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Processing Student Employment



How to

e From the CSM home page, click on “JOB POSTINGS" on the left
navigational panel. This will expand the menu. Click again on “JOB
POSTINGS”.
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I
i
: N
' 0
R —

CSM Staff Home

Calendar

PENDING ACTIONS SUMMARY
Students

New Employer Registrations
Job Postings

Job Postings

wswion | - | (@ | Job Postings

Employers

) Events
ocs + | Job Postings

Communications
Reporting w Faculty Registrations

+  More w Job Shadow Postings

Manager (1)

EVENT REGISTRATION SUMMARY

[=Y FSCJ Fall 2017 Career Fair

hborhood Login 1 Approved, 1 Pending

B Email Support

Edit Profile




Type your designated campus into the keyword search box and click
the "APPLY SEARCH" button. This will give you a listing of the
student employment job postings for your campus.

Keywords (searches job title, id, description, employer,
contact. and resume receipt email)
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e At the top of the screen, click on the “Applications for Job
Postings” tab
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e Click checkboxes to select job applicants you wish to send to student
supervisor.

o If this is the FIRST time you are sending a pool of job applicants to a
supervisor, click the checkbox in the header column. This will auto
select all applicants.

o If this is not the first time, select only those students who have not
been marked as "Hired”. Refer to Step 9 for more details.
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e Once all applicant names are selected, click on “BATCH OPTIONS"”
then hover over “PUBLICATIONS” and click on “GENERATE BOOK"

Batch Options > Publications > Generate Book

Kent Campus - Student Engagement Leader ¢ Bac

Applications for
Job Postings

+ Add New tems 1-2 of 2 (2 items selected)
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[ SeLCiipioyer Status > Junior = = Oct 30, 2017, 9:35 AM

[+ Jane Sample - @ F;‘I Oct 30, 2017, 9:33 AM
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| @ To view PDF files, you may need Adobe Acrobat Reader.
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This is the Publication Request Screen. You will need to customize this
request before sending the application material(s) to the hiring supervisor
for this job posting.

Customize this request

e Remove FSCJ (Student Employment)/Student Employment Office
from the “Select Contact(s) to receive this packet” field by clicking the

box next to FSCJ (Student Employment). (this is to avoid sending an email
meant for the hiring supervisor to the student employment shared email account)

Publication Request
2 students selected

@ Selecting the 'submit request’ button below will queue a request to generate a publication.

Enter an optional name for this publication:

‘ Job Applicants Packet

Select Contact(s) to receive this packet:

[ FSCJ Student Employment / Student Employment Of-ﬁci ~ ‘ [keyword] ‘

FSCJ Student Employment / Studsnt Employment Ofice % I

Select Contact(s) to receive this packet:

[ FSCJ Student Employment / Student Employment Office ~- |

‘ F: CJ Student Employment f Student Employment Office

e Add the hiring supervisor(s) email address to the “CC this packet”
field, use commas to separate email addresses

Select Contact(s) to receive this packet:

[ FSCJ Student Employment / Student Employment Office ~ H [keyvword) ‘

CC this packet, use comma to separate email addresses:
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kdeer@fscj.edu <
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e Select “Custom Resume Packet (Job Applicants)” from the custom
email template drop-down menu. It is very important that you select
this option as the other custom packets are not set up for FSCJ
Student Employment.

o This will generate a customized email with the subject line “FSCJ
Student Employment Application Packet”

CC this packet, use comma to separate email addresses:

‘ elise_horowitz@fscj.edu

Select custom email template:

‘ [Custom Resume Packet from FSCJ]

=
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‘ Custom Resume Packet (Student List/Referral)

e Check “OTHER DOCUMENTS"” from the list of document types to

include in the packet *resume is auto-checked
o You MUST be sure to complete this step so that the Student Employment
Application is included in the packet attachment

Select custom email template:

Custom Resume Packet (Job Applicants)

Which document types to include in the packet?

¥| Resume Cover Letter Unofficial Transcript Writing Sample = ¥/ Other Documents

To decrease PDF generation time, please select one of the following Table of Contents options:

- A — 1

* Include in front of publication (without page numbers) | e

Which document types to include in the packet?

To avoid overly large files publications are split after certair

|1oo‘

¥| Resume Cover Letter| #)Other Documents

Enter an optional note to be mail-mergable in the system er

B Submit Request . Cancel




e “SUBMIT REQUEST". This will send an automatic system message to
the hiring supervisor(s) you CC'ed on the publication request.

Select custom email template:

| Custom Resume Packet (Job Applicants)

Which document types to include in the packet?
#| Resume Cover Letter Unofficial Transcript Writing Sample ¥/ Other Documents

To decrease PDF generation time, please select one of the following Table of Contents options:

#) Include in front of publication (without page numbers) Include in back of publication (without page numbers) Separate PDF (with page numbers)

To avoid overly large files publications are split after certain number of pages. You may modify that number here:

|1oo|

Enter an optional note to be mail-mergable in the system email message that goes out to employers when the packet is ready for review: [message_to_contacts]

B Submit Request < Cancel

Screenshot of generated email

FSCJ Student Employment Application Packet

Thu T1/9,

M

° StudentEmployment@fscj.edu w5 Replyall | v

mJ .’@‘; New_Student_Employ...
33 KB

o
e

Download  Save to OneDrive - Florida State College at Jacksonville

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) and return completed packet to studentemployment@fscj.edu.
Incomplete packets will be returned and will delay the hiring process for your studentis).

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 College
at Jacksonville

#** Dlease note that under Florida's very broad public records law, electronic mail and recorded voicemail messages to and from College
employees may be subject to public disclosure.




How to

Once you have received notification from a student supervisor that they
wish to hire a specific student, you will need to mark the student as hired in

CSM.
Go to https://fscj-csm.symplicity.com/manager/

e From the home page, click on “JOB POSTINGS"” on the left
navigational panel. This will expand the menu. Click again on “JOB
POSTINGS”.
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https://fscj-csm.symplicity.com/manager/

e Enter the position title you are searching for in the “KEYWORDS"”
field and click into the field box for the “SEARCH IN:" box to
populate. Uncheck all except “JOB TITLE"

o This will return that specific Job Posting

e Click on “APPLY SEARCH" to return the Job Posting you want

Keywords (searches job title, id, description, emplover,
contact, and resume receipt email)

Morth Campus Student Services Assistant]

Search in:

LOrganization
Q. Apply Search ) Clear « Save Defaults #Joh Title

Llob ID
+ Add New ltems 1-20 of &7

Job Description

e Click on the title of the posting to go into the posting

" Pending Job ] [ e S | e Student Job Public Job e e
Job Postings Postings Archived Jobs | Detailed Search | Saved Searches Blast Board Widget CF Only Jobs
Keywords (searches job title, id, description, employer,
contact, and resume receipt email)
MNorth Campus Student Services Assistant
Q. Apply Search O Clear + Save Defaults Moare Filters
+ Add New Batch Options v Ry eE] Showing Per Page | [Show All]
o -~ Job Title D Location  Employer Contact Applicants Position Type Posting Date |=  End Date
Morth Campus - Student Services 1 FSCJ Student Student Empleyment FSCJ Student Oct 18,2017 Dec 21,
o Assistant Employment Office Employment B 2017

+ Add New ftems 1-1 of 1 Showing Per Page | [Show All]




e On the “Applications for Job Postings” tab, click on the checkbox
next to the name of the student(s) hired

Kent Campus - Student Engagement Leader <« Bac

Applications for SRS

Job Postings Student Views ST acking
+ Add New Items 1-20f 2 (1 items selected) Showing Per Page
=] ~ Name |= Year Docs Date Submitted Options Employer Status Resume Referred
- Oct 30, 2017 (Elise Horowitz)
e Alan Pasett J Oct 30, 2017, 9:35 AM
e lan Pasetti unior BB c Delete Resume Nov 9, 2017 (Kim Deer)

Oct 30, 2017 (Elise Horowitz)

® Jane Sampl - Oct 30,2017, 9:33 AM
] ane Sample BB c Delete Resume Nov 9, 2017 (Kim Deer)

+ AddNew B L) Showing Per Page

| @ To view PDF files, you may need Adobe Acrobat Reader.

e Under the “EMPLOYER STATUS" field, use the drop down to select
“HIRED"”
O This will prevent a student application from being forwarded after a student has

been hired and provide data for reporting purposes

Kent Campus - Student Engagement Leader ¢ Bac

Applications for

Job Postings
+ Add New Items 1-2 of 2 (1 items selected) Please remember to uncheck the selections after using batch options
= v Name l-: Year Docs Date Submitted Options Employer Status
7] Alan Pasetti Junior a B Oct 30, 2017, 9:35 AM Del Hired v
Hired
(] Jane Sample - @ B Oct 30, 2017, 9:33 AM Delete Resume Not Eligible for Hire
+ Add New Items 1-2 of 2

That is the final step and completes the action to select a student as “Hired”



How to

Job Postings Expired

e Log onto your CSM staff interface
e Click on “JOBS” then “JOB POSTINGS" on the left navigation bar.
e Click on “POST A JOB".

Employer Profile v

Jobs «

Job Postings

Job Postings
JOB POSTINGS STUDENT RESUMES/APPLICATIONS

Student Resumes Keywords
(searches job title, |D, description, and organization name: min. 3 cha
Job Shadow

Archived Jobs

CF Jobs SEARCH CLEAR MORE FILTERS

Publication Requests

POST A JOB
Evenis

Resume Search Career Development Office Assistant
Jacksonville, Florida - Student Employment
Surveys ID: 34
Expiring on Oct 10, 2017 Posted on Oct 03, 2017
Calendar ® Withdraw

My Account
Showing 1-1 of 1 results

e Select “SHOW ARCHIVED" then click on the carrot to display all
archived job postings.
8 - Job Postings

Job Postings

Student Resumes

| @ Please Note: On-Campus Recruiting (OCR) positions should be entered ir

Job Shadow
SUBMIT SAVE AMD FINISH LATER CAMNCEL

Archived Jobs

ndicates a required fielkd

CF Jobs
Publication Requests Position Information

Events Copy or Repost Position

Sick 3

Resume Search
b SHOW ARCHIVED

Surveys



e Select the job position you wish to extend by clicking on the job title.

Paosition Information

ﬁ Home

@ EmployerProfile v

Copy or Repost Position
Pi from which you would like to

Plaas

@ Jobs 4
¥ SHOW CURRENT

IT Tech - Information Technology 22 (archived)

Office Assistant - Career Development 21 (archived)
Tutor - LLC 23 (archived)

Florida Work Experience Program (FWEP)
Internship: Unpaid

Internship: Onfoff-campus

Internship: Paid

Student Employment

Temporary/Seasonal

Archived Jobs

CF Jobs

Publication Requests

e Update the posting and expiration dates to the end of the current
term and make any other changes if necessary to the remainder of

the posting.
Posting Date *
(Job announcement will be posted on this date

SELECT CLEAR

Expiration Date *
(Job announcement will be removed on this date)

SELECT CLEAR

Recurring Job Posting? *
If set to Yes. the job will be re-posted and re-expired on the same dates ev

Yes ® Mo

(1]

"y year



