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Step 1 – Getting Started – New User 

Jobhawk allows for On-Campus employers to post available job opportunities for both financial 

aid and departmental student employees. Job posting are listed on JobHawk for students to apply to, 

employers can review applications, contact applicants, and submit hire requests.   

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

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

Login”.  

 

 

 

 

 

 

   

   

   

   

   

   

 

 

 

 

 

 

 

http://www.uml.edu/jobhawk
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Complete the requested information. Please be advised that your username and password will be 

your UML login credentials. 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.  

 

 

 

 

 

Part 2 – Posting a Job 

mailto:JobHawk@uml.edu
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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.  



 
 

On-Campus Employer User Guide  Updated November 2020 

Page 5 of 24 
 

 

Step 1 - If you have obtained posting permissions for multiple departments, you will first 

select the Employer/Department that you would like the position to be posted for.  

 

If not, you will be sent to the next question required for the job posting. This will ask for the Job 

Type. The five Job Type options are included below.  
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Status Description 

Financial Aid Student 

Employment 

Only students that have been awarded an academic year financial work 

award can apply to this position. The hired student employee will be paid 

through their financial work award. Any earnings exceeding the student 

employees financial work award will be paid through the employer’s 

departmental budget.  

Financial Aid Student 

Employment 

(Summer) 

Only students that have been awarded a summer financial work award can 

apply to this position. The hired student employee will be paid through 

their financial work award. Any earnings exceeding the student employees 

financial work award will be paid through the employer’s departmental 

budget. 

Immersive Scholar 

Award 

Only students with an Immersive Scholar Award can apply to these 

positions. Immersive Scholars are offered this award by the admissions 

process. For further information on this program, contact 

UROC@uml.edu  

Immersive Scholar 

Award (Summer) 

Only students with an Immersive Scholar Award can apply to these 

positions. Immersive Scholars are offered this award by the admissions 

process. For further information on this program, contact 

UROC@uml.edu  

Departmental Job 

Students enrolled in a degree seeking program can review and submit 

applications for departmental positions. The hired student employee will 

be paid through the specified departmental budget.  

  

mailto:UROC@uml.edu
mailto:UROC@uml.edu
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From here, 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 -Academic Year, 

Fall, Spring , Summer 

 Wage level 

 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!” 
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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.  

  

 

 

 

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” 

DO NOT move jobs to storage! All applications that had been submitted 

for the position will be deleted. Please contact our office if you 

accidentally move a job to this status.  

 

 

 

 

 

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

 

 

 

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. There is a link that will bring you directly to the application. The link expires 

after 72 hours.  

You can still 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. 

 

 

 

 

 

 

  

 

After selecting the highlighted value, you will see the contact information for the names of the 

applicants. Select the applicant’s highlighted name.  
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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. 

 

 

 

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 
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Step 5 – Submitting a Hire Request 

 

To hire a student, go to the manage job page for the position that you would like to hire the 

student for. Select the option towards the top of the page “Hire an Applicant”. Then “check off” 

the name of the applicant you would like to hire. You do have the option to hire multiple student 

simultaneously, however, if any are missing paperwork, then an error will appear for all hires. 

Select “Go to step 2”. 

 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

On-Campus Employer User Guide  Updated November 2020 

Page 19 of 24 
 

The students email address will automatically populate. Select “Check Email Address”. This will 

then validate if all necessary documents have been submitted by the student employee and 

supervisor. If anything is missing, then you cannot continue with the hire request. 
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You then will need to enter necessary details for the hire request. For a financial aid student 

employment position, the employment start/end dates must be within the academic year. A 

secondary account code or combo code (L000000) must also be provided in the event that the 

student earns over their financial work award. Any earnings in excess of the financial work 

award will be charged to listed account. For departmental position, the combo code that you will 

be paying the student must be listed.  

The combo code that is provided for both types of positions must be connected to an HR account 

code to pay the student from. If not, you will get an email from Jobhawk@uml.edu advising that 

an updated code must be provided. The Student Employment Office does not have access to this 

information, and you must contact an administrator in your department or the controller’s office 

for further information.  

 

 

Select “Submit Request” once all necessary information is entered.  

mailto:Jobhawk@uml.edu
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The hire request then will be pending for an administrator to review. If there are any questions 

about the hire request, the hire will be postponed and the supervisor will get an email from 

Jobhawk@uml.edu requesting additional information.  

Once the hire is approved, the student will get an employment offer email from 

Jobhawk@uml.edu. The Student employee must ACCEPT the employment offer in order to 

continue the hiring process. The supervisor is copied on this email as well. You should NOT 

accept the position on behalf of the student. 

Employment Offer Email 

 

Accepted Employment Offer Email  

mailto:Jobhawk@uml.edu
mailto:Jobhawk@uml.edu
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Step 6 – Submitting a Rehire Request 

Requirements for Rehire function: 

Student must be returning to the same position as the prior year 

Same hiring validation occurs in addition to a prior contract for the position on file 

 

Update your job and the number of openings in JobHawk, you can rehire in Review Mode 

 
 

The dialog box will appear with an option to enter a candidate that did not apply online 
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Proceed to next screen, which has you confirm the candidate’s email address 

 
 

When you submit, the hire validation process occurs (including if they worked in the position 

last year) 
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Proceed to fill out hiring information, start date, end date, rate of pay, etc.  

 

 
DONE-Sent over to SEO for approval 

 

Student will need to accept the job offer in order for contract to get updated in HR Direct.  

 


