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From Zero to Trained: 
Onboarding and 

Training at High Speed 
Jess Graham, IASFAA Awards Co-Chair & 

Assistant Director, University of Iowa
Jacob Severn, Financial Aid Advisor, Iowa State 

University 

Agenda

• Roles/Office Structure
• Onboarding
• Training
• Team Culture
• Resources
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Roles and Office Structures

• Jess and Jacob's Roles at U of I and ISU
o Involvement with onboarding/training process

• Structure of Offices
oRole of full-time employees
oRole of student employees

Soup, Salad, or Sandwich?
• In groups of 2-3: Categorize each item as soup, salad, or 

sandwich 
• Consider your "why"

oSoup – Collection of ingredients that mix together to make a whole 
oSalad – Combo of distinct parts that are mixed 
oSandwich – Structured form, typically with layers or something 

contained between two elements
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Join at slido.com
#2638719

ⓘ Start presenting to display the joining instructions on this slide.

When you were first hired, how 
would you rate your own onboarding 

& training? 

ⓘ Start presenting to display the poll results on this slide.
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What does onboarding mean to 
you?

ⓘ Start presenting to display the poll results on this slide.

What happened during your onboarding process 
that was memorable? Positive or negative. 

ⓘ Start presenting to display the poll results on this slide.
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Interviews – First Step of Onboarding 
• Virtual interviews with a colleague or “veteran” student staff 

• Less intimating than a one-on-one (for me and the student 
candidate)

• Optimal questions to ask…
• Consider your interview questions as screening for the perfect 

candidate
• ISU Undergraduate Student Advisors primarily focused on Customer 

Service 
• But there’s more too Customer Service for Financial Aid 

Onboarding
• Onboarding checklist (typically completed before or during 

their first day)

o Offer letter and completing I9 are done with HR rep – this is the 
bulk of the support HR provides me (+ assisting with the pay 
raise and termination processes.)

• First day onboarding

o Verbal confirmation that they still want to do this as a job

o Review and sign expectations of the job (dress code, timeliness, 
downtime)

o Office tour

 Safety discussion: where are tornado shelters, where to go in case 
of a fire, active shooter
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Work Agreement
• ISU OSFA utilizes a Work Agreement for 

all new and continuing student 
employees

• Outlines our policies, procedures, & 
expectations for student staff

• Requires students to read and initial next to 
each policy, procedure or expectation

• It's customizable!
• Completed each academic year
• Gives students the ability to refer to Work 

Agreement

What role do you have in the 
onboarding process? 

ⓘ Start presenting to display the poll results on this slide.
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What are some challenges you had 
while being onboarded?

ⓘ Start presenting to display the poll results on this slide.

Training
• Training Student Staff at U of I

• Training checklists: 
 Training Topics (supervisor)

 New Staff Training (peer advisors)

• Timeline – it depends!

• Training course (Canvas)

• Call/job shadowing 

• Front Desk Training – 1st solo shift peer 
advisors will work 

 Safety Alert buttons (via Teams)
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Training

Training at ISU: 
• Training Course 
• Shadowing 
• Training Checkpoints 
• Regular Meetings

Canvas Training > Workday Learning 

• ISU OSFA has previous used a Canvas training course for new 
student staff to learn basics 

• Familiar to students – same as schoolwork
• Ours is filled with office documents, scavenger hunts and videos. 
• Each module has a knowledge check so students and their supervisors 

can track progress or areas for improvement
• Canvas also has insights to how long students spend on the training 

course. 
• It helps easily identify students who may need more direct encouragement to 

complete the training.
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Workday Learning

• Transitioning from a Canvas training course to Workday Learning 
allows for more interactive videos and participation. 

• Pulled information from existing Canvas course to create Workday 
Learning content 

• Filled with lecture-style videos, direct links to resources, and 
knowledge checks 

• Able to prohibit skipping to ensure all content is watch 
• Add interactions into the lectures to emphasize key points and check 

comprehension 
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Weekly Meetings 
• Each week, I reserved a conference room to hold a one-hour 

meetings with my student staff team.
• With a new student information system, my meeting times were 

extended to one-hour but were previously half-hours. 

• Gives us the opportunity to address topics discussed in full-
time staff meetings and allows for continuous training.

• My meetings were structured as followed:
1. General office updates
2. Date and time sensitive material
3. Training
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How has onboarding changed in 
your office over the years? 

ⓘ Start presenting to display the poll results on this slide.

Team Culture

• Building trust through honest leadership
• 1:1 Meetings (each semester)
• Monthly meetings
• Designated spaces for student staff
• Graduation/finals weeks
• National Student Employment Week
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National Student Employment 
Week Celebrations
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Team Culture - Staff and Space Introductions
• On student's first day of work in our office, we give them an 

office tour and introduce them to our staff members.

• Between full-time and student staff, OSFA has about 60 team 
members.

• Giving the students a chance to visit with each staff member 
makes it easier for them to recognize staff in hallways, office 
suites, etc. It also helps ensure them that they are an integral 
part of our team!

What tools/processes were most 
effective in your training?

ⓘ Start presenting to display the poll results on this slide.
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Resources

• OneNote – Jess utilizes this resource for her student staff manual – also widely used 
across UI OSFA
o (Almost) Daily updates are added into the Peer Advisor One Note with the expectation that they are 

checking this page at the start of each shift

• UI Step – Workforce Development Workshop for Students @ U of I

• Teams/ OneNote– Jacob also utilizes OneNote for an office wide Customer Service 
Manual 

• References to commonly asked questions and instructions for finding answers in our student 
information system 

• ICYMI emails – Jacob sends ICYMI emails each Friday 

Different Pit Crews, Same Finish Line:
Hawks and Cyclones Train for Success 

Confident 
& 

Successful 
Financial 

Aid 
Employees
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Questions?

Reach out to us! 
Jess Graham (jessica-graham@uiowa.edu)

Jacob Severn (jacsev@iastate.edu)
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