Create a Job on Student Employment Website

1 Navigate to Student Employment Home

Student Employment Office:

[BUI Job Board

# Employees -  Employers & Administrators -

Post available job positions, review applications, and hire employees. Employment guidelines and required documents are at your fingertips! il

On-Campus Employers % 9‘

v

Student Employment News Employer Tools

On-Campus Supervisor Training JobX Login

Click here to access the On-Campus Supervisor Training website. Login to post jobs, hire students, and access student applications.
JobX On-Cam Request Access to the Site

Click here to access the JobX On-Campus Supervisor Training in PDF Click above if you are an On-Campus Employer who has never
format. logged in before.

Student Separation Request Request Access Modification

Please click here to let us know your student is no longer work. Click above if you need to modify your existing access to the site.
Student Form |-9, Section 2 Pending Contact Us

Please click here complete section 2 of a Form I-9 for a student. Send us your suggestions, ideas, or concerns!

2  Click "JobX Login"

Non-profit community service employers may submit an application to

study
2ach students and
loyers with positions

d them for FREE to
“one of the links to

1 Work-Study
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Other Links

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

Request Access to the Site
Click abowve if you are an Off-Campus
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https://bu.studentemployment.ngwebsolutions.com/cmx_content.aspx?cpid=7

3  Complete Log in process with Kerberos ID and Password

Login

jerivera

LTIy Y

You have asked to login fo AttributeContract

Use of Boston University Computing Facilities is governed by the
Acceptable Use of Computing Services Policy.
Click here for more information.

4 To create a new job, Click "Add a Job"

# Employees ~ JobX ~ Reporting -  Access & Audit~  Help ~

Job Control Panel

- Result Filters: Employer: Student Employment (10000327)

-

My Jobs Only Reset Filters

Job Status:

|:|;5.|::i1.fe, Listed Jobs (0) @
] Pending Approval {0) @
|:| Active, Mot Listed (0) @
|:| Inacrive (0) @

Job Type:

Choose Job Type w
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5  Select the Department

Student Employment Office:

|BU
|BU Job Board

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

You are adding a brand new job to the web site for:
>> Step 1: Supply Job Profile information >> Step 2: Review Job Application >> Step 3: Go Live

Please Choose an Employer/Department

Choose Employer - | Go to next step

@ The department dropdown is aligned with your Org Units users are assigned to
within SAP. If you are only assigned to one Org unit that will be defaulted. For user
with more than one assignment will have the opportunity to select the
department/Org the job will be under.

Note: If you are creating a job on behalf of another staff member, that staff

member must also be assigned to the selected department to display on the
corresponding supervisor/contact dropdowns.
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6  Select the Job Type.
#  Employees ~ JobX -~ Reporting -  Access & Audit~  Help ~

You are adding a brand new job to the web site for:
Employer: Student Employment (10000327) Change

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

Please Choose a Jab Type

Wa nes ronkies nn nne wehcita taooea wuna the minat ralewant evnecience o rememhering vl e nreferenras anrd reneat vicits

@ Job Types act as a high level identifier of jobs.
There are five job types.

On Campus Jobs, Graduate Teaching and Research Jobs, Union Jobs, Off Campus
Work-Study Jobs, and External (Off Campus) Non-Work-Study Jobs.

On Campus supervisor will only have access to On-Campus Jobs, Graduate
Teaching and Research Jobs and Union Jobs. Graduate Teaching/Research will be
specific to Graduate level positions. On-Campus Job will be where a majority of
jobs are created under, primarily hosting hourly positions.

The Union Job type has been created in anticipation of ongoing unionization talks.
More information on the utilization of this job type will be shared in the future.
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7  Select the Job Category

=] Student Employment Office:

S o5 Boarc

Welcome, Test C

#  Employees - JobX - Reporting -  Access & Audit -  Help -

You are adding a brand new job to the web site for:
Employer: Student Employment (10000327) Change
Job Type: On-Campus Jobs Change

>> Step 1: Supply Job Profile information >> Step 2: Review Job Application »> Step 3: Go Live

Add Job
Select a Category: * Choose one B
Select a Job Title: * Chooseone.. ¥

omm @B 1 Ulliz = ENIE)

Job Description *
Please e &5 detailed &5 possivle

e (@B £ UlliE = EAI]

&ulramens bl

@ Job Categories are the next level identifier of jobs.
There are multiple categories.
Job categories will host job titles specific to the category. To see a full list of the job

categories and respective job titles please visit
https://www.bu.edu/seo/supervisors/quides/jobclass/
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https://www.bu.edu/seo/supervisors/guides/jobclass/

8  Select the Job Title

# Employees » JobX ~ Reporting ~  Access & Audit~ Help ~
You are adding a brand new job to the web site for:

Employer: Student Employment (10000327) Change

Job Type: Cn-Campus Jobs Change

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

Add Job

Select a Category: *

Communications and Marketing..,

Select a Job Title: *

Choose one... hd
| & himi 6|I B I Ulli= = E1ETET
Job Description *
Please be as detailed as possible
[Gm @][B 7 ul[= = ENIE T

& Alert!

Departments should match the job title with the available in the drop down list
with the position they are looking to create. If you wish to submit a request for a

new job title, please contact Student Employment. The request will be evaluated
for approval.

9  Enter the Job Description

ohtm | @ |B [ U

i
i

L
&

Job Description *
Please be as detailed as possible.
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10 EnterJob Requirement

ohm | @| B I U

H
i
il
8

Job Requirements *
Please be as detailed as possible.

11 (Optional) Input relevant Technical and Soft Skill related to the position

Technical Skills

Soft Skills

12  Input the "Number of Available Openings"

Soft Skills
Number of Available Openings *

Hours per Week 10 wv to Same w

Start Date
Please enter either an exact date in the form mm/ddy/yy or a brief description (i.e., "ASAP").

13 Input the estimate number of hours per week for the position

Hours per Week 10 W to Same w
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14  Input the Start Date and End Date of the job

D ¥ L T RN

Start Date | |
Please enter either an exact date in the form mm/dd/yy or a brief description {i.e., "ASAP")
o April 2024 C B
End Date " |
Plaase enter either an exact date in the form mm/dd/yy or a brief description (i.a., "At Su Mo Tu We Th Fr Sa
completion of project’).
1 2 c | 4 = £
Time Frame * 7| [ 8] |3 |oT0 [ | a2 a3
Fiease cnoose a time frame that best describes the job; choosing an appropriate time frame A e e e s e
will help students search for the job. : =
21|| 22| 23(| 24/ 25 [-26 | 27
281|..29]|.30

& Alert!

Start and End Dates will need to be updated by the supervisor/ department on a
routine basis to align with the need.

15 Choose the applicable time frame

completion of project”).

Time Frame *

Please choose a time frame that best describes the job; choosing an appropriate time frame Choosaone.. W
will help students search for the job.

16  Select the Base pay rate

Base pay rate: * == Choose one... w
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17 Users have the ability to manual input pay rate amounts beyond the established
hourly wages in the dropdown by selecting the "Wage description" field.

Input should be in the following format:
$### . ## /timeframe

Example - $725.00/week or $18.00/hour

FiEdSE LINUUSE o UITIES 1T UidL UESL UESSLEIDES LII:JUIJ LIIL'-l_'bIIIE',d"clUl.l.'L'iJ.":iLt e ngie ACS0SMIC Yealr W
will help students search for the job.

Other Wage NotListed Abowve W [
Base pay rate: * <2» |
Pay: =

18 (Optional) Identify if this is a work-study eligible/preferred job

Is this FWS prefer job? Mo W

@ Historically, Student Employment hosted two job boards. One board displayed
Work-study jobs, and the other displayed jobs considered non-work study. This
presented a challenge for supervisors and students, who had to post and search
for jobs in multiple locations. In reality, there are only a handful of jobs that are
not eligible for work-study students.

As such, we have provided an indicator for users to reference job opportunities as
work-study eligible/preferred. By selecting "yes," you are alerting students who
are work-study eligible that the position is open so they can utilize that funding.

19 (Optional) Identify if this is a One Time Job

Is this a One Time job? Ma w
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20 (Optional) Community Service indicators are for Federal Work-Study Jobs that
meet certain criteria. Please contact Student Employment if you feel you job would
be considered Community Service.

Is this Job considered Community

’ Choose one... v
Service?

Community Service Type Choose one... v

@ What is considered a One Time Job?
One Time Jobs are short term opportunities less than one (1) week of time. A good
example of a One Time Job would be the need to hire a Photographer or a
musician for an event you/the department is hosting.

One time jobs are created in the same manner as hourly or weekly salary jobs.

21 Select the primary contact/supervisor
NOTE: Only supervisors assigned to the Org where the job is being created will
display. If you don't see a supervisor, please check to see if they are assigned to
the selected org before contact student employment for assistance.

Every job must have one primary contact person (the next question). It may also have any number of secondary contact people.

Primary Contact Person = Choose one... b

Select 3 contact and the Data below will prefill from the Primary contact’s user profile. You must clear the field if you do not want it displayed with the pt

Phone Number
Fax Number {Optional)

Email

‘on +
A
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22 (Optional) Identify the location on campus where the student employee is
expected to work

Work Location of Student Chpose one...

23 (Optional) Select the secondary contacts/supervisors, If applicable

Secondary Contact People Cerl + click 1o select multiple

24 Indicate if this job will accept applications

Student Employment is strongly encourage the use of the application system for
all hourly paid positions. This will help students and supervisors track interest,
initiate communication, provide status updates and complete hires when
selections are completed.

Do you wish to collect online applications for this job? ® ves () No

25 (Optional) Input the preferred work hours ranges for the job

Crrl = click o zelact mulziple

Job Preferred Hours (Work Shift)

Afternoon {12PM-SPE

Housing Incuded?
Early marning (SAM-SAM)
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26 (Optional) Identify if this job will including housing

**Primarily used for summer jobs**

Housing Included? No v

27  Click 'Submit" when you've completed the form

HouUsIng inciuageqays ' [a] W

Job Applications

& Alert!

Job applications will have default questions that cannot be deleted or removed.
Users may add additional questions to the default application or contact Student
Employment with suggestions for new default questions.
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28 Review / Add to default job application

The job data was successfully saved. However, the job is not posted on the website. There are two more steps. First, please review the job application
below and edit it to your preferences. Timer &
22:38

Pending Job Application - 020TBD - all NOT CAS related (10000049) - Artist

General b4
BUID* 7
First Name * ~
Middle Name ~7
Last Name * L4
Email * 5
Primary Phone Number 7

Schedule 2

Submit for Approval

29 Before submitting the new job for approval answer the list of questions. Once
complete, submit the request by clicking, "Click here to finish"

#  Employees - JobX ~ Reporting ~  Access & Audit ~  Help ~

You are adding a brand new job to the web site for:

Student Employment (10000327) - Social Media 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?

2. Do you want the job listed immediately after it is approved? Yes, immediately v

3. For how many days do you want the job to be listed on the site? Until | closethe job v

When all the above information looks correct... ETSGEELRE

We use cookies on our website to give you the most relevant experience by rememberir
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