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Step 1: Notify the Career Development team of your interest in hiring a student employee

Step 2: After students have applied for the position, the Student Employment office will send an
email to the hiring supervisor. Attached to the email will be a packet of potential student
employee applications, resumes, and a hiring paperwork packet

FSCJ Student Employment Application Packet

° StudentEmployment@fscj.edu

Deer. Kim ¥

New Student
Employment Packet

Hello
This application packet was generated for you by our FSCJ Career Development Team staff.

In the packet, you will find application materials for each student who is interested in your job opening. In order to complete the hiring
process for a new student employee, please:

1. Review student application materials (located in a link at bottom of message)

2. Schedule interviews with job candidates

3. Complete the new student employment paperwork (attached above) and return completed packet to
studentemployment@fscj.edu. Incomplete packets will be returned and will delay the hiring process for your student(s).

Please do not allow a student to work until you have received the start date in writing. All requested information for student workers is
used to determine eligibility and does not constitute approval until the supervisor is notified.

Thank you,

FSCJ Career Development Team
Florida State Coliege
at jacksonvie

* Piease note that under Florida's very brosd pubic records law, electronic mad and recorded voioemail messages to and from Colisge employees may be subject to public disclosure
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Attachments: JobApplicantsPacket ad hoc packet 2018 02 09.pdf




Step 3: The hiring supervisor completes the hiring process (interview, discussion about position)

Step 4: The hiring supervisor completes the paperwork packet with the student (work schedule,
confidentiality agreement, student employee agreement)

Step 5: The hiring supervisor emails the COMPLETED paperwork packet to

studentemployment@fscj.edu

Please note:

e Incomplete packets will delay the hiring process
e Do not allow the student to begin work until you have received a start date

For questions about the student employment hiring process, please email studentemployment@fscj.edu
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