Student Hiring Process
Instructions

Please follow these instructions for hiring student employees.
Please note: As with all hiring requests, the job description, funding source and

funding amounts should be determined before you begin. Questions regarding
rate of pay can be directed to HR Student Employment.

Step 1. Create a Student Hiring Authorization in PeopleAdmin. Visit
CougarConnect -> Employee for the PeopleAdmin Manual.

Step 2. After the Hiring Authorization has been fully approved (Status: Approved
for Pool Recruitment), review the appropriate applicant pool for potential
interview candidates.

Step 3.



Office of Human Resources (OHR) ADM 203

Student Employment Interview and Selection Form
Instructions: After the

Hiring Authorization#
Position:
Rate of Pay

Candidate Name Contact Information Eligible Not Eligible

Cell:
Email:

Cell:
Email:

Cell:
Email:

Cell:
Email:

Cell:
Email:

Cell:
Email:

Cell:
Email:

Hiring Manager Signature: Date:
Hiring Manager CSU Email: @csu.edu
Return by e-mail to HR@csu.edu

Reviewed By HR Representative: Date:




Office of Human Resources

9501 S. King Drive/ADM 203
Chicago, IL 60628

T 773.995.2040

F 773.995.2942
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