Hiring a Student Employee in Workday

Introduction

Prior to hiring a student into a position, the hiring supervisor should have written a job description for
the position, posted the position on CareerConnector to allow students to apply, interviewed
qualified candidates, and informed the student of the intent to hire them. More information about the
process can be found within the Manager’s Toolkit, in the Student Supervisor Information page. This
guide describes the process after these steps have been completed.

1. Complete the Student Employee Hire Request Form

To hire a student, a Google form titled Student Employee Hire Request must be completed. Please
note that completion of this form must be at least one week in advance of the intended hire date.
Students should never start work prior to the form and onboarding tasks being completed. If you
have questions or need help filling out the form, reach out to student-employment@willamette.edu.

Contents of Form

e Supervisor name

e Student position title

e Number of job openings you will fill

e Name(s) of the students hires

e Start date

e Location (Salem, Portland, Off-Site)

¢ Indicating if the position was posted on CareerConnector

e Scheduled weekly hours (do not exceed 20 hours a week total for all positions held)

e Number of months to be worked annually (normally 9 unless they will work year-round)

2. Approve the Position

After submission of the Student Employee Request Form, Human Resources will build the position in
Workday. You will then receive a task in Workday to review and approve the position. Review the
information carefully and click the Approve button if all appears correct. You will receive a notification
that your action was successful. If you find an item is not what you intended, contact student-
employment@willamette.edu directly to explain the needed revision.
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3. Approve the Student Hire(s)

Once the position has been created, reviewed and approved, Human Resources will hire the student
in Workday. You will receive another task in Workday to approve the hire of the student. Again,
review the information carefully to ensure all is accurate and click Approve to submit.
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4. Inform the Student of Onboarding Tasks

Once you approve the hire in Workday, the system will sync overnight, and the student will receive
system generated tasks to complete the following day. Note that student employees who have not
worked at the university before will receive initial login information from Workday to their personal
email, NOT their Willamette email. They will receive directions to complete their on-boarding,
including completing their 1-9 process (within 3 business days), and any required training.

Please inform the students that these tasks are forthcoming and instill a sense of urgency in getting
them completed, including making an appointment with Human Resources to present identification
documents to complete the -9 form. Refer the students to the Student Employee page for more
information about the onboarding process in Workday and beyond.

5. Primary and Secondary Job Explanation

Students who have more than one job will have one job assigned as the primary position and the
other job(s) designated as a secondary position. The primary position is the first job the student has
been hired for at Willamette, and the secondary position(s) are for positions for which the student is
hired after the primary position. Please note that the number of hours a student works in a position is
not associated with whether it is designated as a primary or secondary position. It is therefore
possible that a secondary position will be assigned more hours than the primary position.
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