In order to be eligible for Student Employee of the Year consideration, student employees (both Undergraduates and Graduates) must have worked a minimum of six months for the University part-time (or three months full-time), during the selection period (June 2011 through May 2012).  

Your letter must not exceed two (2) pages.

How to write a nomination letter for a student:

1. Begin with an introductory paragraph explaining why you are writing this letter. Include a brief description of the student, their job and your relationship to them. This paragraph should be concise and be approximately 3-7 sentences long.

A. You could begin with “It is with pleasure that I nominate (Insert Student Name) for (Insert Graduate or Undergraduate) Student Employee of the Year.”
B. Information regarding the student and their job should include:

· The department the student works in;

· The student’s job title or position;

· How long the student has worked in this position or department; and

· Any promotions they may have received while working in this department.

C. Information regarding your relationship with the student should include:

· Your name and title;

· Your relationship to the student with regards to student employment (e.g., Supervisor, Manager, etc.); and

· How long you have known the student.

2. The second paragraph should include the specific responsibilities of the student and should include how their role as a student employee has contributed to a positive work environment. The students will be rated specifically on:

A. Their contribution to the employer;  
B. Their disposition – for example exceeding expectations in their ability to be personable with the public or interacting appropriately with other employees;
C. The quality of their work;
D. Their ability to take initiative; and
E. Their reliability as a student employee.

By including information and examples about the following areas, you will likely be touching upon the selection criteria:

· The nominee’s greatest attributes, as they relate to the job;

· How the nominee has gone above and beyond the standard work expectations;

· The quality of the nominee’s work and work style;

· The nominee’s leadership skills, initiative, and motivation;

· The impact the nominee has had on your department, campus, and community; and

· The qualities of the nominee that set him/her apart from other student employees.

  

3. The third paragraph should conclude your letter.  This is an opportunity for you to sum up why you feel your student employee is the most deserving of being awarded Student Employee of the Year, as well as the opportunity to thank the reader for considering the nominee.

