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Student Support Staff Meeting

7-22-15

“As you navigate through the rest of your life, be open to collaboration. Other people and other people's ideas are often better than your own.”
~Amy Poehler
Attendees: Erika, Michelle Heltmann, Jen Hemker, Trisha Haakonstad, Wendy Olinger, John Bird, Clark PM, Mary H, Heather Neikirk, Danny
· Welcome & Introduction 

· Facilitator: Jennifer Hemker, Bellevue College
· Topic: Student Services “Show and Tell” 
30 min
· Show and tell about student services documents you have created for the grant that you are especially proud of or documents you have created for grant transition purposes.
Jennifer Hemker: My document that I am sharing
1. Healthcare Data Analyst Certificate Educational Planning Worksheet
Esther Daniels and I created this worksheet mainly kept track for student progress throughout the certificate program. There are 7 courses and we had continues enrollment, so that means every single quarter students can start and this document really helps us keep track of what courses students have completed and which ones they still have outstanding. It gets kind of chaotic with so new students joining every quarter. Some students don’t necessarily pass a course and might have to repeat one. Once we fill this out with the students we scan it in and keep it electronically for our records and put a copy into their file. We refer to it each quarter so we can keep track of each student, where they are at.
Mary Hubler: My document that I am sharing
2. Successful Job Search Workshop – Researching and Preparing for the Interview
We teach a series of 5 classes, one is how do you your research, job market, go over barriers, what sites to look at for jobs, and showing them LinkedIn.
3. Objective of This Workshop

· Find Contacts who can help you make connections at the company
· Use LinkedIn for connections and job search

· Conduct detailed and effective research

· Organize your research for effective use

· Dealing with task related skill deficiencies

· Find Contacts who can help you make connections at the company
4. LinkedIn Connections
· Use LinkedIn to find people 

· Contact mutual connections to ask for an introduction
· Connect to an existing employee so you can seek an internal reference or referral

· Additional Search more about a company’s culture

5. Why LinkedIn?
· It’s where companies hang out

· Because they are already looking you up

· The need to network

· Provide a positive information about yourself

· To generate job leads

· To filter Information about jobs and /or companies

6. Best LinkedIn Job Title
· Job Title that matches your goal

· Resist Using Non-work Activity as a Placeholder

· Remember to Update Your Headline

· Keep “From” and “To” Dates Simple

· Not Your Goals, Not Your Unemployment
7. LinkedIn Basics for Job Search
· Your profile needs to sell You and Your Value
· You should have at least 100 connections
· Your LinkedIn Groups strategy
· Click on Groups and search for Groups you could belong. (Alumni association, previous employers, industry associations, etc.

· Advanced searching – Search for hiring managers in your area
Michelle Heltmann: My document that I am sharing
Mock Interview Feedback Form
1. Attitude / Appearance / Clear Speech

· Energetic and positive when first meeting the interviewer
· Greets with a firm handshake, smile, eye contact

· Has completed, professional resume

· Is groomed, neatly and appropriately dressed

· Talks clearly, words are not mumbled

2. Body Language

· Sits squarely in chair, has good posture

· Maintains open position and body language

· Establishes good eye contact throughout the interview

· Appears relatively relaxed, avoids fidgeting

3. Professional Responses to Questions

· Communicates job objective to interviewer

· Makes known abilities that are relevant to skills needed for the job 

· Demonstrates interest and enthusiasm for the job

· Answers interviewer’s questions with confidence

· Neutralizes weaknesses or turns them in to positives

· Avoids flat “yes” or  “no” answers, with appropriate length of response

4. Closing the Interview

· Has list of questions ready to ask employer

· Learns when interviewer will contact about the hiring decision

· Thanks interviewer by name for the interview, asks for card, shakes hand.

Other things we go over: after mock interview
· Skills or qualities highlighted 

· Interview strengths

· Areas of growth

· Action plan

Brandy Ferber-Christensen, My document that I am sharing
1. Education and Funding Planning Sheet
· Quarterly
· Summer, Fall, Winter, Spring

· Total Credits

· Classes
· Total Academic Costs
· Tuition / Fees

· Textbooks

· Supplies

· Total Estimated Costs
· Funding Sources
· Notes
Erika, Has a resume review checklist 
· Challenges & Best Practices
15 min

· Share one challenge or best practice with the group.

Jennifer: Conduct a monthly individual student success webinar on a different success topic each month. Mail out reminders about the webinar each month, it has been a challenges to get student to attend.

Mary: Students taking RHIT exam are in panic mode because they didn’t seem to know about the test. They have shared on a web page that they have how hard the test it to take. They can only retake the test one time. So try to have them take the test in the time allotted is a challenge. No two people take the same exam. 
Danny: The only challenge I am having is hiring a student navigator.

Pierre: Maintaining copious notes on content history and disposition of prospects that will save you later on when you are having difficulty with recruiting and to get someone to commit to a program.
· Round of Commitments
10 min

· Share one thing you are committed to doing in the next month that you think will have the biggest impact on meeting grant goals.

Jennifer: I am going to be providing colleagues with the tools for a seamless transition as we start winding down with the grant.

Mary: Get with the students that were in there last year get them a better understanding about the RHIT, making sure they are on the same page, make sure they understand what is required of them and when they need to take that exam. So we can prevent what is happening this quarter.

Erika: Following up with students with whether it be student services, LinkedIn profiling, resume reviews, mock interviews. Some of the students will let us know how they did and if they found a job, sometime they don’t always comeback and communicate with us, so it is about getting feedback them. Developing some webinars on career development such as interviewing, job searching, LinkedIn and finalizing those.
· Upcoming Meetings 

· August 26: Topic: “Celebrating Success” – Facilitated by Brandy Ferber-Christensen
