
                                                                            
 
To:  Student Employee Supervisors in Academic and Student Affairs 
 
From:  Special Task Force on Student Employee Success at Middlesex Community College 
 
Re:  New Methods for Improved and Streamlined Recruitment, Hiring, Training, Evaluation, Termination 
 
Date:  August 19, 2015 
 
 
Efforts to develop a system for student employment that is consistent, fair, easy to follow, and with distinct outcomes 
have been underway for some time.  After thorough inventory of existing positions, survey of supervisors and student 
employees, and review of job descriptions and individual practices, it was determined that myriad enhancements would 
result in more intentional operations benefiting both the supervisor and student employee.  After consultation with 
Human Resources, Payroll, Administration, and other stakeholders, Academic and Student Affairs departments will be 
the first to pilot the recommended procedures.  (Note:  At this time, these procedures are for non-work-study student 
employees only.) 
 
Commencing September 9, 2015, the following measures and systems will “go live” for AA/SA student employees and 
their supervisors.  Marketing to the student body will commence immediately. 
 

1. All AA/SA Supervisors of student employees will upload positions to Optimal Resume.  This will ensure all 
positions will be located in one easy-to-use platform.  Directions for logging in and uploading position 
descriptions are enclosed.   

2. All AA/SA student employee position descriptions should follow the attached template. 
3. All interested students should apply for positions via Optimal Resume.  A strong marketing campaign is planned 

for the fall that will include easy to follow directions for finding on campus positions and how to apply.  It is 
expected that every applicant will submit a resume. 

4. Guidelines, tips, laws, and links to important information for supervisors and student employees are in the draft-
final stages and many can be found on the MCC website at 
https://www.middlesex.mass.edu/studentemployment. 

5. New Job Assignment Forms are being created specifically for student employees.  Stay tuned as these will be 
distributed as soon as they become available.  Additionally New Student Employee packets are being assembled 
for all supervisors that will include all required forms and paperwork.  These will be made available to you soon 
and should further simplify the hiring process. 

6. Training will be made available for both supervisors and student employees.  Please visit the website for updates 
to the calendar.  All trainings are optional unless required by you.  Should you require a student to attend 
training, please remember to count the hours as worked hours. 

 
We will send periodic updates to your inbox as these processes unfold.  If you do not plan to hire student employees 
during the 2015-2016 academic year and are not interested in receiving these updates, please let us know so we can 
remove you from the distribution list.  You can reach us anytime with questions or comments via 
studentemployment@middlesex.mass.edu. 
 
Happy Hiring! 
 
Karen James  Noreen McGinness Olson  Rebecca H. Newell  Steve Rossi 
Career Counselor  Director, Academic Support Programs Assistant Dean of Students Director, Leadership  

Development & Student 
Activities 
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