Student Employment Processing Flow Chart

Unit establishes
need to hire student
& selects title/salary

for position
.
Unit posts position Unit advertises
on UICCareers.com position on other

posting venue

! !

Student(s) apply to jobs Unit interviews Unit completes Student Student brings Student
a.ccordmfg to J(_)b posting —> applicants/makes hiring —> Employee Requisition form Employee Requisition form to
mstrulc_tlons (i.e. gl]oply decision based on —> SEO and completes new hire
online or email) qualifications and budget process

v

Student is cleared for
employment, SEO sends

Unit routes transaction to
Student Employment

Student Employment
reviews information on

Unit processes payroll
for student employee

electronic notification to unit, > with appointment > transaction in HRFE and
indicating student’s clearance for information applies job to Banner
employment & to route
transaction in HR Front End

To End Student Appointment

Unit submits transaction

Student employee resigns
from position or unit
makes decision to
terminate appointment

in HFE to Student
Employment with
termination information
for the appointment

Student Employment
reviews information on
transaction and applies

termination of job to

Banner




