In order to be eligible for Student Employment Supervisor of the Year consideration, supervisors must be nominated by student employee.  The nominee must have supervised the work of at least one student employee for a minimum of six months part-time (or three months full-time) during the selection period (from June 2011 through May 2012) and must be employed by the University of Maine or have a formal student employment relationship with the school.  
Your letter must not exceed two (2) pages.

How to write a nomination letter for a supervisor:

1. Begin with an introductory paragraph explaining why you are writing this letter. Include a brief description of your supervisor, 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 Supervisor Name) for Student Employment Supervisor of the Year.”
B. Information regarding your supervisor and their job should include:

· The department you both work in;

· Your supervisor’s job title or position; and

· How long they have held their position.

C. Information regarding your relationship with your supervisor should include:

· Your name and job title or position;

· Your relationship to your supervisor with regards to student employment (e.g., how you interact in the workplace, etc..); and

· How long you have worked for your supervisor.

2. The second paragraph should include specific qualities of your supervisor and how they have contributed to a positive work environment. Your supervisor will be rated specifically on:

A. Their ability to integrate the student employee(s) as a member of their staff; 
B. Their ability to provide guidance and mentoring to the student employee;
C. Their encouragement of the student employee to take their own initiative; and

D. Their ability to align with the mission of the University of Maine and/or the department.
By including information and examples about the following areas, you will likely be touching upon the selection criteria:

· The nominee’s efforts to provide student employee(s) an opportunity to demonstrate responsibility and to feel like a part of the staff;

· The nominee’s actions that encourage the use of initiative, academic background and/or skill sets of the student employee(s) they supervise;

· The manner in which the nominee provides a quality/challenging work environment;
· How the nominee establishes a work environment which encourages access, direction, and/or a mentoring role; and

· The opportunities provided for the student to make meaningful contributions to the mission of the department or to the University of Maine.

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

