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http://www.iup.edu/myiup/

At the top left of the screen, navigate to Dashboard > Insight > Jobs > Exam Plans. Find your specific
requisition then go into the Exam Plan.

Click “Add New” from the Job
Posting section or for existing
postings, click on the title of the
job to view the detailed exam
plan.

o
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Once you complete the job posting and click SAVE AND CONTINUE, you’ll be directed to the supplemental
guestions page. DO NOT ENABLE AUTO-SCREENING!!!

If you want supplemental questions, click ADD QUESTION then select ADD FROM ITEM BANK. HR has created an “Item
Bank” of commonly asked questions that you can use to further customize your job posting. If you’re electing to add
additional questions to your posting, you may ONLY USE QUESTIONS THAT ARE IN THE ITEM BANK. DO NOT
ADD/CREATE YOUR OWN OR EDIT EXISTING QUESTIONS. If a question isn’t listed that you’d like to ask, you must
contact HR to have the question approved and added to the bank.

1. Select STUDENT
EMPLOYMENT

2. Click ADD from the
Basket column for all
guestions you want to
add to your job
posting. This will add

the questions to your

basket.
3. Click

Aiseellanenus

8|Page

Revised 7/5/2024



Cancal m lﬂavn&(‘.\n:n\

A

[ FARSE'E B2l

nn Iactiete At Up D
n
i ' - ‘('i%-\ﬂrﬁm\m\_ww-r\\vrr--w\i\v\ﬂ:!._____:_v’___lm“_“: ‘ uon
et e o e — = = ke

[ U N ’
NI WY W

La &
N — BRERTTTT  HAImAn

Cnmknmarn

1 I | [l

RV

Revised 7/5/2024

Netailed Joh Postinn m Print Inh Rulletin
. i View (lass Snar View Fyam Plan _ Sipnlamanzal Qiiscrinne £ Awg Srreanine S .
] ——— —
A, n .Nnin NRIMMA SNEARIA 190 DM

Jok Title

Wed. 05/16/24 1159 PM Eastern Time Clozing Date/Time

$15.00 Hourty Salary
Student Job Type
Indiana Main Campus Locatien

Academic Affairs Divislon

[ pran [ — () canwnio

Arermeviiem = - Fieloie mmrcnr it = =mteris o0

* Division Academic Affairs (0002) =

9|Page



Navigate to Insight

From the Jobs menu, go to
EXAM PLANS. Search for
your position and go into
the Exam Plan.

Find the ELIGIBLE LISTS

97 records found.

Hired Add Nermmal O 04/23/24 0.00 .
Hired Add Normal (] 05/10/21 0.00 .
Hired Add Normal (] 05/01/24 0.00 ®
"""" a1pes — = - ALEale Y oAnnng, . — M- VY- a
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This is a sample of what the application will look like.

You can move back and forth from one application to the next by clicking the buttons in the red box at the
bottom of the page.

Master Profile

Contact Information -- Person |

Al il i s

ll Al it s ot e

Text Resume

Agency-Wide Questions
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Once you've selected
the requisition, select
CANDIDATES on the
Requisition Detail page.
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APPROVALS

Hire FO[Zm LR H

<3 I‘q
1. HIRE INFORMATION __

2. APPROVALS

1. Click ADD
APPROVAL Approy
GROUP

2. Approval Group -
Human

Resources (Req) e
3. Approvers: _ e £

Quentin R Davis &%

Fields are required.

IMPORTANT STEPS:

4. Clickthe green
ADD APPROVAL
STEP button.

5. Click SAVE &
CONTINUE TO
NEXT STEP

Click SAVE & SUBMIT
on the ATTACHMENTS
page. You may print for
your records.
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WORK AUTHORIZATION EMAIL SENT TO STUDENT WORKER
FROM HR

SUBJECT LINE: Important HR Info & Student Work Authorization —  Jane Doe
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INSTRUCTIONS FOR A STUDENT THAT HAS ALREADY
WORKED AT IUP IN THE PAST ANDIS
NEW TO YOUR DEPARTMENT

X Student applies to job posting.
X Supervisor completes hire action — Follow Instructions on pages 13-16.
X
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After being hired through Hire a Hawk, the student receives an email from donotreply@neoed.com
that contains an activation link to activate and set up their account.

NOTE: This activation link expires after 5 days. If the student doesn’t activate within that time, they
must contact HR to have the link resent!

Onboarding Portal
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The Employee view
will appear like this:

General Information

" Notes & Attachments (5)

FBI1/14/22 Quentin R Davis 05/02/2024 14:57:30 21
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Annls far tha Child Ahnes Claseames . [P |

Complete tha Dirart NDannsit Butharizatinn Farm

L' Camplete Moluntary Self Dizclozure Ferm

2 Complete the Provisional Hite Form

NeoEd Onboarding - What to expect : brief overview of what to expect going through the NeoEd
onboarding process, the documents HR needs and where to send them.

Read/Sign the Background Investigation & Provisional Hire Agreement: explains the Background
Investagation Policy & Provisional Hire Agreement to the student.

Read/Sign the Workers Compensation Notice

X Apply for Child Abuse Clearance - Step 1
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Mission:

To treat on campus student employment as a “High Impact Practice” that provides

students with opportunities to gain educational experiences outside of the classroom and
transferable skills to use in their future careers.

Benefits of Student Employment:

* Aids in recruitment and retention

« Builds relationships with university faculty, staff, and peers

 Provides opportunities for development and exploration

e Enhances educational growth and often improves scholastic performance

 Provides access to professional role models and advice, networking opportunities, and
references

» Establishes an employment history

« Aids in reducing financial stress

« Allows for flexible hours that fit class schedules

« Provides offices assistance with carrying out daily operations

» Enhances education outside of the classroom

 Provides the opportunity to gain a strong professional work ethic
« Influences preparedness for professional careers

Educational Benefits of Student Employment:

« Ability to manage and balance school, work, social and personal responsibilities
e Develop effective verbal and written communication skills

 Learn the importance of working as a team

« Build self-confidence and work ethic

 Further develop interpersonal skills

e Learn the importance of customer service

» Develop multitasking skills needed for success in a busy work environment
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« Learn the significance of office politics and how to interact positively with supervisors
and co-workers

» Develop computer proficiency in Word, Access, Excel, and any specialty software used
by specific offices

 Learn how to problem-solve, think analytically, and take initiative

» Understand the importance of being punctual and bringing a positive attitude to the
workplace

e Learn how to dress appropriately for the work environment

» Acquire time management skills by learning how to balance academics, employment,
and social life

Expectation of Student

Students should understand that working on campus is a privilege afforded to those
students who agree to comply fully with the following:

Upon acceptance of an on-campus employment position, the student is responsible for
reading all materials associated with their employment and completing all required
paperwork with the Office of Human Resources (paperwork must be completed before the
student starts their new position).

X The student must arrange a work schedule with their supervisor that is compatible
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Eligibility for Student Employment

No student may work for and be supervised by an immediate member of his/her family

Academic Year: Normally students must be enrolled for at least 6 credits each semester
as a regular IUP student. However, graduate assistants by the terms of their individual
contract, may be employed as graduate assistants and only enroll for 3 credits.

Summer: To be eligible for summer student employment a student must be an IUP degree-
seeking student and meet one of the following:
x Enrolled for at least 6 credits in the spring and at least 6 credits in the
following fall semester.
x Enrolled for at least 6 credits in the summer.
X Incoming freshman, transfer, or graduate student; offered and accepted
admission for the upcoming fall semester.

Student Employment Process

o The student must apply for a job through HireAHawk

o Offerthe Job!!

o0 Student begins onboarding process in NeoED - Assigned by HR

0 Student completes Child Abuse Clearance (if required for position

0 Studentregisters for Fingerprinting through Identogo (if required for position)

0 Student schedules Fingerprinting Appointment at the University Police Station (if
required for position)

0 Student completes Payroll Forms in NeoED

0 Supervisor/Student receives Authorization to Work Email from HR to beCID 51 >> [T4598 (R).68 -1 (
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E-Time:
A daily record of time worked must be maintained on the web-based eTime student payroll
system.

X Hours posted in eTime should accurately reflect all hours worked. Storing hours
and reporting them on subsequent pay periods is not permitted.

x When completing eTime, please make sure you enter your office hours under the
correct department.

X Report any changes of address to Student Payroll.

Compensation of Pay

Wage Rates:

Undergraduate student wages are $7.25 per hour. As long as students do not exceed the
established number of allowable hours per week for employment on campus, there is no
limit set on earnings. Students are paid every other Friday with the exception of holidays.

Student Hour Limitations:

Supervisors should be aware that a student’s first priority is their academic work. The
recommended hour limitations have been established to ensure that students achieve a
balance in work and school.

X You can work up to 25 hours/week when classes are in session (summer hours can be
higher in some situations).

X Ifyou're an international student, you're not eligible for FWS positions. If you're using
University Employment or State Work-Study funds, you are not permitted to work more than
20 hours/week while attending classes.

X Summer break: Incoming freshmen who desire to work in the summer prior to their first
enrolled fall term may work up to 40 hours/week. Students enrolled for coursework in the
preceding spring and the following fall semesters may be employed during summer break
and work up to 40 hours per week, but only 25 hours if enrolled in summer courses.
Graduate students completing dissertation/thesis during summer until graduation in
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Payment Compensation:
Students are REQUIRED to enroll in direct deposit.

Interviewing

Conducting a good interview involves planning ahead and organizing your thoughts and
guestions.
The following steps should lead to a productive interview:

1) Plan ahead.
Review any information you may have on the student (application, resume) before
the
interview. It is helpful to know the full name, hometown, and class year; major and
prior work experience.

2) Create afriendly environment.
Whether this is the student’s first interview or 10th, interviewing creates anxiety and
stress. Start with small talk to put the student at ease. Conduct the interview in a
private place so that you can give the student your undivided attention.

3) Verify basic information.
Check the information you have and update where necessarTd[sg-1 (ac)Tc /MCI1.32 Tdis30)1 /MC]
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Sample Interview Questions
The following questions may be helpful as you consider the information you would like to
obtain during the interview:
x Tell me about your previous work experiences.
What do you perceive as your strengths? What do you perceive as your weakness?
How do you manage your time?
How would you describe yourself or your personality?
Why did you apply for this job?
How would previous supervisors describe your work?

X X X X X X

29|Page
Revised 7/5/2024



30|



deemed necessary following evaluation at the Student Health Center, injured student
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