
Appendix A


Student Services Assessment Plan
This form is provided for your convenience and is also available in electronic format.  Feel free to attach additional pages if necessary.

Name of Student Services Unit:          Career Services                                                                                    
Director:                      Linda Peacock-Landrum                                                                                               
Date Plan Completed:          March 1999                                            
Plan Components
1.
Unit Mission Statement.  Briefly state your unit=s mission.  Describe how it relates to the Green Bay Idea of an educated person.

Career Services is a Student Service unit which assists students, as well as alumni, in developing 
career/life plans and in effectively implementing these plans.  It offers a range of career services to 
teach, counsel and advise plus provides resources which assist students in making a successful 
transition from academia to personally satisfying employment.  It acts as a conduit for career 
information, develops programs, provides professional consultation and facilities necessary to carry 
out these services.

Commitment & Engagement - Internships and service-learning allow our students to engage in active learning through experience.  Most importantly, assistance with answering the question of AWhat am I going to do@ after college? iIs provided by our Career Services.

Breadth & depth of knowledge - The emphasis on transferable skill development that career 
counseling and placement emphasizes for lifelong learning is a true extension of the breadth and 
depth of knowledge.  Career exploration and research also emphasizes depth and breadth of 
knowledge to make an informed choice.

Skills & tools - Necessary skills for life planning are taught by our staff in the area of career decision 
making skills, self discovery, career and employer research and job search skills.  Students with the 
skills can act independently and seek assistance as needed.

Insight and understanding - The average individual changes careers (not jobs) 4-6 times.  Teaching 
the career development process and offering services to support students= career decision making 
skills allows these students to face future challenges of career change, unemployment and effects 
of mergers, acquisitions and right sizing.

2.
Stakeholders.  List your unit=s stakeholders (e.g., students, faculty) C be as specific as possible (e.g., staff in Media Services).  Our primary stakeholders are all  students and employers.   Secondary stakeholders are faculty, alumni, student service staff in Admissions, Counseling, Advising, Residence Life, Financial Aid and Student Life, and parents of Green Bay students.

3.
Activities and Services.  List your unit=s functions, activities, and services.  Then, 

a.
Describe what each of these functions, activities, and services is intended to accomplish.

b.
Delineate the stakeholders served by and/or involved in each function, activity, and service.

c.
Are there any unintended or indirect impacts on, or benefits to, unit stakeholders?

A - Provide career counseling to undergraduate and graduate students, alumni and community 
members (defined here as Aclients@); assist these clients in developing career/life plans and assist 
with effective implementation of these plans.

B - Teach clients the process of career development; refer and conduct assessment activities as 
needed including, but not limited to: SDS, SIGI Plus, Personality Mosaic, Values Sort,  WCIS; Assist 
and advise with regard to the career decision-making process; present workshops and offer career 
groups as needed.

C - Teach clients the job search process including skill development in areas of resume writing, 
interviewing, correspondence and portfolio development, job and employer research, job acceptance 
and salary negotiation and prospecting and research strategies; provide individual assistance and 
present workshops as needed.

D - Provide comprehensive recruitment services for local, state, regional and national employers; Services include, but are not limited to on-campus recruitment program, resume referral program, job listing service, Career Fair and Internship Fairs and labor market information.  Our office serves as a Apublic relations@ outlet for the University and works to provide linkages and opportunities for networking for our students, graduates and employing organizations.

E - Coordinate graduate testing which includes responding to inquiries, making referrals, providing information and actually serving as a Test Center and administering the LSAT (2 per year), GRE (3 times per year) and MAT (9 times per year) on a regular basis annually.    

F - Organize, coordinate and provide a credential service for students and alumni; includes  administration, processing, fee collection, archival/storing of information and maintaining strict guidelines of confidentiality and access that comply with Buckley  Amendment and Educational Rights Privacy Act.

G - Support the functions of the Academic units with classroom integration programs;  address topics of employability, demand, related career areas, and others as identified by the faculty member.

H - Conduct annual follow-up survey of graduates to determine employment and continuing education status, coordinate results and publicize.

I - Support other student services offices and University missions with participation in Preview Day, 
SOAR, and advising and assisting prospective students with regard to career choice, academic 
programs and offerings and employability; Also includes participation in special programs and 
presenting programs as requested.

J - Serve as a campus resource and information link for information about the job market, trends in the employment, legal issues, best practices and techniques and other inquiries related to career development and employment issues related to college graduates.

K - Serve as institutional member to the National Association of Colleges and Employers &participate in other local, state and regional associations in order to promote UW-Green Bay and its graduates to employing organizations and to remain current with professional standards, ethics and practices.

L - Serve as a clearinghouse for information on internships; coordinate communication within the 
University community about opportunities for students and inform and advise students of sites and 
methods of application.

It is usually most constructive to work with no more than 6-10 outcomes.
4.
Anticipated Outcomes.  List and briefly describe your unit=s anticipated outcomes.  Outcomes typically focus on student learning, services provided (e.g., workload), and stakeholder satisfaction.  Then,

a.
Identify the component(s) of the Green Bay Idea of an educated person, to which the outcome relates.

b.
Identify the question(s) that data on the outcome will help you answer.

c.
Describe the method(s) used to assess each outcome.

d.
Explain how you will use the results to enhance unit quality and effectiveness.

Outcome #1. Students utilizing Career Services to make career decisions will have a fundamental understanding of the career development process.



1a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

1b.
Question to be answered.  Can students assess values, interests, personality and skills?  Are students aware of the opportunities available with college degrees?  Can students examine/understand the world of work?

1c.
Assessment Method(s).  Evaluation from career decision making groups?  Survey of students that have had career counseling appointments?  BASE Survey?  Graduating Senior Survey

1d.
How Results Will Be Used.  Refine BASE and SOAR sessions.  Refine career decision making groups.  Offer different career development activities.  Maintain consistency of information/topics in individual appointments.


Outcome #2.   Students utilizing Career Services to seek employment will have a fundamental understanding of the job search process and can apply needed skills and tools.

2a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

2b.
Question to be answered. Do students understand what an effective resume and can they write effective resumes?  Can students interview effectively?  Can students network?  Do students understand what effective correspondence is and can they write effective correspondence?

2c.
Assessment Method(s).  Graduating Senior Survey questions.  OCR interview evaluations; employer feedback from resume referrals (new).

2d.
How Results Will Be Used.  Modify workshops and handouts that address skill development.


Outcome #3.   Students utilizing Career Services will have a fundamental understanding of current employment trends and market demands.



3a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

3b.
Question to be answered.  Do students know what employers expect of entry-level graduates?  Can students identify and discuss their transferrable skills?



3c.
Assessment Method(s).  Internship Survey (new), BASE Feedback survey, skills bases/career based presentations and classes survey.



3d.
How Results Will Be Used. Change and implementation of senior informational/orientation sessions.  Post information/content to website, reflector list as more informational content.


Outcome #4.   Employing organizations will have their recruitment needs met.  Career Services will develop relationships with employers.  

4a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

4b.
Question to be answered.  Does our resume referral service provide an effective way of identifying candidates for employment?  Does our resume referral service assist your organization in meeting recruitment needs?  Are employers utilizing our JobTrak position listing service?  Do local employers look to UW-Green Bay for their hiring needs?  Are employers satisfied with the recruitment services offered by Career Services?



4c.
Assessment Method(s).  Survey to OCR and Career Fair participants; Include feedback/survey as resume referrals are processed.  Considering a new survey to be including in mailing about new services and fee structure for employers.



4d.
How Results Will Be Used.  Modify services; Expand or delete offerings to employers.


Outcome #5. Faculty will see Career Services as serving an integral role in advising students, supporting internship efforts on campus and supplementing classroom learning.

5a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

5b.
Question to be answered.  Is Career Services effectively advising students with regard to career development and choice of major?  Is Career Services supplementing the classroom experience and adding to the overall academic mission of the University?



5c.
Assessment Method(s).  Faculty Educational Programming Survey



5d.
How Results Will Be Used.  To modify existing information about choice of major.  To modify existing classroom integration programs and work more closely with faculty to identify content areas.


Outcome #6.   Faculty will see Career Services as supportive of the academic mission of individual programs.



6a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

6b.
Question to be answered.  Is Career Services addressing the specific needs of students by academic major?  Is Career Services working collaboratively with faculty towards the common goal of career development and career success of students in the programs.



6c.
Assessment Method(s).  Faculty Educational Programming Survey



6d.
How Results Will Be Used.  Expand library offerings by academic major.  Refine topical programs specific to certain academic programs.


Outcome #7. 


7a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

7b.
Question to be answered.



7c.
Assessment Method(s).  



7d.
How Results Will Be Used.



Outcome #8. 


8a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

8b.
Question to be answered.



8c.
Assessment Method(s).  



8d.
How Results Will Be Used.



Outcome #9. 


9a.
Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

9b.
Question to be answered.



9c.
Assessment Method(s).  



9d.
How Results Will Be Used.



Outcome #10. 


10a.

Component(s) of the Green Bay Idea addressed by the outcome.  (Check all that apply)

problem-focus




interdisciplinary


breadth and depth of knowledge


insight and understanding


skills and tools




commitment and engagement

10b.
Question to be answered.



10c.

Assessment Method(s).  



10d.
How Results Will Be Used.



5.
Development Efforts -  Four Year Plan.  In this section briefly describe your unit=s major development efforts over the next four-year period.  These efforts could include staff development, procurement of resources; activity/service modifications; and other initiatives.  Briefly explain how each of these efforts relates to the enhancement of your unit=s outcomes.

a.
Staff Development.  Staff renewal and retraining; enhancement of technology skills; activity/service development or improvement; attendance at conferences, retreats, workshops.

Use of NACE Professional Standards and NACE Sourcebook for Conducting Evaluations and Measurements of Career Services.

Training in area of Powerpoint, Excel, Access, Windows NT and other campus software.

b.
Procurement of Resources.  Additional staff positions, computer and other equipment, space, capital equipment purchases, grants and other extramural funds, additional supplies and expenses.

Based upon a recent work load analysis completed as part of the FAIRNIS process, it is apparent that additional staff in Career Services is needed to meet the overall student demand for services.  The counseling work load, the number of appointments that are completed on an annual basis and other necessary functions and services that are provided make it difficult for the office to maintain quality and efficiency of services given the current staff.

Career Counseling and Placement Office Workload Indicators
                Proj.
         Proj.

   1996-97      1997-98*     1998-99     1999-00

# of appointments
1,848
1905
1600
1800

# of office registrants for placement services
453
618
535
600

# of students/alumni referred to employers
6,414
9554
20,000
25,000

# of employer contacts 

     sending direct notices                                 

     Career Fair invitations

     receiving candidate referrals

     on-campus recruiting

     Internship Fair invitations 


6807

5,893

526

232

88

68


7777

6373

595

351

106

352


10,212

8577

600

564

111

360
10,850

9000

600

750

125

375



# of presentations

     Workshops

     Classes/community presentations
  142

  50

  92


 182

83

99
216

100

116
225

110

115

# in attendance

     Workshops

     Class/community presentations
1355

375

980
2749

835

1914


3240

1100

2140
3400

1200

2200

A reduction in available budgetary S&E was lost with the hire of a full-time director.  This loss of almost $8000 greatly reduced any flexibility in the office operating budget.  Cuts were made in purchases of library materials and cancellation of the SIGI+ annual contract.  These additional budgetary dollars have been requested and hopefully the operating budget will return to pre-1997 levels.  However with additional required expenses occurring and the rising cost of business, the office does not have Aancillary funds@ to be able to use to improve or expand services.  An increase in revenues or additional GPR funds are needed to allow this to occur.  

c.
Activity/Service Modifications.  Addition or deletion of activities/services; pedagogical changes, use of technology; accreditation by an outside agency.

- Implementation of Senior Orientation Sessions

- Publication of twice annual newsletter for faculty and staff, Faculty & Staff Career Notes
- Development and implementation of new student, employer and faculty survey

- Revision of satisfaction cards and program evaluation form

- Development of classroom integration program and Don=t Cancel That Class initiatives

- Implementation of evaluation in career decision making groups 

- Faculty Internship Survey implemented

- Questions added to graduating senior survey for comprehensive data and information       about internships

d.
Other Proposed Initiatives.  These could include unit-sponsored internships, service learning, student organizations, workshops and lecture series, etc.
- Supplemental budget requests made for additional staff and resources

- Task Force recommended to study internship coordination/administration on campus

- Potential revision and additional information to website

�The Green Bay Idea of an educated person: An educated person addresses problems and life challenges through multiple perspectives anchored in breadth and depth of knowledge, insight and understanding, skills and tools, and commitment and engagement.





