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AGENDA
Student Support Staff Meeting

4-22-15


· Introduction & Welcome 

· Pam Heeke, HeW Consortium
· Facilitator: Michelle Heitmann, Student Navigator/Instructional Support at Whatcom Community College
· Topic: “Effective Presentations” 
10 min
· Overview of Effective Presentation Tips and Ideas: Michelle Heitmann
Michelle: I wanted to facilitate this meeting because in the past I have the opportunity to experiment a little bit more than I have in the past with different presentation styles, not only the content and presentation but activities and strategies. I am hoping that we will have different presentations this year and some feedback on the presentations. I am hoping to hear from all of you.
Tips: What is your goal is for your presentation, similar to everything we do, I think it is vital to know what our goals are, our objectives are for all our activities that we are doing with students. Knowing our purpose and objectives can clarify our outcomes we want to reach, make our strategies more simplified and affective. Make sure you can articulate what your outcomes are. What you want to achieve and what you want your students to achieve. It can help streamline the presentation.

· Students will identify their own learning style and create a list of study strategies

· Students will learn key components of professional behavior and create an action plan to increase their professionalism

· Enticing presentations

Examples

· Interviewing Skills to Land your Perfect Internship

· 3 Easy Steps to Save Time Studying (versus “Study Strategies”)

· #SchoolHacks, How to Ace the Test! (including study strategies, time management information)

Engaging:
· Keeping them visual and attractive
Visual: http://neomam.com/interactive/13reasons/
· Thirteen Reasons: Why your Brain Craves Infographics

· Visual images can help bring the information quicker

· Visual images are more persuasive 

· Visual information is easier to recall

Interactive: examples during presentations

· Questions

· Worksheets

· Handouts

· Next Steps

· Examples of Effective Presentations by Student Support Staff/ Q&A
30 min
· Jennifer Hemker (Bellevue): How to Best Manage Your Time, Test Your Best, Learning Styles and Academic Success.
Show and Tell! Jennifer

Presentation:

· Maximize Your Efficiency by Effectively “Managing Your Time”

· Big on not using too many words

· Lots of visual aids

· Examples of what I am talking about

· Showed personal organizer

· Standard presentation

· Lots of apps for calendaring

· Asked students to ask questions

· Also asked students questions too

· Try not to read everything

· Creative

Presentation:

· Piecemeal: break it up into smaller pieces

· To get you started; Try the “5 Minute Start”

· Minimize presentation

· Neat and Clean

· Ask Questions?

· Examples of what you are speaking about.

Patricia Lange (Clover Park): Professionalism Crash Course- Lesson 1 & 2
Classroom Guidelines: Presentation (page 1)
· Be respectful & Be on time

· It’s all about the points

· Cell phones are to be off in class
· Utilize cell phones only for emergency

· Act appropriate to your professional field

· Classroom conversations should be appropriate for all

· Be Aware and respectful of others when on college grounds

· Start with a quote on reflection, let them talk about the quote

Making Your Connection

· It takes only three to five seconds to make a first impression, but it can take a whole career to undo it. ~Dana May Casperson

· Regarding Resumes/Cover Letters: 10 – 20 seconds is all the time you have to persuade a prospective employer to read further. ~Rockport Institute

· Know yourself so you can… SELL YOURSELF
· Michelle Heitmann (Whatcom): Soft Skills for MA, Resume Content/Format, Interviewing 

Your 60 Second Commercial

· Don’t start rattling of hobbies, personal information, or family details. 

· Do tell the employer how you can improve his/her business

· You can do this by preparing a 60-second commercial of YOU! Be sure to include:

· Your name and employment goal (or job title)

· A short list of your targeted job skills that meet the employer’s requirements (job specific)

· A short list of transferable skills that make you an excellent employee (general attributes)

· A closing explaining why you are exactly what he/she is looking for

· Practice writing you 60-Second Commercial with this outline

· Name & employment goal

· Job skills

· Transferable skills

· Why you’re the one

I have them do a skit, 60 second commercial, getting themselves so comfortable with themselves, I try to make them feel comfortable. 
“Tell Me about Yourself.”

· Putting your 60 second commercial together

· Background

· 60 second commercial example

· Background

· Skills, Strengths, and Accomplishments

· Job Focus and future career plans

Handout

· Write and Present your 60 second commercial

Lesson Two
· Getting information off the Internet is like taking a dink from a fire hydrant.

· This ain’t your parents’ job search!

The Changing World of Job Search

Traditional vs. Modern Day
Traditional Search

· Newspaper/Job board search
· Cold Calling

· Door to door search

· Meet (shake hands with) the management

· Complete an application

· Leave resume & cover letter

· Check back several times

· Get the job because you had drive and tenacity!

Changing World … Continued

Modern Day Search

· Network 
· Search lots of websites & job postings

· Write a stellar resume’ and cover letter 

· Use LinkedIn, YouTube, Twitter, etc. to promote self

· Send resume’  to employers (probably via jobsite) who has 300 resume’s to sort through

· Be called in for an interview (‘cause of stellar resume)

· Knock ‘em dead during your interview

· Be chosen as a candidate for 2nd & 3rd interview

· Hopefully, get the job!

Importance of Networking

· 65% of people find jobs that were advertised
· 35% though friend, relative or other

· 30% contact employer directly

· 14% answered job announcement

· 8% found through job placement office

· 6% through employment agency / search firm

· 5% though state-run employment office 

· 2% other

Handouts
· “The New World of Job Hunting”

Review and discuss

· “Finding a Job: Networking Basics for Beginners”

Review and discuss

Michelle:

I grab a bunch of job announcements and highlighted the top soft skills employers are looking for. I used the software Prezi. Seems to be helpful and very effective. 
Job Descriptions posted Both Technical and Soft Skills
· Technical Skills:

Clinical skills you are trained in course work and lab competencies. Also include telephone, computer, and other office skills.
· Soft Skills:

Personal attributes that enable someone to interact effectively and harmoniously with other people.
· Presentation Resources 
5 min

Michelle: I wanted to show a few presentations programs that are out there. There is some fun new technology out there.

Michelle:

I grab a bunch of job announcements and highlighted the top soft skills employers are looking for. I used the software Prezi. Seems to be helpful and very effective. Really easy to use and able to keep people engaged. Free if you share everything public. I will be sending out my resource ads / handouts / on-line presentations. List of places you can go for free for images and also some tools you can use for presentations.
Job Descriptions posted Both Technical and Soft Skills
· Technical Skills:

Clinical skills you are trained in course work and lab competencies. Also include telephone, computer, and other office skills.

· Soft Skills:

Personal attributes that enable someone to interact effectively and harmoniously with other people.
· Challenges & Best Practices 
10 min
· Please bring one challenge or best practice to share with the group.
Jennifer: One best practice that I offer to my students is that I offer them a copy of my PowerPoint presentation, I will email it to them. I use a quote, I use questions, and highlight what we are going to talk about. I also list web sites. I also give out handouts. Visual aids and graphics.
· Plan for Upcoming Meetings 
5 min
· May 27: Need Topic & Facilitator – Brandi and Michelle (May have to change date)
· June 24: Need Topic & Facilitator – Pat Instructor By-In (maybe)
· July 22: Need Topic & Facilitator
· August 26: Need Topic & Facilitator
“What you do speaks so loud that I cannot hear what you say.”   ~Ralph Waldo Emerson








