7470 N. Navajo Rd.
Fox Point, Wl 53217

April 7, 1999

Joint Finance Committee
Madison, Wisconsin -

Dear Members of the Joint Finance Committee:

I encourage you to support Governor Thompson'’s proposed funding to support Information Technology
training for student workers throughout the UW System.

I have worked for the University of Wisconsin — Milwaukee for 32 years. A year ago, | was transferred
from being Supervisor of the Photographic Services Department to being Supervisor of a newly
established Help Desk. This service currently uses about 20 students, to help other students, faculty
and staff to solve their technology problems. In all of my time at UWM, | have never seen a program as
economical and successful as the Student Technology Services program, which recruits, trains, and
provides these students who work on the Help Desk.

This Information Technology training proposal is a WIN, WIN, WIN initiative.

- The students win with practical technology training, soft-skills training, and practical on-the-
job experience. They will have a good chance of being hired before their peers; at higher
salaries and in more responsible positions.

- The University and the State win with increased technical support at UW campuses at
very reasonable cost. It enables the campus'’s to get the technical support needed to
operate efficiently in an extremely tight technical labor market.

- Businesses in the state win with an increased pool of potential employees who have

technology training, soft skills training, practical work experience and an established work
ethic.

Sincerely,

ZW%/%

Norbert A. Bybee



2336 N. 65th Street
Wauwatosa, WI 53213
April 6, 1999

Members of the Joint Finance Committee:

I am writing to ask you to support the information technology initiative which appears in Governor
Thompson’s proposed state budget.

I 'am currently a staff member in the Division of Information and Media Technologies at UW—
Milwaukee and have been employed in technical positions at institutes of higher education for most of
my career. It has been my observation that classroom work alone does not fully prepare students for
employment in today’s highly-technical job market. In addition to technical knowledge, students need

- to develop such skills as responsibility, customer service, and the ability to work with others. Actual,

on-the-job work experiences are needed to provide students with a complete education.
Programs such as UW-Milwaukee’s Student Technology Services provide students with this valuable

on-the-job training and experience. It fills out their education and makes them productive employees
straight out of school. ‘ ‘

The proposed information technology initiative would fund such programs throughout the UW System.
It would provide UW graduates with an extra edge in the job market, while at the same time providing
Wisconsin businesses with the highly-skilled, technical employees they will be needing.

Again, I urge you to support this initiative.

Sincerely,

Aucen [J1Koy

Susan McKay
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I&MT Classroom Support
P.O. Box 413

Milwaukee, WI 53201

April 7, 1999

Joint Finance Committee
Madison, Wisconsin

Dear Members of the Joint Finance Committee:

It has been my great pleasure to have worked with students over the last thirty years.
Many of these I personally trained, assigned and scheduled in various media-related
tasks. Now there is University of Wisconsin-Milwaukee’s own Student Technology
Services, a system developed for the purpose of not only employment but empowerment
as well. Joe Douglas, now Director of Information and Media Technologies at UWM,
brought this concept, already tried and true, from Washington State at Pullman,
Washington. Joe presented the idea to the I&MT staff with the goal of establishing a
similar system here. I was one of two staff members who traveled to Pullman to witness
that campus’ student system in action. Duly impressed are words that best describe what I
saw: information technology students who, through a cohesive peer organization, recruit,
hire, fire, schedule, supervise, and manage themselves. Student staff are given
encouragement and opportunities to progress through levels of line employment that can
lead to eventual supervisory or management positions. A big advantage is that through
their jobs as computer consultants, help desk analysts, classroom media technology
assistants, desktop technicians, and others, they not only receive invaluable computer and
customer relations skills, but also become more employable at graduation. Therefore, I
wholeheartedly support Governor Thompson’s proposed budget for UW System-wide
information technology training. Your support is vital in making all this happen. The
results will bring many positive effects to Wisconsin and ensure our state’s leadership in
education and technology. Thank you in advance for your support.

I&MT Classroom Support
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Student Technology Services (STS)
Employee Handbook

About STS

Student Technology Services (STS) is the student employment sector of the Information and Media
Technologies (1&MT) Division. Every student worker employed by I&MT is automatically part of STS.
STS is a unique organization in that it is student managed, though it exists to support the overall goals and
objectives of I&MT.

STS is an innovative initiative that benefits students while also meeting the technology support needs of the
UWM community. According to I&MT Director Joe Douglas, STS' goal is “to add real value to the
students” academic experience and help prepare them for life after graduation.”

Student empowerment is a top priority. Its purpose is to give student employees the instruction they need
to become competent in various areas of technology and to give them the responsibility and authority to
make decisions and provide customer services. I&MT Director Joe Douglas states that this enables
N students to gain "real professional experience including supervisory experience, training, time management
K/ skills, interaction with diverse populations in a variety of situations, budgeting, team-building and creative
problem-solving."

STS is an Equal Opportunity Employer and seeks to reflect the diversity of the university commumty STS
welcomes students of every academic discipline.

STS Communications

In order to facilitate communication, there is a designated STS e-mail reflector. Every STS employee is on
this reflector and receives departmental information, job postings, policy changes, training updates, and any
other pertinent communications. Employees are expected to read STS mail regularly.

In addition, all STS employees are responsible for knowing about any updateé or revisions to this
handbook. Updates and revisions will be distributed periodically by STS Human Resources.

A contact list of I&MT managers and STS personnel is included in Appendix A.

STS Organization Chart

To understand how STS is organized, an organization chart is included in this handbook for your reference.
(See Appendix B.)

STS Einployee Handbook
2 . February 8, 1999
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Responsibilities

STS agrees with the four basic principles for Job Success spelled out by the Wisconsin Job Service.

1. Dependability/Reliability

We rely on STS employees to be on the job and require a reason, in advance, if they cannot be. Frequent
absences, even excused ones, cause problems for employers and co-workers and are cause for dismissal.
Likewise, reliability is important. An employee must be able to follow through on a task without continual
supervision.

2. Punctuality

We depend upon STS employees to report for work at the time specified. As with absenteeism, employees
who are late at the start of work create problems for co-workers, supervisors, and clients.

3. Quality of Work

\_/ A We depend on STS employees to take care to execute the job functions they are assigned, whether that is
with customer service, data accuracy, system security, or any other function.

4. Quantity of Work

We depend on STS employees to be productive on the job. While we gladly provide opportunities for
learning, we expect employees to attend to the job to which they are assigned. Personal work while on the
job is frowned on and must be cleared with an individual's supervisor.

STS Employee Handbook
3 February 8, ],999



Leaving STS or Department

In addition to these four basic principles, we realize that STS employees who begin working in one
capacity may decide, over the course of their study at UWM, to move to another department or position
within STS. We encourage employees to seek assignments of increasing responsibility, though we ask that
they commit to one department for a semester or a year.

It is preferred that any student employee give a semester notice when he or she plans to leave STS or move
to another department. If this is not feasible, the employee should notify the supervisor in writing (e-mail)
at least two weeks before the last workday with the reason for leaving. At that time, the employee should
schedule an exit interview with the supervisor or I&MT manager. At the exit interview, the employee and
supervisor should confirm that all records are in order for employer references.

On the last scheduled workday, all keys and I&MT/STS property must be returned to the supervisor. All
personal materials should be removed from workstations and all personal data should be removed from
I&MT staff computers. Turn in the STS Employee Handbook to the STS Human Resources Department,
Bolton Hall Room 210.

When student employees leave a department, STS requests that they help train their successors. This will
offer individual students opportunities to broaden their experiences, while respecting the needs I&MT/STS
have for consistency in the service they provide the university community.

_ STS Employee Handbook
4 February 8, 1999
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Personal Attitudes and Habits

STS encourages student employees to develop attitudes that will go a long way toward enhancing sﬁccess.
* Interpersonal skills -- listen, reflect, then respond.
* Be open, share experiences and ideas.
*  Be discrete, share criticism constnictively.
* Be open to correction.
= When you make a mistake (we all do), notify your supervisor and apologize.
* Use and develop your own judgment, but ask for support when you need it.
= Accept responsibility and take on extra work when needed, but don't over-commit.
s Take time to communicate, plan ahead.
PN *  Build the team -- sometimes leaciing, sometimes following.

=  Work hard and have fun!

STS Employee Handbook
5 : February 8, 1999
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ST7S Work Rules

The STS Employee Handbook serves to elaborate on the policies set forth in the UWM Student
Employment Administrative Manual. The UWM manual is on-line at:

http://www.uwm.edu/Dept/FINAID/fws/stud_employ_manual.html

Work rules for all UW System classified and student employees are spelled out in Appendix B. They are
not intended to restrict the rights of employees, but rather to advise employees of prohibited conduct.

Engaging in one or more of the following forms of prohibited conduct may result in disciplinary action
ranging from a reprimand to immediate discharge, depending upon the specific form of conduct and/or the
number of infractions. ’

* Insubordination, including disobedience, or failure or refusal to carry out assignments or instructions.

* Negligence in performance of assigned duties.

*  Unexcused or excessive absenteeism. Failure to notify the supervisor promptly of unanticipated
absence or tardiness. :

'\ *  Failure to observe the time limits and scheduling of lunch breaks.

*  Using abusive language toward others. Threatening, attempting, or doing bodily harm to another
person.

* Making false or malicious statements concerning other employees, supervisors, students or the
university.

*  Use of alcoholic beverages or illegal drugs during working hours, or reporting for work under the
influence of alcoholic beverages or illegal drugs.

*  Inappropriate dress or lack of personal hygiene, which adversely affects proper performance of duties,
work of peers, or constitutes a health or safety hazard. '

*  Failure to exercise good judgment or being discourteous in dealing with fellow employeeé, students or
the general public.

STS expects that even if you are not on duty, you represent UWM and its facilities. You should uphold and
adhere to the rules regarding university computing resources at all times. You are expected to avoid
derogatory comments about I&MT and STS policies or personnel.

These work rules do not constitute the entire list of violations for which employees may be disciplined.
Other rules are provided by statute, by administrative Code, and by administrative procedures established
by management.

-Additional work rules may be established by 1&MT management to meet special requirements of
departments or as circumstances require.

STS Employee Handbook
6 - February 8, 1999
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General STS Procedures

Primary Department Assignmént

All STS employees are given a Primary Department Assignment, which is where STS would like them to
primarily work for at least one semester at a time. STS employees may receive department-specific work
guidelines for their Primary Department.

Having a Primary Department Assignment is important because it:

*  Assigns you a supervisor with whom you are encouraged to discuss all problems, questions, and
concermns.

*  Gives you precedence when schedules are made and hours are allotted in that department.

*  Provides you with the opportunity to become expertly familiar with one particular department.

»  Designates a spot for youi’ timecard.

= Clarifies the process of performance reviews. Performance reviews are conducted each semester and

include a discussion of work performance and wage rate. The review is made a permanent part of your
personnel file.

Expectations Regarding Interactions with Clients
®  Wear your nametag at all times while on duty.
= When answering the phone, clearly identify the department and yourself.

*  Take an interest in clients’ problems. Listen carefully to the problem and reply in terms they ¢an
understand.

s  Be tactful when interaéting with a client; never argue. Direct a client who questions I&MT’s policy or
procedures to your supervisor. If a supervisor is not immediately available, offer to relay the concemn

via e-mail or voice mail before the client leaves. Take the client's phone number so someone can call
him or her back.

=  Properly qualify your opinions when you are unsure of something; say “I don’t know, but let me find
out.”

*  Never touch or work on anyone's personal computer such as a laptop. You may be held liable for any
loss of data or damage that may occur.

STS Employee Handbook
7 : February 8, 1999
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How to Solve Conflicts with Clients

STS employees and supervisors address client concerns by first attempting to understand the problem from
_ the client’s perspective, realizing that the client may not know about computers or STS work practices.

Next, employees and supervisors offer a preliminary solution. If a solution is unknown by anyone present,
the client is referred to someone who would know the answer.

If clients become disruptive, employees first ask them kindly and quietly to take a corrective course of
action, e.g. to lower their voices. If the clients are unwilling to compromise, STS employees will ask them
to leave, refer them to campus security, call the STS supervisor, or call the I&MT manager.

How to Solve Conflicts with Employees

STS supervisors address employee concerns by first attempting to understand all sides and components of
any problem. They will investigate why the employee is upset and whether the employee is aware of the
rule that he or she has violated.

There are many different types of workplace conflicts that can arise, such as miscommunication,
interpersonal conflicts, rudeness to clients, insubordination, etc.

An employee involved in a workplace conflict should be confronted privately. The supervisor should state
the rule or resolution that is expected so that the employee understands the conflict.
If the supervisor cannot solve the conflict, he or she will defer the situation to STS Human Resources
and/or I&MT Management.

AN

STS Employee Handbook
8 February 8, 1999.



TMT —==

&# \matzon & Mediia Tecbnok)gzas o Student Tedmolog' Services

Fire Evacuation Procedure

Know the general layout of the building and the locations of the nearest exit and fire alarm box. In the
event of a drill or an emergency, maintain control, evacuate clients from the site, lock the site and leave.
If you find a fire:

*  Sound the interior building alarm.
' Alarm boxes are located on each floor of all buildings and serve only to alert occupants to evacuate the
building. The building alarms do not summon the Fire Department!

=  Notify the university police.
Dial 9911 and report the fire. They will call the Fire Department. Give your name, fire location by
building, ﬂoor and room.

» Evacuate the building.

Secure your site. Use stairways only! Do not use elevators. You could be trapped in them. Walk
quickly to the nearest exit and leave the building.

Bad Weather Closings
y In the event UWM cancels classes due to bad 'weatherb, STS sites will remain open. The library will be
open for normal operating hours and other sites will be open from 8 am to 5 pm, as long as the university is

open for business. If the university offices are closed, the sites will be closed as well.

To find out if classes are canceled or if the university offices are open, call the Snow Emergency Hotline:
229-4444. Closings are announced on the hotline no later than 6:45 am that day.

Medical Emergencies

In the event of an at work medical emergency of any kind, immediately call 9911. Do not attempt to move
the person or administer medical assistance unless you are certified in emergency medical practices.

STS Employee Handbook
9 . February 8, 1999
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Breaks and Lunches

*  For each continuous four-hour shift you work, you get a 15-minute paid break.

*  When working a continuous six-hour shift, you may take a 30-minute non-paid lunch. (If anyone is
interested in this option, you must contact your supervisor first.)

*  Breaks cannot be combined to give you a half hour and they cannot be carried over to the next day.

»  Breaks cannot be taken before the first completed hour of your shift or during the final hour of your
shift.

=  There are designated break areas for STS employees:
* Library: Library lounge
= EMS: student lounge right outside the lab
* SBA, Union, Bolton: quick access to break facilities in the Union
= Data Center: EMS EB78 '
®*  All other STS work areas: Ask Supervisor about designated break areas.

, STS Employee Handbook
10 February 8, 1999
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STS Disciplinary Policy

The STS Disciplinary Policy provides standardized procedures for common problems. It is enforced upon
violation of STS Work Rules (p. 6) or of any defined attendance issues listed below.

STS employees and supervisors should feel comfortable in the decision-making process with regard to
sensitive issues. This work practice policy should alleviate STS employee fear of illegitimate termination
and will lead to a more open and communicative work environment.

Tardiness

®*  An official tardy occurs when an STS employee is more than five minutes late to a shift.

* AnSTS employee may be tardy twice in a semester before facing any repercussion. An automatic
written warning is issued after three tardies. STS Human Resources will schedule a meeting with the
employee and his or her supervisor.

*  STS supervisors record how many minutes an employee was late by sending an e-mail message to
a stshr or by typing hrreport at the alpha prompt.

Excused Absences

*  Anexcused absence is granted if one of the following occurs:

1. AnSTS supervisor has been notified 24 hours in advance that an STS employee cannot make a
shift for an excused reason, such as an appointment with a doctor, a funeral, sickness, or a
similarly grave situation. :

2. Inthe event of an emergency in which an STS employee will be late or cannot make his or her
shift, the STS supervisor or I&MT manager must be notified as soon as possible.

3. During an emergency, if an STS employee is unable to directly speak to his or her supervisor or
1&MT manager, he or she may leave a voice mail message or an e-mail marked “IMPORTANT.”

*  STS employees are allowed two excused absences per semester. If a pattern of excessive absences
occur per semester, at the discretion of the supervisor, a written warning can be issued and/or a
meeting can be scheduled with the STS employee, his or her supervisor and the STS Human Resources
Coordinator.

STS Employee Handbook
11 ' February 24, 1999
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Unexcused Absences
*  Allabsences after the second excused absence are considered unexcused, except in cases of extreme
emergency.
e Absences that do not meet the criteria of an excused absence are designated as unexcused, even though
some advance notice may have been given to the STS supervisor.
*  Unexcused absences are not tolerated and will be dealt with accordingly.
No Shows
® A no show occurs when an STS employee misses a shift and makes no attempt to notify his or her STS
supervisor. :
®  No shows are treated more severely than unexcused absences. Termination is to be expected after two
no shows, even if they occur in different semesters. ,
Discipline
I\\./"/:
A written warning is issued by STS Human Resources when a supervisor advises it. Notice is sent to the
STS employee to schedule a meeting with the Human Resources Coordinator, the STS supervisor, and/or
the I&MT manager. An STS employee's entire record is discussed. Potential consequences as a result of
this type of meeting can include suspension or termination. Written warnings are recorded in the STS
employee's permanent personnel file.
\“\/

STS Employee Handbook
12 February 8, 1999
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Sexual Harassment

Sexual harassment is prohibited by UWM. Behavior between or among members of the university
community which creates a hostile, intimidating, or otherwise unacceptable working environment will not
be tolerated. Sexual harassment is defined as:

Unwelcome sexual advances,
Requests for sexual favors, and/or
Other verbal or physical conduct of a sexual nature when:

1. Submission to such conduct is made explicitly or implicitly a term or condition of an individual's
employment or status in a course or program, or activity;

2. Submission to or rejection of such conduct is used as a basis for an employment or education
decision affecting an individual;

3. Such conduct has the purpose or effect of substantially interfering with an individual's work or
education performance or of creating an intimidating, hostile, or offensive environment for
working or learning.

Prohibited behavior includes physical contact, verbal abuse, gestures and/or written messages.

Verbal Behavior

Continuous idle chatter of a sexual nature;

Sexual slurs, innuendoes and other comments about a person's clothing, body and/or sexual activities;
Lewd remarks or suggestive sounds, such as whistling, wolf calls or kissing sounds;

Implied or overt threats if sexual attention is not given;

Repeated unsolicited propositions for dates and/or sexual intercourse.

STS Employee Handbook
13 February 8, 1999
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Physical Behavior
= Unwanted physical contact, such as patting; pinching, sﬁoking or brushing up against the body;
s  Attempted or actual kissing or fondling;
-»  Physical assaults;
= Coerced sexual intercourse;

= Rape.

Gestures

*  Sexual looks, such as leering or ogling with suggestive overtones;
= Continuous and unwelcome flirting.
) Grievances of sexual harassment should be reported immediately to your STS supervisor or I&MT
{0 manager. If this is not possible, report the incident to STS Human Resources. All infractions of this nature

N are given serious consideration and could lead to immediate dismissal.

Grievances and appeals will be processed according to legislative guidelines.

STS Empioyee Handbook
14 February 8, 1999
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Training Policy

All STS employees are given an orientation to I&MT and to the particular department to which they have
been assigned.

In addition to taking advantage of career building opportunities while employed with STS, every student is
expected to expand upon his or her technical skills and interpersonal development. A strong emphasis in
STS is placed upon skills training and preparing STS employees for a professional career upon graduation
from UWM.

To accomplish this, STS has implemented a training policy as a condition of employment. This policy
mandates that every STS employee complete at least three training classes per semester of employment.

A training curriculum, which consists of workshops and classes, will be made available at various times
throughout the calendar year. This is an accelerated, self-paced, seamless curriculum that offers technology
skills and interpersonal skills that will benefit you as you begin to move through the STS job levels.

Each STS job level will offer some required and some elective skill building. Additional job-specific
N training may be needed to effectively meet the requirements of the particular position you are assigned
Q within the STS organization. These needs will be assessed with you during the employee performance
~ evaluation conducted mid-semester. :

It is the responsibility of each STS employee to meet semesterly training requirements. If you are unsure
about your relevant training needs, please consult with your STS supervisor or I&MT manager.

STS employees ére paid for training participation. Training hours must be written on a separate timecard
and submitted to the Peer Training office in Bolton Hall Room 229F. Training hours are paid according to
the same bi-weekly payroll schedule as regular work hours.

: STS Employee Handbook
15 February 8, 1999
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Payroll

Responsibilities of the Payroll Office

The UWM Payroll Office produces paychecks from reported work time for each STS employee on a bi-
weekly basis.

Refer to the Student Bi-weekly Payroll Schedule for 1999 on p. 17.

Responsibilities of the STS Employee

STS employees must complete and submit a blue timecard every other Thursday. In the event of a holiday,
changes in timecard due dates will be posted over the STS reflector. The timecard should be submitted to
your designated STS supervisor or I&MT manager.

Accuracy in reporting time is essential for proper and timely payment. All timecards are verified by
supervisory personnel. Remember to use a separate timecard for all training hours. (See Training Policy

onp. 15.)
N Complete the timecard as indicated below.
UWM STUDENT EMPLOYEE TIME CARD ' o ' l : [ v l ey
NAME: LAST FIRST M - —
Ooe —oHN H. : o
SOCIAL SECURITY PAVROLL PERIOD — . «‘_.-_,_ S R
23-4e-cr89 | AV A || blanks are properly
WEEK ) HOURS WEEK 2 HOURS ’ ﬁ’l,ed‘9"t-
v Y.y sun_ | Yol Students are r ible for completing their own time cards.and H
MON Ly MOoN securing departmental supervisor approval. Timekeepers are
- responsible for checking the accuracy of, and recording time
Tue ve | uY cards; retumning them to the Payroll Dept. with the time reporting
weD 2.0 wep 3.0 forms by scheduled due dates. Paychecks will be held until a time
TroR 20 i Tun o, ,7 card has been received by the Payroll Dept.
FR1 4.0 FRI 2. ) — (-§-00
sizroem' SIGNATURE DATE *This nat the ot hours
SAT l‘( - ! SAT L'!" 3 . ang has performed 1his work in a satistactory manner.
A A
rorae | {7, (¢ rotac] /9.2 —_—
= — H SUPERVISOR APPROVAL DATE
— H
1 : ‘.‘
CHECKTHE MATH! : !
Card must be signed . .
and dated Leave this blank for processing

STS Employee Handbook
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STUDENT BI-WEEKLY PAYROLL 1999

MONTH PAYROLL PERIOD PAY DATE
JAN. A 12/27/98 - 01/09/99 01/22/99
JAN. B 01/10/99 -  01/23/99 02/05/99
FEB. A 01/24/998 -  02/06/99 02/19/99
FEB. B 02/07/99 - 02/20/99 03/05/99
MAR. A 02/21/99 -  03/06/99 03/19/99
MAR. B 03/07/99 -  03/20/99 04/02/99
APR. A 03/21/99 -  04/03/99 041 6/99
APR. B 04/04/99 -  04/17/99 04/30/99
MAY A 04/18/99 - 05/01/99 05/14/99 R
MAY B 05/02/99 - 05/15/99 05/28/99
MAY C 05/16/99 -  05/29/99 06/11/99
o JUNE A 05/30/99 - 06/12/99 06/25/99
\ JUNE B 06/13/99 -  06/26/99 07/09/99
\“’r‘" -
99 FISCAL YEAR ENDS

JULY A 06/27/199 -  07/10/99 07/23/99
JULY B 07/11/99 -  07/24/99 08/06/99
AUG. A 07/25/99 -  08/07/99 08/20/99
AUG. B 08/08/99 - 08/21/99 09/03/99
SEPT. A 08/22/99 -  09/04/99 09/17/99
SEPT.B 09/05/99 -  09/18/99 10/01/99
OCT. A 09/19/99 -  10/02/99 10/15/99
OCT.B 10/03/98 -  10/16/99 10/29/99
OCT.C 10/17/98 -  10/30/99 11/12/99
NOV. A 10/31/99 -  11/13/99 11/26/99
NOV. B 11/14/99 - 11/27/99 12/10/99
DEC. A 11/28/99 - 12/11/89 12/23/99
DEC.B 12/12/998 -  12/25/99 01/07/2000

L = Direct deposit is available upon request.

{ C *  Payroll check pick-up is at the Cashier’s Office in Mitchell Hall, Room 285.

STS Employee Handbook
17 February 24, 1999
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UWM Campus Resources

Included in the STS Employee Handbook is a sampling of UWM campus resources available to all students
and staff at UWM. This is only a sampling and does not completely reflect all the resources available at
UWM. STS supports these programs and recommends employees utilize them.
From time to time, informational material on recommended campus resources will be made available in the
STS Human Resources office, Bolton Hall Room 210. These can be included in the STS Employee
Handbook.

‘\\.../":}
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English as a Second Language Programs

MEMORANDUM _. : October 27, 1998[MM
To: Any UWM Student Whose Native Language is Not English ®
From: Jean Mileham, ESL Writing Coordinator

Phone: (414) 229-6180  FAX: (414) 229-6258
Office: 678 Curtin Hall E-mail: jeanmile@uwm.edu
Credit ESL Home Page: http://www.uwm.edu:80/Dept/ESL/credit/ -

Re: Developmental English as a Second Language Courses

+ Are you a UWM student?

* Did you learn to use English AFTER you already knew how
to use your native or first language?

* Do you wish your ability to use English were as strong as
your ability to use your native language?

If you answered YES to ALL these questions, you will want to learn
more about the developmental English as a Second Language courses
offered at UWM. = So, read on.

What?  These courses help you improve your English reading, writing,
‘ discussion and presentation skills. They will

* JINCREASE your ability to understand and use vocabulary and
sentence structures found in university level academic English,

* DEVELOP your analytical reading and critical thinking skills,

* PRACTICE your discussion and oral presentation skills, and

* STRENGTHEN your awareness of writing styles expected at
this university and of their difference from writing styles that may be
more familiar to you.

Why?  With stronger English skills, you will find it easier to succeed in all the
courses you take at UWM. In addition, these courses allow you to
qualify for English 102. Furthermore, the courses prepare you to
compete successfully in 102 and satisfy the UWM undergraduate
English requirement.

Who? These courses are available to any UWM student whose native language
is not English. If you have already taken the EPT (English Placement Test)
and placed into Eriglish 090 or 095, it would be wise for you to take the PIC
Test. A PIC Test score at Level 2 or above qualifies you to register in a for-
credit ESL course in place of the non-credit English 090 or 095.

How?  To take the PIC Test, you need to register IN ADVANCE with the
Testing Office in the basement of Mellencamp Hall, Room B-28 or
at 229-4689. (Upcoming PIC Test dates and times appear on the reverse of
this sheet.) On the day of the test, you must arrive at least 15 MINUTES
BEFORE the scheduled start of the test, and you will be required to present
TWO PICTURE IDs to be admitted for testing. Please refer to the back of
this sheet for information about using your PIC score to register
for the appropriate ESL course.

414 229-5757
Curtin Hall » PO Box 413 « Milwaukee, WI 53201 FAX 414 229-6258
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- Developmental English as a Second Language Courses

and the PIC Test

Questions and Answers

When can I take the PIC Test?

Upcoming PIC Test dates/times for continuing UWM students are
listed below. Remember to comply with all Testing Office rules:

1) BEFORE the day of the test, MAKE A RESERVATION by calling Testing at 229-4689.
2) On the test day, ARRIVE in B-28 Mellencamp Hall AT LEAST 15 MINUTES EARLY.
3) On the test day, BRING WITH YOU TWO PICTURE IDs for admission to the test.

Day Month Date Start Time (Arrive 15 minutes before this time.)
Friday November 6th 1:30 p.m.
Monday November 9th 1:00 p.m.
Tuesday November 10th 10:30 a.m.
Friday November 13th 12:30 p.m.
Wednesday November 18th 2:30 p.m.
Thursday November 19th  2:00 p.m.
Friday November 20th 10:30 a.m.
Wednesday December 2nd 2:30 p.m.
Wednesday December 9th 2:30 p.m.
Wednesday December 16th  2:30 p.m.
Monday January 4th 10:30 p.m.
Friday January 8th 12:30 p.m.
Monday " January I1th  11:00 am.
Tuesday January 12th  2:00 p.m.
Wednesday January 13th  2:30 p.m.
Thursday January 14th 10:30 a.m.
Saturday January 16th 10:00 a.m.
Tuesday January 15th 10:30 a.m.
Wednesday January 20th 1:00 p.m.
Thursday January 21st 2:00 p.m.
Friday January 22nd  10:30 am.
Wednesday January 27th 10:30 a.m.
Thursday January 28th  2:30 p.m.
Monday February Ist 5:00 p.m.
Tuesday February 2nd 11:00 a.m.
Wednesday February 3d 2:30 p.m.
Wednesday March 10th  2:30 p.m.

How many courses should I plan to take, and which course should I
take first?

How many courses you take depends on *your current English skills, *your
language learning ability, and *the effort you put into improving. The PIC Test
score determines which course you should register for first. You can
estimate how many semesters of ESL coursework you may need.

Generally, if your PIC Test score is

--at Level 4 you can expect one semester of ESL preparation for English 102:
Ist semester Register in 352-118 (any section).

--at Level 3 you can expect two semesters of ESL preparation for English 102:
Ist semester Register in 352-117 (section 002 or 003)
2nd semester Register in 352-118 (any section).

(continued on next page)



--at Level 2B you can expect two semesters of ESL preparation for English 102:
" Ist semester Register in both 352-116-001 and 352-117-001
2nd semester  Register in 352-118 (any section).

--at Level 2A you can expect three semesters ESL preparation for English 102:
1st semester Register in 352-116 (section 002 or 003)
2nd semester Register in 352-117 (section 002 or 003)
3rd semester Register in 352-118 (any section).

--at Level 1 you can expect three semesters ESL preparation for English 102:
1st semester Register in both 352-096-001 and 352-115-001
2nd semester Register in both 352-116-001 and 352-117-001
3rd semester Register in 352-118 (any section).

Q: What can you tell me about each of these courses?
A Below are brief course descriptions.

.o

Course Descriptions for the Developmental
English as a Second Language Sequence

352-096 Fundamentals of Reading and Writing in English as a Second
Language.
Sustained reading of narrative, descriptive, reflective, and analytical
materials and regular writing practice for acquisition of English sentence
structures and vocabulary. For non-native speakers of English. Hours
and Credits: 6 hours per week. Fee assessed for 6 non-credits.

352-115  Basic Writing in English as a Second Language.
Extended analytical reading and introduction to the conventions of
expository writing; reinforces the structural elements of the English
language. For non-native speakers of English. Hours and Credits: 3
hours per week. 3 credits.

352-116 Introduction to College Writing in English as a Second
Language.
Analytical reading and extensive practice of the processes and basic
rhetorical concepts of undergraduate expository writing. Review of English
sentence structure, usage, and punctuation. For non-native speakers of
English. Hours and Credits: 3 hours per week. 3 credits.

352-117 College Writing in English as a Second Language.
Emphasis on skills needed for longer essays. The writing process,
principles of organization, and development of rhetorical styles. For non-
nati;e speakers of English. Hours and Credits: 3 hours per week. 3
credits.

352-118 Writing Argumentation in English as a Second Language.
Writing effective argumentative essays using academic reading, personal
experience, and library research. Includes extensive reading. For non-

native speakers of English. Hours and Credits: 3 hours per week. 3
credits.

Q: Who can give me more information and answer additional questions?
A: For more information, feel free to call Jean Mileham at (414) 229-
6180, visit her office in 678 Curtin Hall, send e-mail to
<jeanmile@uwm.edu>, or address your FAX to Jean Mileham,

ESL Writing Coordinator, at (414) 229-6258.



L ion & Media Technologies Student Technology Services
Appendix A: Directory
I&MT Managers
Name Functional Area Location __Extension Log—in

~ Norb Bybee Help Desk Bolton 218 4270 bybee

Frank Campenni Video & Multi-Media Prod. Cun B189 5148 campenni
Dan Chew Classroom Support Bolton218 5480 chew
Gabriel Chido Printing Services Kenilworth2 4055 gabe .
David Crass Network Services Cun B187 6383 davidc
Lana Dyer Creative Services Bolton 574A 4702 lana
Dean Holschbach Data Center EMS EB74 6425 dean
Jeff Lange Network Services Cun B114 6938 lange
Margaret Kennedy CCL Manager Bolton210 6635  mnk
Alan Magayne-Roshak Photo Services Mitchell B70 4282 amr3
Chris Marshall Learning Technologies Bolton 552 5476 cm
Sue McKay Visual Design Bolton 510 2408 smckay
Jon Polek Media Equipment Bolton 238 5527 1ip
Joey Russell Printing Admin. Support Kenilworth2 5870 jr
Vickie Schuh Technical Solutions North 190 4043 vic
Tony Shulist Desktop Support Bolton 214 4001 tony
Tricia Smith Client Skills Development  Bolton 229E 5140 tricia
Tom Tomter TV Engineering Cun B175 5471 tomter
Marge Waala Applications Development North 163 3707 mwaala

19A
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STS Personnel
Name Functional Area Location Extension _ Log-in
Regina Bard Peer Training Bolton 229F 2423 regina
Lou Ann Bohn Public Relations Bolton 229F 2423 Ibohn
Jakob Eisen Web Maintenance Bolton 5 myonu
Petra Esterle Shortcourse Bolton 229F 5395 petra
Tara Hoagland Data Center EMS EB65 1122 tara7285
Manjula Dammanna Classroom Support Bolton 238 2382 dammanna
Lorie Kieffer Human Resources Bolton 210 4681 Ikieffer
Dan Poulsen Desktop | Bolton 241 6487 bpoulsen
Aamir Qazi Help Desk' . Bolton 225 2842 qazi
Noah Rosenberg CCL Supervisor Bolton227 3782 integral
Patricia Singer STS Manager Bolton 229F 2423 patricia
Campus Computer Lab Supervisors Bolton 227 3782
Petra Esterle Bolton Lab 6151 petra
Zach Karpinski EMS Lab 2239 zachkarp
Wade Janecek Library 1 Lab 2266 wadej
Matt Carroll Library 2 Lab 6418 mmc2
Regan Kwiatkowski ~ Mitchell Lab 4957  cheshire
Harp Dulai SBA Lab 2510 harp
Jason Vandyke Sandburg LLC 5343
Nina Rosenberg Union Lab 6025 ndr
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Appendix B

Organization Chart
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Appendix C
I&MT Campus Computer User Policy and

Guidelines

Information and Media Technologies (I&MT) maintains the academic computing labs at UWM for the
purpose of supporting the educational, research, and service missions of the university. Users are invited to
use the resources for incidental personal use, while bearing in mind that we endeavor to maximize the
available resources for their primary purpose within financial constraints and legal commitments of our
governing bodies.

The following statements are intended to contribute to an amicable and ethical working environment for
staff and users alike. People who exhibit poor judgment may have their access to resources suspended or
curtailed.

*  Use of the university campus computer network and resources is a privilege. Only UWM students,
faculty and staff members are authorized to use UWM computers and campus computer labs.

*  Each individual is responsible for keeping the confidentiality of his or her own password and may not
k/j share accounts with others, within or outside of the campus community.

» Individuals are responsible for:
* refraining from harassing other users with threatening e-mail,
*  attempting to steal passwords, and
*  attempting to corrupt files.

* Communications that violate Wisconsin, federal or international laws are unacceptable.

* Individuals are prohibited from exhibiting any behavior that may interfere with the work of other users
or with their ability to make effective use of the network.

= Campus Computer Lab Cbnsultants, as employees of IKMT/STS and the campus, are delegated with
the responsibility and authority to maintain a constructive educational atmosphere in the labs.

®*  When patrons are waiting in a campus computer lab, I&MT/STS will impose a one hour time limit on
the use of a workstation. A consultant may ask a patron to vacate the workstation for someone who is

waiting, or to move to another location. If the patron does not comply, the consultant will immediately
refer the case to a higher authority.

The following guidelines enable the UWM community to get the most out of limited resources.

* Do not keep unnecessary files, carelessly execute intensive programs, or generate excessive printer
output or electronic mail.

: STS Employee Handbook
21 - February 8, 1999
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=  Selected game playing is permitted as an instructional exercise. However, game playing is considered
wasteful if it is dominating resources needed by other users. The system is tuned to restrict game
playing as workload increases.

*  The only software programs allowed are those installed and regulated by I&MT.
*  Asacourtesy to other people using the network, do not transfer large amounts of data between
computing systems during daytime hours. Transfers of large files during the day severely degrade the

performance of the network.

* Do not mail chain letters to other people. If you receive one from off campus, delete it. If it was sent
to you from someone at UWM, forward the message to "help" for administrative action.

* Do not post messages to large numbers of news groups. Do not post chain letters or money-makmg
schemes to any news groups.

* Do not run robot programs for use with chat programs or muds.
* Do not write, talk or send e-mail to people you do not know or have a legitimate reason to contact.
Asking them if they want to chat is not a legitimate reason to contact someone you do not already
know.
/ 3
(\w/’ * Do not attempt to forge mail messages, news postings or otherwise represent yourself as someone else.
The above statements are not meant to be exhaustive. Until an issue is resolved, questionable use should be
considered unacceptable.
Remember: All university records, including electronic files and e-mail, may be subject to disclosure

under the Wisconsin Public Records Law. The network should not be considered a secure network and
should not be relied on for the transmission of confidential or sensitive data.

STS Employee Handbook
22 February 8, 1999
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STS Student Employee Agreement

T have read the STS Student Handbook and I agree to abide by the guidelines and policies set forth therein.

Additionally, I realize that I have a right to build a meaningful record of achievement for recommendations
to future employers and can expect merit raises and regular work performance evaluations over my time as
a student employee with STS.

I'understand that failure to abide by these policies may, depending on the infraction, result in a poor
evaluation and/or immediate termination.

Name (Please Print) Signature
\\/
Date
Supervisor (Please Print) : Signature
Date
& Return this form to STS Human Resources Coordinator, Bolton Hall Room #210.
STS Employee Handbook

23 February 8, 1999
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STUDENT TECHNOLOGY SERVICES has been recognized by the local media for its unique

melding of technology training and resume-building employment opportunities
available to UW-Milwaukee students.

WTMJ-TV CHANNEL 4 of Milwaukee featured STS in its *POSITIVELY MILWALKEE® segment on
March 6, 1999. BiLL TAVLOR, long-time reporter and anchor for WTMIJ-4, spent an
afternoon with STS employees filming them at work and learning why the STS

program is critical for developing Information Technology workers for

Wisconsin’s job market.

R

O

WUWM (FM 89.7), the local National Public Radio affiliate, aired an interview with Joe
Douglas, Director of I&MT, on its *AT TEN” show March 23, 1999. Joe discussed
the uniqueness and the success of the STS organization with DAVE EDWARDS,
General Manager of WUWM. Listeners learned that, upon graduation, STS
employees are uniquely qualified to move-into jobs that will satisfy the

technology needs of Wisconsin’s business community.

Lou Ann Bohn
STS Public Relations Supervisor
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organization up

and running, one of the first orders of
business was instituting a comprehen-
sive training program for STS staff. This ‘
organization within I&MT has the
empowerment of student employees
as its main mission. To better accom-
plish this goal, a three-level training
program was designed. The first series
of courses were held during the
summer.

Employment in STS is automatic
for all I&MT student employees. The
program provides the students with
opportunities to supplement their
educational experience at UWM with

- -Yechnical and managerial training
/hat will be directly transferable when
they graduate. I&MT Director Joe
Douglas is solidly behind the STS
program, and has modeled I&MT's
program after similar successful
initiatives he was involved with at
Washington State University prior to his
coming to UWM.

The first level of STS training, for
persons having little experience,
consists of entry level fechnology
topics and “soft skills” such as cus-
tomer service. The second level of
training, for students with at least one
semester of work at I&MT, covers
intermediate topics. Level three
training covers advanced topics and
focuses on specific job areas, such as
Help Desk, Classroom Support, Desk-
top Support or working in the Campus
Computer Labs (CCLs).

STS is also working on a process
that determines where an employee
should be piaced for training, and
proceed to a higher, and perhaps

i "‘more meaningful, level of training if

ecessary. Patricia Singer, STS Consuit-
ant and Peer Trainer, explained how
this was being done.

“We’re working on some kind of
cerfification so that people can test

. part, everyone
- that I've

~ staff has been

_‘ full time staff

_ teered to

. training classes,

YL ha, %, Student Technology Services:
Yol s 092, Training for the future

out of some levels if they know the
basics,” Singer explained, “and if so,
they can start at the intermediate
level. Right now we're sorting people

- out to see where their skills are and

see what kind of remediation they
may need.”

Involvement of I&MT’s perma-
nent staff has been critical for the
level three training, and Singer
mentioned how their support has
helped make this part of the training

- very successful.

*For the most

worked with
from the
permanent

very helpful,”
said Singer.
*Some of the

have volun-

teach some of
the level three

which is very

helpful because there aren’t many
students that have that much knowl-
edge of particular subjects. | don’t
think anyone in STS has had any bad
experiences in getting help of answers

- from the permanent staff.”

Within the training itself, a variety
of techniques have been utilized, and
evaluation of the training has been
done by facilitators and other staff
members. First and second level
training also included some “soft skills”

training. where the focus was on

inferdcting with a diverse population

~ in avariety of situations. Bob Gleason,

of the Revere Group, conducted

. several workshops for STS staff, and

- instructed participants in leadership

- skills and in how to train others. The

. connections between work and

* personal life were also explored, and

parficipants came away with a better
sense of how one’s work and one's

Student Technology Services (STS) lab supervisors: )
(seated, left to right) Tom Barney, Noah
Rosenberg, (standing, left to right) Petra Esterle,
Jason Pipes and Nina Rosenberg.

91'" The following article originaily appeared in the August, 1998 edition of Info On Tap (pp. 5, 10).

personal life can be balanced
together.

“There was a lot of use of the
‘fishbowl technique’ in the training
classes,” Singer explained, “where a
fishbowl was brought in that was full of
written gquestions and sample prob-
lems. We had everyone work in groups
1o solve these questions. Even if one
person didn’t know the answer, it
could still be a learning experience for
everyone else, with others joining in to
help with the
question.”

Reactions to
the training
program by
participants have
also been positive.
Not only does this
program provide
payment to
students while they
are receiving
training, it helps
them develop the
skills and confi-
dence they will
need to do their
jobs while at I&MT
and when they graduate.

“It’s a great opportunity to be
paid while learning.” Singer stated. |
think that a lot of people have felt
that the fraining has helped them in
their jobs. People may feel pressured
on the job when they don‘t know the
answer to questions that they're
asked. They don‘t want to feel that
way, so the training helps them feel
more comfortable on the job.*

*I've talked to a number of
people who are taking training now
and will start consulting in the fall,”
Singer continued. “They really appre-
ciate the training because they geta
sense of where they should be and
what they should know before they
are expected to be on their own on
the job.” B




" (8 Boprint
==

echzg,  Student Technology Services:

Ny

S AW B

= oSS Y = Affera .

% * 4 *\* é'? summer

spent on
S S intense
training, the

Student Technol-

ogy Services (STS) unit of I&MT focused
on several new projects for the fall.
Two new labs were opened: a general
access Campus Computer Lab (CCL)
in Mitchell 363 and an email only lab
in Bolton 172, the Union CCL was
upgraded, the STS Web page de-
buted, and a new authentication
scheme providing easier access to the
CClLs was instituted. '

STS Public Relations Coordinator
Petra Esterle and Lead CCL Supervisor
Noah Rosenberg recently outlined the
new additions to the campus comput-
- JIng resources. The new Mitchell CCL

_._.has 16 workstations, all Power

Macintosh computers featuring 300-
megaheriz processors. Many of the
computers have video editing capa-
bllities, and future additions call for full
size music editing keyboards as well.
Software specialties at this lab include
Quark Xpress, a high-end page layout
program, and Adobe Premier, a
popular video editing application. The
lab also carries the full complement of
basic software packages that are
available at all CCLs. Although the
primary focus for this new lab is on the
School of the Arts students, it's open
to any student.

The email only facility is in the
Enroliment Services computer lab in
Bolton 172, This lab is available for
students to use to check email during
the times when the registration
process is not active. While Bolton 172
isn‘t the place to camp out to work on
papers or Intemet research, it does
provide several additional worksta-
Yons for a quick check of email or

—LClass listservs in a convenient location.

While these new developments
were taking place, the Union CCL
received a welcomed upgrade. The

%“:\,\T p 22 New lab projects keep STS busy

electrical wiring, left relatively un-
touched since the opening of the
Union addition in 1972, was upgraded
to current standards and should
provide consistent, trouble-free power
for new and existing computer
hardware. '

UWM students are now able to
contact STS directly with problems,
complaints or concerns much more

4 Students work on computers in the newly upgraded CCL in

the UWM Union.

easily now that the STS Web page is
up (see picture, next page). Located

- at www.uwm.edu/IMT/IMTStud.himi, or

accessible as a link from the I&MT
homepage (www.uwm.edu/IMT),
students can find out a specific CCL's
location and schedule of hours, lab
procedures, software availability, or fill

~ out an application for employment

with STS. There’s also an electronic
comment form for registering prob-
lems or complaints students may have
had while using the CClLs.

“Students can submit a com-
ment or question and get a response -
back if they provide a contact
mechanism, such as their email
address,” Esterle related. *Each
individual lab supervisor is in charge of
responding to questions or comments
concerning their area.”

A new authentication scheme
provides easier access to the CCLs

The following arficle originally appeared in the Vol, 1, No. 2 ediition of Info Op Iap (pp. 3, 7).

and eliminates the need for scanning
IDs to gain entrance. Instead, you
enter your valid Alpha login and
password into the individual machine
in each CCL. This authentication
process also provides a mechanism for
having your files “follow you” asyou
move from lab to lab. Rosenberg
explained how this change works.

Part of the authentication
process creates a volume
(folder), "MyfFiles,” where
you store your documents in
progress. MyFiles is a
“*mapped” volume that is
linked to the user. Files in
MyFiles follow you from
computer to computer, from
lab to lab. Rosenberg notes,
“This way, you can save your
files right on the computer
and when you move to
another computer, your files
will move with you. You
don‘t have to carry a disk
around and worry about disk
problems. It seems like about
90% of our problems in the
labs are disk related problems.~

While these hardware and
software additions have occupied a
good deal of attention from the STS
staff, customer service is still a major
concern.

“There’s a common misconcep-
tion about the CCLs by some people
because they may have experienced
poor customer service from some lab
consultants in the past,” explained
Esterle. “This doesn’t seem to be a
problem now, because we have more
staff coverage with each CCL having
a supervisor. Usually the supervisor or
the assistant supervisor is in the Iab at
all times, observing what is going on
and keeping staff doing what they
should be doing. There's more of an
emphasis on customer service since
Joe Douglas came here and started
S18.”

Continued on next page



This increased emphasis on
customer service, combined with
Increased levels of training and the
shiffing of responsibility to the STS
student employees themselves, has
helped make STS into a smoother
functioning work team. Rosenberg
sees this as an important component
in the success of STS,

"By having students run the labs,
we're able to push harder,”
Rosenberg emphasized. “Because
students are working with the budget
and everybody sees it, student
managers are able o work a little
harder and everybody wants to give a

‘little more.” &

The STS homepage.

St

E

nf;i‘_

d



Ropunt
==

JN&MT'’s empowered student

Student empowerment within
1&MT is much more than just another
popular buzzword, and the attention
to student training, growth and
development in I&MT stands as a
model for the entire campus commu-
nity. Renewed focus on student
recruitment, training and placement
has helped make I&MT a preferred
choice for UWM students wishing to -
supplement their knowledge and skill
base, not to mention their income,
while pursuing their studies.

1&MT Director Joe Douglas has
made the empowerment of I&MT’s
student employees a top priority, and
he’s brought along with him a highly
successful model that was very
popular with students at Washington
State University (WSU), where Douglas
served as Director of Communica-
tions. At UWM, the program is open to
all IXMT student employees, and offers
them an opportunity to supplement

“fheir education with technical and
managerial fraining that will be
directly transferable when they
graduate and go out into the
workforce. Douglas took some time
recently to outline the features of the
student empowerment program in
I&MT.

“We're creating the Student
Technical Services,” Douglas ex-
plained, “a new unit within I&MT, with
students as managers, supervisors,
consultants, technicians, artists and
computer and switchboard operators
in it. We want this to be an organiza-
tion with the students in charge
delivering services to other students
through functional areas, such as the
Campus Computer Labs.”

“We want to hire students in at
the lower levels and provide addi-
tional training while they‘re goingto .
school,” Douglas continued, *We
want to develop them as profession-
als, so that by the time they’re done
with their academic career, they've

orked their way up to one of the

~ supervisor positions, and they’ll have

the technical knowledge, practical
experience, supervisor skills and

planning skills needed in today’s
workplace.”

The program in I&MT is similar to
what Douglas had built at Washington
State University. Within I&MT, several
permanent staff have been assigned
to work as mentors to the student
employees in their areas. Margaret
Kennedy, Tricia Smith, Tricia
Zuberbuehler, Norb Bybee, Dean
Holschbach and Dan Chew will be
working closely with student employ-
ees in their areas to help the students -
develop and understand what it
means to provide services to othe
people. :

“This group of over 120 student

‘employees basically sells a group of
- services to the other 22,000 students at

UWM,” Douglas added. “They don‘t
know how to do that when they walk
in, so we have to train them, and we
have to set them up with things that
will help them be successful. The CCLs
are one area, the Help Desk, Desktop
Support, Computer and Switchboard
Operations, and Classroom Support
are other areas. We’re also talking
about training a group of students to
go out to departments to do desktop

’ support on site.”

The purpose of the student
empowerment program is to give

student employees the instruction that
. they need. and then also give them

the responsibility and authority to
make decisions and provide customer
services. Other features of the pro-
gram include the ability to change
their work area each year as opporiu-
nities become available through
attrition and graduation. By providing
I&MT with a frained, committed
workforce, the students gain valuable
real life work experience, and 1&MT
gains from lowered personnel costs
and a dedicated group of student
employees. The program is open to
students from any discipline or major
program, and Director Douglas
emphasized the wide varlety of
students involved.

"It doesn’t matter what thelr
discipline is; we get art students, music

The following article originally appeared in fhe Spring, 1998 ediition of Info on Jap (pp. 1, 4).

students, education students, archi-
tecture students and so on,” Douglas
said. “The key Is that the person has
some basic interpersonal skills, that
they can relate to other people well
and that they have some kind of an

Three current student Lab Supervisors
pose for a photo in I&MT’s new Bolton
Hall Resource Center Lab, Pictured
(left fo right) are: Ea Hagopian, Asst.
Supervisor of Help Desk; Pefra Esterle,
Supervisor of Bolton Resource Center
Lab; and Noah Rosenberg, Supervisor
of the Library Campus Computer Lab.

interest in technology, whatever that
may be. There’'s almost no discipline
today that doesn‘t require some
knowledge of technology.*”

Besides Invaluable training in
managerial and technological skills,
students that have been through the
program Douglas instituted as WSU
also did rather well when looking for
jobs after graduation.

“The folks who went through the
program, compared to their class-
mates, got hired first, and they got on
average, $5,000 more in starting
salaries,” Douglas related.

“The program was much older qt
WSU and had a lot more experience

Continued on next page



behind it,” continued Douglas. “We
had people there who would regularly
recruit their friends and family mem-
bers for the next generation of student
employees.

"We need to show the students
that there is some sort of long-term
gain from this program,” Douglas
stated. “They have o see that there is
some pay-off to stay in the program
for a while, and they do, at least in my
experience. Students are smart and
they understand that there Is a huge
benefit in being involved in something
like this.”

The obvious side benefit is the
students involved stay in school longer
and make much better employee
prospects upon graduation. The
students, the ultimate employers, and
UWM, all benefit from the program. B
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Technology

Services (STS)

area continues to
provide quality service to the UWM
community and the necessary training
to their staff, they have now turned
some of their focus toward evaluating
the performance of their staff.
Beginning this semester, ali STS em-
ployees will participate in a new
performance evaluation process
designed by STS Human Resource
Supervisor Lorie Kieffer.

According fo Kieffer, the perfor-
mance evaluation process that she
designed has three basic objectives.
First, it should provide an opportunity

j;or supervisors and employees to

iscuss work related issues, second, it
should mirror “real world” perfor-
mance eévaluation processes, and
third, it should give the employee a
chance to express their career
objectives. Kieffer feels that the new
process will meet all of these objec-
tives.

Kieffer came to UWM this past
fall to begin her Masters degree in the
Human Resources and Labor Relations
program, in addition fo serving as the

STS Human Resource manager. Kieffer

feels that her academic interests will
complement her work with STS, and
the STS experience will provide her
with some marketable experience as
well. The design and implementation
of the new STS performance evalua-
tion process also ties in with her
academic interests and will provide
STS with a valuable tool for assessing
the best use of personnel as STS
continues to grow and evolve.
“The performance evaluation
j‘)rocess was redesigned this semester
when | put the current form into use,”
Kieffer explained. *| reviewed what
was used in the past, and | didn‘t
think that it was serving the purpose of

Sl D TemT <0 L mm>er
i STS implements new staff evalutation process

bringing STS student leads and their
employees together to communicate.
The objective of a really strong
performance evaluation is to get your
supervisors and employees together -
and talking so that they’re both
sharing what is happening in the work
environment. We want them both
communicating and helping to
develop the employee to move up
within our STS
organization.
We want STS
to be viewed
as a career,
where there
are promo-
tional oppor-
tunities and
ways to
enhance your
resume and
become a
more.produc-
tive employee
to someone
who might hire you after graduation.”

The performance evaluation
seeks fo evaluate each STS employee
in seven critical performance factors:
dependability, teamwork, customer
satisfaction, initiative, flexibility,
interpersonal skills, and technicatl
competence and job knowledge.

Dependability is assessed with
regard to meeting commitments and
assigned tasks, teamwork is looked at
as it relates to the employee’s ability
to establish and maintain cooperative
and productive work relationships with
other employees, and customer
satisfaction is measured in terms of
how an empioyee responds actively
and sensitively fo the needs of internal
and external customers.

Additionally, an employee’s
initiative is examined for the ability to
originate new ideas or methods to
improve the job; flexibility is looked at
for the ability to respond to changes
in procedure, technology or assign-

Lorie Kieffer, STS Human
Resources Supervisor

ment; and the employee’s interper-
sonal skills are assessed for the ability
to show understanding, support and
courtesy in interactions with co-
workers and customers. Finally, each
STS employee’s technical compe-
tence and job knowledge is also
evaluated to ensure that they under-
stand their work environment, their job
requirements and the customers
needs. SIS management staff have
an additional criteria that measures
their management skills and how
closely those skills reflect STS goals
and objectives.

“This performance evaluation
process that | designed mandates
that each supervisor meets with every
employee that they supervise,” said
Kieffer, “so they have an information
sharing session where they discuss the
employee’s career, work perfor-
mance, any type of training issues
and any attendance issues. They also
discuss the employee’s career
development, both in terms of where
does the supervisor see this person
going and what does the employee
have in mind regarding where they
may want to go. I've designed the
evaluation form to target what | think
are critical key areas.”

Kieffer recognized the diversity
present in STS, in both staff and types
of work areas, and took that into
account when designing the evalua-
tion process. She designed a form
that everyone in STS could use, and
provided an opportunity in the
performance evaluation for supervi-
sors fo customize it for particular
situations.

By providing qualifying state-
ments with each performance

- category, Kieffer feels that any

potentially subjective areas can be
better explained to both supervisors-
and employees. These statements
provide the supervisors with either g

Confinued on next page



simple sentence or an example of
how each category should be used.

“I tried to structure the evalua-
tion like a real world performance
evaluation,” Kieffer summarized. "I
actually looked at a UWM perfor-
mance evaluation model and tried to
incorporate as much as | could. We
really want to give STS employees a
real world experience when they are
working here and these are the types
of things that they’re going to en-
counter in full-time jobs.”

*I’'m looking forward to a lot of
feedback on this process,” added
Kieffer. “I've spoken to a few of the
STS supervisors and asked them what
they thought of it. So far, I've gotten a
lot of positive feedback. Everyone
seems to really like it.”

For more information on the STS
Performance Evaluation Procedure
please contact Lorie Kieffer at
Ikieffer@uwm.edu or call 229-4681.
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- Small-business owners
take their search
to college campuses

This fall, Paresh Shah and Bob
Gemmell, along ‘with a small
army of corporate recruiters,
will be invading college cam-
puses across the United States
searching for rising stars to add
to their payrolls.

Shah is vice president of busi-
ness development ‘at Paresh
Shah,: Aether Technologies 'In-
ternational, LLC, an - Owings,
Md.-based .wireléss. - software
and application company. Gem-
mell ‘is president - of Digital
Wireless Corp., a manufacturer
of wireless. -data-- products . in
Norcross, Va.. RRES
_.What better place to find bril-
liar’ “ninds... than - at-.: colleges,
mak,,_of which are- laboratories
for tomorrow’s hot. technolo-
gies?. With colleges turning out
talent anxious to land jobs with
state-of-the-art companies, - re-
cruiters like Shah and Gemmell
are eager to-get their hands on
the best of the best. While it’s a
seller’s market, both recruiters
say that finding that special per-
son takes some digging. .

Because both companies are

small and ‘growing rapidly, their -

staffs are tiny and the members

are handpicked. Not ‘only must -

new hires be technical wizards,
they must also fit into the com.
pany’s fast-paced culture.

- Shah and Gemmell are repre-
sentative of recruiters from
ledgling companies, ically
i\os%h wngth less ?han 100 teyrllzploy-

Tech recruiters looking

ees, who are :
searching for
highly mofi-
vated candi-
dates driven
more by tech-
nological cu-
riosity than a
fat paycheck.
Shah won’t
talk to any
potential soft-
ware devel-
oper -

Tech .

s
not ‘ o

‘skilled in C++, :Windows NT

and object-orie‘nted:.:_desig.ri.

-More specifically,. ‘Shah -says
- he’s looking for a.“specific type

of mind and attitude. anxious to

-explore new technologies.” - ...

“We're looking:- for. peopié
with a Jmacroperspective who

.can understand the implications

of new technolog: ;7 he-explains.
In short, the?iggeal-»cazgidate
must have what Shah ‘describes
as a “vast capacity to learn.”- .-.
“The wireless mdustry - is
changing rapidly,” Shah adds.
“We operate-at the interface of
several industries and what
we’re doing has never Been
done before. We need people

function and " adapt
quickly to amEigt_xo_us envirpn-

"who can

”
ments.

Gemmell is going to be hitting

-technical schools looking for en-

gineering talent, specifically
candidates who can write soft-
ware for “embedded applica-
tions, which are iised in micro=

. processors.

And, they have to be fast
learners who graduated at the
top of their class with 1300 SAT

velopment projects,” he s
you have a
better yet.”
‘Digital Wireless” top gun isn't
about to settle for second-best,
either. “This isn’t ’80s technolo-
8y,” says Gemmell. “This is
complicated, hard . stuff. We
need rocket scientists who can
leap over tall buildings in a sin-
gle bound.” ' .
Like most campus recruiters,
Gemmell ‘and Shah will be

ays. “If
graduate degree,

searching for .candidates who -

come as close to’}'.Pel'fee‘ﬁon ‘as’
possible. -..

_the _ability to work" well“in
tednis-and fopin -with tefise, of-

ten” " num|
work roufines.
~ Explains Sha

“Small compa-

niés need self-starters who can -

work unsupervised, uny lerstand .
an_entire i
pieces together.” .
- The- more work experience
you have, the better your
chances of being - considered.
Gemmell says students with co-
op, internship and summer job
experience are immediately at-

tractive. . -
“It’s not worth it to_hire entry--

level le_with no concrete
ork _experience,” says:- Gem-

mell.- -

How to make a great impres-
sion? “Do your homework and
know something about our in-
dustry and company,” says

~Shah” and Gemmell,

‘entire

- matically.

for hbttest\ prospects

“I'm looking for people who
can jump right into complex de-

~Shah: “We dowt eipect studen

to be experts, but we do e
high level of enthusiasm abou
our industry." s
If you meet recruiters’ lik
es

them with what ouw’ve accom
lished rather igan what yor
&ow. Cite a class roject. yoi
spearheaded or an actual - wor,
experience when 50\: K th
lead and elive impressiv.
results, .
ah says the ideal perso,
ress an interest n th
€ usiness equation. “Thi
1S.30e persoii. who is not onlh
technically competent but inter
ested in the sales and marketing

can

: ~end and meeting the customers
Both men-are looking for com- - | - R o
mon attributes, such as_flexibili=" -

‘needs:”

They véfj:ail ove
Gemmell - js startiny

Salaries?
the miap.

"‘engineers out in.the Jow-
mid-$40,000
- " M.A..degree, you' can expect ;
* figure:closer.ta $50,000, =@

. range. - With. :ay

- Gemmell advises recent grad:
anxious to land good jobs tc

*bone up on their writing skills.

s

I am stunned at the atrocious
writing: skills of recent grads,”
he says. He’s talking about re.
sumes and cover letters gorgec
with poor sentence structure
sloppy phrasing and. redundan-
cies. “All it takes is a little disci:
pline and time to write gram-
correct anc¢
structurally sound sentences, ”

Bob Weinstein is a nationall
syndicated columnist who w, es
about careers in the technology field,
Send ideas or questions to fob
Weinstein, InfoTrack Inc., 853
Broadwa*, Suite 1922, New York, Ny
1 , or via e-mail to
bobbychait@aol.com.
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Ta give readers » head am
gn making the most of these «
purlunities, Careers conducted a
wéfw& of muembers of Wiscusr-
sin's Human Besoarces Man-
sgement Ansicubi.

Wiile wed ¢ wowendific same
phing, the yuestionnajre asked
:?m peugde who do the hiring at
farge ared small companies 3
# x;mbm of questions.

For the purpose of analyzing
the resulls, a Gem employing
tewwr than 300 people was con-
wideredd 5 small company, while

+ large commpany employed 5000

or more. FHUman mwemares exed-
wipves brums 44 Wiscaniin come
pranips respended to the survey.
The suestionpasty sshed them
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wven vrlend of skills that ov
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tisted technical skalls as wecond
in bmportance, bllowed by ex-
p«zencr and enthusiasm,

These differences shouldnt
CHME 45 ¢ great surprise to thase
tagutiar with the needs of small
businesses, according to Kur
Thomas, & huswan resources
consultant with the Mibwauker
firm P L. Murphy & Associstes.

"You have to remember tHat
oo soalt firm, 2 pood Bt bee
comes. important. People are
wirking logether very closgl
aid yms have to have mp{

can get along. In this map-
ket, if someone doesnt ke the
pesple he's wmkmg with, he's
going to leave.”

In addition, while a variety of
experieace is 2 good thing to

“bring to a small company, w?

ingness o learn and _gn
eaually zmy@mm said m;m

“You talk to people who have
advanced to the apper levels in
a smaller Bem, and often you
find that they started put with
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v are vonally very good at
iy and s wpmmg, e
tastic workers,

Op the § }zg‘ ;;;w?; the techoo-

b
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- awndliarity with oM

ware and software, acn
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andd, a5 3 resull, peed
peaple who can work w
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software and have 2
need ki help desk ads
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shogting experts and ol
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Finding an attractive
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Employers
rate skills
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ran it through the spell-check-
er,’ as if that’s some sort of per-
fect solution.

“Technology can be a help,
but it's not meant to replace
common sense.”

According to Swanson, com-
mon sense involves carefully re-
vmmﬁ' ing any dacument that goes
out with your name on it.

Having anolhe:“renon luok
over the resume and cover letter
was another of his recommen-
dations. '

Other critical problems cited
in regard to resumes and cover
letters: a lack of detailed infor-
mation about dubies in i-
ously held pasitions; sen 3
canned cover letter that doesa’t
provide specific information
about intetest in a given posi-
tior; and missing information
{saps in employment histary,
not listing a year of graduation if
college is menti efc.}

Once a resurne carnt a candi-
date an interview, it's im nt
to be prepared, according to
survey .

When asked to provide tips
tor a succesaful interview, many
respondents said they were dis-
appointed in huw few interview-
ecs were familiar with their firm
and the industry in which it
cumpetes.

“I' highly recommend re-
searching the company ahead of
time,” said Susan Muentet, as-
sistant human relations manag-
er o Power-Mation in Wauke-
sha. “Candidates should be able
to discuss how their experience
and qualifications would make
them a good fit for the job.

"1t doesn’t make any sense to
0 ointo an interview without
iavmg a good idva of what will
be expected of you.*

Other interview tips listed by
thone making hiring dJecisions
nclude dressing  appropriately
for the position sought (a hu-
man resoyrces manager al a
nanufacturing firm said that
while a suit and tie is appropri-
ate tor a white-coliar position, it
could send the signal that a can-
didate for a shop flour pusition
dovsn’t want to gt dirty or work
hard};, ask questions about the
firm that show you've done your
research; and provide specific
examples of accomplishments in
previous positions,

Neat week, How do hising mansgers
ol Wisconun companies gefire
“communication skiffs " why are they
L Soimpertant and ahy are they

krcking i Mt job comhigates?

Stalistics  can  be daunting
when taken as gospel. Women
in the work force, and especially
in information technology, hav;
their problems — especially i
they hope to scale thg corporat
ladder. o

A to Computerworld,
women make up nearly 40% of
the IT work force, yet female
chief information executives
f nt less than 5% of the to-

i natinnwide.

accuracy of these stals, nor does
she question the existency of a
y&t‘eﬂi . [T

prﬁl{ Sh:ng\reﬂ's top IT
job, oversgeing fompany’s
worldwide m!omhm"gh 2 ‘l'_ systtn;t
proving the glass ceiling can
hattered.

. But while more women today
afe jolning IT ranks than in the
past, relatively few are at the
top. What are they déing wrong
and, ragst importintly, what can
they do to change the situation?
- Mary Mattis, vice psesident,
research and advi services,
at Catalysy, a non- -
ahqna%lyed’zmd to the am-
ment of women, observes that
more womes are pursuing IT,
yel many are reluctant to com-
pete for management jobs be-
cause the pace and demands are
unending.

Building a serious IT career

translates
into a3 life
with little

Tech

Careers
oz

¢rfol net-
works that
run  many

es. ;
‘ ‘%s not the whole story,
Jose, Calif, doesn't dispute the

Anderson asserts. *Women are

I¥'s nq secret that the pace in
IT companics can be grueling,
But success for women means

they must get used o not alwavs
being ¢ xcurding to

N , are consensus-
bui ben it comes fo E\)b-
lem-solving.* she explains.
“That's wonderful if you have

time, but ofien you doa't have
?l::b:ge o make decisions.

ibility to size up a problem

solve it quickdy is & critical
skilt that is essential in IT -
nizations. You must get us:?:n
the idea that you won't always
know everything you need o
know to make

a dedision. Often,

you must take chances. That's
tough for many women because
it means pot being right all the
time.”

Anderson’s advice: Rather
than obsessing over being right
all the time, *work toward hav-
ing a sacvess purcentage in-
stead. The ability to make in-
stant  decisions is a critical
success factor.”

A trap many women falf into
is trying to be something other
people want them to be. *This is
€3 true for young wom-
en" sayy Anderson. Ity rools,
she says; are in archaic eultural
expeetations that once furced
women 9 conform to societal
and ures.

Long ag Andcmmu‘dﬁmov-
ered mnportance i
herself. 5

"You have to be who you are,”
she says. “Don’t lef someone
else tell you who you should be.
Unfortunately, girls get a ot
Mmore messages about ‘should
than boys do. Resisting it ¢an be

do you deal with that in-
visible ceiling? Naturally,
good i hard work
and ﬁsﬂm« ase still impor-
tant. But those traits alone arz?:'t
§oing to win you a corner office.
More importand is having an
open p?tl?.‘d regarding your ca-
reer
Anderson never viewed her
path as 2 straight line. It looks
more like a z taking her
into many unplanned lateral

In IT world, glass ceiling more of an obstag

noves. "Some

ceve a ceibin -l;::)&:
in fact, it's only an abs
says. And obstacles ca,
come.

“When I couldn’t B
wanted to gu, | went s
else,” she adds.

Anderson’s big jese
more important to t
tivrally correct rather |

; career course,”
“The idea is to reach ¥
Don‘t be afrid 1o take
routes. The idea is to oy
challenge yourself aq
m-

ble ceiling? “Ask

really a barrier or just

acle that can be pvercon
advises.

That's not to say that
tough reaching the top.
son is not minimizing th.

, hidden land mines .

itical battles along the w
if you're up for bat
don’t allow yourself (T

;

comfortsble along the w
possible. *Comfort is the
of ambition, ” sh says.

That's the admisss
the big leagues.

sromu& Suite 1922, New Y,
10003; or vig e-maii wo
com.

A good resume screener can
assume 3 lot from vour carver
ath - where you started, how
ng you staved whether you
shiged roles or seltings, how
fast you were promoted and
who has employed you,
She or he ik governed by a
few major princi
1. Address n;';ﬁ(‘m screen-
er's) nevds and priorities, not
your wishes and aspirations. Re-
sumes and cover letters that car-
7y on and vn about your needs
and goals are definitely a turn-
off.

2 Don’t tax my patience o
my credulity,

3. Give me the information |
want — and only the informa-
tion | want —in a sequence that
lets me make the most accurate
quick judgment about you.

The thought process that ful-
lows is simifar to this:

W What is the product state-
ment here? What do'vou claim
ts be? (This information i

usually found in the summary
statement or objective.)
® Who trusted you before?
(Mobit will make a better im-
pression than Chardie’s Travel
Ag.ency).
How long did they trust
you? (If is three vears or more,
you must have some abilities. [f
s 20 years without a promo-
tion, there must be a problem.)
B What were vou trusted
with? What were ‘the stakes?
This is usually reflected in your

positipn title,

B What were responsi-
bilities? (This is the place for an
objective job description 1o

show the nature and scope of
yaur accountabilities — no brag-

ging.)

i‘; Who trusted you before the
lagt job? How long? What were
the stakes, res;mnsibilities, ac-
complishments? (If there are

AR

many jobs or 15+ years, collaps
the history.) Why l)s there a fu;::
yvar gap in yout history?

B Where did vou go to
school? Why is the date of your
degrre missing?

What else do you have to
?

The resume is a screeninrg tool
to help employers decide who is
worth meeting in persan. You
will be able to expand on the de-

R
¥ " ’
1

i

While it's nice to travel
the internet, it's also nice
to have a home page.

Www.json

LW A kY

ta—

Put easily read, understood signposts on your career path

tails, amplify strengths
demonstrate your persona)
butes at the interview, Th;
your resume as a suitcase,
steamer truck. Keep it lear
ective, ordetly and logical
The witter, :
president of Wb«n Wm
Professianals 1nc. in Glendale. sh
professional resume writer, car

counselor, out, pecii
and workshopheminae prosent

line.com

i
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Clawms adjustens Mary

#E

Susan Muenter,

“¥iher you have employess dealing

threthy voith Customens, You want

wither, provess and disenunale
saformation drectly to cusion-
veeoad cionts, b thewe pass
Hory, the sbulily o understand
uther peuple and to b under.
stund 18 parameunt.

“ilamy of the positons herg
fepitie employees o answwy
dueshions thet vome i aboy
headth care and dental plans,
saxd Merry Lee Lison, vive pros
tons at Foe

dent of humen

iranguwthon &

mainvahon,

ot

ko ard Tevnsa Johnson talk with toam leader Ann Zarobity
e Benafit Claims of Wistonsin Inc,

sitneune stuck off sa g commer
worhing by hunseld,” said Laurio
Melson, college relations courdi-
nator  for  Wiscomsin Flechiv
Pawer Ca. “Youwre working
clasely with other peaple and
have ta be able to effectively
state your srgueends and clear-
Ty make vour paints.*

That's especially true in firms
that have gone through the
downsizing provess. Employees
i ihese fms wsaslly fing
themsehees Laking on more du-
Hey and must be able 1o compa-
sieate well with a8l personned
ievels of 2 Brm

What constitutes having goed
wommunication skills? Accerd
g o HEMA members, # ine
volvees several things:

& The ability o write cloarly.

“Ws ahwclubely amazing o me
tu think that some pruple can
et trough four or mere yesn
of college amd veritr a5 poorly as
they do” sald Kuet Thomas, 2
Buman  resources vonsult
s the Mibwaukee fom of £,
whates Ine. "They
saba dorever by gt o g poiat o
don't make 5 point af o3

¥

P

s abwiduts b
roatly bt
cemen”

- T
B The sy woy

Laurie Heison,
Wisconsin Electric Power Co.:
“Ws ng forger the dind of world

offin 5 comer working by hirmself *

"Very few people ferd onme
plebely comforable v spesking
before 3 groug, but s some
thing you can practice and im.
prove al” said Shen Stolp, re-
gional human relations sanager
34 & K Services Inc, Midwae
kee. “H you're a college student,
thess are alt sorts of spportum-
1aes 10 praciice this,

TH yow're not in college, you
can sl find 3 group tn join that
will help you practice your e
sentalfon skily * '
8 The ability to listen careful-

“hemetimes  people forget
that vommuaation B a tape
way process” said-Lisen, “They
Sart out intending to get a fnas-

rosg but farget that this
messige conbl b affected Iy
what the uther perses has b
# ;

niwahng N

HRE T

BN OUTE secering fee
sihwe person aed resp
approgriately to 17

B The ability v be
a0 pet others of wase, |

“When ven have s
deating directhy with cusiy
vou wanl smeens whe's
dent amd wolf-sssured,” 50
san Muenler, asistant h
RO S pudnager at P
Mation, Waukesha, “Flw
thing vou waed i ap emp
who makes the rustome
nesvous of who tanges 3
tomer i dould Bis or her
petence, :

1 can Hain someone in
things bulb thats mnot op
them i 4 candidale can’y
aceerss a5 confidenmt aned cnee
sbie in an inberview, | ke
hard time thinking | want o
that person.” .

Several hunuan ressurpes
voutives said they don’s by
clieges are doing enougl
weach commusniaton «kills,
they suggested curriculs he
wiswdd b pmphasize thom,

Mont srhouls, icluding
watker Ares Technivat Colt
do uifer formal dasses in i
mu ot shills,

"W consider that an psser
part of our curthadum -
Theresa Barrg, direchur
MATCS Carper Planning ¢
fer. “IVs become such am iy
lasd issue for emplovers that
think we would be dng
students 2 disservice ot o |
hinde )"

Simitarly, MSOE wik
sourses in o techokal wrs
glish compasition angd ol
sommgucalion-oriented o
wols, a5 well 2y making 3 po
of siressing clarity of writing
b reports submitted
wlasws,

by

Ever i 2 class it commmmunic
Hon 151 reguired a5 part o
CUTe surnicalem in 3 pnivers
Pusitiess school, Ws sften s
ble, and advisable, o take s
3y an olechive, Both Mazquet
Universiry and the University
Wisconsin-Mibwaukee, fu o
amgle, offer students this o
tiga, '

| Awtive mewbership in 2 P
fessional o sirvive organizat,
wis slsn suggested by hirig
IBANAgEEs 35 2 vleans of deye
3 i

i,
des

hemg T gy
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In-house training is h {%ﬁé;}i;} g companies attract
and retain people, but it also helps employees
keep up with the information onslaught

BY DONNA FENN

HT THINKE THAT WHERE THERE'S
porate vuiversity, there’s a big com-
with 2n even bigger institutional
bent on molding men and women
company clones. Not so fast, An in-
creasing number of growing busi
Hesses are starting their own “universi-
ties—angoing skillenhuncement pro-
grams that draw on both internal and ex
ternal resources o wain new empluyees
and keep veteran ones currens with a
rapidly changing business environment,
“Training isn’t just a nice thing 1o do any
mare,” says Laurie Bass, vice-president
of research at the American Society for
Training and Development. in Alexan-
dria, Va. “Companies are now thinkang
af waining w a SIrategic imperative,” »

There are at feast two reasons for

GLABS AOT At CoreToch Consubti

rogvam fo 5 as frari o

that: Emplovees are now keealy sware
that waining is essenual o their Future
marketability and are making career
choices based nn opporiunities for
fearning. And CEOs are beginning 1

realize that the ?mrgeonmg amount of

16w mfk.‘;x‘m;;%%osz-««w{'c;mhézzf:d with the
speed with which it bombards the mar-
ketplace—rmakes learning thyough os-
mosis increasingby diffieulr,

Companies with in-heuse universities
report several berrefirs, ém‘}m}éngw»-

improved recruitment, Edward Beay
mont, CEG of CoreTech Cusisui!.ing
Group Ing, in King of Priss

4, Pa, says
that his {c(‘}z;'wie::g}-'{q}z}s{xf{'mg comgany

USes raining us a key recruitment fure.

We needad 2 robust waning and educa-

1S an ie-house Bradning

WANAGING PEQPLE

savs, Ky
AsveTech U
versity, “whicli offers short taining ses.
he
nical and i!;iw*r;xcz‘ssonxi skifls, such ay
Guality management and cam E.:exikimg
The program, swhich draws upon eny plow
L nSrucions as well ag professors oy
Peansbania Suue Vniversity and Drexel
University, is now pot se much a differen.
fator for the COMPAny as it is a requir
men, says Beaumont, “We're finding that
compensation s less of an ssue for om.
ployees and 1thay growth and career devel
Opment are maore IMPOrant,” he savs,
“Most consulting firms have senething
like this in place.” :

sions 10 help ceaplovees hone hoth 1o

increased revenues. pop, Kirkpatrick,
CoreTech’s chief prople officer {yeq,
that's his real aded, estmates that the
cOmpany speods apprm.\;imgss{ff'}z 4,500

per emplovee each YEAr on training bug

says that it's ubtimatedy money well spen,
Employees can use CoreTech's training
w0 become officially certified as. say

project manager or g Microsoft {
Systems Engineer. £ ery employee is re-
quired 1o anend, primuarily on company
e, sechnical and “sofy skilis” Ualning
courses that are lnked to the ConpEY'y

A
overall mission. For nstance, a course in
project management is fied directly w
the company’s quality goals

I CoreTech University sounds jike
an exiravagance, consider this: the Qo
pany used the curriculum o Creaty
CoreTech Institute, » separate forprof
wEnIng organization that offers courses
o the general ;‘;zsbiéc~-«-par£_i<ti;mr;zs are
mostly chief wnformation officers and
éz“zfmm;m'awtf?{f?ni:f;iog}‘ managers. It hag
generated $325 000 in revenes so f

{ar
and will break evey by the end of rhis

yearn says Kirkpatrick.

ggduceat turnover Douglas Paliey
sures the success of his I
Yersty through the s
trnover at Unitel, his colbcon T connpn-
ny in ;“xici,ﬂ;u‘sﬂ Va. Since he swred D
! U{}%%’{i’{'ﬁi{y WWer years g

NYE e

thcant drop in

average
monthly turnover has
2% 1o 6

Csiaffed mrieag

sppedd from
:

& dramatic

st

14
H
Ve




o Hnprove v

give peopl ks
As part of Unitel U, entryleved

ces can take such courses as {Zi}{}’};'}ki{&‘?

EE oy

training and customer service through o

variety %tf seifdirecied study programs or
at a local university. Falley speng
$150,000 on the program the first year,
and based on the decrease i turnover,
he believes that Unitel Ul & ™ery dose
to the breskeven point.”

Betier employes advancement. Afier

80 days at Unirel, newcomers are chigible
1o become “freshunen” at the university
and can take several more hours of
classes beyond their iniual orientation
courses, H they pass, they receive a raise
of up to 8% of their pay. Then every 890
ﬁm}"‘}, employees can take more in-depth
courses in telephone sales. customer see
vice, and computer skills. When they suc-
cessfully complete each level {sopho-
more, et }, they earn another raise of up
to 8%. Criteria for passing are rigorous,
says Palley, and "If they're late twice in a
90-day period, they have 1o start that Jeved

over aguin. The mwmiz it mandaio-

ry, but emplovees %mzm thal irainis

ihe quickest path o increased pay and re-
sponisibifity, “IUs been an outanding re-
cruiling wol,” says Palley. Amanda Beust
confirms that. "When [ ook the job, |
thought the university would help me
move up more quickly than at another
company,” she says, And i has. Brus,
who finished her “sophomore” level at
the university last August, ssarted at Uni
el in May i%?{}/ as a wlephonesakes rep-
resertative and within eight months was
promoted © wwam leader,

A wider talent pool, Jane Callanan,

vice-president of human resources at

+Cube, 3 Cambridge, Mass,, infc}rmzvioa-
wechnology ~0n@zz§€;zsga¢?z%<es compan
credits her company's internal um&emtv
with easing the hcav}, burden of recruie
mg 155 people in the past two years.
“The hiring landscape wids pitiful,” she re-
calis. "We wanted to tap inw college re-
cruiting, fo hire people who were very
bright but didn’t have several years of
work experience.” A fiveweek, $10-5 pro-

Al

mianagers, all

BB, ¢
by senior
Y 10

kers with hrle ¢
wnd then give them the inical waining
they needed (o serve clienss.

hire wor Borience

It really
says

apened ?%w fabwor market for us”
Callanan, “We can hire a mhys
with a 4. 8 but with no compurer
training. After five weeks, they're ready
for a g;m;e{{ You can't do Qzai miimm 4
zood educational program,’

When i-Cube employees complete
FAltitude, they can then choose from
more than 80 addigonal courses to help
them devel ap professionyd and manageri-
al skills 1o move up the -Cube ladder
The cost more than $50,000 annually,

which also indudes courses at (jutwaui
Bound and the Browne Center, two out
side f-xg}eriem%a dearning programs.
Cailanan can’t quantify the benefits of
such generous spending but insists that
"people are our product. and we'd be
Cragy not o comtinue 1o invest in them. ™ u

Donna Fenn {incfenn@aol, OB 85 4 cone

tributing editor ot Inc.

Selppantingann 0 e




Student Technology Services

This list of competencies comprises the current curriculum for Student
Technology Services (STS) employees. The curriculum consists of workshops
and classes that will be made available at various times throughout the calendar
year. This is an accelerated, self-paced, seamless curriculum that offers
technology skills, as well as interpersonal skills, which will be beneficial to you as
you begin to move through the STS job levels and as you begin preparing for
employment upon graduation from UWM. Even though this curriculum is self-
paced, it is a condition of employment that you complete a minimum of three
training sessions a semester and that you attend your respective orientation
class. Each level of training represents some required and some elective
coursework. Additional, specific training may be needed to effectively meet the
job requirements of whatever position within the STS organization to which you
are assigned. -

Orientation — One Day

New Employees:

Morning — taught by Level 2, 3, & 4 STS Employees

Understanding of STS handbook (15-20 question quiz given upon
completion)

Overview of I&MT and STS organizations

Customer Service Training (Work Habits, Phone Skills, Emergency
Procedures)

Internal Procedures (based on STS position you are assigned to)

Afternoon

CPR Skills (Red Cross)

Anger Management 1 (Norris Health Center)
Overview of Basic Software (I&MT personnel)

Returning Employees:
Morning
Conduct training for Level 1 Orientation

Afternoon

Listening Skills (Norris Health Center)

Working With Difficult People (Norris Health Center)
Anger Management 2 (Norris Health Center)
Diversity Training (Charmaine Clowney)



Level 1

(Plus specific technical skills for Level 1 student workers

according to area)

Fall Semester

Email — Pine and other common mail programs*

Netscape and/or other browsers*

Microsoft Office97 — Basic Skills (Word, Access, PowerPoint, Excel)*
Basic Unix*

Basic Web Page Development*

Basic Portfolio Development

Spring Semester

Windows95 and/or Windows98, Windows 3.1 and Mac familiarity*
Microsoft Office97 — Basic Skills (Word, Access, PowerPoint, Excel)*
Virus Protection for Your Computer

Basic Resume Writing

Basic Technical Writing

Summer Semester
(Repeats of selected Fall and Spring workshops)

* Can be quizzed dut of via demonstrating proficiency

Level 2

(Plus specific technical skills for Level 2 student workers

according to area)

Fall Semester

Office97 — Intermediate Skills (Word, Access, PowerPoint, Excel) *
Troubleshooting your PC or Mac

Basic Networking

Web Page Development — Elective

Portfolio Development — Elective

Spring Semester

Office97 — Intermediate Skills (Word, Access, PowerPoint, Excel) *
Team Building

Project Management

Resume Writing — Elective

Technical Writing — Elective

Summer Semester

(Repeats of selected Fall and Spring workshops)



