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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”.

Office of Student Employment
University Crossing
22

wtucket Street, Suite 280

~
Jcb/l’/

Fall 2020 Student Employment Update

Fadl pusitions are now awesliablet Submit yosr applcatiors narly! New jobs are submitted daily, Sie sure to check
back for new opportunities.

Wiskarme To the Student Employment Aortal

Eh

Students On-Campus Lmployers

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

| & - R e e (N
R I :
\
Off-campus emplayers may post JLD Job opportunities for applicants.,

Student Employment News Off Campus JLD Jobs

Welcome to the University of Massachusetts - Lowell Student

Employment website! The Student Employment Office at UMASS Lowell is pleased to offer

5t way to reach students and advertise your job
0 add them for FREE to
our database by clicking one of the links to the right

must be approv F Massachusetts - Lowe
ent Employment OF

setup an account.

t Request 3 Login 1o

Contact Us
JobX Login

Login to post jobs, hire students. and access student applications.

Tell us who you hired! Send us your suggestions, ideas, or concerms,

Request Login

Click above if you are an Off-Campus Employer who has never
logged In before,
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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.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

# Employees -

Request Permission To Use This Site

Yo must be a registened iser to post jobs on the Employment webrite. Please fill out the following information, and we will evaluate your request as quickly as possible,

Farst Mame *

Mdirdedle Marns

fip Code

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.

Office of Student Employment

University Crossing
220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

# Employees- JobX- Reporting -  Access & Audit - Uploads - SiteSetup - Content - Help -

job Control Panel JobX pme (Job Control Panel)
Find [a._f Users
Find Employees

= i o Hawks Reset Flters
- Supervisor Find Employees

Job Status: Admin Find jobs Shasch
[_ Listed Jobs (0) Approve JobX Hire Requests

[ ] pending Approvat (o  Edit Default job Applications

[ Review Mode (0) Manage Quick job Searches

[ Storage Mode (0) Manage jobMal

My Jobs:
[ show My Jobs Only

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.

Office of Student Employment

University Crossing
220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

# Employees -  JobX -  Reporting -  Access & Audit - Uploads - Site Setup - Content -~ Help -
Job Control Panel

—
=

Result Fiters: Employer: River Hawks Beset Filters

e -
[ Listed jobs (0) N

[ pending Approval (0)
[ Review Mode )

[ i Storage Mode (0)

My Jobs:
[ Show My Jobs Only
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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.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

& Employees -  JobX -  Reporting - Access & Audit - Uploads -  Site Setup - Content -  Help -

You are adding a brand new job to the web site for
Employer: River Hawks Change

== Step 1: Supply Job Profile information - Step 2 Review job Application == Step 3: Go Live

Job Category ¥ =7= Administration

Job Title * s

B s U= = = || -

Example job description

e Job Title

e Description

e Requirements

e Number of Available Openings
e Minimum and Maximum

Hours
Categories to Complete for e Startand End Date
Job Posting e Timeframe -Seasonal,
Academic Year, Fall Spring
Summer

e Hourly Pay Rate

e Evening and/or Weekend
Hours

e 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.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

Welcome, Candice Garabedian (Disguised as Rowdy) | Logout
# Employees - JobX - Reporting -  Access & Audit - Uploads - SiteSetup - Content ~  Help «

The job data was successfully saved. However, the job is not posted on the web site. There are two more steps. First, please review the job application below and delete any questions you do not want. Also
you may rearrange the ordering of the questions. Any changes you make will be approved by an administrator.

Pending job A - River Hawks Assistant
First name * v
Meddle name E
Last name * 4
UML Emanl v
Please use your student UML emai adcress. *
Confirm Email Above * v
Resume * Browse.. | No file selected o

[ Monday Mornng v

[] Monday Afterncon

Tuesday Morming

What are your hiours of availability? Please check &ll that apply for this current Semestar Tuesday Aftemcon |

71 wednesday Morming

[ Wednesday Aftemoon

[] Thursday Morming

Pk fram Exmng Questons

Question Details

Question Type

o

Question Name

Question Labe! You can also create a new

S question to add to the
application. Add the question
details and behavior, then
select “Add Question”. Your
new question will now be

Application Behavior available under the “Existing

el Questions” option to use for
momme X future job postings.
Other flags

L_| Application ingut is required
[ proit this question from previous answer?

Where To Add Ths Question? |

End of Appleation

N

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.

# Employees~-  JobX-  Reporting - Access & Audit - Uploads - SiteSetup - Content - Help -

You are adding a brand new job 1o the web site for
>>5tep 1: Supply job Profile »> Step 2; Review job Application == Step 3: Go Live

River Hawks - Administrative Assistant

Your job will be approved by an administrator before it can be posted. Please choose an option

1, When do you want the job to be reviewed for approval?  as scon as possinie
2. Do you want the job ksted immediately after it ts approved?  Yes immedatel;

3. For how marny days do you want the job to be ksted on the site?  Untl | ciose the jon

When all the above information looks correct...

Once your preferences are selected, complete this process by selecting “Click here to
finish!”
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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.

# Employees- jobX- Reporting -  Access & Audit - Uploads - SiteSetup -  Content - Help -

River Hawks - Administrative Assistant
Congratulations! Your job is pending approval, then it will be listed
What would you like to do now?

* View the job detalls (for printing, etc.)

e Return to your control panel

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

w Employees - JobX - Reporting - Access & Audit- Uploads - SiteSetup - Content -

Help -
Job Control Panel
= Result Filters: Employer: River Hawks Reset Filters
Job Status:
[ Listed jobs (1)
O Pending Approval (0) [ select/beselect All Show 25 v |results per page
[ Review Mode (0)
[ storage Mode (0) Administrative Assistant Applications: 3 (3 New)
My Jobs:
(] Show My jobs Only [ job 1d: 8742 Status: Listed Listed: 11/03/20
Contact Person: Rowdy River Hawk Location:
Wage: $12.75 - $13.00 /hr

Job Type: Off-Campus JLD job
UMass Lowell

NG WebSolutions, LLC. Jacksonville, FL

© Copyright 2001- 2020, All rights reserved

Status Description

“Listed”

When a job is live for a student to apply for

When you have submitted a job posting and it is awaiting approval for the
“Pending Approval” Student Employment Office. Once a job has been approved, you will get

an email advising of this.
Removes the job posting from JobHawk. This allows for you to review
“p - " applications submitted and ensures additional applications are not
Review Mode

submitted once the job has been filled. At any time, you can move the job
back to “Listed” to obtain additional applicants.

Deletes all applications that had been submitted for the position. We
« ’ typically advise to move jobs to “Review Mode” rather than “Storage
Storage Mode 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.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

wn Employees - JobX: Reporting- Access®Audi- Uploads: SieSetup - Content-  Help -

Job Cantrol Panel

Result Fiters: Employer: River Hawkes Reses Filters

-

Listed jobs (1) 2
Ca g A © — Select/Deselect AN Show « | results per page
Review Mode (0)
[ storage Mode @ Administrative Assistant Applications: 3 (3 New)
Jobrs: . ),
. My ok [ jobukazaz ™ Status: Listed Lisved: 11/03/20
— oy Contact Persore Rawdy River Howk Location: Job Types OFF-Carmpus JLD Jobo
Wage: $12.75 - $13.00 /hr UMass Lowell

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.

 G—

Listed » Current Status — Click to update remaining days listed on site
ste

» O =
Review Mode Click to change 1o

» Jick to change 1o

J L

Storage

mw_

3 applications have been submitted for this job, 3 of which are new.

» View Applications

u--nmuw_

This job is configured © collect online spplications

You may not edit the online application while this job is isted. To edit the application, please send the job to reviesw mode., then visit thiis bose again.

View the online application.
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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”.

=

Below is a view of approximately how this job appears to applicants:

Jab ID 8742

Job Type Off-Campus JLD Job
Employer River Hawks

Job Category Adrinistration

Job Description Example job description
Job Requirements Example job requirements
Available Openings 1
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Update Job Profile;

Ay changes you make @ the job infarmatian wil have 1o be approved. Please review e choices ac the barmonr of this form regarding hor exactly you wWant the appravall Process T Hecls
Job Category + <= Adm natratan
Job Tre * AT ETdve MR

Vo 1t e

mally 4 Ml CRIE

Examgh pb descnprion

Al U E e # |l
£xampie pb requraments

Job Reguiiresnents *

ot v el o0 s buide

Eunry job missr have one primary comtact person {che net questian]. b may ales hawe any number of secandary contact peaple.

Betessa Frmary Costac Perm: Ry River Hani I_
Tha Duats ksl ovi | refil frm tva Srirmary comsast's ussr zrofis. You must S the fsld f o 4 not wart it S ip layes s the parrg.
Fhane Kumber ®
Fucr s
Frroail * Soadens Josegum e
inentior ™ Ulaas Loved
Peoplesds cr. rULLJon.uuuulhlr

audo not have permission to updace job daca directly. You may submic the changes youwish ta maks, which will then walt for aperoval by an admirisasor. Plaase choose an cgtan:

C e an can sl search for o It will e Tistel i che il fiorm unell ehe changes you just masde ane approved e ve], they will be: the o posting,

) Mernae this job froem the web it apgificants may nar search for it il the dhanges you just mate ane approved. Winen the changes you jus made are appooved, the job will be Bsed again an the wet sie

S

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.

Office of Student Employment
University Crossing

220 Pawtucket Street, Suite 280
Lowell, MA 01854-5131

# Employees- JobX- Reporting -  Access & Audit - Uploads - SiteSetup - Content - Help -

jobX Hpme (Job Control Panel)
Jjob Control Pane! J qu v s

Find A Users
Find Employees
= Supervisor Find Employees  Hamds Beset ERecs
Job Status: Admin Find Jobs
] Listed Jobs (0) Approve JobX Hire Requests
[ pending Approval @)  Edit Default job Applications
[ Revsew Mode (0) Manage Quick job Searches
[ Storage Mode (0) Manage jobMak
My Jobs:
[ Show My Jobs Only

You can then select the highlighted number of applications to review further.

Result Fileers: Employer: River Hawls Reser Filters

D Add a job ¥ Search

[ setectmeseiect an Show | IS —| results per page
Administrative Assistant Applications: 3 (2 New)
[] Job bd: 2742 Status: Listed Listed: 11/03/20
Contact Person: Rovdy River Hawk Location: Job Type: Off-Carnpus LD Jo
Wage: $12.75- $13.00 /hr UMass Lowwell
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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.

[1 seeamessecan Show | 5 resulfts per pege mw3cfd|ec £ > =
Tony. Tooy TesnBsmudentuml.eduy 117372020 =]

: Sam ole Sam_Sample@studencumledy 11/3/2020 Mawd =]
Janes |abhawk Janet lobhavde@iumi edy 11/2/2020 M =)

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

General

Firat oy

Midde name

Laxid i il

LML Emad

Plagre ums o sbudenr LA Tony TemEstuden umisdu
e s,

Corfirm Ermil Shoas Tomy TenEstuden: umisdu

Vi arw your hoars of Nancay Aftsrmeon, [vesdey Sfwrmoon, Furedey KMomeg, e g
el shdliny™ Phoaese cheeri all toan

mEpy o SN CLITeT Rt

Motes

Aped caaun Subam rced Uste PRGN IO A EF

Chtauir Aped casinn Tempiane: . . .

Lt euc! Clatm SRR ROTAP P ET by Gl Garabion

Job-SpeciSc Agpiication PLR2000 32875 P ET dee Camiége fraratiodlian
o ne Laar Mo dfied Dam

Adrminectrste Acostant

oy I b LR R

Jooity Ty Off-Campus LD Jobs
Dz Posted Mo 03, 020
Capegory Adminisradon
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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.

Send Greeting Ema v T

w3of3 << < > >3

App Date

Hag Emailed? Resume Preview Actions
117372020 ~ \ i - -
11/3/2020 4 i Email Applicagt
PnnzApphcgb

Delete Application
N/A

i

n

117372020

Delete

F
w3of3|<c < > >3] Export Ssmmary
Expont Detais

Prat Sursmary

App Date Status Rag Emailed? Resume Preview Acions| _ o
11/3/2020 =~ A Acticns | Send Oreeting Emas
11/3/2020 ~ Actiens | Send Custom Emai
11/3/2020 =
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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”.

Select/Deselect All Show 25 |+ results per page
Name Emad Address App Date
Tony Test JTooy Tesi®student uml aduy 1122020

>
Sam Saenple 2am Sampla@sodenturnledy 117372020
O Janss lobbank Janzs Jobhawi@umledy 132020

Send Gresting Emat

J

w3of3 << 2 > 23|

App Date Staturs Hag, Emailed? Resume Preview Actions
11/2/2020 =

11/3/2020 =] s
11/3/2020 =4 =
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Email Applicants - Greeting

Default: Applicants selected if not greeted/interviewed or rejected.

2 [ jobhawk Janet [janet jobhawk@uml.edu]
~ ] Sample, Sam  [Sam_Sample@student.uml.edu]

P [ TestTony  [Tony Tes@swdentumieduu]
To
Comma-separated list of other recipients’ email addresses (i.e., walk in candidates), if any.
Example: joe@yahoo.com, Mary@hotrnail.com

Candice_Garabedian®uml.adu

§ i

Job: Acministratve Assistant

- b=

Assistant job opening n nty department Plaasa contact me at your sarliest

1 am mterested i mesting with you 1o discuss your mferest m the Admmistrative I})}
convenience so that we can set up 2 time to meet {o discuss your inferest farther

Example of Automated Greeting Email

Email Applicants - Rejection

Default: No applicants selected, You must select recipients.

P Jobhawk Janet [Janet Jobhawk@uml.edu]
A [ Sample,Sam  [Sam_Ssmple@studentuml.edu]

=) D Test, Tony [Tony_Test@student.uml.eduu]
To

Comma-separated list of other recipients’ emall addresses (i.e., walk in candidates), if any.
Example: Joe@yahoo.com, Mary@hotmail.com

Candice_Garabedian@uml.edu

§ i

Job: Administrative Assistant - Not Available

wl oI L -

You recently submitted an on-line application for the Administrative Assi job
opening. 1 regrat to mform you that the position has been filled. Thank you very
much for your irterest m the position.

:>

Example of Automated Rejection Email



