
Work-Study and Student-Hourly Hiring Process 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Refer candidate to 

the Financial Aid 

office to assess work-

study eligibility 

Advertise and 

Accept 

Applications for 

Position. Exclude 

candidates not 

enrolled in a 

minimum of 6 

Credit hours 

Interview candidates, 

make a selection, 

complete requisition   

Send employee to the Human Resources office with 

completed requisition to receive New Hire Packet 

H.R. submits 

background check. 

This will take 2 – 7 

days to process 

Employee completes 

packet and remits 

necessary 

documentation. 

This time table is 

entirely Employee 

dependent. 

H.R. Notifies Employee and 

supervisor of successful hiring 

process via ‘good-to-go’ email. 

Employee may not begin working 

until this email is received. 

Responsibility color key: 

Human Resources 

Financial Aid 

Supervisor 

 

Employee 

 

A new Student Employee is born! 


