
Outcomes and Assessment Plan - Student Services/Non-Instructional Units

	Office or Unit:

Student Employment Services

Center (SESC)


	Contact:

Cleophas Griffin

(510) 464 – 3126

cgriffin@peralta.edu

	Date:

March 1, 2008

	Unit Mission Statement:

Provide a variety of student employment and career development related services to prospective students, new and continuing students, graduates and program completers. 



	SLOs/ Student services outcomes/ Administrative outcomes
	Assessment Methods*
	Criteria for successful performance
	When will you collect this data
	

	1.

Students will demonstrate ability to make use of all available office services.


	Observe student’s ability to acquire materials to accomplish goals of visit; ask customer questions re: clarity/objectives of methods
	90% of 100% of students will demonstrate ability to acquire materials to accomplish goals of visit. 
	Spring 2009
	

	2.

Students will demonstrate ability to complete professional reference pages and thank you letters.


	Perusal of completed reference page and thank you letters by SESC staff.
	90% of 100% of students will demonstrate ability to complete professional reference pages and thank you letters that are returned only 1-2 times for corrective action. 
	Spring 2009
	

	3.

Students will operate available technology to perform effective job search process


	Observation of ability to complete tasks: applications and final submission, email account set-up and faxing.
	85% of 100% of students will demonstrate ability to operate technology to accomplish tasks with  1-2 times assistance required for task completion
	Spring 2009
	

	4.

Students will identify the reasons for and correct areas of responses to interview questions. 


	Conduct mock interview sessions. 
	80% of 100% of students will give correct responses to mock interviews questions.
	Spring 2009
	

	5.

Students will identify the complexities of the American job search process. 


	Instrument to measure knowledge of process: Job seeking steps, labor market analysis, employer research
	90 of 100% of students will correctly answer   instrument questions
	Spring 2009
	

	6.

Students will demonstrate ability to compose professional resumes/cover letters


	Perusal of completed resume/cover letters by SESC staff
	80% of 100% of student’s completed resume/cover letters returned only 1-2 times for corrective action.
	Spring 2009
	

	7. 

Students will demonstrate ability to correctly complete official job applications
	Perusal of completed application by SESC staff
	90% of 100% of students’ completed applications returned with 0% errors
	Spring 2009
	


* Please attach examples of your assessment tools (e.g. surveys, scoring guidelines, questionnaires, etc.)
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