Strategie
S for
Staff
Schedul

Nng
SUCCESS

UNIVERSITY OF NEBRASKA-LINCOLN




Our operation

60 professional and student staff members, 3 year-
round

46 total student staff
Almost 16,000 guests in Summer 2008

We coordinate conference desk operations, evening
security (on-call duties), check-ins and check-outs,
and are full-service meeting coordinators for groups

We collaborate with Dining Services and Facilities
Operations (both housed in our department) to
arrange meal service, room cleaning and towel
exchange




4 Steps to Success

1.Be aware of institutional
limitations

2.ldentify employee needs
3.ldentify systemic needs
4.Develop a creative solution




Step 1: Be Aware of Institutional
Limitations

« What are the institutional limitations at your school?
e QOur institutional limitations are:

— Overtime

— Student-specific policies

— Other departmental needs




Step 2: ldentify Employee Needs

 What are your employee needs?

e Our employee needs are:
— Know schedules in advance
— Have flexibility in adding and switching shifts
— See falir distribution of hours
— Have access to a schedule updated in real time
— Feel empowered to manage their schedule




Step 3: Identify Systemic Needs

 What are your operational needs?

e Our operational needs are:
— To schedule for regular and irregular shifts
— To be able to place employees in a 24/7 schedule
— To track when buildings are open and staffed

— To provide adequate staffing for miscellaneous
shifts and tasks on a consistent basis




Step 4: Develop a Creative Solution

* Your solution should:
— Follow institutional guidelines
— Meet employee needs
— Meet systemic needs

— Provide an accurate, easy-to-understand schedule
with minimal room for error

— Include a system for sharing and changing
schedules with entire staff




Our Solution

o Two-part scheduling system
1. Computer scheduling program

— Creates schedule for regular desk shifts and on-call
duties

— Includes a system for switching and giving up shifts

— Provides a real-time schedule online for maximum
access

2. “Hours on a Stick”

— Students preference irregular shifts that fit into their,
schedule

— Check-ins, check-outs, set-up shifts




Computer Scheduling Program

* Created by student staff with programming
experience

o Specifically tailored to our needs and buildings

* Allows for customization of schedules, by availability
and status of employee




Computer Scheduling Program

o Utilization:

— Students enter preferred shift times, time away
requests, and class schedules

— Staff member adds students to available shifts,
taking into account entered information

— System tallies the number of hours as shifts are
assigned to help ensure parity




Comprehensive Scheduling
Information
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Distribution of Shifts




Student View: Weekly Schedule




Vacations/Time Away



Other Options

o www.whentowork.com
— Customizable work locations and shift times
— Monthly fee, based on number of staff
— Online (employees can access from anywhere)
— Real-time updates
— Efficient, quick scheduling

— Built-in messaging system to communicate with
employees




“Hours on a Stick”

e Supplies:
— List of check-ins, check-outs, and miscellaneous
shifts
— Small marker boards and markers
— Projection device
 Process:

— Facilitator “auctions” available shifts to those with
lowest hours displayed on marker board

— Schedule is filled in and projected for all

— Each shift gets filled, and hours are equalized over
pay period
— Student staff decide on which shifts to “bid”



Student Schedule




Completed Schedule




Demonstration

e Let’'s run through a demonstration of “Hours on a
Stick”



Group Discussions

e Join into small groups with those in the room that are
from an operation similar to yours and discuss
solutions your scheduling problems.



Thank you!
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