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

 

On the Job Requisition tab, click on +Add 
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How:  Select *Position from drop down, click Continue

 

Basic Information:  Confirm information, click Continue 

 

Hiring Team:  Add Committee Members and Recruiter.  Click Continue 

• Add Collaborator type– Collaborator and/or Committee Member 

• Add Collaborator(s) 

• Add Committee Member(s) 

• Recruiter – add Kim Magers
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Requisition Structure:  Add Recruiting type – Student and Job Family. Click Continue 

 

 

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

 

Details: Confirm details. Should be part time. Click Continue 
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Offer Info: Confirm Information.  Click Continue

 

Attachments: add if applicable.  Click Continue 

 

Configuration: Do not make changes.  Click Continue 
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Screening Services:  Recruiter will add if needed for position

 

 

Click on Save and Close at the top 
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New Student Job Requisition has been created by Hiring Manager* 

• Student Worker – Athletic Director (24) – Showing Draft – In Progress 

 
 

• *Recruiter will receive the created job requisition and will complete next steps for approval 

and posting. 

• Once recruiter completes next steps, position is approved and posted – Showing Open - 
Posted 
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Student Applies for Position on Student Recruiting Site 
Student Recruiting Site – Position is now posted on Recruiting Site. 

 

Posted/Open Positions
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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. 

 

• Click on New-To be Reviewed or Active Applications to see Application(s). 
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• Click on the Candidate’s Name to open the application 

• Notice Status:  New, To be Reviewed 

 

• Click on tabs to see information – Details, Attachments, Questions 

 
 

Hiring Student 
• Click on Actions drop down– Click on Move 
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• Phase drop down: Click on Offer 

• State:  Click on To be Created  

• Click on Save and Close 

 

• 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 
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Recruiter will create Job Offer (Contract) for Student 
• Recruiter will create the job offer (contract) based on the information submitted in the 

notes to recruiter section. 

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

Student Receives Job Offer (Contract) 
• New Student Hire receives email with job offer (contract) 

• Student clicks on Decline or Accept  
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Student Accepts Position  
Student receives a Congratulations, you accepted the job email 

 

Student receives a Next Steps email requesting personal information which is date of birth and 

social security number. 

 

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 

 

Student Completes New Hire Paperwork 
 

Once log in information is received, student will complete the new hire paperwork. 
 

• Click On Journeys 

 

• Click on Ursinus Onboarding 
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• Click on Go to website 

 

• Complete Tasks – I-9 form 

 

• Click on Done 

• New hire will bring original identification for the I-9 form to Human Resources 
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Open  
 

 

 

 


