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Create Student Job Requisition
Navigate to My Team and click on Hiring

Good morning, Samantha Campo
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On the Job Requisition tab, click on +Add

Requisitions
(=] sob Requisitions
) candidate Pools

=) lob Offers

rker -Athletic Director (24)

Hifing Team Role  Recruiter, Hiring Marager, Cailaborator

Sort By | Creation Dat




How: Select *Position from drop down, click Continue

o How

Requisition Type “Business Unit
Standard Uc BU
“Use

osition
Position
Student Worker -Athletic Director

Basic Information: Confirm information, click Continue

@® Basic Info

Requisition Type Position

Standard Student Worker -Athletic Director (20512)
"Requisition Title Languages

Student Worker -Athletic Director American English

“Number of Openings

Limited 122

Hiring Team: Add Committee Members and Recruiter. Click Continue

e Add Collaborator type— Collaborator and/or Committee Member
e Add Collaborator(s)
e Add Committee Member(s)

® Recruiter —add Kim Magers

@ Hiring Team

“Hiring Manager " Recruiter

Samantha Campo Assistant AD for Athletic Operations Kimberly Magers Administrative Coordinator Human Resource

Add Collaborator Type

Committee Member
Erin Stroble Director of Athletics

Add Another Committee Member




Requisition Structure: Add Recruiting type — Student and Job Family. Click Continue

@ Requisition Structure

*Recruiting Type

Student

*Organization

Ursinus College

*Primary Location
Collegeville, PA, United States

Job Family

Campus Life

Pops back up to How. Click continue until you are back to Details

Details: Confirm details. Should be part time. Click Continue

e Details

Worker Type

Employee

Regular or Temporary

Regular

Full Time or Part Time

Part time




Offer Info: Confirm Information. Click Continue

@ Offer Info

Legal Employer Primary Work Location

Ursinus College [ MAIN camPus
" . Other Work Locations

Business Unit

1 Select a value

UCBU
Department
1 Job
Athletics Student Worker (NA000OOT1)

Attachments: add if applicable. Click Continue

0 Attachments

" Drag files here or click to add attachment

Configuration: Do not make changes. Click Continue

© Configuration

“Candidate Selection Process Allow Candidates to Apply When Not Posted
Student Candidate Selection Process - Student_CSP_V1 (Defau No

“External Application Flow Automatically Open Requisition for Sourcing
Student Application Flow - Student Application Flow (Default) - Neo

Hot Job Automatically Fill Requisition
No No




Screening Services: Recruiter will add if needed for position

e Screening Services

Background Check

-

, There's nothing here so far.

Click on Save and Close at the top

leate Job Requisition




New Student Job Requisition has been created by Hiring Manager*
e Student Worker — Athletic Director (24) — Showing Draft — In Progress

Job Requisitions

Requisitions + Add

Keywords : Show Filters Hiring Team Role  Recruiter, Hiring Manager, Collaborator

Sort By | Creation Date - New to Old

Student Worker -Athletic Director (24)

Jard
jeville, PA, United States

Student Worker -Athletic Director (20) Applications: 0

O Posted Prospects: 0

e *Recruiter will receive the created job requisition and will complete next steps for approval
and posting.

e Once recruiter completes next steps, position is approved and posted — Showing Open -
Posted

Job Requisitions

Requisitions

E Job Requisitions

Keywords Q| ShowFilters  Hiring Team Role  Recruiter, Hiring Manager, Collaborater X
1 Candidate Pools F—
Sort By | Creation Date - New to Olc
3 Job Offers Student Worker -Athletic Director (24) Applications: 0
Jpen - Posted Prospects: 0

Student Worker -Athletic Director (20) Applications: 0
P Prospects: 0




Student Applies for Position on Student Recruiting Site
Student Recruiting Site — Position is now posted on Recruiting Site.

Student Recruiting

ALLIOBS(S] NEWIOBS(S) CAMPUSUFE(2)  ADVANCEMENT AND EXTERNAL RELATIONS (1)

Job title, skill, keyword City, state, country

3OPENJOBS | CATEGORIES ~ POSTING DATES ~

Posting Date 7 |

Student Worker -Athletic Director

Collegeville, PA, United States » Posting Dates 05/07/2024 « @) BE THE FIRST TO APPLY W
ould have a flexible schedule and be able to work evening and weekends.

The Athletic Department is seeking workers 1o a53ist with events

Student Worker -Athletic Director N
&
Collegeville, PA, United States » Posting Dates 04/25/2024 « @) BE THE FIRST TO APPLY
Student Worker -Alumni
Collegeville, PA, United States » Posting Dates 04/16/2024 « @) BE THE FIRST TO APPLY
brd s

rvices operations here at Ursinus. The Food Service Worker may work
p and serving of food from counters and stea <. Dut
may differ among accounts, depending on business necessities and

anywhere on property where food is

nclude cleaning and




Review Details of Application

Student has applied and there is an application to be reviewed.
Go to My Team — Hiring — click on job link to see applications.

Requisitions

Keywords Q Show Filters Hiring Team Role  Recruiter, Hiring Manager, Collaborator X

Sort By | Creation Date - New to Olc

Student Worker -Admissions (28) Applications: 1

Prospects: 0

ted States

Student Worker -Athletic Director (27)

Applications: 3

Prospee U

Applications: 2

Prospects: 0

e Click on New-To be Reviewed or Active Applications to see Application(s).

udent Worker -Athletic Director: Overview

) overview

N Details
B Job Formatting Kev Highlights
E Posting Reqmu{nnsuxu;
Open - Posted
Requisition Type
P2 interactions
Requisition Number
L lo. PA
B interviews

Hiring Manager

B Feedback

& progress




e C(lick on the Candidate’s Name to open the application
e Notice Status: New, To be Reviewed

Job Applicat

Keywords

Candidate

@ Joseph, Adam

22002

Fenwick Island, DE. US

\| ShowFilters | Application Details Active X

Details Status

ening score: 1 out of 1

) View | Summary

Education

Sort By | Create Date - New to

Experience >

e Click on tabs to see information — Details, Attachments, Questions

e

e

Activity

Progress

&£

Attachments.

"

<]
A
A

Interactions

Messages

Interviews

Feedback

Screening

@ caainfo

B} sensitive info

Hiring Student

Key Highlights

Phase and State.
Mew. To be Reviewed

Candidate Type When Applying
External

Endorsements

Personal Info

e Click on Actions drop down— Click on Move

7 Activity

% progress

P Attachments

P2 Interactions

B Messages

B auestions

B interviews

B reedback

A screening

irector (2

Key Highlights

Phase and State
New, To be Reviewed

Candidate Type When Applying

External
r" i rsement
Personal Info
Address
Source Info
Labels

Candidate Number
22002

Candidate Number
16002

Add 1o Requisiton

Adg 1o Candioats Pool
Add Intaraction
Send Massage

Send Massage to Tesm

Collact Foaaback
Chack Duplicates
Croate Job Offer

Pt
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e Phase drop down: Click on Offer
e State: Click on To be Created
e Click on Save and Close

e Click on Actions drop down, Click on Create Job Offer

Notes to Recruiter: Please provide the following information for the job offer (contract).
Start Date

Hourly Rate

Department Charged

Account Charged

Save and Close

Request to hire will now move to Recruiter for processing

11



Recruiter will create Job Offer (Contract) for Student

e Recruiter will create the job offer (contract) based on the information submitted in the
notes to recruiter section.

e Student will receive email from recruiter with job offer (contract).

Student Receives Job Offer (Contract)
e New Student Hire receives email with job offer (contract)
e Student clicks on Decline or Accept

Inbox ¥ o = Congratulations, the job offer Student Worker -Athletic Director is extended to you!

[ Ursinus College
Congratulations, the ..
Hello John Dee: Congratul

This message was sent with High importance.

Ursinus College <UrsinusCollegeiaciqy-test fa.ocs oraclecloud.com> a s o B

To: ursinuscandidates 100@outiook.com

Ursinus College uc

Hello John Doe,

This manth

Congratulations, your job application was successful and we are pleased to extend the job offer for the Student Worker -Athletic
1sotay-test fasender@workfiow Director position to you.

Rominder: Task Ac...  Sun 800 PM
Hallo, Joan Ar

We lock forward to you accepting the position and joining the Ursinus team

Thisisa

ia0tqy-test ta sender Gworkfiow... Rond 19 lob Offer
R

ler: Task Ac..  Sun 800 PM

Sincerely,
Ursinus College Recruiting Team

1AOTQY-TESTfa sender@workfl.
Reminder: Task Academ... Fri5/3 & Reaiy + Forward

URSINUS COLLEGE
STUDENT EMPLOYMENT CONTRACT

mployment with Ursinus College, this compieted contract must be received by Human Resources 50 you can be paid.
f you are 8 new hire, you will need to complete additional paperwork which incudes forms for payroll, taxes, work eiiginiiity and Colege
specie policies. You may also be required to complete & Dackground screening
New Student Hiring Process:
1. Once your eantract is accepted, Human Resources will process your application.
You then will receive 8 Weicome Emall from Tech Support to register in the payroll system,
Create a Username and Password to complete new hire paperwork that wil be shared with you
Tasks will De assigned for paperwork compl
15 Secton 10 be completed with Identification being taken to Human Resources
ity Contract
Forms wil be assigned for completion
Returning Student Process:
1. Once contract is accepted, Human Resources will process the application.

Your empioyment with Ursinus College is at-wil, you anaor the College may terminote the employment reiosonship ot any time ond for ony
780500, wnth Or withou? ROTICe. This CONLFOCt COES RO, NOF i 1 INTEAGED O CONSTTLTE O CONErOCt Of Guorantee empioyment for G spec ied
rerm

SECTION A: STUDENT INFORMATION (Print Clearly)

ame: John Doe

rred Name: lohn

Campus Address: MAIN CAMPUS
Pnone Numbar:

The Higher Educ

part-gme employment of
whather PWS or otharwis

Act of 1963, 65 amended (HEA), in Section 441(o) stotes punpose of the Feders! Work Study (FWS) Progrom is to gromote the
udents who are in need of earnings to pursue courses of study. A3 3 Student porTiciparing in part-time work at Ursinua College,
113 My UNGRrSTanding ThGT the Colege will NGt permit STUCRNt wOrkers t0 work Ouring SChedu/ed Cioss Tmes

STUDENT SIGNATURE:

HATIRE AU _AAHE> Date: <3E_SIGNATURE_SIGNATURE_DATE?>

Expacted Graduation Date:

SECTION B: POSITION INFORMATION (Completed By Employer)

Position Title: Student Worker -Athiatic Director Hours per Week: 20

Student is: New to position

Date student is t begin work: May 15, 2024 (Contract must be received by Finance Office/Payroll first)

Department Charged: Athietics Account Charged: 01-0000-0101

Hourly Rate

The nigher Educorion ACt of 1963, 63 Gmended (MEA), n Section 441(c) stotes ThGE the purpase of the Peders! Work Study (PWS) Brogrom i to promote the
portzime empioyment of students who are in need of ecrmings 1o pursue courses of study. A3 @ Student PGITCIPaTIng in POrT-TImE work ot Ursinus Colege,
Whether FWS or Otherwise, it 3 My uNGerSTGNGing TAGE the COllege will RO DRI STUTRNE WOkers 15 work Ouring Scheduied Class Tmes.

EMPLOYER SIGNATURE: Laura Moliken Date: May 7, 2024

&Jbawnlo-ﬂ

ACCEPT
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Student Accepts Position
Student receives a Congratulations, you accepted the job email

Inbox W Q

Ursinus College
Congratulations, youa... 11:114M
Hello John, Congratulations. you

Ursinus College
Next 5t

8 is required . 11111 AM

Ursinus College
Confirm your ide

Ursinus College
Congratulations. the |

lege
ahanslics  G1am

Congratulations, you accepted the job offer Student Worker -Athletic Director!

ollege@iaotay-test faocs.oradecioud.com>

100@outiook.com Tue 5/7/2004 1

Hello John,

Congratulations. you have succes:
college recognizes you as a most im|

accepted the position of Student Worker -Athletic Director with Ursinus College. The
riant asset and hopes you will become an ambassador for Ursinus in the community and

within your professional network
You will be receiving additional emails with next steps including an email asking for your National Identifier.
Sincerely,

Ursinus College Recruiting Team

€ Reply » Forvard

Student receives a Next Steps email requesting personal information which is date of birth and
social security number.

Inbox W Q

Ursinus College

ngratulations, you a
Hello John, Cangra

Ursinus College:
Net Steps is required .. 1111 AM
Hallo John, If you siready provid

Ursinus College 1

Ursinus College []
Congratulations.
Hello John D

Ursinus College
Your re job applics...  %:13AM

This month

Iaotqy-test fa.sender@workflow..
Reminder: Task Ac Sun, 8:00 PM

Mext Steps is required for your job application for job Student Worker -Athletic Director - 24

s.orackecloud.com>

Hello John,

f you already provided your SSN and DO completing the background screening for this position, you can ignore this email. If you
have not completed 3 background screening, please mave onto the Next Steps.

Next Steps

Sincerely

Ursinus College Recrulting Team

& Reply > Forward

Recruiter will be notified of student acceptance and will move new hire to the HR Phase
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Once student is moved to the HR Phase, the student will receive an email concerning log in
information from Ursinus

Welcome to Ursinus College!

Hello John,

Congratulations on your new position with Ursinus College! You will receive your login details along with the Onboarding
instructions in a separate email. It should be received in the next 24-48 hours.

Thank you!
Ursinus College

& Reply * Forward

Student Completes New Hire Paperwork

Once log in information is received, student will complete the new hire paperwork.
e Click On Journeys

Good morning, John Doe

@0 -

e Click on Ursinus Onboarding

14



< My Journeys

Ursinus Onboarding

0ot 1 Completed

e C(Click on Go to website

< Ursinus Onboarding I ‘

e Complete Tasks —1-9 form

< Ursinus Onboarding

Contact Info

[ -

e Click on Done
o New hire will bring original identification for the I-9 form to Human Resources

15
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