Arrupe Grporate Work Study Progral

Best Practices 200@xamples

We thank the following Partner Companies for sharing your examples ¢
processes, company newsletters, etc. that you have patyeglécédip mana
the Arrupe Student Workers.

Centro San Juan Diego
Citywide Banks
EhrhardKeefe Steiner & Hottman

GrealWest Life
Leprino Foods Company
Lockton Companies, LLC
Mercy Housing
United Launch Alliance
University of Colorado Hospital
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If you have questions, at any time, regarding your student worker:
Please contact the Arrupe CorporateStdgkProgram, at 3t&b7449
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How to Utilize Sident Workers

Arrupe CWSP
Best Practic2809

Examples

Keeping students active
engaged in meaningful
workand chdlenging them
with more complex tasks
whenesr posshleae
important ingredieifibr
their success in the
workplace. The followil
two pages contain a listi
of tasks thatigdlents
perform at four of our
partner organizations.
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How to Utilize Studentsxample fro@itywide Banks

e Student helps tellers add cheék<ash to total the correct amount on the deposit slip

e Student has also had the opportunity to work in file room where she helpsfile ou
customer 6s records in alphabetical order

e Student helps in other departments, such as in lockbox; updating Exception Error Log
Spread Sheet

e Student also updates an Interchange log for Customer Service Dept/ATM department

e Student helps out in the file room

How to Utilize Studentskample from EKS&H

e Student works ifmarketing departmerissemblingnarketing materials and gleets for
our potential clients

e Studentworks with our admin group and does a variety of wdfkr example:student
prints and bindpresentations and does data entry in @litli.e. contacts and calendars

¢ Student works HR and Training Bevelopmengnteringcontinuing education credit
certificate hours for our accounting and consulting professiamal®ur CPE tracking
software

e Stucentworks with our scheduling department and will eventually do some data entry in
our scheduling software to schedule individuals on client work

How to Utilize Studentd&jkample from Centro San Juan Diego

e Database entry

e Researching andathering contadhformation via internet and telephone for potential
sponsors

¢ Inputting the information into an Eel spreadsheet

e Puttingtogether the progranier major conferencetapling and folding)

e Assist with other event materauch as puttintabels and insg¢invitations

e Misc.T Making coffee

Basically at Centro San Juan Diego we believe in working as a team and no job is considered
too big or too small for each of us to pitch M/e understand that every detail of our work
(including putting a pot of coffe@n) contributes to the overall success of what weé adich in

this caséd is help and provide services to our Hispanic community.

Our hope is that the studewill have sufficient exposure on many levels (administrative,

business, pastoral, religiousp&al services, community, etc.) while helping at Centro San Juan
Diego. We appreciate her assistance and we treat h#r meispect and a lot of trust.
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How toUtilize Studentsgxample from United Launch Alliance

e Analyze and enter definition found withthLA Command Media (similar toghi cy,
procedure and standards) documents into an online definition management tool.
Catalog several hundred technical books, notes, and reports into the Mike Stroman

Memorial Library.

¢ Edit and Produce Several Dozen Hour&pgineering related training videos, lecture
series, etc.
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Integrate/Introduce
Students to Company

Arrupe CWSP
Best Practic2309

Examples

Helping students feel pe
of your organization anc
its mission, can be an
important motivator for
your student workers.
The following pages
contain exanesl of
newsletters used to
introduce students withi
some of our companies
materials given to stude
to help set expectations
the start of the year.
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Integrate/Introduce Students to Compaxgnhple from Lockton Companies, LLC

This is the introduction we sent out this year (aslav@very year) so everyone at Lockton
learns who our students are this year.

Lockton and Arrupe Jesuit High School Team Up

Lockton collaborates with Arrupe Jesuit High School in its Corporate Work-Study Program. This program provides students
with real world job experiences while allowing them to earn a large portion of the cost of their education. We have four high
school students at Lockton. These students share the same job all year long. They will be here from August through June
(their entire school year).

During this time, they will be delivering mail, processing mail, copying projects, laminating projects, etc. They can also assist you
in your departments with any special projects you may have. If you have special projects that they can complete for you, please let Jennifer Juon know
and she will send them to your area for the day.

The following are the students for the 2009-2010 school year, along with their scheduled work day and background
information. Each student rotates on Mondays. Please say hello when passing them in the hall and make them feel welcome
at Lockton.

Erica is a senior. She has been a student with Arrupe since her freshman year.

She worked with Lario Oil and Gas her freshman year, where she learned how to put oil files together and
use copy machines. At Clinica Tepeyacis during her sophomore year, she answered phones and interacted
with patients. Her junior year she worked at Children’s Hospital where she answered phones and worked
with blue prints.

. Erica enjoys playing softball and tutoring her little brother. She hopes to achieve first honors this year
Erica Luna, 12* Grade and, when she graduates, she would like to become a pediatrician; however, she is still indecisive as to
Tueaday Wotker which college to attend.

We are pleased to have Aldo as a returning student. This is his second year at Arrupe. He describes his
work traits as being organized and motivated, which he displayed last school year working here at
Lockton. Aldo is bilingual in English and Spanish.

Aldo enjoys playing soccer and would eventually like to help sick people because they do not have the
same freedom he has. He wants to attend college after Artupe to study architecture.

Aldo Hernandez, 11* Grade

Wednesdai Worker

We are excited to have Noemi also returning as one of the students. She received “employee of the
month” working here at Lockton last year. She is bilingual in English and Spanish. She enjoys taking care
of her siblings and cousins. She also volunteers at Father Woody’s whete she wraps presents for people
in need and helps serve food for people in need.

Noemi Hernandez, 10* Grade
Thursday Worker

Kiara is a freshman. She enjoys playing softball, hanging out with friends, and joining clubs. She
patticipates in afterschool activities with the Boys and Girls Club. One skill she feels she brings to the
work-study program is that she finds the positive side in everything she does and has the confidence in
herself to achieve any project given to her. She is very excited to be involved in the work-study program
so that when she graduates she will have a better understanding of what she wants to accomplish.

Kiara Reyes, 9" Grade
Friday Worker
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Integrate/Introduce Students to Compaxgnhple from Leprino

Integrate/introduce Students to Companyg mpl e from Pinnacol
2008 Community Involvettégport
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