Reviewing Applications and Hiring Students

Sign into your Okta account and then select your Oracle tile. It should then bring you to this home page.

Welcome!

Me My Team Pe Hiring
QUICK ACTIONS
°
Personal Detais
) a e n |4

Journeys Tirme and Career and Personal
Absences Performance Information

Document Records
Contact Info

)
Family and Emergency Contacts —
[ ¢

f Employment Info Current Jobs Roles and
Delegations

Things to Finish

Select the word Hiring as shown above and then select the Hiring tile as shown below.

Welcome!

Hiring

Requisitions

=] s0b Requisitions

Keywords Q Show Filters Hiring Team Role  Recruiter, Hiring Manager, Collaborator
< Candidate Search
Sort By | Creation Date - New to Olc v

= Job Offers SW-Human Resource Supervisor (1410) Applications: 1
Open - Posted Prospects: 0
Standard

Saratoga Springs, NY, United States

Summer Registrarial Intern, Tang (1057) Applications: 9
Open - Expired Prospects: 0
Standard

Saratoga Springs, NY, United States

Installation Assistant, Tang Museum (357) Applications: 40
Open - Posted Prospects: 0
Standard

Saratoga Springs, NY, United States

This screen above shows all of your jobs and their current status. It gives their job status and if you want
to receive applications, please make sure your job is in a posted status.
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In this example | see that someone has applied for the Sports Team Manager job.

Go ahead and click on the students name and then if you choose to hire that student click on actions
and then create job offer. (Student’s name hidden for privacy.)

=| SKIDMORE

{ SW-Sports Team Manager (1386)

Job Applications

Keywords Q] ShowFilters
0 © @ View | Summary V|SonBy‘Crea‘eDalerNewm v
Candidate Details Status Education EXPEI’I!HCE )
7] B New, To be Reviewsd
5850101 Prescreening score: 0 out of 0

On this next screen use the navigation menu to the right and click on attachments and questions.
Attachments could be used if the student attached a resume. If you asked questions in your Job
Requisition when you posted the job, under questions you should find the student’s answers.

SW-Sports Team Manager (1386) e

Retum to Prior Phase

Retum to Prior State

Add to Requisition

Key Highlights

» Add to Event
@ ) Details
- /Add to Candidate Pool
Phase and State Candidate Number
| New, To be Reviewed 5850101 Add Interaction
 Activity . .
Candidate Type When Applying Send Message
Employees
ey Send Message to Team
& Progress

Send Interview Invite

Collect Feedback
? Attachments _ Educat\on Check Duplicates
o~ Create Job Offer

2 Interactions , There's nothing here so far. Piint

3 Messages

§oistons - Language o

& Interviews

Certification v

1 Feedback

Work History v

A"

If after reviewing the application you would like to hire the student, use the actions drop down box and
select create job offer.
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At this next screen go ahead and check the two boxes: offer team and salary.

What would you like to do while working on this job offer?

Offer Team ‘ ‘ Salary

And then select continue.

What would you like to do while working on this job offer?

Offer Team Salary

Page | 3



On this next screen add the following information:

*Please Note: below you will be asked to select add assignment under action. If the add assignment
option is not available, do not continue with the job offer. You will need to contact the student and ask
them to click on the following link so a student employee base record can be set up first. Once the
student has just clicked on the link, wait two hours and then go in and make sure you can choose add
assignment in the action field.

https://app.skidmore.edu/student hiring gateway/

Employee start date, leave Skidmore College as legal employer, worker type is employee, and under
action select add assignment. (See above.) Select continue.

PLEASE ALWAYS CHECK YOUR START DATE ON YOUR JOB OFFER AND MAKE SURE IT IS THE DATE YOUR
STUDENT STARTED WORKING BEFORE SENDING THE JOB OFFER FOR REVIEW. WE ARE UNABLE TO
CHANGE START DATES AFTER THE FACT AND THIS WILL RESULT IN YOU HAVING TO BUILD A NEW JOB
REQUISITION AND NEW JOB OFFER WITH THE CORRECT DATES IN ORDER FOR THE STUDENT TO BE PAID.
START DATES AFFECT TIMECARD DATES SO IF THIS INCORRECT, YOUR STUDENT MAY NOT BE ABLE TO
ADD TIME WORKED UNDER THE APPROPRIATE DATES. THE SYSTEM DEFAULTS TO THE DATE YOU ARE
CREATING THE JOB OFFER, SO PLEASE ALWAYS DOUBLE CHECK.

**For the 2024-25 academic year the dates are as follows:
First day of class/first day students can start work is 9/4/24
Last day of fall semester is 12/19/24

First day of spring semester is 1/21/25

Last day of academic year/last day students can work is 5/8/25

You may set up your job for the semester or for the entire academic year.
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https://app.skidmore.edu/student_hiring_gateway/

= SKIDMORE Ow B L

Create Job Offr

@ \When and Why

“When is the employee start date? * Action

[10-02-2023 ) ‘Add Assignmen(] ]-]

“Legal Employer

‘Sk\dmore College v ‘

*Worker Type

\ Employee v

Continue

(2) Assignment Info

(3) Offer Team

(@) Salary

(&) _Offar L attar

Under the next window, Assignment Info, Proposed Person would be student worker, under business
unit select your department (it is extremely important to select the correct department so that they
student wages are charged correctly to your department account), indicate the projected end date.
Select your department and also under location select your department. Assignment category would be
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part-time temporary. Select hourly paid and change the number of hours weekly to reflect working 10

hours or less and then continue.

Create Job Offer

On the next screen you can edit who the hiring manager and collaborator are.
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(1) When and Why

© Assignment Info

Proposed Person Type

‘ Student Worker

“Business Unit

‘ Athletics, Fitness and Recreation 5210

“Projected End Date

‘ 05-09-2024

Job

[ $W-Sports Team Manager

Business Title

[ SW-Sports Team Manager

Department

‘ Athletics, Fitness and Recreation

Reporting Establishment

[skidmore College

“Location

‘Alh\elus. Fitness and Recreation-Sports Center

Assignment Category

‘ Part-time temporary

“Hourly Paid or Salaried

[ Hourly

Working Hours

( 1] [Weekly

Continue




**Pplease note: You can have only one hiring manager and the hiring manager would be the person
that will hire students and approve timesheets so this should be the person that is supervising student
workers.

*Please make sure Brian Zink is selected as a collaborator (you can have multiple collaborators) and
please make sure Karlene Kunigiel is selected as recruiter.

A collaborator is another person who can look at job postings. This person will NOT be able to see and
approve timesheets. Complete and select continue.

Create Job Offer
(1) When and Why

(2) Assignment Info

© Offer Team

Hiring Manager Recruiter

[koteen Dabiere Administrative Assistant -] Karlene Kunigiel Assistant Director v

Add Collaborator Type

Collaborator

[Emily DeLorenzo Student Emplayment/Ofice Coordinator | x

‘ Joanne Lorenc Financial Aid Coordinator v ‘X

Add Another Collaborator

Continue
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On the next screen under salary basis select hourly and then add the salary amount. The Salary amount
should always be the lower rate unless your Student Employee is a Student Supervisor, directly
Supervising other employees. Select continue.

= SKIDMORE

Create Job Offer — Submi

(1) When and Why

(2 Assignment Info

(3) Offer Team

0 sy

*Salary Basis

‘ Hourly

*Salary Amount m’
12,79 USD Hourly

New Salary

12.75 USD Hourly

Continue

Select submit. That completes the job offer process. Be aware of any bell notifications through the hiring
process.

If you already know the student you want to hire and they have not applied for the job, use the
following steps to hire the student without having them apply.
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Procur Hiring
QUICK ACTIONS

ﬁ* Add a Pending Worker

&) Vi

Pending Workers
Journeys Person

Management

Personal Details

Additional Person Info

+

Contact Info Time Workforce
Management Structures

In your Oracle page click on the word Hiring and then the Hiring tile.

On the next page, click on candidate search.

Job Requisitions

Requisitions + -

Keywords O\ Show Filters Hiring Team Role  Recruiter, Hiring Manager, Collaborator

Sort By | Creation Date - New to C

a Job Requisitions

Candidate Search

i Candidate Pools SW-Academic Shop Assistant (1438) Applications: 0
Draft - In Progress Prospects: 0
Standard

= Job Offars Saratoga Springs. NY, United States
SW-Academic Shop Assistant (1437) Applications: 0
Draft - In Progress Prospects: 0
Standard

Saratoga Springs, NY, United States

SW-Academic Shop Assistant (1436) Applications: 0

Aomrccnenl Pondioa Dracnarcte N
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Candidate Search

Search Action ‘ Search for Candidates

Job Requisitions

B Candidate Search
605*

Total Candidates

Job Offers Keyword Search

Examples of search expressions: project manager, business analyst NOT manager, marketing manager AND (campaigns OR
communications)

Search

On this screen enter the student’s first and last name and click on the search button on the top upper
right.

The student’s name will appear on the next screen. When you locate the student, to the right of work
preferences you'll see three dots. Click on those three dots and a drop down box should appear.

{ Candidate Search

Candidates (605*) EXy
Show Filters
| Actions v | Q View | Summary v |50r‘t By | Relevance v ‘
Candidate Details Education Experience Work Preferences

D _ =
6241100 Add to Requisition

Add fo Candidaie Pool

D_ Doctorate Degree Teaching Assistant, Add Interaction

(over 19 years), University of
954109 University of California Irvine, 09- Add Labe|
Irvine, CA, US California, Irvine 01-2017 Send Message
(UClrving)

Graduate Student
Masters Degree (+18 Researcher,
years), University of  University of
California, Irvine California Irvine, 04-

Click on add to requisition. It will then bring you to the following screen.

You’ll need to search for the job requisition you would like to hire this student for. As you can see below
in our example we enter SW-Dining and it brings a drop-down box with choices. Start your search with
that SW.
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Add to Requisiti

Candidates (1) v

Select Requisitions

swrdining‘ ] v | | Create job application on behalf of candidate
Requisition Title Requisition Number Hiring Manager Recruiter

SW-Dining Services Intern 1430 Emily DeLorenzo  Karlene Kunigiel

SW-Dining Services 1425 Emily DeLorenzo  Karlene Kunigiel

SW-Dining Services 1414 Emily DeLorenzo  Karlene Kunigiel

SW-Dining Services 1402 Emily DeLorenzo  Karlene Kunigiel

After you select the job you should see a screen that looks like this.

Add to Requisition

Candidates (1) v

Select Requisitions

[‘ a‘/ Create job application on behalf of candidate

Job Requisition Recruiter b4
SW-Dining Services Intern (1430) Karlene Kunigiel

Check the box next to create job application on behalf of candidate and then click on save and close.

A pop-up box should appear for a few second indicating that the student has been added to that job
requisition.

In a few minutes you should receive a bell notification asking you to review job application for the job
requisition that you’re hiring for. See below.
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SKIDMORE
Notifications Show Al
= Search
Welcome!

Now

Me My Team My Client Groups : et ALY ocurem

13 hours ago

QUICK ACTIONS b2 Bquisiion Services Iniet 3

3daysago

Dismiss

Ny Personel Detas

@ Docurment Records

Click on “review job applications for job requisition...” You should then have a pop up box appear. Click
on the text in blue print in this example “job applications in status New-To be reviewed”.

L DEVIASof o204 2 eodg-devl.fausé.oraclecloud.com/hemUl/faces/adf.task-flow?iz= 2FNew P klistTaskl...

=

KIDMORE

Hello Emily DeLorenzo,
There are new job applications on job requisition SW-Dining Services - 1425 ready to be reviewed
Access the list ofjob apolications in status New - To be Reviewed

Thank you

Dismiss.

Dismiss.

Dismiss.

Dismiss.

&I &I &I &I

Load More ltems 1-5 of 138 items

You'll then see the student’s name you are attempting to hire. On the right hand side you will see three
dots (...). Click on that and a drop-down box should appear. See below.
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/. DEV1As of 11162024

= SKIDMORE A =

= SKIDMORE

Wel ¢ SW-Dining Services (1425)

Job Applications
ShowFilters | Phase New X  State TobeReviewed X

O ‘Aclmnsv‘ © @ View | Summary v ‘SonBy‘Unwewed

Candidate Details Status Education Experience

o — e e feieved =
3268071 &l Prescreening score: 0 Send Message ‘

outof 0
Saratoga Springs, NY, Send Message to Team

us
Collect Feedback

Create Job Offer

Load More ltems 15 of 138 items

When that drop down box appears click on create job offer. It will then bring you to the following
screen.

What would you like to do while working on this job offer?

Offer Team Salary

Go ahead and check the boxes for offer team and salary and then select continue.
Next:

PLEASE ALWAYS CHECK YOUR START DATE ON YOUR JOB OFFER AND MAKE SURE IT IS THE DATE YOUR
STUDENT STARTED WORKING BEFORE SENDING THE JOB OFFER FOR REVIEW. WE ARE UNABLE TO
CHANGE START DATES AFTER THE FACT AND THIS WILL RESULT IN YOU HAVING TO BUILD A NEW JOB
REQUISITION AND NEW JOB OFFER WITH THE CORRECT DATES IN ORDER FOR THE STUDENT TO BE PAID.
START DATES AFFECT TIMECARD DATES SO IF THIS INCORRECT, YOUR STUDENT MAY NOT BE ABLE TO
ADD TIME WORKED UNDER THE APPROPRIATE DATES. THE SYSTEM DEFAULTS TO THE DATE YOU ARE
CREATING THE JOB OFFER, SO PLEASE ALWAYS DOUBLE CHECK.

**For the 2025-26 academic year the dates are as follows:
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First day of class/first day students can start work through student employment is 9/3/25 (If you have
special approval from the head of your department to have students return early for their Academic
Year job, then please list their first day of work instead.)

Last day of fall semesteris 12/18/25

First day of spring semester is 1/20/26 (If you have special approval from the head of your department
to have students return early for their Spring Semester job, then please list their first day of work
instead.)

Last day of academic year/last day students can work is 5/7/26

If your student employee(s) will be working the entire Academic Year, then please hire them for the
entire Academic Year, rather than by each semester.

*Please Note: below you will be asked to select add assignment under action. If the add assignment
option is not available, do not continue with the job offer. You will need to contact the student and ask
them to click on the following link so a student employee base record can be set up first. Once the
student has just clicked on the link, wait two hours and then go in and make sure you can choose add
assignment in the action field.

https://app.skidmore.edu/student hiring gateway/

On this next screen add the following information:

Employee start date, (See above) leave Skidmore College as legal employer, worker type is employee,
and under action select add assignment. (See above) Select continue
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https://app.skidmore.edu/student_hiring_gateway/

= SKIDMORE o P L

Create Job Offer

F

@ \When and Why

“When is the employee start date? * Action

[10-02-2023 ) ‘Add Assignmen(] ]-]

“Legal Employer

‘Sk\dmore College v ‘

*Worker Type

[emioee 7]

Continue

(2) Assignment Info

(3) Offer Team

(®) Salary

(&) _Offar L attar

p//2ods;

Under the next window, Assignment Info, Proposed Person would be student worker, under business
unit select your department (it is extremely important to select the correct department so that they
student wages are charged correctly to your department account), indicate the projected end date.
Select your department and also under location select your department. Assignment category would be
part-time temporary. Select hourly paid and change the number of hours weekly to reflect working 10
hours or less and then continue.

Create Job Offer

(1) When and Why

@ Assignment Info
Proposed Person Type Reporting Establishment
‘ Student Worker v ‘ ‘Skidmore College v ‘
“Business Unit *Location
[ Athetics, itness and Recreation 5210 V] [ Ahietic. Fitness and Recreation-Sports Center -]
*Projected End Date Assignment Category
[05-05-2024 ta] [ Part-time temporary ~]
Job *Hourly Paid or Salaried
[ sW-sports Team Manager v] [Houry “]
Business Title Working Hours
‘SWrSpcns Team Manager ‘ [ 1(1] ‘Weekly v ‘
Department
[ Athetics, itness and Recreation V]

Continue

On the next screen you can edit who the hiring manager and collaborator are.
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**Pplease note: You can have only one hiring manager and the hiring manager would be the person
that will hire students and approve timesheets so this should be the person that is supervising student

workers.

A collaborator is another person who can look at job postings. This person will NOT be able to see and
approve timesheets. Complete and select continue.

(1) When and Why

(2) Assignment Info

© Offer Team

Hiring Manager Recruiter

[koteen Dabiere Administrative Assistant ] Karlene Kunigiel Assistant Director v

Add Collaborator Type

Collaborator

[Emily DeLorenzo Student Employment/Ofice Coordinator |

‘ Joanne Lorenc Financial Aid Coordinator v ‘x

Add Another Collaborator

Continue

(1) Salary
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On the next screen under salary basis select hourly and then add the salary amount. The Salary amount
should always be the lower rate unless your Student Employee is a Student Supervisor, directly
Supervising other employees. Select continue.

(1) When and Why

(2)

(2) Assignment Info

(3) Offer Team

0 sy

*Salary Basis

‘ Hourly

“Salary Amount Salary Amount
12.79| USD Hourly

New Salary

12.75 USD Hourly

Continge

Select submit. That completes the job offer process. Be aware of any bell notifications through the hiring
process.
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