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Flow Guide for On-Campus Process:

Go through training and get set up as a
contact with the Department

Post a Non-College
Work Study Position

HR-###

Career Center
approves and assigns
a number to the
position

Post a College Work
Study Position

CW-##t#

Career Center reviews
and assigns a number
to the position

Financial Aid approves
the position

Then the department will collect
applications, through the Eagle
Network, and interview candidates

To “close” the position,
contact the Career Center or
go on the website

After the position is filled, the department will need to fill out:

- Employment Confirmation/Compliance Review Form (on the Eagle Network)
- DPS Computerized Criminal History form for background check (if necessary)

employee through payroll/HR.

You have completed the process with the Career Center.

Make sure to complete a “New Hire Packet” on each new student
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Training for Job Posting System

Posting your Job:

> Go to the Eagle Network web site at: http://careercenter.unt.edu/eagle network.html

» Once you are on the page, click on: Employer
Eagle Network

Attention students interested in On-Campus Employment. Pleaze click here for a Student Employment Application [Microsoft
Word document]. After yvou have filled out thi= document, uplead it to the Eagle Network.

ST U D E N Ts To access your Eagle Network account,

log in to your MyUNT account and look for

/ oN I‘I"IYUNT‘ the Eagle Network logo.

Click on any of the links and you will be autematically legged into your Eagle Network account (you'll need to
disable your popup blocker, since it will open in a new browser). Now vou never have to worry
about remembering your Eagle Network username and password!

If you have any guestions please contact our office at (940) 565-2105 or by email (careercenter@unt. edu).

FACULTY

> To access the website, enter your username and password.

> If you are having any problems with entering the website, please contact our office at: careercenter@unt.edu or
call 940/565-2105.

> If you have never registered before, please click on the link: “Click Here to Register”

NOTE: Make sure that you disable your pop-up blockers, when entering the site.

UNIVERSITY OF NORTH TEXAS

THE CORNERSTONE OF YOUR FU

Username:
Password:

Click here to register!

Forgot vour password?
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http://careercenter.unt.edu/eagle_network.html�

> To post a job, hover over My Jobs and then click on New Job

TNTVERSITY OF MORIH TERAS

(CENTER

THE CORMERSTONE OF YOUR FUTLIRE
Home My Profile Resume Books My Johs My Interviews

Home Job List
ew 300~

Quick Links ~ welcome, Shaun Stoehr

) Report a Hire

My Task List
Saved Searches

« Enter/Edit a job posting- Select My Jobs.

Announcements

» It will open to the following website:

Home My Profile Resume Books My Jobs My Interviews Career Events Sign OQut

New Job

Save Cancel

Quick Links ~
A Report a Hire Position Information

My Task List
Saved Searches *Job Title:
*Drganization Name: UNT Student Employment: Career Center

Mo of Openings:
Work Schedule 6 :
Hours per Week '9 :

Internship Summer Hrs:

*Hourly Wage/Yearly Salary '9 :
Job Paid?: =]
Position Start Date 6 :

Paosition End Date '9 :
*Job Description:

Career Events

« Update your general information- Select My Profile.

Sign Qut

+« Copy ajob posting--Select My Jobs--=Job List. Select the job vou wish to copy and click or
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How to Fill Out a Job Posting:

Note: The areas marked with the * are required fields.

 save | camcel |

*Job Title: |Stydent Assistant (Cw-) Fall 20] | 1

2 | *Organization Name: UNT Student Employment: Career Center

No of Openings: 3

Work Schedule e . |M0ndav - Friday 10am - 2pm |

Hours per Week 9 :115-20
Internship Summer Hrs: | | 5

*Hourly Wage/Yearly Salary 9 :|[$7.25

6 Job Paid?:

Position Start Date @ : August 1, 2010

Position End Date 0 : I:I

4

» You are not allowed to change the Organization Name, if you are needing to, please contact the

Career Center (careercenter@unt.edu or call 940/565-2105)

» This is where you put your required work hours. Here are some examples:
4 0 M-F with some nights and weekends - 10 to 15 hours
O between 8-5, early and late hours possibly- 20 hours per week
0O MW (4-6p.m.)TR(8-10a.m.OR11a.m.)
O Flexible between 8a - 5p - average 20 hours per week

A pay rate must always be included.
Make sure to choose “Paid.”

In the Hourly Wage/Yearly Salary area on the form, put in the hourly wage for this position.

If the job is paid differently (i.e. stipend or commission), make sure to put specifics in that space.
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“Job Description: MUST HAVE RECEIVED AMD ACCEPTED & COLLEGE |
WORK STUDY AWARD TO APPLY FOR THIS POSITION.

8

DUE TO THE MATURE OF THIS POSITION, & CRIMIMAL
HISTORY REPORT WILL BE COMDUCTED UPOMN
HIRIMNG,

Spell Check

~

Before you enter the Job Description, make sure to include the following phrase(s) as it applies
to your position:

Information on what to put for the Job Description:

This is where you write out the job duties for the position. Make sure to not get the job requirements and
the job duties mixed up. Make sure to be as detailed as possible. Here is a sample of a job description:

If it is a College Work Study position, put the account #, below the Job Description :

This is the Department Account # and this is used for recordkeeping purposes. Below is a sample of how it
should be written:
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Job Requirements: Jgh Requirements:

(0

9 Must be customer service oriented, responsible,
dependable. Due to the need for student employees
to work with a diverse group of people (students,
alurnni, employers, Faculty /Staff), this person must
be able to communicate effectively on the phone |

Spell Check

9 Information on Job Requirements:

This is where you enter the job requirements. Make sure to be as detailed as possible. Here is a sample of a
job requirement:

Notes about job requirements:

Please avoid any discriminatory requirements when typing in the Job Requirements. For example, the
statement “Must have excellent communication skills,” could be considered discriminatory. Instead,
consider using one of these: “Due to the need for student employees to work with a diverse group of other
students” OR “This position requires that the student employee talk to a high volume of others on the
phone, it is necessary for that person to be able to communicate effectively.” Another phrase that you can
use is: Do to the nature of this position ... It is important to make it clear why this is a requirement.
Otherwise, it could appear that you might exclude, for example, individuals with an accent.

Application Instructions: yoy will need to submit a resume and student
employment application to apply for this position. After

10 | ¥ed apply for this position, please call Shaun Stoehr at:
Q40-365-2105.

You must do all of the above to be considered for the
position.

Spell Check

10

»  All applicants will be applying online, but if you would like for them to call you, email you or come

by in person after applying for the position, you would enter that information here (see above for
example).

» Also, be sure to include what you are wanting from the applicant (i.e. proof of schedule, proof of
work study award, etc.)

* Note — the Career Center encourages students to follow-up 3-5 days after applying. Make sure to notate
on the job description, if you would not like for students to contact you after applying.
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Posting Information

*Job Location 9 : |DE”tU”n Texas | 11

*Position Type 9 : | Internships/Co-op -
Part-time Off-Campus

12 Part-time On-Campus
Part-time On-Campus Work Study

Minimum GPA: |:| 13

Citizenship © . Non-U.S. Citizen
U.5. Citizen

14 | U.5. Permanent Resident

Classification (click all that

apply) 0.

15

Sophomore

»  You will mark “Part-time On-Campus” if it is a regular job (non-work study position)

1 2 »  You will mark “Part-time On-Campus Work Study” if it is a work study position approved through
Financial Aid.

» DO NOT mark both “Part-time On-Campus” and “Part-time On-Campus Work Study.” It can only be
one at a time. (If you want to post it both ways, you must post two separate positions).

Please do not mark anything for Citizenship. Most international students VISA’s allow them to work
on-campus.
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*Majors @ . BHE

16

Add/Remove I

*Date Position Posted: 7/5/2010 P
*Date Position Closes: |g/5/2010 s

18 |Receive Resumes by e-mail? e :
19

received.

be closed.

» The default dates are set for 1 month.
1 7 » All positions must be posted for a minimum of three working days or until five referrals have been

»  You will be notified via email when the job is about to close.
» Reminder: Make sure to contact the Career Center when the position is filled, so the positing can

» When you’ve completed posting the position, click on the “Save” button.

1 9 » When you press the “Save” button, it will automatically go to the Career Center for approval.

» If you do not want the position to be approved ASAP, please contact the Career Center. Contact
the Career Center to let us know when you would like it posted and viewable to students.

After you press “Save,” the screen will show the following:

20 Note — This screen will allow you to view the position and make any changes.

Home | My Profile | ResumeBooks | MyJobs | My Interviews | Career Events | SignOut |

Jobs = Job Profile

Page Functions A Viewing Job: 45871 /Student Assistant (CW-9464)
Copy Job >
View Activity >
Profile View I Position Information l Posting Information

Quick Links A 1 9

. Position Inf ti Edit
9 Report a Hire ion Information [ 1
My Task List To update information in the 2 sections below, click the Edit button in each section. Required fields are indicated by an *. The Posting
Saved Searches Information Section below contains important fields. Please read carefully.

*Job ID: 45871
*Job Title: Student Assistant (CW-5464)

Organization Name:

Mo of Openings:

Work Schedule 0 :
Hours per Week 9 :
Internship Summer Hrs:

*Hourly Wage/Yearly Salary 0 :
Job Paid?:

UNT Student Employment: Career Center
2

Monday - Friday 10am - 2pm

15-20

$7.25
Paid

20

» The Home Link will take you to the main home page of the Eagle Network System.
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Layout of Home Page:
21 23 25

Home | My Profile | ResumeBooks | MyJobs | My Interviews | Career Events | Sign Out |

Homs 22 24

Quick Links #  wWelcome, Shaun Stoehr

9 Report a Hire + Update your general information- Select My Profile.
My Task List + Enter/Edit a job posting- Select My Jobs.
Saved Searches + Copy a job posting--Select My Jobs--=Job List. Select the job you wish to copy and click on "Copy Job™ at top of menu.

2 6 Announcements ~

View All »
SPECIAL OFFER - Come to College of Business Career Fair and get ﬂ
$100.00 Off All Major Career Fair (check registration form for discount).
Spring 2010 College of Business Internship & Career Fair
February 10, 2010 3PMto 7 PM UNT Coliseum, Upper Concourse
Registration $250.00 J

Spring 2010 College of Engineering & Computer Sciences Internship & Career Fair
February 18, 2010 10 AMto 2 PM  Discovery Park
Registration $150.00

27

e Library ~

IEC] Employer Services
IEC] On Campus Interviews

I_E‘ [Z3 Student Employment

- OpenWiew an Event - Double clide the event. Hover over event for more info.
» Create New Ewent - Double clid in the empty space on desired datetime.
= Export to Outlook - Clidk the small Sutlock icon in the desired event.

Calendar £

(€ 3 today 11/1/2009 - 11/7/2009 ‘ Day H Month

»  You may disregard Resume Books.

» You may disregard My Interviews and Career Events. This is for off-campus employers.

» Under the Quick Links:
O Report a Hire — do not use report a hire, this is currently for off-campus employers. We

are working on getting this set up for on-campus employers. To report a hire, go to page
19.

My Task List & Saved Searches is for off-campus employers.




My Profile:

Al

Profile ¥Yiew Employer Information Contact Information

Employer Information

Flease review your profile below, To make changes to items in either section, click on the [Edit] link for that section,

*0rganization Name

: UNT Student Employment: Career Center

Employer Size:

Website
Industry

Address Line 1:

Address Line 2
City

State:

Zip

Country

Map of Address Ahove
Main Phone

Employer Profile @ . University of North Texas - Student Emplayment - Employment Advisars

Online Application Address
Majors Recruited

Include Company Info in Emplover

Directory

Contact Information

*First Mame

: http:/fcareercenter.unt.edu
: Academic

UNT

: Chestnut Hall

: Denton

TH

76203

: United States

: Online Map

Tes

: Shaun

Middle Initial:

*Last Mame
*Username

» There are two sections:

1. Employer Information (Department and Organization Information)

2. Contact Information (Your information) NOTE — This is not viewable by students.

1 Stoehr
: shaun@unt.edu

> You may edit your Profile, two ways:

1. There are tabs on the top of the page

2. Edit Buttons on the right hand side of the page

[Edit

A

[Edit

» Do Not Change the Organization Name — If you need to change the Organization Name, please contact the

Career Center.
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Viewing Applicants:

> Go to the Home Page and click on Job List:

Home My Profile Resume Books My Jobs My Interviews Career Events

e rob List e

Sign Out

New Job
Quick Links - welcome, Shaun Stoehr
£ Report 5 Hire « Update your general information- Select My Profile.
My Task List = Enter/Edit a job posting- Select My Jobs.

saved Searches = Copy a job posting--Select My Jobs--=]ob List. Select the job you wish to copy and click on "Copy Job” at top of menu.

Announcements Ead

View All >

Upcoming Dates for Spring 2010 -
Register TODAY; there are a limited number of spaces available
Go to the UNT Career Center homepage at: http://careercenter.unt.edu to register for these events. Scroll over "Career Events”
on the top bar and you will be able to see all the events that are open for registration. Click on the event you would like to sign up
for and follow the directions®.

» The screen below will pull up.

> When you are on the screen, find the position for which you are hiring. Click on the highlighted “R” that is
located at the right hand side of that position.

Jobs

Quick Links
nRepor‘t a Hire

My Task List

Jobs

To enter a new job listing- Click "New Job" on the submenu bar above,
To edit your job listing({s)- Click Job ID# of the position you want to chanage below.

+ To close your job listing{s)-
1. Click Job ID# of the position you want to close,
2, Click the [Close Job] link at the top of the job.
3. Click the "OK" button to confirm,

« To view students applying for the position- Click the highlighted "R" under the Activity section, If
no one applied for the job, the R will not be highlighted.,

« To report hiring a studentfgraduate- Click the "P" under the Activity section, The "P"is
highlighted when a student has heen hired for the position,

Saved Searches

You are currently posting the following job opportunities:

Change page: 4 =Prev 1 Next= p Displaying page 1 of 1, iterns 1 to 4 of 4.,

Job ID ~ Job Title Position Type Status Date Position Posted Date Position Closes Activity
7| g ez | T | g
Student Part-time
40219 Assistant on-Campus Closed 9/1/2008 9/12/2008 P R_
(Cw-8990) work Study

Will be the first person of contact for callers and wallk-in traffic. will answer phones, assist walk-ins, assist full
time staff in office as needed.
Student Part-tirne
40218 Assistant Oon-Campus
(O -8 work Study

Pending 9/1/2008 11/26/2008 PR
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Options on the “R” - Referral Page

* To view referral details- Click View next to referral.

+ To sort the list of referrals- click on any column heading.

« To create a resume packet- Check the boy of the student(s) you are interested in and click Create Packets, Or click

Select &ll to include the resumes of all applicants in your search results, then click Create Packets,
The following referrals have been submitted for your job: a
[¥iew All]
Change page: 4 1234567 b Displaying page 1 of 7, items 1 to 10 of A&,
New Student Referral Date Student Referral Method Employer Response Action
[ [ESv | v A A
(il 9/12/2008 Ryehsia Jackson e-Mailed View
r 9/11/2008 Rachel Kennemer e-Mailed Wiew
r 9/11/2008 Joshua Tollison e-Mailed Wiew 5
(Il /11,2008 louis smith e-Mailed Wiew
| 3/11/2008 Ricardo Oronia e-Mailed View
r 9/10/2008 Kirmberly Tutt e-Mailed View
(il 9/10/2008 Matthias Lau &-Mailed Wigw
r 9/10/2008 Matthew Lau e-Mailed Wiew
r 9/10/2008 Kiniesha Jones e-Mailed Wiew
(Il /10,2008 Liza Melson e-Mailed Wiew
Change page: 4 1234567 b Cisplaying page 1 of 7, items 1 to 10 of 8.
2_ ™ check ta email packet to self
: Select All Create Packets Mass Email

1 3

You can email yourself the packet.

Choose the applicants by clicking on the boxes or the Select All (Button)
Check the Box — check to email packet to self

Then press the Create Packets (button)

You will then get an email with a link to the packet.

The View All (button) shows the applicant names and when they applied.
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> Click on the View (Link) it will pull up the following:

Jobs = Activity > Referral
Page Functions A @

Wiew Documents > Profile Yiew Referral Message
Quick Links Link Information
nRepor‘t a Hire Student: Ryehsia Jackson
My Task List Organization Name: UNT Studenif Employment: Career Center
Job: Student Assistant {CW-5990)
Saved Searches *Date: 09/12/2008
Referral Message [Edit]

Employer Response:
Employer Message:

“ To View the Applicants, click on the View Documents (link) on the left hand side of the page. Once you click
on the link, it will pull up the documents in PDF, which the students submitted for the position.

Note - If you need to print the documents, make sure you click on the Print Icon, instead of file and then print:

2 Document Reader - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help

Google

ad c (R I-h_-]Jlhttps:,l',l'www.myinterfase.cc-m,l'unt_eaglenetworkl'reader,l’reader.aspx?hide=D&vdo-:=1&packet=uq+udWJw+Dl' 7o I

12| Most Yisited , Getting Started 5 | Latest Headlines d Customize Links

| H UIMT :: Career Center : Eagle Metwork | I_] Emplower - Referral Form | |_] Document Reader E |

Resumes Student Employment Application

m =1 Q_, Il_."2 Ik ‘\_',' % E & |1E|2% - @ Callabarate ~ _f/'/{"‘ Sign v = Iﬂj IFind -

Referral Message

Jobz =~ Activity » Referral @

Page Functions M
Wiew Documents » Prafile Wiew Referral Message
Quick Links

nRepar‘t a Hire Save I Cancel |

My Task List

Employer Response: ;

Saved Searches

Employer Message:

Mot Qualified

Mot Selected for Interview
Please Contact Me
Position Filled

Spell Check

Save Cancel

> You can choose a response and then write a message.

» When you press the Save (button), an email will go to the applicant with the information.
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Layout of Job List Page:
> To access the page, click on:
Home My Profile  Resume Books [MyJobs | My Interviews Career Events  Sign Out

Jaob List
New Job

Homa

» The Following Site will pull-up:
b=

Jo

Quick Links A Jobs

oRepor‘t a Hire

To enter a new job listing- Click "Mew Job" on the submenu bar above,

To edit your job listing{s)- Click Job ID# of the position you want to change below,

To close your job listing{s)-

Saved Searches 1. Click Job ID# of the position you want to close,

2, Click the [Close Job] link at the top of the job.

3. Click the "OK" button to confirm.

To view students applying for the position- Click the highlighted "R" under the Activity section, If
rno one applied for the job, the R will not be highlighted.

To report hiring a student/graduate- Click the "P" under the Activity section. The "P" is
highlighted when a student has been hired for the position.

[y
-

My Task List

“ou are currently posting the following job opportunities:

Change page: 4 <Prev 1 Mext= b 3 Displaying page 1 of 1, iterns 1 to 4 of 4.

Job ID ~ Job Title Position Type Status Date Position Posted Date Position Closes Activity

[ v v [é"—? [ v

Student Part-time
40219 | 9 |[Assistant Cn-Campus Closed  9/1/2008 9/12/2008 4 |FR| §
(CW-89290) Work Study

Will be the first person of contact for callers and walk-in traffic. Will answer phones, assist walk-ins, assist full
time staff in office as needed.
Student Part-time
40218 Assistant on-Campus Pending 9/1/2008 11/26/2008 PR
[Cwi-gaae) work Study
Will be the first person of contact for callers and walk-in traffic. Will answer phones, assist walk-ins, assist full
time staff in office as needed.

» TheJob ID and Job Title — To access the position and make changes, click on the blue text. It will
pull up the position.

» “P”is for placement, but you may disregard the “P.” The system is currently set-up for off-campus
employers.
» For instructions on how to report a hire, go to page 19.
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How To Copy (Duplicate) a Job

> Go to My Jobs and then Job List

Home My Profile

Hema

Resume Books My Interviews  Career Evenls  Sign Out

Job List

Mew Job

» The following screen will pull up. Click on the position that you want to copy (duplicate):

Jobs

Quick Links
nReport a Hire
My Task List

Saved Searches

E

Jobs

To enter a new job listing- Click "Mew Jlob" on the submenu bar above,

To edit your job listing{s)- Click Job ID# of the position you want to change below,

To close your job listing{s)-

1. Click Job 1D# of the position you want to close,

2, Click the [Close Job] link at the top of the job.

3. Click the "0OK" button to confirm.

To view students applying for the position- Click the highlighted "R" under the Activity section. If
rno one applied for the job, the R will not be highlighted.

To report hiring a student/graduate- Click the "P" under the Activity section, The "P"is
highlighted when a student has been hired for the position.

rou are currently posting the following job opportunities:
Change page: 4 <Prev 1 Mext= p Displaying page 1 of 1, iterns 1 to 4 of 4.

Job ID -~ Job Title Position Type Status Date Position Posted Date Position Closes Activity

| 7| 7 |—Z| T | T

Student Part-time
40219 Assistant on-Campus Closed  9/1/2008 as/12/2008 FR
(CW-5990)  Work Study

Wwill be the first person of contact for callers and walk-in traffic. Will answer phones, assist walk-ins, assist full
tire staff in office as nesded.
Student Part-time
40215 Assistant Cn-Campus Pending 9/1/2008 11/26/2008 PR
[Cwi-gRa) Work Study
Will be the first person of contact for callers and walk-in traffic, Will answer phones, assist walk-ins, assist full
time staff in office as needed.

> When you click on the position, it will pull up the below screen. Click on Copy Job.

lobz > Job Profile

Fage Functions
Capy Job

Wiew Activity
Quick Links

nﬁcpnrt a Hire
My Task List

Saved Searches

oW ow

Yiewing Job: 40219 /Student Assistant (CW-8990)

Profile Yiew |  Position Inforrnation Posting Information

Pogition Infarmation

[Edit]

To update information in the 2 sections below, click the Edit button in each section. Required fields are indicated by an *. The Pasting

Information Section balow contains important fislds, Please read carefully.

“Job ID: 40219
*Job Title: Student Assistant (CW-899070
Drganization Mame: UNT Student Employment: Carear Centar
Mo of Openings: 1

Work Schedule &) ; see below

Hours per Week 2 10415
Internships fCo-op Hours per Week
(Summer):
“Hourly Wage/Yearly Salary &) : #7.25
Jab Paid?: Paid

=
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> It will pull up the below window. Click on the OK button.

Message from webpage ﬂ

\?I‘) Copy this record as a new job?

]9

Cancel |

> It will pull up the below window. Click on the OK button.

Success

]

!'\

The copy was zuccezsful
The new jeb will now load.

> 1t will pull up a new position. It will look exactly like the old one, but with different job ID. You can edit the

position and then press save.

lobs = Job Brofils

Page Functions
Copy Job
View Activity

Quick Links
ﬂ'Fe eport & Hire
My Task List

Saved Searches

Fw v

Viewing Job: 42343 /Student Assistant { CW-B8990)

Profile Wiew Fosition Information Posting Infarmation
[Edit]

Pasition Information

To update mnformation in the 2 sections below, click the Edit bulton in aach sechion. Required fields are indicated by an *. The Fosteng
Information Section below contains important fislds, Please read carefully.

“Job ID: 42343
“Jab Title: Student Assistant (CW-8990)
Organization Name: UNT Student Employmeant: Carser Canter
Mo of Dpenings: 1

=
Work Schedule ) ; see below
= [

» You can edit the position, by clicking on the “Edit” link or the “Position Information” tab. Be sure to press the

Save button, once you are done making changes.

» The Career Center will then approve the position and change the Career Center Reg#.

> You can copy any position (i.e. posted a College Work Study Position and want to open a Non-College Work

Study Position). Even if it is pending or open.
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Closing a Position

> To close a position, go to Job List. Click on the job that you want closed.

Jobs
Quick Links ~  Jobs
nReW"t a Hire « To enter a new job listing- Click "New Job" on the submenu bar above.
My Task List « To edit your job listing(s)- Click Job 1D# of the position you want to change below.

* To close your job listino{s)-

Saved Searches 1. Click Job ID# of the position you want to close,
2, Click the [Close Job] link at the top of the job,
3. Click the "0OK" button to confirm.

= To view students applying for the position- Click the highlighted "R" under the Activity section. If
no one applied for the job, the R will not be highlighted.

= To report hiring a student/graduate- Click the "P" under the Activity section, The "P" is
highlighted when a student has been hired for the position,

fou are currently posting the following job opportunities:

Change page: 4 <Prev 1 Mexts p Displaying page 1 of 1, items 1 to 5 of 5,
Job ID ~ Job Title Position Type Status Date Position Posted Date Position Closes Activity

I — I A .

Student Part-tirne
423473 Assistant on-Campus Cpen  9/1/2008 12/17/2008 PR
(CWr-8990)  Work Study

will be the first person of contact for callers and walk-in traffic. Will answer phones, assist walk-ins, assist full
time staff in office as needed,

» Once you click on the position, it will pull up the below screen. Click on the Close Job Link. This will close the
position.

#  ¥iewing Job: 42343 fStudent Assistant (CW-8990)
Clase Job »
Copy Jab »
View Activity 4 Profile Yiew Position Information Posting Information
Quick Links A
Position Information
A eport a Hire . ;
To update information in the 2 sections below, click the Edit button in esch section, Required fields are indicated by an *. The Postit
My Task List Information Section below contains important fislds. Please read carefully.
Saved Searches *1ob ID: 42343

“Job Title: Student Aszistant (CW-8990)
Organization Hame: UNT Student Employment: Career Center
No ot Dpenings: 1
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Report a Hire:

After the job is closed, make sure to fill out the “Employment Confirmation/Compliance Review Form.” The form is a
word document. This form is located on the Eagle Network (resource library) or you can call us at 940-565-2105 (we can
send it via email). The form satisfies the reporting requirements of the Office of Federal Contract Compliance of the
Department of Health, Education and Welfare. This form must be submitted to the Career Center, after the completion
of hiring for the position. Make sure to fill out the form as completely as possible. Please be aware that all persons
hired must be processed on a payroll authorization (HRM 8) and must fill out all of the required forms of the University
of North Texas, to get on payroll.

Put Position on Hold

If you have received several applications and need time to interview, place your position on temporary hold (for up to
two weeks) to stop the application process. During that time, positions can be either re-opened or closed. Please call
the Career Center to put the position on hold (940-565-2105).

No Students Hired:

If hiring did not take place, please email the Career Center email at careercenter@unt.edu, indicating that “No One Was
Hired for the position,” department name, position title and Career Center Requisition Number. You do not need to fill
out the Employment Confirmation/Compliance Review Form.

Background Checks:

Student employee background checks are done through the Texas Department of Public Safety (TXDPS). Currently, it is
the hiring department’s decision if a background check is completed on an applicant for a student employee position. It
is recommended to have a background check completed if a student is going to be hired for a “security-sensitive
position.” The Texas Department of Public Safety defines a “security-sensitive position” as an employee who:

A) handles currency;

B) has access to a computer terminal;

C) has access to a master key; or

D) works in a location designed as a security-sensitive area.

To conduct a background check, the Career Center will need the DPS Computerized Criminal History (CCH) Verification
form completed for each background check done. This form is located in the Resource Library of the Eagle Network
(under Student Employment). The Career Center must have the original, in order to complete the background check.
This is mandated by the TXDPS. The Career Center will need the Student ID# of the applicant, full birth date of the
applicant, department name and department contact. Please print this legibly on the top right corner of the DPS
Computerized Criminal History (CCH) Verification.
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Once a background check is completed, the department will be notified of the results. In the past, the Career Center was
able to show the requesting department an adverse background check. The Texas Department of Public Safety is now
requiring all people who view an adverse background check, to be approved by the TXDPS. Any departmental staff
member that will be involved in the hiring decision and viewing the adverse background check results must be approved
by the Texas Department of Public Safety. Please fill out the TXDPS Authorized User Acknowledgement form and mail it
to the address listed on the form. This form is located in the Resource Library of the Eagle Network (under Student
Employment). Please only complete the following sections: address of department, phone number , social security
number, date of birth, email address, printed name, signature and date. Make sure you sign the form in blue ink (per
instruction from the TXDPS). The Texas Department of Public Safety will notify the Career Center once you are approved
to view the adverse background check. According to the TXDPS, this form could take 3-4 weeks to be processed. The
Career Center is trying to get all hiring managers approved, so it speeds up the process, if an adverse background check
comes back. You will only be required to fill out the form once. The department can also choose to have the Career

Center make the final decision on the results of the background check, based on the relatedness between the position
and the nature of the offense(s) found in the adverse report.

Questions about the Eagle Network or Posting on-campus positions:

If you have any questions about posting positions or about the Eagle Network, please contact the Career Center by
calling us at 940-565-2105 or by emailing us at careercenter@unt.edu
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