
How to Accept/Decline a Job Offer 
(For Non- Students) 

 
 

These instructions provide detailed information for Non-Students on how to accept or decline a job offer once you have received the email 
notifying you of a job offer.  
 
 
Log in to JobX by following the link: https://utrgv.studentemployment.ngwebsolutions.com/ 
 
 

Home Page > click on Non-Student Applicants 

 
 
 
 
 
 

https://utrgv.studentemployment.ngwebsolutions.com/


 
 
Non-Student Applicants > click on Login to Site 
 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
Log in using the email address and password selected, when creating the non-student account. 
 

 
 
 
 
 
 
 
 
 
 
 
 



Once logged in, click on Employees > My Dashboard 

 

 

 

Under Hires Pending Action > click on Accept/Decline 

 

 
 
Once you accept the job offer, the Personal Non-Student Form will become available for completion. To go back to your Dashboard, click on 
Employees > My Dashboard 

 

 



Under Employment Eligibility Forms & Details > Personal Non-Student Form > click on the link 

 
 
Fill out the Personal Non-Student Form > click Next 

 



Fill out the Emergency Contact information > click Next 

 
 

Complete and Sign the agreement > click here to open the agreement 

 
 

 

 

 



Complete and sign the agreement. Once complete, go back to the Personal Non-Student Form 

Note: The Personal Non-Student Form should be in a separate browser tab. 

 
 
Confirm completion > click Submit Form 
 

 
 



Once the form has been completed, you will receive a confirmation page and the status of the form will now show as Completed. 

 
 

 

 
 

 
 

 

 

 



The hire status will be updated to Active. 

 

 
 

At this point your assignment will still need to be processed by Salary Administration. Your supervisor will be contacted by Human Resources via 
email when your assignment is ready for you to start working.  

 

For more information or assistance, please contact studentemployment@utrgv.edu. 

mailto:studentemployment@utrgv.edu

