How to Search for a Student Employee

The Student Employment Office has created generic Handshake job postings, which are recommend to
be utilized during the search process. This was done since the duties performed by most student
employees are very similar and consist of routine support job duties. The generic job postings are based
on job descriptions that are generic in nature and will more easily facilitate the recruitment process of
students seeking employment. Any supervisor with access to Handshake can automatically access the
postings and review the list of applicants who have expressed interest in a student employment position.

In addition to searching for student employees using these generic postings, a hiring official can also use
the database to search for students within Handshake and can filter a search by either major, unique
experience, award type or by name. The steps for searching for a student by name, specific information or
searching for a student using the generic job postings are below.

Note: A job posting created by the department is supported only for positions that require unique job
duties, where the department requires the student to have certain job skills/educational background
which are vital to fulfill the position and is unable to find a student in Handshake that matches these
requirements.

Log into Handshake

There are two ways for logging into Handshake. One is through the Single Sign On https://my.utrgv.edu
link and the other is directly through the Handshake link https://utrgv.joinhandshake.com.

Log into https://my.utrgv.edu/home , enter your UTRGV credentials (username/password) and Sign In.

M https://my.utrgv.edu/home ~ @& C || Search.. 0o~

Welcome - my.utrgv.edu | Wel..|  Welcome - my.utrgv.edu | ...

Sign in with your UTRGV Account

@utrgv.edu| X

UTRGV has
its commitment to

Can't access your account?
EXPANDED STUDENT SUPPORT

R Welcome

Imbortant D3 -
n < 437PM
ﬂ QO Type here to search o t R

Under Applications click on “Handshake” and it will take you directly into the Handshake home page.
Tip: Handshake works best if using Chrome.
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After a certain amount of time of inactivity, Handshake will log you out to this “Hello” page. Just log
back in. You may need to enter your UTRGV credentials again.

~ = O @ | hitpsy//utrgvjoinhandshake.com/login o = 28 -

Hello!

Click below to sign in to your account

The University of Texas Rio Grande Valley >
Sign On

Orlog in using your Handshaks credentials

The University of Texas Rio Grande
Valley

'sandra.mireles@utrgv.edu

Is this not you? Switch Accounts.
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Searching for a Student by Name

From the Homepage, click on “Search Students” from the left dark column menu.

&~ C {} 8 utrgvjoinhandshake.com 8
#i Handshake Q, Search.. ﬁ o, ; v, FavoritleSchoolsv  Helpv  SandraMireles v
Home © Post a Job © Request an Interview © Create an Event
My Profile
Company Profile Jobs Interviews Upcoming Events

_, Student direct wage/Approved
GV work study - Light
maintenance /
Safety Assistant -
Edinburg/
Brownsville
Approved August 20 at
10:28am

You have not RSVP'd to
any upcoming events.

You have not requested
any on campus
interviews yet.

. Production
Technicians -
Performing Aris
Complex
Approved February 03 at
11:49am

Students Approved
Schools

Contacts

Student direct wage/Approved
work study - Gallery
Assistant - Art

TRGV

Events Department
; Edinburg/
Interviews Brownsville
5 Approved August 08 at
Fairs T1:028m

., 10058 Summer20  Approved
S DW Student
Academic Assistant
Approved May 04 at

9:37pm

it ininhandshake rom/stiudents

O Type here to search

The Search Students page will take you to a listing of all students in Handshake from all universities
using handshake. If the student’s name is known, it can be entered under “Search”, then enter UTRGV as
the school name in the School search field.

e e ® 663 . - - "
i Handshake Q, Search... 1 [ Y aa %y Favorite Schools Help ‘Sandra Mireles
Students
Home
My Profile
Company Profile Filters CLEAR(3) [0 1-25 of 262 students Sortby: IF Relevancy v n >
Save These Filters ] S @
The University of Texas Rio Grande Valley @& Shenanigan’s Irish Pub Varsity Cheerleading Team
Search ’\ Biology, GPA: undefined & Bee First Primary Home Care and H... Health Occupations for Students of ...
O —— “
- The University of Texas Rio Grande Valley & bodtrees Stems Mentor Club
‘Search Students s
School A~ Biology, GPA: 3.2 & stems mentorclub
Schools
U C———
CEliri + Add Scheol - =
. The University of Texas Rio Grande Valley & RedLobster MNursing Home
] Arizona State University Biology, GPA: undefined & Whataburger Restaurants, LLC Texas Art Education Association (TA...
[ Michigan State University
Events [0 Rutgers University - New M _ @&
. Brunswick (Flagship Campus)
D (0 San Jose State University The University of Texas Rio Grande Valley & Linos Pharmacy Mational Honors Society
i _ Biclogy, GPA! 3.82 Student Council
Fairs The University of Texas Rio Grande B
Valley (262)
O . =
School Year ~ The University of Texas Rio Grande Valley & Dennys National Honors Society & National ...
Biomedical Sciences, GPA: 3.25 & Plato’s Closet Mational Technical Honor Society (H...
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Searching for a Student Using Other Search Fields

A random student search can be done without entering a student name. The search fields (filters) that can
be used for searching a student are: School Year, Major, Graduation Date, GPA, Primary College and
Department GPA. Note: School Name UTRGV must be entered.

H Handshake Q Search...
Students
Home
My Profile
Company Profile Filters CLEAR (3)
Save These Filiers
Search A
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Search Students
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Schools

Contacts

+ Add School

(] Arizona State University

[J) Michigan State University
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Interviews
|| San Jose State University
i The University of Texas Rio Grande
Valley (262)
Senue. o A
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The University of Texas Rio Grande Va
Biology, GPA: undefined

The University of Texas Rio Grande Val
Biology, GPA: 3.27

The University of Texas Rio Grande Va
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l

The University of Texas Rio Grande Va
Biology, GPA: 3.89

The University of Texas Rio Grande Va
Biomedical Sciences, GPA! 3.25
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(14
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Shenanigan’s Irish Pub
Bee First Primary Home Care and H...
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&
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&
Nursing Home
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2
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In the figure below click on the drop-down menu in the School Year field to select a classification, for

example Juniors.

2
riHandshake Q Ssearch...
The University of Texas Rio Grande
Valley (1,855)
Home
My Profile
School Year A

Company Profile

Irype to search...
Alumny
Doctorate
Freshman

Junior

Search Students

Masters
Schools

Contacts Masters of Business o

Biolegy (1,855)

O Microbiolegy
Events
) Majors @ hd
Interviews
Fairs Graduation Date 2
Start date End date
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To select a Major, click on Major Category field for example, Biology (Fig 1). Note: A listing of all the
majors will not automatically appear. Enter the major in the Major Category field or place cursor in the
blank box to get other options (Fig 2).

Fig 1 Fig 2

The University of Texas Rio Grande
Valley (262)

Home Home [J) senior (70}
My Profile chool ¥ My Profile O Atumni 41
chool Year ~ —
[_] Masters (28)
Company Profile Company Profile -
[] Sophomore (26)
+ Add School Year
Postings .
Sophomore (262) Major Category @ -~
Jobs
Business
Major Category @ ~
Rela ps Relai ps Agriculture Business
+ Add Major Category
Search Students Search Students Business Administration &
N o Management
Schools Biology (262) Schools ?
) Microbicloay (52) Vtic:
Contacts ' Contacts Business Ananyres
International Business
Majors @ ~
Campus Sport Business & Marketing
Gruuuan L
Events Graduation Date ~ Events
Interviews Interviews Start date End date
Start date End date
GPA ~
GPA ~
o To.
From... To...
¢ E >

Fig 1: To select a Graduation Date, click on the start and end date fields, and to select the GPA, click on
“from” and “to” and enter the GPA range.

The Primary College and Department GPA fields are optional.

H Handshake Q. Search...
Labels s
Home
My Profile Not Labels v
Company Profile .
Primary College ~

+ Add Primary College

[ College of Sciences (1,497)

[0 HP(169)
Relat [0 College of Health Professions
146)
Search Students [ School of Medicine (1)
Schools
Contacts Department GPA ~
From... To..

pus

Events

Interviews

H 0 Type here to search a
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Sending a Message to a Student

Once you have identified a student who you would like to contact for an interview, a message can be sent
through “Send a Message” icon right hand side (little bubbles).

[ Leone! e
School Year ~
The University of Texas Rio Grande Valley & Academic Tutor JAMP
Chemistry, GPA: 3.98

+ Add School Year

After clicking on the “Send a Message” (bubble icon), fill the subject and enter message. Click Send
when complete. The student will receive the e-mail from Handshake.

Send Message

Subject

Sandra from The University Of Texas Rio Grande Valley has sent you a message on Hand

Message

Heading1 & B I U A

Searching for a Student who expressed interest by applying for a Generic Postings

Handshake contains postings that allow students to express interest in generic positions, which may create
opportunities in multiple departments. Every hiring official on campus has the ability to review the
applications in these pools. Based on the tasks the student would be expected to perform, you may choose
applications from different postings. For example, if you are looking for someone to perform office
support, please click on the WS and/or DW Student Assistant posting. Students are able to apply for
either Summer or Fall/Spring postings.

Note: Note: Job postings identified as (DW) do not indicate any preferences such as GPA, Major,
Graduation Date, and Work Authorization. Any student can apply.

If a job is marked as work study (WS), students who are not eligible for work study will not be able to
view and apply for the position. Only these students who have work study eligible = TRUE mapped in the
student data file will be able to see these postings and apply. (See page 14, for more information about
identifying students who are truly work study eligible).

Rev 7/27/20sm



Generic Job Postings (for New Hires)

e 10039 (Summer or Fall/Spring) WS Graduate Student Assistant
e 10051 (Summer or Fall/Spring) WS Student Academic Tutor

e 10053 (Summer or Fall/Spring) WS Student Academic Assistant
e 10054 (Summer or Fall/Spring) WS Student Assistant

e 10055 (Summer or Fall/Spring) WS Student Project Associate

e 10057 (Summer or Fall/Spring) DW Student Academic Tutor

e 10058 (Summer or Fall/Spring) DW Student Academic Assistant
e 10059 (Summer or Fall/Spring) DW Student Assistant

e 10060 (Summer or Fall/Spring) DW Student Project Associate

1% Option for finding a general job posting: Click on Jobs in the left side column grey menu, and in the
Search field (yellow highlight) enter one of the following: job id# (if known), job code (ex. 10057 if
known), DW or WS, or the job title (for example, Student Assistant, Student Academic Assistant). Note:
The general job postings will have either the fiscal year or term name in the job posting title. Make sure
to select the one that corresponds to the correct term you are hiring for.

Logged in!
JobS  only viewing jobs created by you Edit this ow
Active Expired All Declined Not Posted | Divisions ~ VIEWBY School
O s Job 2 Applicants @ * Schools 2 Created Type 2 Status
[ 3a46600 10065 FY2021 DW Student Employment Initiative (SEI) at 1 7/2/2020 On Campus Student Employment n
O 2846586 10060 FY2021 DW Student Project Associate &35 1 7/2/2020 ©On Campus Student Employment n
(0 3846574 10089 FY2021 DW Student Assistant &89 1 72/2020 On Campus Student Employment n
(0 =s46867 10068 FY2021DW Student Academic Assistant &55 1 72/2020 On Campus Student Employment n
[0 =s46560 10067 FY2021 DW Student Academic Tutor a2 1 722020 On Campus Student Employment n
(O a7s2585 10065 Summer20 DW Student Employment Initiative (SEI) &140 1 5/4/2020 On Campus Student Employment n
O 3752561 10060 Summer20 DW Student Project Associate &93 1 5/4/2020 ©n Campus Student Employment n
(O a7s2540 10089 Summer20 DW Student Assistant &192 1 5/4/2020 On Campus Student Employment n
(O a752502 10058 Summer20 DW Student Academic Assistant &183 1 6/4/2020 On Campus Student Employment n
O a752481 10067 Summer20 DW Student Academic Tutor a2 1 6/4/2020 On Campus Student Employment n

2" Option for finding a general job posting: Click on “Jobs” on the left side grey menu, then Click on
Divisions, find and select Human Resources and Talent Development. This will pull up all the generic
job postings under this department that were created by Student Employment Office (SEO). Note: The
general job postings will have either the fiscal year or term name in the job posting title. Make sure to
select the one that corresponds to the correct term you are hiring for as seen below.
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Logged in!

Jobs or wing jobs created by you Edit this Type to search... Create Job
Active Expired All | Declined NotPosted | (1)Divisions = VIEWBY School

(] college Access Outreach Prgms

U s Job 2

y: Created = Typ Status
] 3846600 10066 FY2021 DW Student Employi [ student Media 1 722020 On Campus Student Employment 1]
[ 3846588 10060 FY2021 DW Student Project, — University Recreation 1 722020 On Campus Student Employment 1]
[ 3846674 10059 FY2021 DW Student Assistar [ Financial Al 1 7242020 On Campus Student Employment (1]
[ 3846567 10058 FY2021 DW Student Acaden Human Resources & Talent Devt (20) 1 7272020 On Campus Student Employment n
() 22346560 100567 FY2021 DW Student Academ Find more... 1 7/2/2020 0On Campus Student Employment n
[ 3846549 10055 FY2021 WS Student Project ) 1 7272020 On Campus Student Employment n
All Options
() 2246543 100564 FY2021 WS Student Assistar 1 7/2/2020 0On Campus Student Employment n
] 3846537 10053 FY2021 WS Student Academic Assistant &23 1 7/2/2020 On Campus Student Employment 1]
(0 3z46628 10051 FY2021 WS Student Academic Tutor &2 1 7/2/2020 0On Campus Student Employment n

To view the list of applicants for a particular posting, you can either click on the # (in blue) under
Applicants, the Job Title under Job or on the Job ID# under ID.

& > C {t @& utrgvjoinhandshake.com/jobs * O

HHandshake Q search... B ™ & ¥ FawrieSchoos~ Helpr  SandraMircles~

Jobs oniyviewing jobs created by you Edit this Type to search, Create Job
Home

My Profile N
Active Expired All | Declined NotPosted | Divisions ~ VIEWBY School
Company Profile -

O = Job = Schools * - Type * Status
() 8758020 10089 Summer20 WS Graduate Student Assistant ar 1 5/4/2020  OnGampus Student Employment a
) 2752485 10051 Summer20 WS Student Academic Tutor ai 1 6/4/2020  OnCampus Student Employment 1]
) e7525230 10052 Summer20 WS Student Academic Assistant aa 1 5/4/2020  OnCampus Student Employment 1]
() a7s2551 10054 Summer20 WS Student Assistant a3 1 5/4/2020  OnGampus Student Employment 1]
Search Students () &752577 10055 Summer20 WS Student Project Associate aw 1 5/4/2020  OnCampus Student Employment a
Schools O e752481 10057 Summer20 DW Student Academic Tutor s 1 6/4/2020  OnCampus Student Employment 1]
CiTEEs () e752502 10058 SUMMer20 DW Student Academic Assistant aier 1 6/4/2020  OnCampus Student Employment 1]
() &752540 10059 Summer20 DW Student Assistant a8 1 5/4/2020  OnGampus Student Employment (1]
() e752561 10060 Summer20 DW Student Project Associate an 1 5/4/2020  OnCampus Student Employment a
EErE [ 3752585 10065 Summer20 DW Student Employment Initiative (SEI) 2103 1 6/4/2020 On Campus Student Employment 1]

Interviews

Fairs

httpsi//utrgvjeinhandshake.com/jobs/3752585

QO Type here to search

Reviewing Applicants:

Reviewing one-by-one. Click on the name of the student to view applicant information, including
resume.
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#3846510 10039 FY2021 WS Graduate Student Assistant Job Details  Edit

e Applicants
My Profile - ClEAR
iters Showing All Applicants at Your Schools ~ EDIT
Company Profile g All App £ Export CSV
Exclude Students That Do Not Match ) Export Documents
[0 School Year or Graduation Date (] Minimum GPA
) Major () Work Authorization Status
Categories ~
[ sourced Students \ O Firsts Last : chool 2 Pr Status = Date
“",—‘ Hong - The University of Texas Rio Grande @0 Reviewed= | 07713120
Search Students Status ~ - Valley a8
Schools O reviewed (8] ]
— The University of Texas Rio Grande B = .
Contacts Viewall 0 Trang -t Valiey g Reviewed~ | 0713120
- . (R =]
Label ~ [ Marissa ' \T,’;ﬁgl;“"’eﬁ“” of Texas Rio Grande a Reviewsdw | O7/08/20
Events oo B
Not Labels v O Azul o SR R TS ga=0 Reviewed~ | 07/08/20
Interviews e a
Fairs ER—)
School. ~ - The University of Texas Rio Grande B =
chools ) Meghan R Vaey Y 2 Reviewed~ | O7/07/20
Skills v O tsrael - The University of Texas Rio Grande E = 0@ eviewed CEETED
= Valley -

Clicking directly on an applicant's name will bring up a snapshot view of their profile, allowing you to
view details about their education, their email address, and any documents they submitted in a PDF
preview. You may also leave notes for the applicant on the last tab.

Fig 1: Profile Tab
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Fig 2: Documents Tab
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Fig 3: Notes Tab

Aubree CENE—_—

Applied To ks Ap stion Cia Crosind By a

MAHE
Aubres SEEEN
CMAIL ADDRESS Spring Intemship Roviowed Jur th 2008 AL — R =
scHOOL vEAR
Prafla  Documents(l]  Notes (0] =lie—
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English
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-]

Reviewing Using Export CSV feature: Applicants can be reviewed by clicking on the student’s name,
either one-by-one, or by viewing all applicants at once. The “Export CSV” feature allows you to view all
of the applicants or specific ones you select in an exported excel spreadsheet for easy screening of major,
GPA and other information. To view all in a spreadsheet, click on “Export CSV”.

#3846510 10039 FY2021 WS Graduate Student Assistant

OEoE Job Details  Edit | Applicants
My Profile il CLEAR \
llters Showing All Applicants at Your Scheols  EDIT o>
Company Profile 9 PP £ Exportcsv
PR Exclude Students That Do Net Match Errr
(] School Year or Graduation Date (] Minimum GPA
() Major () Work Authorization Status
Categories
Osourced Students O First: Lests School 2 Preferences 3 Status 2 Date :
- —
- = =]
] Heng ! Tze University of Texas Rio Grande E Reviewed ~ 07N3/20
Search Students Status
Schools Oreviewed () &= o0
A The University of Texas Rio Grande B = .
e - O Trang  -sgsses Valsy 2 Reviewed~ | O7/13/20
. X Rt - =]
Label 1 Marissa ' The University of Texas Rio Grande Reviewed = o708/20
Valley =]
Events "= B
Not Labals O Azul r— The University of Texas Rio Grande: =] Reviewed= | O7I08/20
Interviews valiey a
Fairs =
- 5= 0
Schools v O Meghan IR L:ﬁgmversnynﬁexas Rio Grande a Reviewed- | 070720
Skills v O israel The University of Texas Rio Grande E = 0 M@ eviower TR
= Valley h

Example of the “Export CSV”: This option for viewing applicants provides you with a quick glance of
information such as student’s name, Major, Graduation date, etc.
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< *] € F G H | ) K L M N o ’ Q R $ T v v
Student IC Student Fi Student Li Student i Fully Qual Student Schoc Student S Student P Student GracMajors  Applied Ti Applied TiApplied T:job ApplicJob ApplicEmployer Employer Employer Documen

1254912 TRUE  Masters The Unive College of  5/15/2019 Experime: 3846510 Job 10039 FY2r 3846510 10039 F 276033 The Unive Human Re 17962981
1395807: TRUE The Unive SW 3846510 Job 10039 FY2y 3846510 10039 ¥ 76033 The Unive Human Re 18179825
TRUE e 3846510 Job 10039 Y2 3846510 10039 F 276033 The Unive Human Re 18499539
TRUE n 3846510 Job 10039 FYX 3846510 10039 § 276033 The Unive Human Re 17602448

TRUE g 3846510 Job 10039 FY2N 3846510 10039 F 276033 The Unive Human Re 18108148

TRUE  Ju The Univa College of Engl g M | 3846510 Job 10039 Y21 3846510 10039 FY21 276033 The Unive Human Re 18561430

] TRUE  Masters The Unive Robert C 20 Business / 3846510 Job 10039 FY2 3846510 10039 FY2I 276033 The Unive Human Re 18003610

9 TRUE  Senior The Unive Cotlege of 5, 21 Electrical | 3846510 Job 10039 Y2 3846510 10039 FY21 276033 The Unive Human Re 18587234
10
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[

3
"
Lt
16
17
18
19

application download20200714-1 '

n © it b Yo saich

Reviewing Applicants using “Export Documents” or the “Download Applicant Packages” feature:
The “Export Documents” feature (red arrow) and the “Download Applicant Packages” feature (in
yellows) allows you to export the selected applicant’s resume, cover letter, and other attached documents
in one packet.

If you click on “Export Documents” this will download all of the applicants without the need to
individually select them. If you prefer to select certain applicants individually, click on the little box next
to the student’s name, then click on “Download Applicant Packages™ in yellow.

#3846510 10039 FY2021 WS Graduate Student Assistant

BRI Job Details ~ Edit | Applicants
My Profile it .
liters Showing All Applicants at Your Schools  EDIT
Company Profile 9 P £8 Export CSV
o Exclude Students That Do Not Match > Py —
() School Year or Graduation Date () Minimum GPA
) Major () Work Authorization Status
Categories
[T Sourced Students 0 4ofsitemsselected  Selectall  Message Applicants | Download Applicant Packages  More ~
g (==
Hong == g Uniersity of Texas Rio Grands == = Reviewsd~ | O7/13/20
Search Students Status Y a8
Schools HReviewes e) The University of Texas Rio Grande B OQE
v eviewed v
Contacts View all B Tang  —— Valley 2 Reviewe 07r13/20
nivers N @ Q
Label Marissa “1 - L;ﬁéyh versityof Texas Rio Grande E Reviewedw | O7/08/20
Events Theu ty of Texas Rio Grand &= 0
Not Labels Azul o e a Reviewed~ | 07/08/20
Interviews J
Fairs - =]
. niver: n [ [==]
Schools [ Meghan s Tne Universty of Texas Rio Grands s Reviewsd~ | 0707120
il @ =
Skills O Israel e \T,Zﬁe';‘”‘ve“"y of Texas Rio Grands g =] Reviewsd~ | 07/06/20

Student who have been identified as “Hired” have been selected by a department and should no longer be
contacted.

After clicking on the “Export Documents” or the “Download Applicant Packages” feature it will take you
to the Download Documents page. Check all the types of documents from these applicants you'd like to
include in your Applicant Package and then click Next...
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Download Documents

Select which documents you would like to download.

Please note that non-required documents may not be present for each student. Thus, if
you select to download "cover letters” and it's not a required document, you might not find
any inyour PDF packet.

Resurne
Cover Letter
Transcript

Other Document

From here, click confirm if you would like to download the Applicant Package and the Download will
start.

Download Applicant Packages

Are you sure you want to perform this action on the selected results?

Once it has finished, click directly on retrieve the file to view the download immediately

Or, you can also click on Close to close this notification out and receive the Applicant Packages in your
Email.

Download building

Your download is ready. Click here to retrieve the file. —ij——

We've also sent you an email with this file.
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handshake C0DO

You have a new notification

Hello Emily,

The bulk download you recently requested has completed. You can
access the file below.

Bulk Download PDF (157 KB)

/Thank you,

The Handshake Team

If you don't want to hear from ws at all again you can unsubscribe from all Handshake notifications

Note: Application packages will include a cover page that lists all student’s name, email address, school,
school year and major sorted by student last name.

Reviewing Applicants for Work Study Eligibility

Work Study filter on Student’s Side: Students can create filters that indicate his/her job preferences at
the time of applying. Students can filter for any work study position by selecting the Filters button, then
select Work Study under Job Type.

Q, Job Title, Employers, or Keywords @ City, State, or Zip Code

) ™ . A ( ) )
CFuII-Tlrne Job ) I\Pan-Tlrne Job) (Intemshlp) (Dn-l:ampus ) | T Filters
g

Q Job Title, Employers, or Keywords @ City, State, or Zip Code
A ) . . O\ -
Full-Time Jobjl Part-Time Job) Internship (On-Campus i T Filters
4
Job Type

. f N
@I Internship | | Co-Op | | On-Campus | More
( : "/
—
Full-Time Part-Time

Paid roles only
[ Work study

Candidate Preferences

Only show roles whose candidate preferences match your profile

Learn more
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When you are reviewing applicants, you will be able to easily see which candidates fully match your
preferences and which do not.

The Four Preference Options:

e US Work Authorization: If the candidate is authorized or not

e Student Graduation Date Range OR School Year

o Please note: if you add a preference for both Graduation Date Range AND School Year and filter to
exclude students that do not match "school year or graduation date", this will exclude students who do
not meet BOTH preferences selected.

e Student Minimum GPA

e Student Majors

Eligibility for work study will not appear in the applicant’s profile status. This information can be viewed
on the Applicants page, by hovering over each of the five icons under the Preferences column.

#3846560 10057 FY2021 DW Student Academic Tutor JobDetalls  Edt | Applcants
Filters CLEAR Showing All Applicants at Your Schools ~ EDIT PyE—
- Exclude Students That Do Not Match @ Export Documents
o (7 School Year or Graduation Date (1] Minimum GPA
) Major [0 Work Authorization Status
Categories
O 'sourced Students O First: Last : School = Preferences = Status * Date =
[ kristian  comm— The University of Texas Rio Grande Valiey | B ™= [==] Pending ~ = 07/24/20
Status
(JPending (36) O vivian - The University of Texas Rio Grande Valley | B = B Pending ~ @ 07/24/20
Viewall
O zoe — The University of Texas Rio Grande Valley | B 1 B Pending ~ | 07/23/20
Label

The Work Study preference option is not automatically included if you are viewing a job posting
categorized as direct wage (DW) as shown above.

However, the work study preference and student information is shown for work study job postings, as
shown in the example below.

#3846537 10053 FY2021 WS Student Academic Assistant JobDetails  Edit | Applicants
Filters CLEAR Showing All Applicants at Your Schools  EDIT
Exclude Students That Do Not Match
— [[] School Year or Graduation Date  [_] Minimum GPA
(] Major () Work Authorization Status
Catagories
O sourced Students O Fist: Last: School = Preferences = Status Date =
& = [==]
. i The University of Texas Rio Grande =] i ey,
[m] ——— } - 724/
Status ) Eric Valley 2 Pending o7/24/20
O Pending i26) & =0 &
- - The University of Texas Rio Grande B = . p
] vivian ——— /. Pending ~ 07/24/20
O reviewed (1) valley a 9
Viewall o =
— . niver: " & = .
[ Luciano — Ton niversity of Texas Rio Grande 2 Ponding ~  OW/23/20
Label
3 0 ==}
— s it The University of Te Ric Grand -] ==} " S
[ Samantna - ettt iean o Serde = PN o
Not Labels
. niver: " & o= ==} N
O Lizeth — e niversity of Texas Rio Grande a Pending ~ | OW22/20
Schools
m o= [==]
— a—— The University of Texas Rio Grande m = . p—
Skill & O Valley =] Pending ~ = O%21/20
ills

Under the preferences column for the WS posting, click on the work study icon and the window will
appear indicating the Job Preference option which is “Work study Required” and to the right of it will
indicate if the student is eligible or not. A green check mark will symbolize that the applicant is eligible
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for work study in the example below. Note: When the status shows as “Eligible” it does not mean the
student was awarded. The student may contact the FA office at email: ucentral@utrgv.edu for this
information. The WS status cannot be updated by the student or Handshake, it is updated by Career
Center.

[IRES e 585, Cip B

Famerriie Sactnoin - Hep - ovrvdes Mardes -

Emciuse Saudants Trat Do ol Maich
vl s
3 Bt - a B E-ﬂ’-
Trem Lriemerrby of Triags =5 4l @ wa - -
[ree— .
Swtun - - ey —an
- - &= oM
1 A e -
Saad pra— T LIty o4 Tk Res iascs = Y
= pe 0 T
) L — e (25
swiie - e 2

A red X" will symbolize that the applicant does not match that specific preference. In this case, it will
indicate applicant is Not Eligible for work study.

Exclude Students That Do Not Match ] Export Documents

[C) School Year or Graduation Date  [J] Minimum GPA

O Major ) Work Autnorization Status

O First 2 Last = School 3 Preferences Status = Date =
. —

— . The University of Texas Rio Grande -] = . .

L] Monigue Perez Valley E Pending « 0711720
v —

- . versi i R I = =]

O Jessi Mata I,';ﬁe'-;”"’ers”y CilexasigGaade a Reviewed~  O%10/20
a —

_ ersi . = 0

O Jarlin Chavez The University of Texas Rio Grande H = B Pending ~ 07/08/20

Valley E
) Meghan Garcia ;r/r;ﬁeumvemny of Tez  Job Preference Student Information Pending 070720
¥ Work study required ® Mot eligible
— . The University of Texas rao aranue . -— N
I_] Leslie Torres Valley > E Pending « 07/07/20

Seeing neither ("No minimum preference set for ") will mean that you did not set any specific
preference in your job posting for that section.

Em bl S |l D Mol M B it Dsrsmeis
v

‘W O Oasdua Yy

T iy i

re— T Uty oo T i Orpech —.'ﬁ wom

Simtun by

For a quick glance of those applicants meeting WS eligibility criteria, the list can be viewed by clicking
the “Export CSV” option for that WS job posting.
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#3752485 10051 Summer20 WS Student Academic Tutor

Job Details Edit Applicants

Filters CLEAR Showing All Applicants at Your Schools  EDIT N 84 Export CSV
Exclude Students That Do Not Match

[ School Year or Graduation Date  [J] Minimum GPA
O Major [[J Work Authorization Status

Catannrias

Below is an example of the “Export CSV”’: This option for viewing applicants will show student
information such as the student’s name, Major, Graduation date, Fully Qualified, etc.

The Fully Qualified column will indicate whether the applicant met the work study preferences or not for
the WS job posting. “False” will match those applicants that show as Not Eligible and “True” will match
those applicants that are “Eligible” such as in the example below.

A E C D E F G H | J K L M
pplica'tic_lApplica‘tic Status Student IC Student FiStudent L: Student Ei Fully Qualifie Student SiStudent SiStudent P Student G Majors  Ap
14547036 2020-05-0 reviewed ST Julio RS FALSE Masters The Unive College ol 5/7/2021 Public Aff :
14606121 2020-05-0ireviewed SENGGEE Anuar  EEE» s FALSE  Senior  The Unive College of ######H## Mechanic :
4671330 2020-05-1 reviewed (RS | Uis TS mammigsc | FALSE Senior  The Unive Robert C. #####H#i#i### Accountar :
14681055 2020-05-1 reviewed NN Caroling SE  TRUE Sophomoi The Unive College of Liberal Ar Philosoph  *
14824650 2020-05-1! reviewed 'SE_G_—-_ oo OIS i osmmannd FALSE Senior  The Unive College of #####HH# Manufacty =
14853822 2020-05-1ireviewed GG Hong - [ FALSE Senior  The Unive College ol #########i#H# Electrical | :

After the hiring official has finalized his/her pool of potential candidates, whether under work study or
direct wage, it is recommended to interview several applicants in order to have a wider selection of
potential student candidates who may meet the job’s qualification and student employment requirements
such as enrollment.

Once you are ready to start interviewing student, please feel free to look at the Manager
Recruitment Guidelines. The Manager Recruitment Guidelines can assist with developing
interviewing questions and the candidate selection process.
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