution with degree programs may be recruited and appointed to an
Assistant Series vacancy after clearance by Student Employment, A Special Student
Assistant must not be appointed if there is a UC Davis or other UC student available to fill
the vacancy.

I. Displacement of Employed Workers:

On-campus student employee positions, regardless of funding source (e.g., departmental
operating funds, grant funds, or work study) must not displace classified staff employee
positions or impair existing contracts for services. Hiring officials within each department
are responsible for ensuring that student employees do not supplant, displace, or replace
classified staff positions.
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Section 6: Student Employment Positions and Pay Policies

A. Student Employee Pay Plan

Pay rates for the Assistant Series are shown below. The same rates are usually used for
Special Student Assistants. The pay rate within the Student Assistant 4 range is
determined individually for each position by the department and reviewed by Student
Employment in conjunction with Human Resources, based on the complexity of specific
assignments. Differential increases apply to Assistants 2 and 3 only. Longevity and
special recognition increases apply to all titles in the series, but are not reflected in the
job listing, only on the appointment in PPS.
There are no changes to the Student Assistant 4 salary range at this time. HR’s plan for
minimum wage increases for this title between 2018 – 2022.

UC Hourly Pay Rate- Effective January 1, 2019
Title Code Title Hourly Pay Rate
4921 Student Assistant 2 $14.00
4920 Student Assistant 3 $14.25
4919 Student Assistant 4 $14.50-21.25

Non-UC Hourly Pay Rate- Effective January 1, 2019
Title Code Title Hourly Pay Rate
4923 Student Assistant 2,

Non-UC
$14.00

4924 Student Assistant 3,
Non-UC

$14.25

4925 Student Assistant 4.
Non-UC

$14.50-21.25

B. Differentials

Pay differentials shall be added to Assistant 2 and 3 rates when the elements listed
below constitute a major component of the position. Assistant Series positions are not
eligible for shift differential.
1. Lead/Supervision: Up to $.25 per hour when coordinating or directing 5 or more
student employees.
2. Bonding: Up to $.25 per hour when bonding is required because duties include the
handling of cash.
3. Security of Facility: Up to $.25 per hour when duties include sole responsibility for the
security of an entire building.
4. License/Certificate: Up to $.25 per hour for positions requiring a specialized license or
certificate.
5. Difficulty in Recruiting/Retention: Up to $.75 per hour for positions for which there is
difficulty recruiting or retaining workers because of difficult or unusual work conditions.
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6. Prerequisite Training: Up to $.25 per hour for positions with special training or
academic requirements. Examples include clerical duties in a foreign language, or some
laboratory setup duties requiring knowledge of sophisticated lab techniques.

C. Longevity Increase

Up to $.25 per hour. One increase after a 12-month period may be granted with
satisfactory performance, in the same department. A break in service of one quarter or
for the summer does not interrupt longevity. A department has the option of counting
work in a previous department toward these requirements.

D. Special Recognition Increase

Up to $.50 per hour. One increase may be granted after a 12-month period. If granted,
the amount of this increase will be based solely upon quality of performance. Use the
Payroll/Personnel System "Other Pay Rate Change" to initiate the increase, with a note of
support in the "comments" box.

E. Hourly Pay Positions

Most student employment positions are in this category. Work-study students must be
paid on an hourly basis. In order to maintain equity and consistency in the student work
experience programs, Student Classification Guidelines have been established.

F. Compensation

Student employees are paid no less than the State minimum wage, however the
employer may choose to begin the student at a higher rate of pay within the appropriate
range if the student has previous job experience or special qualifications for the job.

Starting Pay
In most cases, student employees will be hired at the minimum rate within the pay
range for the appropriate job classification. The employer may choose to begin
the student at a higher rate of pay within the appropriate range if the student has
previous job experience or special qualifications for the job.  It is recommended
that the employer have justification on file for exceptions to the base rate for
starting wages.
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Section 7: Hiring Process

A. Hiring a Student Employee

Once the department determines their hiring needs and creates a job description, they
then can post the position on Handshake. Employers may request assistance from
Student Employment personnel if additional assistance in the job posting process is
needed.

B. Posting Jobs

All newly created or newly open job opportunities must be posted on Handshake for a
minimum of 24 hours, regardless of the source of funding for the position.

Follow this link for additional information on how to post positions:
https://icc.ucdavis.edu/employer/handshake

D. Student Employee Benefits

Student employees are not eligible for participation in the University’s programs of
employee insurance or the State Public Employees Retirement System. As long as a
student is enrolled full time, 6 credits or more, employers are not charged for Social
Security.

E. Submitting Time Sheets

Each employee will access their individual time sheet via a secure login through the
university’s time reporting system. Bi-weekly pay roll calendar can be found at
https://ucdavis.app.box.com/s/39xpyb2yqcna5178ecvdtd5kxc39997n.

It is the Supervisor’s responsibility to ensure students maintain a daily track of their work
hours, reminding them to submit their time appropriately, and then approving those hours
by the deadline so the student can be paid.
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Section 8: Work Policies

A. Work Hours

When classes are in session, a student employee may work up to 19.5 hours per week.
However, it is not recommended to work more than 20 hours a week along with being a
full time student. There is no minimum amount of hours per week a student employee
may work unless stated by the employer. Students may not work during the hours they
are scheduled to attend class.

To allow students to pursue his or her educational objectives, the department must be
flexible in scheduling work hours.

The 19.5-hour recommendation has its roots in several different sources:

1. Research indicates that students working between 10 and 20 hours per week
perform at least as well academically as students who do not work. Students who
work more than 20 hours per week do not perform as well academically. While
some students choose to work more than 20 hours per week using off-campus
employment opportunities, it would be inconsistent to have an institutional
employment policy that has been proven to be detrimental to the academic
progress of students.

2. Public higher education institutions are permitted to use a Student FICA exception
if a student qualifies for the exception from the Federal Insurance Contributions
Act (FICA) tax. Among the conditions to use the FICA exception is the requirement
that student employees are not career employees. Evidence that demonstrates a
student employee is not a career employee includes part time employment at less
than 20 hours per week.
https://www.irs.gov/charities-non-profits/student-exception-to-fica-tax

B. Holiday and Overtime Pay

As temporary employees, student employees are not paid for holidays unless
worked. They are paid at their regular wage rate unless the time pushes them into
overtime.

Due to the nature of certain positions, and cyclical demands, it is recognized that student
employees may occasionally work more than a 40 hour work week. It is a federal
requirement that when this occurs, students are paid overtime for all hours worked
beyond 40 during the work week.

The work week begins at 12 midnight on Monday and ends at 11:59 p.m. on Sunday. A
student will receive regular hourly pay for the first 40 hours during the work week. The
student should record all hours beyond 40 into the “Overtime” in his or her timesheet. It
is important that the timesheet approver review the total hours worked in the work week,
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which may occur in two different pay periods.

The department will be charged time and a half for all hours worked beyond 40 in a work
week.

Please contact Payroll if you have any questions about this policy or how to instruct your
student employees to complete their timesheets.

C. Meal Periods and Rest Periods

1. Employees shall be allowed a meal period of at least 30 minutes which
commences no less than two hours nor more than five hours from the beginning
of the shift. Meal periods shall be on the employer's time when the employee is
required by the employer to remain on duty on the premises or at a prescribed
work site in the interest of the employer.

2. No employee shall be required to work more than five consecutive hours without
a meal period.

3. Employees working three or more hours longer than a normal work day shall be
allowed at least one 30-minute meal period prior to or during the overtime period.

4. Employees shall be allowed a rest period of not less than 10 minutes, on the
employer's time, for each 4 hours of working time. Rest periods shall be scheduled
as near as possible to the midpoint of the work period. No employee shall be
required to work more than three hours without a rest period.

5. Where the nature of the work allows employees to take intermittent rest periods
equivalent to 10 minutes for each 4 hours worked, scheduled rest periods are not
required.

D. Driving a University Vehicle

1. Must operate vehicles in accordance with University policy and all applicable laws.
2. Must possess a valid driver’s license of the appropriate class for the vehicle

driven.
a. Drivers holding provisional licenses must comply with California Vehicle

Code 12814.6 and be authorized in writing by the department.
b. Non-resident employees or students must have complied with California

Vehicle Code 12502 by holding a valid license issued by another state or
jurisdiction.

3. May not transport animals, bicycles, or any other material that may cause damage,
excessive wear, or require cleaning of the vehicle.

4. Are responsible for paying any traffic citations, including parking fines or toll
evasion. University employees or students who violate traffic laws of any state or
subdivision thereof while operating a University vehicle may lose University
driving privileges.

5. Must ensure the vehicle does not idle in excess of five minutes with the following
exceptions:

a. When required for safety.
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b. To complete a function of the vehicle.
c. For servicing, testing, or maintenance.
d. To regenerate diesel exhaust filters.
e. When required by the vehicle manufacturer to warm the engine to

operating temperature.
6. Must attend a safe driver training program as required by policy or the

department.
7. Must not use the vehicle for transportation between home and campus except as

allowed by BFB BUS-46.
8. Must undergo and pass a background check.

E. Termination Procedures

It is generally expected that whenever possible, the student employee will give the
employer a two week notice prior to terminating their employment. The employer will
similarly give the employee a two week notice before termination, unless an earlier date
is mutually agreed upon. It is important to note that student positions are “At Will”
meaning the employer does not have to give students a two week notice before
termination. However it is highly encouraged by employers to do so. Reasons for
employer termination include, but are not limited to:

● completion or elimination of job
● loss of funding
● avoidable absences
● unsatisfactory work
● inability to carry out work assignments
● lack of cooperation with co-workers or supervisor
● repeated lateness
● harassing a co-worker, sexually or otherwise

It is generally expected that the employer will advise the student in writing of
unsatisfactory performance at least once before terminating the student employee. It is
recommended that at least two weeks before actual termination a warning of impending
termination will have been received by the student. Retain a copy of the written warning
within the department/office of origin. An employer is under no obligation to rehire a
student who was employed the previous academic year.
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F. Complaint Processes and Resources

The UC Davis Ombuds Office is a confidential, independent, impartial, and informal
problem-solving and conflict management resource for all members of the UC Davis and
UC Davis Health campus communities. 

They invite students, staff, and faculty, with university-related issues and concerns, to visit
our office.

Ombuds can assist by:

● listening to concerns
● clarifying issues
● identifying policies and resources
● providing coaching and communication strategies

To make an appointment, please call (530) 754-7233

In the event that a student employee feels unjustly treated with regard to job
classification, longevity increases or termination procedures, he or she first seeks
recourse within the department/office in which he or she is employed. If satisfaction is
not gained within the department then the student should reach out to Assistant Director
of Student Employment, Ami Tripp, at (530) 754-8205 or amitripp@ucdavis.edu.

G. Injuries and Accidents

Work-related injuries or illnesses must be immediately reported to Workers'
Compensation and the employee should follow the following protocol:
After Hours or Emergency

● If life-threatening, call 9-1-1
● If UC Davis Occupational Health is closed and you have a work related injury go to

Davis Urgent Care: (530) 759-9110
4515 Fermi Place, Suite 105, Davis CA 95618
Hours: 9am-9pm; 365 days a year
For directions, please click here

● If Davis Urgent Care is closed, go to Sutter Davis Hospital Emergency Room (530)
757-5111

Supervisor (or next responsible person) must accompany the employee to the ER.
Supervisors, make sure your employee(s) let you know of extended hospitalization and
Return to Work restrictions. Complete the Employer's First Report (EFR) from the UC
Safety Tools, as soon as practicable.
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H. University of California Davis, Principles of Community:

The University of California, Davis, is first and foremost an institution of learning,
teaching, research and public service. UC Davis reflects and is committed to serving the
needs of a global society comprising all people and a multiplicity of identities. The
university expects that every member of our community acknowledge, value, and
practice the following guiding principles.

We affirm the dignity inherent in all of us, and we strive to maintain a climate of equity
and justice demonstrated by respect for one another. We acknowledge that our society
carries within it historical and deep-rooted injustices and biases. Therefore, we endeavor
to foster mutual understanding and respect among the many parts of our whole.

We affirm the right of freedom of expression within our community. We affirm our
commitment to non-violent exchange and the highest standards of conduct and decency
toward all. Within this context we reject violence in all forms. We promote open
expression of our individuality and our diversity within the bounds of courtesy, sensitivity
and respect. We further recognize the right of every individual to think, speak, express
and debate any idea limited only by university regulations governing time, place and
manner.

We confront and reject all manifestations of discrimination, including those based on
race, ethnicity, gender and gender expression, age, visible and non-visible disability,
nationality, sexual orientation, citizenship status, veteran status, religious/non-religious,
spiritual, or political beliefs, socio-economic class, status within or outside the university,
or any of the other differences among people which have been excuses for
misunderstanding, dissension or hatred.  We recognize and cherish the richness
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contributed to our lives by our diversity.  We take pride in all our achievements, and we
celebrate our differences.

We recognize that each of us has an obligation to the UC Davis community of which we
have chosen to be a part. We will strive to build and maintain a culture and climate based
on mutual respect and caring.
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I. Affirmative Action Policy

1. The University undertakes affirmative action, consistent with its obligations as a federal
contractor, for minorities and women, for persons with disabilities, and for covered
veterans.
2. In conformance with legal and regulatory requirements and consistent with University
standards of quality and excellence, the University commits itself to apply good faith
efforts to achieve prompt and full utilization of minorities and women in segments of its
workforce where deficiencies exist.
3. The University commits itself to engage in outreach efforts to reach and attract
persons with disabilities and covered veterans for employment.

J. Nondiscrimination

It is the policy of the University not to engage in discrimination against or harassment of
any person employed by or seeking employment with the University of California on the
basis of a protected category as defined in Section 380-15.

K. UC Policy on Sexual Violence and Sexual Harassment

The University is committed to creating and maintaining a community where all
individuals who participate in University programs and activities can work and learn
together in an atmosphere free of sexual violence and sexual harassment. When
allegations of sexual violence or sexual harassment are brought to the University’s
attention, those allegations are promptly reviewed and addressed under the UC Policy
on Sexual Violence and Sexual Harassment.

This policy applies to allegations that occur:
1. On University properties;
2. In connection with University programs; or
3. Off-campus or outside of University programs when the alleged conduct affects

the complainant’s employment or access to University educational
programs, or that would violate other policies had it occurred on campus.

● Violations of this policy will be handled following the appropriate
adjudication and disciplinary procedures (see VIII.A, below).

● Employees who are in or enter into a consensual relationship with
another employee where they have supervisory, decision-making,
oversight, evaluative, or advisory responsibilities, must follow the
reporting guidelines set forth in Section 380-13.

● No provision of this policy is interpreted to prohibit conduct that is
legitimately related to:

1. Course content, teaching methods, scholarship, or public commentary of an individual
faculty member; or
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2. The educational, political, artistic, or literary expression of students in classrooms or
public forums.

● However, freedom of speech and academic freedom are not
limitless and do not protect speech or expressive conduct that
violates federal or State anti-discrimination laws.

L. Drug-Free Workplace

The Federal Drug-Free Workplace Act of 1988 and the Federal Drug-Free Schools and
Communities Act Amendments of 1989 require that universities promote a drug-free
workplace and environment through adoption and implementation of policies and
procedures concerning alcohol and other drugs. These policies and procedures are
designed to educate the university community about the dangers of substance abuse. All
student employees are required to abide by the state and federal laws governing the
possession, manufacture, distribution, dispensing, sale and use of controlled substances
while on university property or while involved in university business or activities.

M. Child Abuse and Neglect Reporting Act (CANRA) Policy

The California Child Abuse and Neglect Reporting Act (“CANRA”), codified at California
Penal Code §§ 11164-11174.3, requires that employers of Mandated Reporters (as defined
in the Act) promote identification and reporting of child abuse or neglect. It is the policy
of the University of California to comply with its obligations under the Act; to require that
all University employees and administrators who are Mandated Reporters make required
reports to child protection or law enforcement agencies; and more broadly to encourage
all members of the University community who observe, have actual knowledge of, or
reasonably suspect child abuse or neglect at a University facility or perpetrated by
University personnel to promptly report the concern to appropriate external and
University officials.

N. UC Davis Smoke and Tobacco Free Policy (PPM 290-10)

To bring us into future compliance with the new smoke and tobacco free environment at
UC Davis, effective immediately please add the following statement to all position
descriptions being submitted for recruitment, re-class actions, and updates in
Handshake. UC Davis is a smoke and tobacco free campus effective January 1, 2014.
Smoking, the use of smokeless tobacco products, and the use of unregulated nicotine
products (e-cigarettes) will be strictly prohibited on any UC Davis owned or leased
property, indoors and outdoors, including parking lots and residential space.
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Section 9: Handshake Set-up for Employers

A. Creating your Employer account (https://www.powtoon.com/c/cIaelxyICNq/1/m)

Having an employer account associated with your career service admin account will
allow you to (1) use Handshake through the employer view, allowing you to better
support your collaborators/partners and (2) engage yourself in on-campus events such as
recruitments.

To check if you already have an Employer account linked, click on your name in the
upper right hand corner. Click on Switch Users. If you do not see Switch Users or if you
do not see Switch to Employers account once you press Switch Users, you do not have
an employer account.

1. Logout of your career services account by clicking your name in the upper right
hand corner and selecting Sign Out.This will take you to the Handshake page you
will use to make your Employer account.

2. Click Sign Up for Account.
3. Click Employer. This should bring you to the employer registration form.
4. Fill out the requested information (name, email, password, phone number), making

sure to use the same information your Career Services account uses.
5. Click Sign Up. You will then be asked to fill in your current Handshake password

again to link your accounts, and when finished, click Sign Up.
6. The next page allows you to select the types of students you wish to recruit as

well as allows you to choose your Alma Mater. When finished, click Next:
Employer Guidelines.

7. The next page will ask if you are a Third Party Recruiter. Click No, which indicates
you work for the employer you are creating the account for.

8. Click Next: Confirm Email.
9. A confirmation page will appear, and a confirmation email should be sent to your

email address (approx 5-10 minute wait) with a link that will enable you to confirm
your account.

a. If you do not receive an email after 5-10 minutes, click here.
10. Click on the link provided in the email to confirm.
11. Once you confirm your email, you will be brought to a page that will allow you to

connect to your existing company in Handshake.Click Request to join the
company. If your company does not have a profile under the school, you can click
Create New Company.
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12. After connecting with the company, you will be able to request to connect to your
school by searching for the name of the school and pressing the grey and white
plus sign to the right of the school listing.

13. Click Next: Finish to finalize your profile and complete the process.

Click here to view this on the Handshake Help Center.

B. Find and Request Access to a School
(https://www.powtoon.com/s/fXc77YFIBUu/1/m)

Before you can connect to a school, you will first need the school’s approval. Here’s how
to get that:

1. On any Handshake page, click on Schools on the left hand navigation bar.
a. Any schools that have approved your company can be found on your

Employer’s Schools page
2. If the school is not on your Employer’s Schools list, press More Schools on

Handshake, which can be found towards the top of the page. By clicking this, all
schools where your company has not been approved will appear.

3. To find your desired school, you can scroll through the list, type the school name
into the search bar, or use the filters provided.

4. After finding your desired school, click on Request (located next to the school
name).

a. You will be notified of your selection. You will also be asked if you would
like the school to be added to your Favorites list if they approve your
request. If you would not like the school to be added to your Favorites list,
uncheck the box.

b. To cancel a request, click Cancel. To submit your approval request, press
the green Request button.

c. After submitting your request, your status with the school will change to
Pending.

Click here to view this on the Handshake Help Center.

C. Cancelling Request to the Wrong Company

To cancel a request made by mistake, scroll down to the Current Status page and select
Cancel it now under Want to Start Over? This will redirect you to Step 3: Join Company.

Click here to view this on the Handshake Help Center.

D. How to Leave Your Company in Handshake
(https://www.powtoon.com/c/cVXAj0JmxaY/1/m)
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To disconnect from a company you are currently connected to, follow the steps below.

1. From any page, click on your name in the upper right-hand corner and select User
Settings.

2. Scroll down to the bottom of the page. You will see “Leave Employer: Is _____ not
your employer? You can leave them and connect with a different employer
account.”

3. Click on leave them and connect with a different employer account directly.
4. You will then be redirected to a new page allowing you to search for, connect to,

or create a new company.

Click here to view this on the Handshake Help Center.

E. Edit Company Profile (https://www.powtoon.com/c/cxeBNwBlRHB/1/m)

Note: Only the OWNER of the company profile may edit the profile. Any changes made
will be visible for all users connected to the company profile.

1. From any Handshake page, press on your name in the upper right-hand corner
and click Company Settings.

a. You can also click on Company Profile in the left-hand navigation bar and
click Edit on the right-hand side

2. This will redirect you to the Company’s Details page.
3. After making your desired changes, select Update Employer located at the

bottom of the page to save your edits.

Click here to view this on the Handshake Help Center.

F. Manually Add Staff Members to Company
(https://www.powtoon.com/c/cVXAj0JmxaY/1/m)

Note: Only the OWNER of the company profile can add staff members.

This feature will not work if:

● The user in which you are trying to add is pending approval at another company
profile. The user may follow the instructions in Section C: Cancelling Request to
the Wrong Company.

● The user in which you are trying to add is connected to a different profile on
Handshake. The user may follow the instructions in Section D: How to Leave Your
Company in Handshake.

● If the user does not have a Handshake account.
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To manually add staff members:

1. Head to your Employee Directory by clicking on your naming in the upper
right-hand corner and selecting it from the drop down menu.

2. You will automatically be redirected to the Staff Management page in your
Company’s Settings.

3. Enter the email address of the user you would like to add into the box that states
“Add existing user by email” and select Add User.

Click here to view this on the Handshake Help Center.

G. Creating Divisions (https://www.powtoon.com/c/ccE6mi335Kn/1/m)

Note: You must be the OWNER or an ADMINISTRATOR in your company to add Divisions.

There must be at least 2 divisions in a company profile for divisions to populate. If you do
not have a second division available, it is recommended you add a filler or extra division.

To add a division:

1. On the left-side navigation bar, select Company Profile.
2. Click Edit located at the right of your Company’s page. (You can also click on your

name in the upper right-hand corner and select Company Settings).
3. Click Divisions located on the left-hand side.
4. Click the Divisions name box and type in your desired name. Click Add when

complete.

Click here to view this on the Handshake Help Center.

H. Looking for a Specific Job

When looking for a specific job, you can use the job ID located next to the job name to (1)
type into the search bar to find the listing or (2) type at the end of
https://app.joinhandshake.com/jobs/ to view the job posting directly.

Example:
Job ID: 2612389
https://app.joinhandshake.com/jobs/2612389

I. Adding Attachments in Handshake (https://www.powtoon.com/c/fQEz52fzHcH/1/m)
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Attachments can only be added to a job if the job posting has already been created.
After making the job posting, you can go back and add any necessary attachments. To
do so, follow the steps below.

1. Click on Jobs located in the left-hand navigation bar, and click directly on the
name of the job in which you are adding attachments to.

2. Scroll to the bottom of the page and select New Attachment.
3. Then, add a public name for the document. This is what students and staff will see

attached to the job.
4. Next, click Choose File to upload the desired attachment.
5. After selecting your attachment, click Create Attachment.
6. The screen will then tell you your attachment has been successfully uploaded and

will ask you to refresh your screen to view it. After refreshing, you will be able to
see, edit, and download your attachment.

Click here to view this on the Handshake Help Center.

J. Best Practices for Handshake

Tips for new recruiters:

New recruiters can see how the company profile has been managed previously by
searching for past registrations and postings in the Events, Interviews, Jobs, and Fairs
tab.

Some examples of using filters to find past registrations and postings are:

Go to the “Other” section and select “Include Past Events”,  “Include Completed Interview
Schedules”, and “Include Past Fairs” and “Show Registered only”

There is also the option to view all jobs, including expired, declined, and active ones to
see the types of positions typically offered and where.

Tips for writing a job description:

1. To emphasize certain points or phrases in the job posting, you can bold, underline,
or italicize them
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2. Be clear about the details and responsibilities of the position, as well as any
qualifications desired for the role

3. To make the post look easy to follow and clean, align the paragraphs and keep
them smaller and spaced apart

4. Ensure that the job posting accurately reflects the values and goals of the
company by using specific terms and keywords

5. Make sure to tailor your job functions to the students you are looking for to get the
desired applicants

A sample job posting is displayed below as an example/template to use.
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Viewing and messaging students:

Employers can view students at associated schools as long as their profile is public. They
can search for keywords and use the filters available on Handshake in addition to
messaging the students directly or downloading their resume in the upper right corner.

Click on the chat bubbles as shown to message the student.

However, there are restrictions to meet for sourcing students, such as requiring an
employer trust score of at least 80% and having a limit of contacting 100 students per
recruiting season. Recruiting seasons are twice a year, from January 1 to June 30, and
July 1 to December 31.

Sharing events:

There are multiple ways to share events with schools, such as posting within your own
company, on the desired schools with permission, or sharing online. Employers can also
search for fairs and other events using the fairs tab.

How to pick a banner image for Handshake:

Try to pick a unique banner image that will reflect the company’s values, image, and
qualities. Make sure that the banner is appropriately sized to avoid distortion (use a 4:1 or
5:1 width x height ratio).

K. Searching for Student Resumes

Locate the student tab in the menu to the left and select the University of California,
Davis.
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To find targeted students, use the Handshake filters, drop-down menus, and check
boxes. Use “Show Advanced Options” and check “Has Public Resume”.
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Select the checkbox next to the student’s name to select “Download Resumes” at the top
of the menu. You can select multiple students to download all of their resumes at once.

L. Exporting Documents

To export documents (applicants),

1. Open the job and click on the number under “Applicants” in the upper left corner.
2. Click Export Documents.
3. Click on the link provided once the documents have been exported.
4. Open documents and select Save As.
5. Save to the desktop and attach it to the email.

M. Managing Applicants

After you have been approved for an interview schedule at a school and have started
receiving applicants, you can start to manage your applicants for your preselected
interview schedule.

To obtain your list of applicants,

1. Click Interviews on the left-hand navigation bar.
2. Click directly on the name of the interview you would like to see the applicants

for.
3. This will redirect you to the Interview’s Details page. Click Review Applicants

located towards the middle of the page to be taken to the Applicants overview
page.

4. From here, you are able to
a. Filter the list of applicants so you can view them by specified attributes
b. Perform “Bulk Actions” on multiple applicants at the same time
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c. Perform actions on individual students
d. Select candidates to interview
e. Designate selected applicants as “primary” or “alternative”

Bulk Actions help you take action on multiple applicants at a time.

1. To access Bulk Actions, mark the checkbox next to each of the applicants you
would like to take action on. Checking the boxes will cause the bulk actions
options to appear at the top of the student list.

2. To check all the applicants, select Checking located at the topmost checkbox.
3. Once you have selected all desired applicants, you can:

a. Message applicants
i. Note: To perform this feature, a Trust Score of 80 or higher is

required.
b. Download Applicant Packages: PDFs of the Applicants’ documents
c. Add label: You can tag current applicants with labels such as “Early

Applicants” for example. This will allow you to search your applicant pool
by any labels you apply.

d. Remove label
e. Download Application Packages ZIP: One .ZIP file will be generated

containing applicant data such as name, email address, grad dates, etc.
f. Download Applicant Data to CVS: One .CSV file will be generated

containing applicant data such as name, email address, grad dates, etc.
g. Add Students to Interview Groups
h. Remove Students from Interview Groups
i. Mark Applicants as Primary: You can view how many days until the primary

candidates are notified and able to take slots.
j. Mark Applicants as Alternate: You can view how many days until the

primary candidates are notified and able to take slots.
k. Mark Applicants as Hired
l. Mark Applicants as Declined

i. Note: the declined applicant WILL be notified of this action.

Individual Actions

1. Select the drop down menu under Status to change the status of an applicant. To
select a student to interview, click Make Alternate or Make Primary under Status.

2. You will then see some of the following action options:
a. Alternate: Make this student an Alternate Candidate for the Interview

Schedule.
b. Primary: Make this student a Primary Candidate for the Interview Schedule.
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c. Hired: Accept the candidate for the position.
d. Reviewed: Make this student’s application status Reviewed.
e. Declined: Decline applicant for the position.

i. Note: The applicant will be informed of this action.
f. Pending: Clear the status of the applicant and set back to pending.

Click here to view this on the Handshake Help Center.
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Section 10: Student Employment Recognition

A. National Student Employment Week

Our student employees contribute to the academic and extra-curricular aspects that
makes UC Davis such an excellent place to educate students. Not only do the students
help keep the university functioning, but the combined contributions of mentors,
supervisors, and peers help our students enter the workforce as better employees.
National Student Employment week is the second full week in April and there are a
couple ways you can recognize your student employee for all the hard work they
complete.

How can your office help to celebrate NSEW?

● Create your own celebration/award ceremony
● Take your student employees out to lunch
● Bring cookies/cake for the students.
● Have “Secret Pals” throughout the week between full-time and part-time staff
● Give gift certificates to local restaurants or movie theaters
● Write them a note of thanks
● Prepare a “Thank You” goodie bag
● Give them flowers or balloons
● Create a bulletin board honoring the students in your department/office. Take

pictures of the student employees and list what wonderful things they do for your
department

● Coupon Booklets - this is always a hit with students! Insert coupons for a free can
of soda, movie night at the boss' house (everyone needs to redeem for this one),
one dozen home baked goodies, etc. Be creative in designing your own coupons

● Notes Home - send a note to the families of your student employees. Let them
know what the student does, how their work impacts your department, and how
terrific the student is.

● Buy low cost, blank certificates to show appreciation or make up silly awards for
students: best telephone voice, best web-surfer, etc.

● Friendship Plants - take cuttings from a plant in the office and give to each student
as a live "connection" to the office.

● Bright Ideas - spray paint a light bulb gold, screw into a jar of play-dough and
make a label around the jar naming who is receiving the "Bright Idea" award.

● Good Egg Award - buy plastic Easter Eggs, fill with goodies and give out with
"Good Egg" certificates. List what the student did to deserve this award.

● Pat on the Back - Draw an outline of your hand on a piece of paper. Photocopy
enough copies for all students in your office. On each hand write a note that tells
the student why they deserve a "Pat on the Back".

● Look around the office or at home for a white elephant item. Name the item for the
award (Employee of the Month/Week, Great Idea Award, Gotcha Award) -catch
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someone in the act of doing something good and then make the first presentation
of it during Student Employment Week.

● Make a banner to hang for the whole week in your office.
● Chalk the sidewalk in front of your office saying "thanks" to your student workers.
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Frequently Asked Questions

1. I am graduating this spring. Can I still work in the summer under my STDT title?
Yes. Students can work up to one quarter post-graduation, and both summer
sessions constitute one quarter.

2. I need less than 6 units to graduate next quarter, so I am planning to declare
part-time status. Am I still eligible for my position?
Students are eligible for their position if they are enrolled at least half-time.
Half-time enrollment means undergraduate students must be enrolled in a
minimum of six units. Students taking less than six units under any circumstances
are ineligible for their positions.

3. I am taking a temporary break from my academics. Am I still eligible for my
position?
Yes. Students in the Planned Educational Leave Program (PELP) are still eligible for
their positions.

4. I am eligible for work study. How do I get the work study enrollment process
started?
All work study inquiries should be directed to UC Davis Work Study. You can
contact them at workstudy@ucdavis.edu.

5. As an undergraduate, how many hours a week can I work?
Undergraduates are encouraged not to work more than 20 hours per week.

6. Is there a minimum number of hours I need to work?
The minimum number of hours you must complete depends on your employer,
however students may not work during the hours in which they have class.

7. Do I have to be enrolled in courses during the summer sessions to be eligible to
work?
No, students do not need to be enrolled in courses during summer session to be
eligible to work. Students can work up to 40 hours/week.
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