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Step 1 – Getting Started – New User 

Jobhawk has many benefits for off-campus employers. Our free job posting platform allows for 

employers to post part-time positions that thousands of UMass Lowell students have the ability to 

apply for, 24-7 availability to monitor postings, custom applications where you can accept 

applications through JobHawk, and reply to applicants in real time.  

Off Campus employers who would like to post positions on JobHawk must request an account. 

To request access, visit www.uml.edu/jobhawk, select “Off-Campus employers”, then select “Request 

Login”.  
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Complete the requested information. The details provided will allow for an administrator to learn 

more about your employment opportunities. Your password can be any alpha/numeric combination 

up to 50 characters. Select submit once you have complete the form.  

 

 

 

 

The application process is now complete. Please be advised that you do not have access to JobHawk 

yet. An administrator will contact you for further details on your intended job posting. Upon approval, 

you will receive an email notification from JobHawk@uml.edu advising of this.  
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Part 2 – Posting a Job 

Creating a new job is a three-step process. This would include creating a job profile, editing 

the job application, and submitting the posting. JobHawk will walk you through this process. 

To begin this process, select the “JobX” tab at the top of the page then select “JobX Home 

(Job Control Panel)”. From here, select “Add a Job” at the top of the page.  
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Step 1 - Complete the job profile screen. All fields designated with a red asterisk are 

required fields. Attributes that are included on the application are listed below. 

 

Categories to Complete for 

Job Posting 

 

 Job Title 

 Description 

 Requirements 

 Number of Available Openings 

 Minimum and Maximum 

Hours 

 Start and End Date 

 Timeframe -Seasonal, 

Academic Year, Fall Spring 

Summer 

 Hourly Pay Rate 

 Evening and/or Weekend 

Hours 

 Primary Contact Information 

 

Select “Submit” to continue. 
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Step 2 – the Pending Job Application page will pre-populate with required fields with the 

information included below.  

 

 

 

You can also create a new 

question to add to the 

application. Add the question 

details and behavior, then 

select “Add Question”. Your 

new question will now be 

available under the “Existing 

Questions” option to use for 

future job postings. 

 

 

 

To complete the application, select “Save Application”. 
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Step 3 - The last step is to select preferences for your job posting. You have the option of 

when the job will be listed for students to view and apply to, if JobMail will be sent to 

notify students of the new posting, and how long you would like the job to be posted for.  

 

 

 

 

 

 

Once your preferences are selected, complete this process by selecting “Click here to 

finish!” 

  



 
 

Off-Campus Employer User Guide  Updated November 2020 

Page 8 of 17 
 

 

 

 

Your job is not live on JobHawk yet. A notification is then sent to the Student Employment 

Office for an administrator to review your job posting prior to being listed. If an 

administrator has any questions about the position, you will be contacted.  

  

 

 

 

Upon approval, you will receive an email from JobHawk@uml.edu advising that your job is 

now listed!  

mailto:JobHawk@uml.edu
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Step 3 – Managing Existing Job Posting 

On the Job Control Panel, you are able to view all jobs that you have created. On this page, 

you will also see four statuses. This would include listed, pending approval, review mode, 

and storage mode. 

 

 

Status Description 

“Listed” When a job is live for a student to apply for 

“Pending Approval” 

When you have submitted a job posting and it is awaiting approval for the 

Student Employment Office. Once a job has been approved, you will get 

an email advising of this. 

“Review Mode” 

Removes the job posting from JobHawk. This allows for you to review 

applications submitted and ensures additional applications are not 

submitted once the job has been filled. At any time, you can move the job 

back to “Listed” to obtain additional applicants. 

“Storage Mode” 

Deletes all applications that had been submitted for the position. We 

typically advise to move jobs to “Review Mode” rather than “Storage 

Mode” in the event that you would like to reevaluate applications 

previously submitted. 
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To view the details of an existing job, select the job title. 

 

This will bring you to the “Manage job” page. At the top of the page, options are available to 

Update Status, Manage Application, and View Applications. 
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Farther down on the page, you can view all of the current details included in your job posting. If 

you would like to make any changes to your job posting, select “Edit this job”. 
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After you have made any necessary adjustments, select “Submit”. 

If you make any edits to the job posting or application, the job will be moved to “Pending 

Approval” prior to the job moving back to “Listed”. 
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Step 4 – Reviewing Applications 

When a student applies for a job posting, you will receive an email notification that you received 

an application. To view the application, log into JobHawk and go to the “JobX Home (Job 

Control Panel)” page.  

 

You can then select the highlighted number of applications to review further. 
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After selecting the highlighted value, you will see the contact information for the names of the 

applicants. Select the applicant’s highlighted name.  

 

 

 

 

From here, you will see the information provided for the applicant at the top of the page and your 

job posting will be listed at the bottom of the page 
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If you would like to contact an applicant, this can be done directly through JobHawk. By 

selecting “Actions” option, either on the applicant line or on the right-hand side of the page. 
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On the right-hand side of the page, you have the option to send a greeting, reject, or custom 

email. This can be done by selecting the desired email option, checking off the name of the 

applicant that you would like to send the email to, then select “Apply Action”. 
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Example of Automated Greeting Email 

Example of Automated Rejection Email 

 


