
 

An	  Evaluation	  of	  <Mandatory	  Course>	  for	  Newly	  Hired	  
Employees	  at	  <ABC	  University>	  
Submitted	  to	  Director	  of	  Admissions	  at	  <ABC	  University>	  

By:	  Emily	  Peterson	  

	   	  



	   	   2 

Summary 
 
This evaluation was conducted on an online, two-week training course that is required 
of all newly hired admissions counselors at <ABC University>. <ABC University> has a 
brick and mortar campus as well a fully online department headquartered in California. 
This evaluated <mandatory course> is required of all admissions counselors strictly 
enrolling for 100% online degree programs. The students enrolled are adult learners, 22 
years of age and above. Majority of the students are working, have families and/or are 
in the military. The admissions counselor’s job is not only to enroll students in the 
university and get them started on their first class, but also to follow up with the student 
and guide them though their education journey. This entails calling them to see how 
class is going, walking them through their course homework schedules, and giving them 
positive encouragement as they are completing their assignments and courses. 
Retention is a large part of the job. Because of this, newly hired admissions counselors 
are required to take a two-week, online class that follows the same format that the 
students are using. This includes posting to discussion boards, responding to other 
admissions counselors in the course, taking quizzes, and writing a paper. Admissions 
counselors are hired to guide the student and be empathetic to their life circumstances 
while going back to school. The university hopes that having completed a similar class 
online themselves, admissions counselors will be better able to understand what the 
student is going through and find ways to motivate them to stay in school.  

This evaluation was done to determine if this mandatory two-week course, which has to 
be completed at work, on the clock, is relevant to admissions counselors’ jobs, if 
admissions counselors find it helpful in relating to the student, and if they believe it gave 
them substantial knowledge to do better at their job. Convenience sampling was used to 
conduct this evaluation. The major steps included creating a survey, dispersing the 
survey, gathering results, analyzing data, and creating a report.  

Overall, this evaluation found that <mandatory course> did not produce the expected 
results. The newly hired admissions counselors that were surveyed reported that the 
course was somewhat valuable, but not overwhelmingly helpful. The main objective the 
course accomplished was the admissions counselor’s ability to understand the format of 
the classroom and better relate to the student’s needs.  While this is an important 
outcome, not every employee surveyed reported that this mandatory course was 
necessary to be a successful admissions counselor. The results will be explained in 
detail below. 

Description of the Program Evaluated  

This mandatory course was created strictly for newly hired admissions counselors at 
<ABC University>. This is a company created course that is for training purposes only. 
However, an employed professor at the university is paid to also teach <mandatory 
course> and provide feedback on discussion posts and grade all assignments. It is a 
requirement for the admissions counselors to successfully complete this course. The 
course does not convert to credits earned or have any merit beyond required training by 
the university.  
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The length of <mandatory course> is 14 days. It starts on a Tuesday, like all other 
courses in the university, and it ends on a Monday 2 weeks later. This course is taken 
by the new employees after going through 3 weeks of classroom training and 2 weeks 
of on-the-job training. The employees typically maintain a 1:1 male to female ratio. They 
are required to have at least 30 credits completed towards a Bachelor’s degree upon 
hire and are highly encouraged to continue to pursue their education through the 
university. The median age of the employees is 32.  

Program Objectives 

The goals and objectives for <mandatory course> were created out of necessity. 
Retention of students at the university by admissions counselors had dropped and 
application for accreditation by the university was playing a big part in creating this 
course. It is important for admissions counselors to get the proper training to build 
rapport with students because there has been a direct correlation with rapport and 
retention rates. The course was designed to give the new employees a set of strategies 
and experiences to be able to relate with their students. The program objectives for 
<mandatory course> remain as follows: 

• Familiarize oneself with similar course format <ABC University> students use 
• Provide experience to help with empathy when building rapport with students 
• Learn to manage time to successfully complete course assignments while 

working full time 
• Provide a resource to new employees that helps with enrollment and retention 

rates of new students at <ABC University>  

Program Components 

<Mandatory course> is used for training purposes only. It is a course designed to add to 
the initial training of the new employees at <ABC University>. The course is formatted 
and created just like every other online course the university offers. All employees 
partaking in the training have their own portal with a login and password. There is a 
syllabus for the course, there are reference materials, required deadlines to meet, a 
grade book, and feedback from the professor administered.  

<ABC University> gives the authorization to each new employee’s managers as to how 
they will allot time for the new employee to complete the course. Some managers 
choose to give the employee an hour a day, some managers require new employees to 
log in at a certain time to complete assignments, and other managers have no 
restrictions. During the course, the employee is required to participate in discussion 
boards, submit assignments and take quizzes before the required due dates. The final 
assignment was a 2-page paper that written in APA formatting. It is expressed 
throughout the course that if the employee feels stressed while trying to juggle work and 
course work this is only preparing them to be able to relate even more with their 
students who are often full time employees as well. <Mandatory course> can only be 
completed at work while on the clock, using the employees work computer. No other 
options are available for completing the course. 
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Evaluation Method 

Participants  

The evaluation included newly hired employees who completed <mandatory course>. 
The demographics included adults ages 24 to 35. All participants has some college 
level education or higher. The ratio of men to women was 2:1. A convenience sampling 
method was used to conduct the survey. Out of 20 new hires, 15 were asked to 
participate and 11 completed the survey. No other personnel were used to provide 
feedback on this survey. The program administers include a learning and development 
team working alongside directors and managers. The professors are also involved in 
teaching the course, but have no influence over the admissions department personnel.  

Procedures 

The evaluation procedures were simple. New employees at <ABC University> had not 
been hired for 17 months until summer of 2013. This course is a newly implemented 
course so there are still a lot of kinks to iron out. The <mandatory course> continued as 
normal throughout the evaluation. A survey (see appendix A) was provided to 15 out of 
20 newly hired employees. It was an anonymous survey and 11 employees completed 
the survey.  

Data Sources 

The <mandatory course> was available for the evaluator to observe. The instrument 
used to evaluate the course was a survey. It was online and available through a link to 
SurveyMonkey.com. The participants’ attitudes were positive. The 11 employees who 
returned a survey were happy to give their opinion. Because the instrument was digital, 
he survey results were returned to the evaluator immediately after the employee 
submitted it.  

Results  

Survey 

The results showed that a majority of the new employees agreed that <mandatory 
course> was valuable to their training as an admissions counselor. 
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The first part of the course to be evaluated was the amount of time each day the 
employees had to work on their coursework. The question was “Were you given enough 
time to complete the course and still be productive in your job?” The results showed that 
although challenging, majority of the employees felt there was enough time.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

When participants were asked on a scale of one to five if they felt the course added to 
their success as an admissions counselor however, the results showed an almost 50/50 
split between neutral/negative and positive attribution.  
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73%	  

9%	  

9%	  

9%	  

Most	  Bene)icial	  Part	  of	  <Mandatory	  Course>	  

Course	  Format/Getting	  
familiar	  with	  student	  
experience	  

Learning	  time	  management	  

Reading	  other	  admissions	  
counselors	  points	  of	  view	  in	  
discussions	  

Declined	  to	  answer	  

Results were similar when asked, “On a scare of one to five, how often would you say 
you used your knowledge gained from the course when speaking with your students?”  

 

 

 

 

 

A major part of the admissions counselor’s job is empathizing with the student. The 
reason behind this being that building rapport with the student can lead to higher 
retention. When the participants were asked to rank how <mandatory course> better 
prepared them to empathize with their students, there was only a slight difference 
between those who thought it helped significantly and those who did not. 

 

 

 

 

Participants were asked to suggest what the most beneficial part of the course was. 
There were no multiple-choice answers for this question. An overwhelming amount of 
participants agreed that having the opportunity to become familiar with the online course 
format so that they could relate to their students was the most helpful.  
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Overall, majority of the new employees agreed that <mandatory course> should be 
required of all new employees. 

 

 

  

 

 

 

 

 

 

Discussion  

The purpose for this evaluation was to determine if <mandatory course>, which was two 
weeks in length and had to be completed 100% on the job, is relevant to admissions 
counselors’ jobs. It was conducted to determine if <mandatory course> added to 
admissions counselors’ success in enrolling and retaining students and if employees 
find it helpful in relating to the student. The survey was completed by 11 out of 20 new 
employees at <ABC University>. The results from the survey did not show an 
overwhelmingly positive connection between the success of the admissions counselor 
and this training course.  

While many participants believed that it was very helpful in understanding what the 
student is going through, as well as gaining first-hand knowledge of the class format 
their students are using, they did not attribute their success in enrolling and retaining 
students to the training course. Nor did a majority of the participants report that they rely 
on the information they learned in the course in their everyday lives at the university. 
Most participants agreed that it was quite a challenge to find time to do the course and 
still learn their job at the same time. One participant reported, “They need to provide 
designated times or days just to work on the mandatory classes.” Overall, majority of 
the employees who participated in the survey did believe that it should be required of all 
new hires because it did provide them with experience that was worth the two weeks.  

The required course evaluated appears to be slightly below meeting expectations in 
some categories and right at meeting expectations in others. Based on survey results, 
here are some suggestions to further increase productivity: 
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• Based on the concern of time allotment, create a uniform schedule for all 
managers to follow for dates and time of when to allow new employees to work 
on <mandatory course>. This could allow for better concentration and higher 
retention of information among new employees that could, in turn, raise success 
rates attributed to this course.  

• To address another part of the concern with time, remove the required 2-page 
paper at the end of the course. Since having college education is a requirement 
for all employees at <ABC University>, it appears unproductive to have them 
write a paper if the real reason for requiring the course is to get them familiar so 
they can better relate with their students. 

• Although the content of the class was not evaluated, having content that directly 
relates to admissions counselors’ jobs could give more meaning and reason to 
the course, in turn, improving the success of enrollment and retention of the 
employees.  

Project Cost 

The total project cost is listed in the invoice below. It includes the cost per day for one 
evaluator and miscellaneous supplies. The 21 days included observation of 2-week 
course, creation of survey, dispersion of survey, collection of survey, and time to 
analyze data and create evaluation report. 
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Appendix A 

 

 


