Job Aid Title

Job Application (Students)

Content Area

HR (Human Resources) - Recruiting

Overview

Process Purpose and This job aid will show how to apply for a student job.

Roles and Responsibilities Student Employees: Prospective Student Employees can

independently navigate the functions and steps outlined in this
job aid as needed.

Additional Resources Student Portal Link: https://stuportal.clcillinois.edu

Job Application

1. Access jobs link through one of these options:

a.

Student Portal — Click on Systems & Apps menu and select the CLC Student Jobs link

More Tools

Dashboard

Launch
Prepare for your Math Placement test.

- & ALEKS Math Placement
My Classes @

My Financials

CLC Student Jobs Launch
Search and apply for an-campus student

employment.

Systems & Apps

Resources
Google Suite Apps

Launch
Access Google Docs, Sheets, Drive and more...

<
~

Student Activities

b. CLC Website

i. Scroll down to the footer of the CLC Website and click on the Jobs at CLC link

Connect with CLC

Jobs at CLC

Athletics

CLC Foundation
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ii. Scroll down to the Student card and click on Explore Student Jobs link

Student

We employ student workers in various roles
and departments.

Explore student jobs » »

2. This will open the Workday sign in page. Log in using your Student Email ID and password..

College C' Lake County
Sign in

someone@example.com

Can't access your account?

Next

Cg Sign-in options
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3. Inthe list of icons on the left side of the dashboard, hover your cursor over the 2 icon and
select Jobs Hub Personal

8 Personal
Personal
Jobs Hub
Onboarding

Note: Do NOT select the Find Jobs button under the greeting. This leads to the CLC Staff &
Faculty job portal.

4. To search for currently posted jobs, click on the Read More link in the Are you Currently Taking
Classes and Looking for Jobs at CLC card at the top of the page.

Are you Currently Taking Classes and Looking for Jobs at CLC?

If you are currently taking classes at CLC and looking for Student, Full Time/Part Time Staff or Faculty job
postings, please first click the Read More link and then select the Find Jobs - For Those Currently Taking...

Read More

5. Click Find Jobs button

Are you Currently Taking Classes and Looking for Jobs at
CLC?
If you are currently taking classes at CLC and looking for Student, Full Time/Part

Time Staff or Faculty job postings, please first click the Read More link and then
select the Find Jobs - For Those Currently Taking Classes at CLC button

( Find Jobs - For Those Currently Taking Classes at CLC >
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6. Use the search bar at the top of the screen to search OR use the search facets on the left-hand
side of the screen to narrow your search.

Find Student Jobs (-
' |
Q search seach ||
AN A
Current Search 18 Results
ant Grilled Cheese Consultant
Posting Date: 10/23/2024 | Graysiake Campus
~ Company
Conestoga Wagon Technician
[ coltege of Lake Coursy (18 RECH00000457 | Posting Date 10/14/2024 | Grayslake Campus.
« Country Assistant Teacher/Bass Player
REC-00000449 | Posting Dote: 10/09/2024. | Groysiake Compus
[ nied St o

Assistant Teacher- Lakeshore
~ Distance ) REQ00000450 | PostigDate: 10/09/2024 | Lakeshore Campus
v

Star Fleet Officer

selectone N REQ-00000435 | Posting Date: 10/02/2024 | College of Lake County
of
oetal o
pesleese Student Employment A

- REQ-00000417 | Posting 24 | College of Lake County
> Hiring Manager

Cashier/Tax Advisor

Is Evergreen

Callege of Lake County

Job Category

Bookstore Back Enthusiast and Taca Engineer
Posting Date: 08/12/2024 | College of Loke County

Job Family
Bookstore Student Worker

7. Using Job Family filter on the left-hand side of the screen, select Student Worker to narrow
your search

~ Job Family

Student Worker (17)

|:| Contingent Worker Job Fami... (1)

8. Once you have found a job you are interested in, click on the job title to open the job posting.

9. Afterreviewingthe job description, if youfeelthat you would be a good fit for the position, click
Apply to begin your application.
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10. Upload your resume to be parsed for a quicker application experience OR click Next to fill out
the application manually.

Upload either DOC, DOCX, HTML, PDF, or TXT file types (5MB max)

Drop file here

or

Select files

11. Ifyou uploaded a resume, please carefully review the information on the resume to verify it was
uploaded accurately. If you did not upload a resume, please fill out all fields within the application.

or

12. Click Nextto advance throughthe application filling outthe required fields that are noted with a
red asterisk *. You will be required to upload a copy of both your class schedule AND your
availability schedule.

13. On the last screen review what you have entered on your application and click submit. You will
not be able to make changes to your application after hitting submit.

&0

14. The hiring manager will be notified of your submission, and you will be contacted if a review of
your qualifications results in a decision to pursue your candidacy.

15. To track the progress of your application, from the Jobs Hub dashboard, click MY

Applications.
@%) Jobs Hub =

=== Overview

Q  Browse Jobs

[Z] My Applications
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If you need to Withdraw your application for any reason, choose the Withdraw Application
option that can be found within the Jobs Hub application on the homepage by moving the
scroll bar all the way to the right.

Note: If you withdraw your application, you will not be able to reapply.

Manage Application

“

[ View Application :I

.
(" Withdraw Application 3
. ’
———

Reminders and Tips

e Initial review of your application may take up to two weeks.

e Make sure that your work availability aligns with the position. Most jobs are during the college’s
regular business hours (M-F, 8-4:30).

e Students who have good availability are more likely to be interviewed. If you are not in class or
taking care of a family member, you should be available.

e Studentemploymentisvery competitive. Make sure that your resume looks good and that you
are putting your best foot forward in your application. Students with resumes that are poorly
formatted, disorganized, or that contain misspellings/grammatical errors are unlikely to be
hired.

o The Careerand Job Placement Center offers freeresume help and interviewing practice. You can
schedule an appointment for these services via LancerJobLink or Navigate. Both are
conveniently located in the student portal.
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