STUDENT EMPLOYMENT PROCESS

Students can access the open, available student job postings through Inside Augsburg using the On-Campus
Student Jobs link on the Community Menu of AugNet Services. Only people logged into Inside Augsburg have
access to view this link and the student job opportunities.
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Accessing the ATS system (Hirezon/Interview Exchange):

e lLoginto Inside Augsburg.
e Under Administrative Tasks, click on Reviews/Searches
o Select Applicant Tracking System

To post a job, select the Student Posting Requisition:

Click on Requisitions (1) first, then click Add New Requisition (2)

i

Hirezon |EXthange

Welcome:  Robin Whitney

Switch Module Manage Requisitions

M Job: 2

lanage Jobs Add New Res jon ) Manage Jobs
Post New J

CREDdED Seal o o Requisition Reports

Requi

ions

Job Templates Show My Requisitions Only

Manage Pending Requisitions
Find Candidates

ID  Requisition Title Requisition Template Job Title
QuickList
Sort By:
Originator: First | Last
Create Folders [¥ Current Approver: First | Last
Regisiration

User Account
User Manual

Manage Users
Company Account
Metrics Reports

Help Desk
Sign out

Select which requisition you want (Student Posting Requisition)

Hirezon|E¥Xchange

welcome:  Robin Whitney

Switch Module Manage Requisitions

M Job:
anage Jobs Add New Requisition Manage Jobs

Post New Job
Search Requisitions  Requisition Reports

Job Templates

Select Tempifte: [ STUDENT POSTING REQUISITION

Find Candidates Next | | Clear
QuickList

Create Folders
Registration
User Account

user Manual

Manage Users
Company Account
Metrics Reports

Help Desk
sign out

Pending Approval Open Regs Closed Regs

Approval Status

Modified

* — Requisitions from other users for approval

Augshburg University
Sign Out

** — Requisitions from other users for review.

Augsburg University
Sign Out



Fill in the form with all the required*(*those marked with a red asterisk) information. Save Changes.

Switch Module

Manage Jobs
Past New Job

Requisitions
Job Templates

Find Candidates
QuickLiat

Creats Folders
Registration
User Account

User Manual

Manage Uzers
Company Account

Metrics Reports

Help Desk
Sign out

Create New ‘Student Requisition’

Manage Requisitions
Notes  Jab Details

Fields marked with an asterizk * are required. While completing this form, please do not epen other forms in diferent windows /tabs.

Title/Name: @ *
Requisition Status:

Criginator:* | Robin Whitney

Position Trte:* Desired Start Date:
Hiring Depariment* Hiring Manager*
Period of Employment:* O Academic Year © Summer

Mumiber of pasitions to be newly hired with this fite:

Mumber of hours per week perwaorker

FOR SHILL-SPECIFIC JOB INFORMATION

Hiring priority s given to intemational students, students who have been awarded work study funds, and students whe mest the
requirements of posifions that require specific skillsknowledge. Hiring of nan-intemationa| students and students not awarded work study
funds, before Movember 1zt iz only allowable if the student possasses the specific skills and knowledge 25 outined on the skil-specific
job requisition and job description. All job postings and hires mesting this criteria will be subject to HR approval upan position pasting and
hiring of student.

5] Completion of specific course: Course Number

[ Specific Major required:

0] Experience working with specfic tool or technalogy/system:

0] Experience operzting specific machinery:

0] Experience with [T troubleshoat, PC and Mac enviranments, computer rapair

5] Participation/Membership in specific program:

[ Abity to read sheet music

[ Other (please deseribe):

Add a nate / Ask questions:

s G

Mo fite chosen

Toracd sckitiorsl documants nd/or comments, pleses uncheck the checkbor Add Job Details and dpprovers' befare olicking Save Changes'
¥l 4dd Job Detaila and Approvers

Save Changes




A new screen will appear where you need to add requisition details and a job description.

NOTE: It is best to search for the “Student” position template in the Template Library to give you a good starting

place. You will need to enter the department specific information such as:

e department and hours to be worked in Company Description
e required job duties to Job Description
e required skills and experiences in the Required Section.

Save changes and close job details.

Hirezon|EXchange

Wweleome:  Robin Whitney

Switeh Module Requisition Approvers: Test: Student Hiring Req Test Form

Manage Requisitions ~ View Requisition  Printable Version  Job Details
Manage Jobs

Post New Job Approver Approval Status
— Select — -
Requisitions ~Select— =
Job Templates ~lect— =
Find Candidats = Seleot =
\ne bandidstes —Selecti— - O Job Details
QuickList
— Select - -
Create Folders — Select - Requisition - Job Details
Registration — Select - - iclds marked vith an asterisk (*) are required
User Account — Select - -
User Manual — Select - - | SearchJob Template Library
— Select — -
Ve zers e = Job Title: B Teat Form
Company Account — Select — - Company Description:  *
chars i
Metrics Reports S — = s
Human Resources - B I U B[ = :=|[lSoure || &
Help Desk
Sign out
Job Description: *
Privacy Policy | Terms of Use | ContactUs charscters remaining

B I U 8| = := | [@Souce | &

Send for Approval (HR representative is hard-coded as final approver.)

Hirezon|E¥%change

Welcome:  Robin Whitney

Switch Module Requisition Approvers: Test: Student Hiring Req Test Form

Manage Requisitions  View Requisition  Printable Version  Job Details
Manage Jobs

Post New Job Approver Approval Status

Theresa Gade -
Requisitions T =
Job Templates e =

: ~ Select — ~

Find Candidates

— Select - ~
QuickList

— Select - ~
Create Folders — Select - -
Registration — Select — e
User Account —~ Select - -
User Manual —~ Select - -

—~ Select - -
Manage Users ~Select -
Company Account ~ Seleci— =
Metrics Reports =

— Select -

Human Resources
Help Desk
sign out

Save | Cancel

Send for Approval

Privacy Policy | Terms of Use | ContactUs

Augsburg University
Sign Out

Augsburg University
Sign Out



As a hiring manager:

You will be able to see all jobs assigned to you, under Manage Jobs.

From this page you will see how many people viewed the job; how many people applied to the job and what date
the job was posted.

Hirezon\E‘)"?Ehange Augsburg University

Welcome:  Robin Whitney Sign Out

Switch Module Human Resources: Manage Jobs

Requisitions  All Users Job Search

losed Jobs

Requisitions Manage Open Jobs 12 3 Next>>
Job Templates D Title Department Created Starts Ends Applies Hits % Applies
o 108585 M StudentPsychology Lab Manager Psychology Mar21,19  Mar21,"19  Until Filled 1 %
ekt 108479 M Student: Pan Asian Student Services Intem Pan-Asian Student Services Mar 18,19 Mar 18,19  Until Filled 15 2000%

108418 M Norway Hub - Human Rights Forum Intern Nobel Peace Prize Forum Mar15,19  Mar15,19  Until Filled 18 saa
Cronte Foldere 108319 M Student: International Student Orientation Leader International Student & Scholars Mar14,19  Mar14,19  Until Filled 3 10 3000%
T 108228 M Student: University Events - Summer Setup Support Staff University Events Mar12,"19  Mar12.19  until Filled 10 =
ser Account 108137 M Student: Summer Staff Lead Member Residence Life Mar 08,19 Mar0g,'19  Until Filled 10 %
Leer Manual 108133 M Student: Admissions Operations Student Worker Admissions Operations Mar08,19  Mar08,19  Until Filled 4 17 2353

108044 M Student: LEAD Fellow sabo Center Mar 06,19 Mar06,"19  until Filled FRTS 2.70%
MnanE s 107108 M Student: Summer Bridge Residential Peer Mentor TRIO/SSS Feb04,19  Feb04,19  Until Filled 8 46 17.39%
Company Account 105456 M Student: General Physics TA Physics Dec04,18 Dec04,18  May 04,19 4 15 2667
Metrics Reports 104429 M Student: EPIC Peer Health Educator Counseling and Health Fromotion Oct31,12  0ct3, 18  Until Filled 12 34 35.29%

102604 M Student: Weight Room Evening Safety Supervisor Athletic Director Sep12,18  Sep12,18  Until Filled 23 55 2182
Help Desk 102602 M Student: Wrestling Center Maintenance Wrestling Men Sep12,'18  Sep12,18  Until Filled 6 12 5000%
Sign out 102601 M Student: Fitness Center Antisepsis Athletic Director Sep12,'18  Sep12,18  Until Filled 19 50 38.00%

102597 M Student: Wrestling Manager Wrestling Men Sep12,'18  sep12,18  until Filled 12 833%

12 3 Next>>

* — Jobs for Review
110 15 of 38 Open Jobs

Privacy Policy | Terms of Use | Contact Us

By clicking into the job, you'll be able to see more details and the candidate profiles of the job’s applicants.

HirezonlEx‘change Augsburg University

Welcome:  Robin Whitney Sign out

Switeh Module

Manage Jobs

Post New Job

Applicants for: Student: Admissions Operations Student Worker (108133)

View EditJob Locations Alerts Invite Applicants Distribute Close Clone

COREquisites  Reviewers Review Notes Requisitions ~Quick Report ~ Re-Assign

Requisitions
Background Check E-Forms  E-Form Report  Find Candidate

Job Templates
QuickList Qualified Applicants in Inbox
Select Name : (F|L) Location Phone E-Mail Score Date

Create Folders 1 FIRST LAST NAME = Ramsey, MN PHONE # Email Address 80.00 v 03/18/2019
Registration ) HYPERLINK « Round Rock, TX 80.00 v 03/15/2019
User Account

3 Duluth, MN 80.00 v 03/14/2019
User Manual

Manage Users
Company Account
Metrics Reports

Help Desk
sign out

1 to 3 of 3 Qualified Applicants

Inbosx (3) Check All | Uncheck All | Reverse Move Selected: |- Select One- v
Maybe (0) Submit | | Clear

No (0)
Withdrawn (0) ~ Emails Sent m — Internal Gandidate

ves (0)
1. Committes Review (0)
2a Phone Interview (0)
b On-Campus Int._(0)
2c. 3rd Interview (0)

3. Background check (0)
4. Hired (1)

5. Onboard (0)

Bunshuirn Aliemn 1)



By clicking on the hyperlinked name you can view the candidate’s application in more detail.

From this screen you can download the applicant’s resume/cover letter, view their answers to CORErequisite
guestions, what other jobs they may have applied for.

NOTE FOR THE ACADEMIC YEAR: In order for a student to be fully qualified for a standard work-study student
position prior to November 1%, the student must answer “yes” to:

1. Being currently enrolled for classes
2. Being awarded work-study funds OR an international student
3. Understanding the 20 hour per week policy

Switch Module Student: Admissions Operations Student Worker (108133) «Pm"‘qeém sﬁgm}
Manage Jobs
Job Search Results . . ;
Post New Job Contact Information Application Details
Candidate First Last :"p‘”’i:h”";"ef1°-;‘55‘ M
e qurce: Other , Augsburg University
Requisiions Neme Application #: 3713536
Job Templates Address Intemal Candidate
Phone Number Current Folder: Inbax
Find Candidates Email Address » Background Check
QuickList » Recommendation
= Onboard
Create Folders Moveta: | - Select One - ¥ | Submit
Reqistration
3ser ':MECOUT Documents (Other Applications
Iser Manual
Resume 1. Student: EPIC Peer Health Educator
& Mar 122018, 11.55AM Appliect Mar 182018, 12:00 PM, Folder: Inbox
Manage Users 2. Student Office

istant Facilt.

Company Account p sl Mar 182078, FolderInbax
Metrics Reports : Jmunn‘sitgifm': o M
Help Desk Electronic Form Status Date of Submission Action
Sign out Student Information Sheet & Complete Mar 182019, 11:54 A Matk 2s Incomplete
COREquisites: Score: 80.00%
) Are you currently enrolled for classes as an Augsburg University student? v
Recently Viewed 2 Are you an international student? x
Julia Bishop 3) | understand that | must submit to and successfully pass a background check as part of the hiring process, /
) If offered student employment at Augsburg University, | understand that | cannot wark more than 20 hours per week (across all campus positions) when classes are in session, and /
110 more than 40 hours per week during breaks and summer.
3 Are you designated as eligible for on-campus employment as part of your 20_-20__ financial aid package? [This information is part of your financial aid award] \/

Responses to Additional Questions
How did you hear about this opportunity?
Augsburg University

f other’ please specify details here (i.e., Name of website, Journal name, Newspaper name, etc.)
Are you legally authorized to work in the United States?

es
Will you now or in the future require sponsorship for employment visa status (.9. H-18)?
No

[Disabled Question] Desired Salary Requirement?
Are you a graduate of Augsburg University?

es

Pndiritn Dannrd Cialds



Using the drop down “Move to” menu you can move candidates to different buckets (purely for organization
purposes) you can choose from the following, committee review; phone interview; 2" Interview; background
check; hired; onboard and future consideration.

A Inside Augsburg. x [ inte

Exc

ange - Applicant i+ X |+ - X

€« C { & nhtips//www.interviewexchange.com,

iewjsp?BID

A Inside Augs

y Directo...

[ Module Selection =

Hirezon|EXchange

Augsburg University
Welcome:  Robin Whitney

Signowt

Switch Module:

Manage Jobs

Job Search Resuits

Student: Admissions Operations Student Worker (108133) P etumio o

e Contact Information Application Details
> Julia Bishop Apply Date: Mr 18 2019, 1:55 AM
Requisitions 15480 Yakima Gourt NW Source:Other. Augeburg Universiy
a 5|
Job Templates Ramsey, MN - 55303 i
Phone:(763) 337-2634 Guren: Foder-Inbax

Find Candidates bishop.
QuickList

ugsburg.edu

Create Folders Submit

Registration
TEEnTi] Documents Other Application Meke Public/Private
User Manual Send Emal

Resu

1. Student: EPl jpox
uwried

Manage Users . 2 o™
Company Account N 22 wihdrawn
Metrics Reports 2 e -
2a. Phone manview D
Help Desk Electronic Form status o O Cormpon Iterien Action
Seous Student Information Sheet i Complete 2c. 3 Inerview & ncomplete
& Background check
< rird
COREquisites: 5.Onbowrd Score: 80.00%
") Areyou curtenty enrolled o classes as an Augsburg Universiy student? o ¥
Recently Viewed 2) Are you an international student? ) x
|Julia Bishop 3) understand that | must submit to and successfully pass a background check as part of the hiring process. v
4 I offered stugent employment at Augsburg University, | inderstand that | cannot work more than 20 hours per week (across all campus positions) when classes are in session, and =
10 more than 40 hours per ring breaks and summer.
5) Are you designated as eligible for on-campus employment as part of your 20_-20__ financial aid package? [This information is part of your financial aid award ] v

Responses to Additional Questions
How did you hear about this opportunity?
Augsburg University
If ‘other’ please specify details here (i.e, Name of website, Journal name, Newspaper name, etc.)
Are you legally authorized to work in the United States?
Yes

Wil you now or in the future require sponsorship for employment visa status (e.g. H-1B)?
No

[Disabled Question] Desired Salary Requirement?

Are you 2 graduate of Augsburg University?
Yes

10:44 AM
H O Type here to search o) e

Once applicants are moved to different buckets, you won’t see them in your applicant’s screen when you open
the job. Instead you’ll see them in folders on the side panel:

Hirezon|EXEhange

Welcome:  Robin Whitney

Augsburg University

Sign out

Switch Module

Applicants for: Student: Admissions Operations Student Worker (108133)
Manage Jobs

Job Search Results View EditJob Locations Alerts Invite Applicants Disfribute Close Clone
RostNewgion) COREquisites Reviewers ReviewNotes Requisitions Quick Report ~Re-Assign

Requisitions Background Check E-Forms  E-Form Report  Find Candidate
Job Tempiates

Qualified Applicants [y
Find Candidates

QuickList Qualified
Select Name: (FIL) Location Phone E-Mail Score Date

Create Folders 1 First Last Name New: Brighton, MN Phone Number Email addresses 80.00 v 03/27/2019
Registration

2 2 I Ramsey, MN 8000/ 03/18/2019
User Account hyperlink e
o] 3 + Round Rack,TX 8000/ 03/15/2019

4 Duluah, MN 8000 03/14/2019

Manage Users
Company Account

Metrics Reports

Help Desk
Sign out

110 4 of 4 Qualified Applicants

Check All | Uncheck All | Reverse Move Selected: - Sslect One- v
Submit | | Clear

= - Emails Sent » - Internal Candidate




To hire a new student who has applied for your job:

Click into the profile of the candidate you want to hire, click on the Recommendation button under Application
Details and above the “Move to” folder commands.

Augsburg University
Welcome:  Robin Whitney

Sign Out
Switch Module
Student: Human Resources Student Worker (107845) Return to ShortList
Manage Jobs
Post New Job . . }
Contact Information Application Details
Requisitions Candidate First Last Name spely Dt Mar 12 i
ugsburg Uriversity
Job Templates Address 95]_ °
Phone Number e
Find Gandidates Erail Address
QuickList
Create Folders
Registration
User Account Documents Other Applications
User Manual
Resume 1. Student: E
Manage Users ) 2. Student: Admissions Operation
Company Account g e -
Metrics Reports 3 Slugentome -
Help Desk .
Sign out COREquisites: Score: 80.00%
“1) Are you currently enrolled for classes as an Augsburg University student? v
2) Are you an international student? x
*3) understand that | must submit to and successfully pass a background check as part of the hiring process v
Recently Viewed *4) f offered student employment at Augsburg University, | understand that | cannot wark more than 20 hours per week (across all campus positions) wher es are in session, and e
no more than 40 hours per week during breaks and summer.
Julia Sishop 5) Are you designated as aligible for on-campus employment as part of your 2019-2020 financial aid package? [This information is part of your financial aid award ] v
Responses to Additional Questions
How did you hear about this opportunity?
Augsburg University
If ‘other please specify details here (i.e., Name of website, Journal name, Newspaper name, etc.)
Are you legally authorized to work in the United States?
ves
Will you now or in the future require sponsorship for employment visa status (e.g. H-18)?
No
[Disabled Question] Desired Salary Requirement?
Are you a graduate of Augsburg University?
No
From there, select Student Hired/Returning Form.
A Inside Augzburg % [0 Interview Exchange - Requisition X [} Augsburg Universiy - Calendar - X |+ - o x
<« C () @ https//www.interviewexchange.com/reqselect sp7BIDID=3713531 rea a

A AUniversity Directo,

A HRMoodieSite [ Augs

Hirezon|E¥Xchange

Augsburg University
Welcome;  Rabin Wiiiney

Switch Module

Manage Regq
Manage
Post New

Add New Requisition
Saarch it

ob

Groate New Reauisition

Job Templates

felect Tempiate:

Manage User
Company Account
Metrics Reports

Help Desk

Sign out

Privacy Palicy | Tarms of Usa | ConmactUs

H QO Type here to search

Fill in the required parts of the Student Hired/Returning Form and submit for approval.




To hire a returning student:

Fill out and submit the Student Hired/Returning Form under Manage Requisitions.

A Inside Augsburg % [ interview Exchange - Requisition X [ Augsburg University - Calendar - X |+ - 8 x

< C @ hips/www.interviewexchange.com/reqse

Apps A Inside

A A Univarsity Directo, Augsburg

mplo.. Bl 19 Consortium Sea.. A HR Moodle Site [

Hirezon|EXchange

Robin Whitney

Switch Module Manage Requisitions

A New Requisition  Manage Jobs

Craate Now Requisition

Metrics Reports

Help Desk
sign out

Privacy Faliey | Torms of Use | ContactUs

H O Type here to search

Fill in all the required information and then Save Changes.

Hirezon|EXthange

Wielesme:  Robin Wiitney

Switch Module Create New 'STUDENT HIRED/RETURNING FORM'
Manage Jobs Manage Requisitions
Post New Job N

Findids mavkced with n sterizi  are required, ¥

D

Requisiticns cmpleting this form, plezss b et apen other forms in difernt windmustats,

Job Templates

Title/Name:
Reguisition Status:
Find Candidates

QuickList Mew Hire Resurning (had previous

Create Folders

First Name:*

Registr

User Account

D Number:* De;

User Manual
e Manu Campus Box Sta

Supervisor™ Phone:*

Metrics Reports

ez O Mo

Help Desk Yes © No

Sign out

or (must supervise 2+ students)

Human

Datz:

Add a note / Ask questions:

Save Changes



Add approvers and Save to send for approval. HR representative is hard-coded for final approval.

Hirezonl|E¥change

Welcome:  Robin Whitney

Augsburg University
Sign Out

Switeh Module Requisition Approvers: Test: Student Hiring Req Test Form

Manage Requisitions ~ View Requisition  Printable Version  Job Details
Manage Jobs

Post New Job

Approval Status
Theresa Gade

Requisitions —~ Select -

Job Templates
- Select —
- Select —
Find Candidates

QuickList = Select—

— Select—

Create Folders — Select

Registration ~ Select —

User Account — Select -

User Manual - Select -

— Select —

Manage Users —Select—
Company Account ~Select—

a4« a|[a|[a|[a|[a][a]|a|la]|4]]

Metrics Reports
B — Select—

Human Resources
Help Desk

Sign out

Send for Approval

Privacy Policy | Terms of Use | ContactUs

Once the Hire Form is approved, HR will work with the student to complete any and all necessary employment
paperwork and background checks. The student is authorized to work only after the entire employment
process has been completed.

If you have any questions, please contact HR at hr@augsburg.edu.
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