
HIRE A STUDENT



Start at the JobX control panel



Choose the job you are hiring the student for.



Click “hire a student”

Note: you must have at least 1 available opening in order

to hire. You may need to edit your job if you have 0

openings in order to move forward



You may choose from online applicants OR enter the student
first/last name OR student ID.

Remember some students’ legal names may be different in the
system than their preferred names: when in doubt enter the ID

Click go to step 2....



Verify that this is the correct student (ignore the “not yet verified” 
message, that step will come next) then click contine.



Hiring requirements verification : a green check is required to continue. If a
student has a red X for the I-9/confidentiality form, please contact HR

(employment@berry.edu). If a student needs a resume approval from career
development, please have them complete the resume review process or

contact careerdevelopment@berry.edu with questions.

Click continue...

https://berrycollege2-my.sharepoint.com/:b:/g/personal/lifeworks_berry_edu/Ebst4R33pU9EjVX2O1iVUg8BRiR2DNduI2V6_L3VXWSBtg?e=yFiP4e


Enter your estimated hours, start dates, and
primary/secondary supervisors, then click “submit”

8-26-24

5-10-25

Please enter dates that align with the  
nearest payroll: all hires need to end by

 5-10-24 for this academic year.



Final confirmation screen: our office will approve your hire,
usually within 1 business day. After approval, you will receive

an email and the student timesheet will be generated.

First Last Name


