
Austin Peay State University Student Employment 
Congratulations on starting your new student employment job on campus! 

Do you remember your first day at big school? Well in many ways you’re back there again. Even if you have 
worked with this department before, often, changes to processes will be made and you will have to learn new 
processes. By the end of week two, with piles of work landing on you apparently at random, from people who 
seem demanding and to expect you to just know what to do with it all, and the phone going all the time, you 
might feel yourself drowning as you wonder how you are ever going to handle all this, your class load, and still 
have time for social engagement with friends and campus organizations. 

Opportunities of student employment are considered high impact practices which help you develop skills and 
qualifications you will need to land a job after graduation. They say you never get a second chance to make a 
first impression (actually if you think about it that’s complete rubbish, you just have to make it on someone 
else, somewhere else), so this short guide is focused on making those crucial first impressions in those critical 
first few weeks at work. Think of it as a crash course on a few essentials intended to ensure you get off on the 
right foot in your first month or so.  

Key Behaviors – the Dos  
There are a limited number of things you probably need to concentrate on in your first month or so as 
summarized below: 

1. Be there and be there on time – one of the simplest steps you can take, but one which is entirely
within your control and which is very visible and gets noticed, is to be punctual. Downstream in your
career you may need to deal with the cultural problems of presenteeism but don’t worry about this now.

Ø At this stage of your career you want to be building social capital and this is one of the
quickest first steps to doing so.

Ø First impressions are hard to change, be willing to take initiative and get to know the team.

2. Dress appropriately – this could reasonably fit as part of giving a good impression but it’s important
that you and your appearance fit in with the organization’s culture and values. All departments will have
certain dress code policies (some relaxed and casual, some more professional that require business
casual) and certain standards of professional dress code.

Ø Ask about and Learn the expectations of the dress policy for the department or office.
Ø Of course, dress can also vary depending on the role people have to fulfil or if the

department or office has specific events that require different dress than a typical day.
Again, ask in advance to see if there is an expectation of a different dress code for those
days.



3. Listen and take notes – quite simply write everything down. Your work is going to be overwhelming to
start with and people will be telling you lots of different things, which you’ll be expected to remember.

Ø If you don’t write it down, you won’t remember. There’ll just be too much to absorb too
quickly.

Ø So, write it down!
Ø Get yourself a notebook and carry it with you everywhere you go at work. Use it to note

down everything: work to do, names (and contact details), deadlines, ideas, everything. It’s
important to realize how much you are in learning mode in these early days and how much
you are learning on the job... as well as, skills you are development that should be
documenting on your resume.

Ø Immediately this will help you keep yourself organized and avoid forgetting things that need
doing, people you need to deal with and so on.

4. Plan – a properly organized and prioritized To Do list is your best friend.

Ø It’s the way you order and organize your world and turn the stream of work heading your
way into something manageable. The truth is, if you don’t plan, others will plan for you and
you will simply end up reacting to and running around after their priorities, not yours.

Ø To begin with you simply need to start daily planning for yourself.
Ø For the moment, at the end of each day sit back for a moment and take the time to put

together an outline plan of what’s expected of you tomorrow.
Ø In your notebook, you’ll be keeping a schedule of all the dates when projects are due or

expected so you can keep track of them and pull them into your To Do list for the next day.
Ø As part of this process go through today’s list to make sure you’ve done what you were

supposed to do and to carry over anything that didn’t get finished today into tomorrow’s list.

5. Work to make everyone else around you look good – forget about yourself for the moment and
instead work on the basis that your job is simply to make your boss (and your team of co-workers) look
good.

Ø So, try to think about what their goals are and how you can support them. Ask yourself:
o What does your boss want and why?

o And so, what you can do to help them so you become their team’s go to person
for getting things done.

Ø Be proactive and always look for chances to help and be useful. This will make you stand
out and in due course you’ll start to be seen as indispensable.

Ø If you focus on serving others what you are actually doing is investing in your social capital,
while at the same time helping yourself to learn and develop. Do this throughout your career
and it will pay back handsomely, believe me.

Ø Don’t be afraid to ask for help. Yes, as we’ve covered above you don’t want to be bothering
people for the same instruction time after time, but if you have a problem you can’t solve or
aren’t sure you have the right answer for, then ask.



6. Seek feedback – check in with your manager/supevisor on a regular basis to get their view on how you
are doing. Your job is to make them look good, so don’t you want to know if they feel you have?

Ø Share your To Do list with them at the start of each day, is it covering everything they
need or is there anything else they want? This helps you ensure you get off on the right
track and shows them you are being proactive in planning your work.

Ø Check in with them before you go home to ensure everything’s been covered off that’s
needed today.

Ø Show them your notes/completed work on a regular basis (that in itself is likely to
impress them). Ask them whether they feel things have gone right and whether there’s
anything you could have done better?

7. Participate – your work is a social environment and to be successful you need to understand the
culture and build relationships.

Ø There is something to learn from each of the people around you, so dive on in and
become part of the team.

Ø Participate in department events, programming, birthday celebrations if invited, etc. if
your schedule allows.

The Don’ts  
If those are the Dos, then there are also clearly some Don’ts that you want to avoid. 
Some of these are obviously the flip side of the Dos.  

1. Gossip/over confide – neither your manager, nor your co-worker are your best friend (certainly not yet
anyway).

Ø So, don’t gossip about what you think about other people in the workplace, who you like
and who you don’t, or over confide about issues at home.

Ø All that’s going to do is lead to trouble as it gets around the grapevine and you don’t
want to be seen to be a source of trouble, do you?

2. Never forget you are now representing your organization – your employer is hiring you and certain
of your attributes to do a job.

Ø Your private life is your private life and while it’s up to you how you live it, it’s not
unreasonable for your employer to expect that what you make publicly available
shouldn’t bring the organization into disrepute.

Ø This is an area where I’d expect quite a lot of potential conflict to arise in
employer/employee relationships, particularly as social norms change. (How many years
back would it have been when there could have been concerns about employees
coming out as gay, for example?)

Ø Never use foul language on the job.
Ø Never physically or verbally assault an employee or visitor.
Ø Never share confidential information.



3. Don’t Use social media/gaming at work or complete homework – your employer is likely to have
the old-fashioned idea that they’ve actually hired you to work unless it’s a part of your job functions.

Ø That’s all personal stuff so keep it for personal time (apart from pirating stuff aka the theft of
copyright material that someone has slaved over creating – just don’t do that at all).

Ø Do not work or complete homework or school work on the job unless approved.

Remember, they hired you – that’s important 

Ø You have been hired. The organization which has employed you spent time, effort, and cold
hard cash, often quite a lot of all three, in looking to find, interview, select and engage
someone; and out of all the people who went into the find part of the process (and believe
me, there’s likely to have been a lot), they chose you.

Ø So always remember, they’ve not hired you for the fun of it, they’ve done so because they
have work that needs doing (probably lots of it as you are possibly finding out) they have
picked you to do it; and they (particularly the individuals involved in the recruiting process)
are invested in you and you making a go of it.

Ø After all, having spent all that time, effort and money, don’t you think the people who were
involved in hiring you are going to want the process to be seen to be successful?

Ø If it goes well they’ve got bragging rights about what a good choice they made in you haven’t
they? But if you don’t do well, or even leave, then that’s a pain for them; not only might they
look bad in front of their colleagues for having got it wrong, but the likelihood is they are
going to have to go through the process all over again.



CAREER READINESS 
for the New College Graduate 
A DEFINITION AND COMPETENCIES 

Career readiness of college graduates is of critical importance in higher 
education, in the labor market, and in the public arena. Yet, up until now, 
“career readiness” has been undefned, making it diffcult for leaders in 
higher education, work force development, and public policy to work 
together effectively to ensure the career readiness of today’s graduates. 

In accordance with its mission to lead the community focused on the 
employment of the new college graduate, the National Association of 
Colleges and Employers (NACE), through a task force comprised of 
representatives from both the higher education and corporate sides, has 
developed a defnition and identifed competencies associated with career 
readiness for the new college graduate. 

 

 
 

 
 

 
 

 

        Defnition: 
Career readiness is 
the attainment and 
demonstration of 

requisite competencies 
that broadly prepare 

college graduates for a 
successful transition 
into the workplace. 

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

Oral/Written Communications: Articulate thoughts and ideas clearly and effectively in written and oral forms to 
persons inside and outside of the organization. The individual has public speaking skills; is able to express ideas to 
others; and can write/edit memos, letters, and complex technical reports clearly and effectively. 

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

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

Leadership: Leverage the strengths of others to achieve common goals, and use interpersonal skills to coach and 
develop others. The individual is able to assess and manage his/her emotions and those of others; use empathetic 
skills to guide and motivate; and organize, prioritize, and delegate work. 

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

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

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

Video Link

https://www.youtube.com/watch?v=mN0bgDkiuaA&feature=youtu.be


 

 

 

 

  
  

 

 
 

 

  

USING THE DEFINITION AND COMPETENCIES 
How do the defnition and competencies help those focused on ensuring new college graduates have the skills 
necessary to enter and become part of a strong, productive work force? 

The defnition and competencies provide for development of strategies and tactics that will close the gap between 
higher education and the world of work. They lay the foundation for the work necessary to prepare college students 
for successful entry into the work force by: 

• Providing a common vocabulary and framework to use when discussing career readiness metrics on
campus, within employing organizations, and as part of national public policy.

• Establishing defned competencies as guidelines when educating and advising students.

• Establishing defned competencies to identify and assess when hiring the college educated.

NOW AVAILABLE: CAREER READINESS RESOURCES 
NACE members have generously shared a variety of resources designed to support your efforts in integrating 
career readiness into your programs and services. You can access those materials and measurements at 
www.naceweb.org/career-readiness/competencies/career-readiness-resources. 

The National Association of Colleges and Employers 
Advancing college talent together 

Established in 1956, the National Association of Colleges and Employers (NACE) is the leading source of information on the 
employment of the college educated. 

In carrying out its mission — to lead the community of professionals focused on the employment of the college educated by 
providing access to relevant knowledge, resources, insight, and relationships — NACE connects more than 9,000 college 
career services professionals at nearly 2,000 colleges and universities nationwide, and more than 3,200 HR/staffng 
professionals focused on university relations and recruiting, and business affliates who serve this community. 

Among colleges and universities, NACE represents more than 50 percent of all four-year colleges and universities in the United 
States, and 98 percent of all research universities. Approximately 30 percent of two-year public institutions count themselves as 
NACE members. 

On the employer side, NACE members include mid-size and large national and global organizations, ranging from Fortune 500 
organizations to start-up companies to government agencies. NACE employer members represent a wide range of industries, 
including fnance, energy, retail, manufacturing, pharmaceuticals, insurance, consulting services (accounting, engineering, 
computer), government and nonprofts, and more. 

Headquartered in Bethlehem, Pennsylvania, NACE forecasts trends in the job market; tracks, analyzes, and reports on outcomes 
for new college graduates by discipline, degree level, and type of school through its First-Destination Survey; monitors legal 
issues in employment, the job search, and hiring practices; and provides college and employer professionals with professional 
standards as well as an ethical framework by which both groups can work together to beneft the college-educated candidate. 
NACE provides its members with benchmarks and metrics; research; resources, including a survey of starting salaries for new 
college graduates, a quarterly journal, and a biweekly newsletter; and professional development opportunities. 

www.naceweb.org 
62 Highland Avenue  l  Bethlehem, PA 18017  l  Phone: 610.868.1421 

©2019 National Association of Colleges and Employers. All rights reserved. 

Revised January 2019

http://www.naceweb.org/career-readiness/competencies/career-readiness-resources/


APSU Student Learning Outcomes Supports NACE Career Readiness Competencies (January 2019) 

APSU Student Employment Learning Outcomes 

In an effort to professionalize and help students develop/enhance soft skills, APSU Career Services has created 
Learning Outcomes to foster meaningful work and to help develop the next generation of APSU professionals. 
Students who participate in Student Employment at APSU will be able to:  

1. EXHIBIT EXEMPLARY COMMUNICATION SKILLS IN THE WORKPLACE BY:
• Responding with tact, diplomacy, and composure when dealing with others.
• Keeping others adequately informed.
• Exhibiting good listening skills and paying close attention, in what others are saying, and

expressing interest.
• Conveying information in both verbal and written formats as appropriate for the needs of the

target audience.

2. DISPLAY STRONG WORK ETHIC IN THE WORKPLACE BY:
• Demonstrating commitment to safety in the workplace.
• Managing time effectively, committing to work schedules, and remaining at work as needed.
• Exceeding expectations when it comes to quality, volume of work, and meeting deadlines.
• Understanding the value of hard work and being an active member of a team striving for a

common goal.

3. SHOW INTERPERSONAL AND TEAMWORK SKILLS IN THE WORKPLACE BY:
• Cooperating with others toward the achievement of common goals.
• Developing rapport with others to form positive working relationships.
• Actively contributing to and participating in team initiatives and being a positive influence for

others.
• Consistently displaying exceptional enthusiasm in working with others and in their work.

4. PRACTICE INITIATIVE SKILLS IN THE WORKPLACE BY:
• Actively seeking various resources to complete a task, and providing excellent customer service.
• Anticipating needs and demands and taking appropriate action.
• Preventing issues from arising by working to solve them before they escalate.
• Being receptive to taking on additional tasks, learning new skills, and willing to take it to the

next level.



APSU Student Learning Outcomes Supports NACE Career Readiness Competencies (January 2019) 

5. DEVELOP VALUES OF ACCOUNTABILITY AND INTEGRITY BY:
• Exhibiting pride as a member of the APSU student body.
• Carrying out responsibilities accurately, organizing work and duties in a professional,

conscientious, and timely manner.
• Conscientiously avoiding conflicts between their private interests and their university

responsibilities, with respect to the use of confidential information, financial transactions, and
personal relationships.

• Evaluating personal performances and remaining open to constructive criticisms and
improvement opportunities and tasks.

6. DEMONSTRATE CRITICAL THINKING AND COGNITIVE REASONING ABILITY BY:
• Carrying out assignments proficiently and accurately with little direction.
• Identifying and adapting behaviors based on understood information and experiences to

various situations or settings.
• Demonstrating the ability to obtain and analyze facts, consider related impacts, and arrive at

sound conclusions.
• Functioning autonomously.

7. DEMONSTRATES INTERCULTURAL/DIVERSITY SKILLS BY:
• Working collaboratively with others, even with those different from themselves.
• Facilitating inclusive interactions, the exchange of ideas, and forging relationships.
• Treating others with respect, being sensitive to others’ situation and circumstances, and being

open to alternative viewpoints.
• Understanding human motivation and managing conflict with tact and diplomacy.

8. DEVELOP LEADERSHIP SKILLS AND CAREER MANAGEMENT
• Working in a complex environment and completing tasks within regulation and compliance

criterion.
• Articulating team goals and expectations to team members or peers and motivating them to

achieve their best.
• Effectively communicating your skill sets that match the job field you are interested in working

in after graduation.
• Developing a plan of action for developing needed skills, internships/co-ops that are necessary

for your transition from academia to the world of work and working with your supervisor to
enhance those skills and experiences on the job.



ARE YOU CAREER READY? 
NACE Skill Competencies Self-Assessment for Student Employees 

Take this self-assessment to see what professional competencies you need to develop and practice to be career ready and 
experience workplace success. 

Oral and Written Communication: 
Articulate thoughts and express ideas effectively using oral, written and non-verbal communication skills (to 
instruct, inform and persuade), as well as listening for meaning to gain understanding. The ability to deliver 
information in person, in writing, and in a digital world. 

□ Need to Develop  Currently Developing  Excelling

Ways to develop this competency: 
• Develop and deliver a presentation for a class.
• Check for understanding by asking clarifying questions.
• Proofread on-line and written communication to avoid errors.

   Goal for developing this competency: 

TEAMWORK AND COLLABORATION: 
Build and maintain collaborative relationships to work effectively with others in a team setting through 
shared responsibility, empathy and respect. The ability to manage one’s emotions and conflict with others 
while contributing towards a common goal. 

□ Need to Develop  Currently Developing  Excelling

Ways to develop this competency: 
• Collaborate with others on a class project where responsibility is shared and not divided.
• Handle difficult conversations in person with respect.
• Consider others’ perspectives before making a decision.

   Goal for developing this competency: 

LEADERSHIP: 
Motivate, organize, and delegate work by leveraging the strengths of individuals. The ability to use 
empathetic skills and a positive attitude to guide and influence others while reaching a shared goal 
through adaptability and effective decision-making. 

□ Need to Develop  Currently Developing  Excelling

Ways to develop this competency: 
• Take on a leadership role in a group or organization.
• Demonstrate initiative at your job/internship by taking on additional responsibilities.
• Motivate team members with a positive attitude and leverage their strengths when delegating work.



ARE YOU CAREER READY? 
NACE Skill Competencies Self-Assessment for Student Employees 

Goal for developing this competency: 

CRITICAL THINKINGAND PROBLEM-SOLVING: 
Exercise sound reasoning to analyze issues, synthesize information, make decisions and solve 
problems. The ability to think critically and strategically to develop original ideas and innovative 
solutions. 

□ Need to Develop      Currently Developing    Excelling 

Ways to develop this competency: 
• Develop an action plan with specific steps to solve a problem.
• Brainstorm solutions to a problem before bringing it to a supervisor/professor.
• Activate your mind – read, do puzzles, write, etc.

Goal for developing this competency: 

PROFESSIONALISM AND WORK ETHIC: 
Demonstrate integrity, resilience, accountability and ethical behavior. The ability to take initiative, 
maintain effective work habits (prioritize, plan and manage work) to produce high quality results 
and project a professional presence. 

□ Need to Develop   Currently Developing    Excelling 

Ways to develop this competency: 
• Use a planner or calendar to prioritize work/assignments and meet deadlines.
• Reflect on a recent challenge and identify areas of growth and improvement for the future.
• Review your social media through the eyes of a future employer and determine

appropriateness.

 Goal for developing this competency: 

DIGITAL TECHNOLOGY: 
Leverage existing digital technologies (software, computer programs, surveying programs, etc.) 
ethically and efficiently to solve problems, complete tasks, and accomplish goals. The individual 
demonstrates effective adaptability to new and emerging technologies. 

□ Need to Develop    Currently Developing    Excelling 

Ways to develop this competency: 
• Develop and deliver a presentation for a class.
• Check for understanding by asking clarifying questions.
• Proofread on-line and written communication to avoid errors.



ARE YOU CAREER READY? 
NACE Skill Competencies Self-Assessment for Student Employees 

 
    
 Goal for developing this competency: 

 

  
 

 
CAREER MANAGEMENT: 
Identify and articulate one’s skills, strengths, knowledge, and experiences relevant to the 
position desired and career goals. Ability to navigate and explore job options, understands 
and can take steps necessary to pursue opportunities, and understands how to self-
advocate for opportunities in the workplace. 
 
                      □ Need to Develop              Currently Developing        Excelling 
 
Ways to develop this competency: 

• Work with your supervisor to determine how to take on projects that help prepare 
you for real-world work environment. 

• Visit with a career services advisor and learn more about job and internship 
searching in your field of study. 

• Develop an elevator pitch that you could use at a networking or organizational 
event where employer recruiters may be in attendance. 

• Follow the Four-Year Plan for Students 
(https://www.apsu.edu/careers/resources/images/images/fouryear.pdf) 

• Prepare a cover letter that highlights skills and strengths from your past work and 
academic experiences. 

 
    Goal for developing this competency: 
 
 

 
 
GLOBAL /INTERCULTURAL FLUENCY: 
Respect the viewpoints of those from diverse cultures, races, ages, genders, religions and lifestyles to 
build collaborative relationships and communicate effectively. The ability to appreciate, value, and 
learn from other cultures and perspectives to move beyond tolerance. 

  
                        □ Need to Develop              Currently Developing        Excelling 
 
Ways to develop this competency: 

• Attend/Support events on campus and within your department that encourages you to step 
outside your comfort zone. 

• Engage in conversation with individuals who have different perspectives than your own. 
• Participate in opportunities to get to know customers and clients of your department that may 

represent a different viewpoint or perspective than what you represent. 
    
    Goal for developing this competency: 

 

 
 

https://www.apsu.edu/careers/resources/images/images/fouryear.pdf
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