
College of Liberal Arts and Sciences
ONE-PAGE STUDENT EMPLOYEE HIRING GUIDE
Student Employee Recruitment 
If you don’t have a student in mind, begin by posting a job ad on Handshake.  
Once you’ve identified a student to hire, notify CLAS HR to process the employment paperwork by submitting the online request form “New hire/appointment—student” on the CLAS HR page under “Submit a transaction request” heading.
I-9 Requirement
[bookmark: _Int_JBBPCuel]Inform the student they will need to complete a Form I-9 and show identification.
CLAS HR will send the student instructions for completing this process once the hiring request is received.
Information Required to Submit Hiring Request to Transaction Hub
1. Basic information
a. Start date
b. Supervisor
c. MFK
d. Hourly rate (at least $8.50/hour)
e. Brief description of duties.
2. MFK, including the Institutional Account (IACT)
a. For a biweekly non-work-study student, use IACT 5940. 
i. Note: If the student is eligible for work-study, CLAS HR will automatically use the IACT 5945 for a work-study position.
3. Job Code 
a. Select the appropriate job code from the student job classification list.
i. Common job codes in CLAS:
1. S708 – Office Support Assistant
2. S916 – Academic Research Assistant
3. S928 – Laboratory Research Assistant
ii. When determining the appropriate level (Assistant, Associate, Lead) within each classification, consider the level of complexity, supervision required, and how frequently the student will use independent judgment.
4. If the student is an international student, upload a copy of their I-20 to the transaction request.
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