      How to Post a Job on the Student Employment Website

www.plu.edu/studentemployment
Request a Login

Visit www.plu.edu/studentemployment > JobX > On-Campus Employers > Request a Login, to post open on-campus positions.  You must request login permission through the website if you have not done so already. (Log-in request is approved by the Student Employment office and you receive notice by email.)
Accessing site after receiving log-in permission: 

Select: JobX

On-Campus Employers


Job Management Login

Once you have logged-in, the system takes you to the Job Control Panel.  On this page you can perform nearly all tasks related to your jobs.

Manage your Position

Once logged in you can edit the number of openings, start/end date, contact person, etc. if necessary.  In the Manage Job page you can change the status of the job to one of the following:



· Listed:  The position will post to the web

· Review:  Pulls the job from the web but saves any current applications

· Storage:  Stores the job until it needs to be posted again

Post a Job Description

On campus employers are required to have a job description stored in the site for each job title that students will be hired into.  Click Add a New Job for [Employer Name] to add positions.  

· Primary Contact: If you are not the primary contact, you may need to set-up a log-in for the primary contact or the secondary contact.

· Job Title: You may need to add an identifier if there are multiple postings for the same job title.  Example: Office Assistant 1: weekday shift, Office Assistant 1: weekend shift, etc.

· How to Apply:  Gives specific directions for the student.  If student needs to complete a form it can be posted on JobX and accessed by the student.

· Reserve Hires: Students who are hired (prior to advertising the job), or returning to the position, the job is reserved for them.

Online Applications

An online application can be set-up in the Manage Jobs page.  Use the default application and add questions that are applicable to your posting.  You will receive notification when applications are submitted.

You decide:

· If you want JobMail to be sent when the job is listed.

· When you want to list the job on the web site (right now, sometime later, on a specific date in the future).

You will receive notification about the job status by email.

Contact Information

Feel free to contact the Student Employment Office at stuemp@plu.edu or 253-535-8786 with any questions.
