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Welcome to Student Employment at Simmons University! 

The following is a step-by-step guide to applying for a job in Workday. If at any point you have questions, don’t 
hesitate to reach out to StudentEmployment@Simmons.edu. 

 

Step One: VISIT THE STUDENT JOBS SITE 

 

1. New students should visit the External Careers Site to apply for jobs.  
2. Active students looking for an additional job need to apply for jobs in Workday 

(workday.simmons.edu). On your homepage, type "Find Jobs at Simmons" in the search box on 
the top left-hand side of the page to open the Internal Careers Site. Please be sure to filter for 
Student Jobs on the left-hand side under “Worker Type”. 

3. Click on a position you are interested in applying for.  
 
Note: The search filters on the left side of the page can be used to narrow the search. Only 
students who have work study awards as part of their financial aid package can apply for jobs 
that have the WORK STUDY label.  Any student can apply for positions with the GENERAL label. 

 

https://simmons.wd1.myworkdayjobs.com/en-US/Simmons-Student-Careers
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Step Two: REVIEW THE JOB DESCRIPTION 

 

 

1. The job description along with any special application instructions that the manager has 
included in the position will be displayed here. 

2. At the bottom of each job description is guidance around who is eligible for Work Study and 
General jobs. 

3. On the right hand side of the page is information about getting hired and the I-9 documents that 
the student will need to provide upon hire. 

4. Click Apply if interested in applying for the position. 
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Step Three: COMPLETE IMPORTANT INFORMATION 

 

This section allows you to upload your resume for your information to autofill into the application. This 
is not required. If you do not have a resume to upload, please click Next. 
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COMPLETE IMPORTANT INFORMATION (Continued) 

 

1. Country: Select the country you are from 
2. First Name: enter your legal first name 
3. Last Name: enter your legal last name 
4. Address Line 1: this field is optional 
5. City: this field is optional 
6. State: this field is optional 
7. Postal Code: this field is optional 
8. Email: enter your Simmons e-mail address 
9. Phone: enter your phone number 
10. How Did You Hear About Us? select an option 
11. Click “Next” 
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Step Four: COMPLETE YOUR EXPERIENCE, SKILLS AND UPLOAD YOUR RESUME 

 

 
1. The fields on this screen are all optional, but please note that the manager may have requested 

some of this information in the job posting (e.g. resume). If you uploaded your resume on the 
first page, these field will autofill. Please review the information and ensure everything is 
accurate. 

2. Click “Next” 
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COMPLETE YOUR EXPERIENCE, SKILLS AND UPLOAD YOUR RESUME (Continued) 

 

 
1. Do you have work study? Select yes or no. 
2. If yes, what is the amount of the award? List the amount if applicable. 
3. Are you working in another Simmons student job? Select yes or no. 
4. If yes, which job? List the other job you current have with Simmons. 
5. Are you a Part Time or Full Time Student? Select Part Time or Full Time (6 or less credits is 

considered Part Time and 7 or more credits is considered Full Time) 
6. Why are you interested in this job? Explain why you are interested in the posted position and 

why you believe you are qualified for the position. 
7. What is your Simmons ID? List your Simmons ID. 
8. Click “Next” 

 

 



 
8 

 

 
 

1. Read the Terms and Conditions. 
2. Check the box indicating that you have read and consent to the terms and conditions. 
3. Click “Next” 
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1. Review the information you submitted. 
2. Click “Submit” 
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1. To complete your candidate record you will be prompted to create an account. 
2. Create and verify a password 
3. Click “Create Account” 

 

 

Please log in to your candidate home page to see all the positions you’ve applied for. 


