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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

Simmons Careers

UNIVERSITY

Search for Jobs

search Search

Current Search 67 Results

Simmons Community Engagement Graduate Assistant, Community-Based Learning Coordinator -

Student (General)

Main Campus - Boston, MA | R05909 | Posted 8 Days Ago
~ Joh Category ’ . i

Staff Group (1 Staff Accountant - Student (General)
h Main Campus - Boston, MA | R05908 | Posted 10 Days Ago
Student Group (66)
SSW Graduate Assistant
Main Campus - Boston, MA | R05886 Posted 17 Days Ago
v~ Locations
Technology Assistant - Student (GENERAL)

Main Campus - Boston, MA (63 Main Campus - Boston, MA | R05883 | Posted 20 Days Ago

Remote - National (2) Technology Assistant - Student (WORK STUDY)
Main Campus - Boston, MA | R04454 | Posted 20 Days Ago
Residence Campus - Boston,... (2

MPH Graduate Assistant - Student (GENERAL)
Main Campus - Boston, MA | R05882 | Posted 20 Days Ago
~ Job Type

Summer Career Education Center Peer Career Assistant - Student

Staff (1)
Main Campus - Boston, MA RO5878 Posted 21 Days Ago

Student (65
Athletics/Swim Instructor Assistant - Student (GENERAL)
Main Campus - Boston, MA | R05874 | Posted 23 Days Ago
~ Full/Part-time
Athletice /Swim Inctrintar jctant  Studont (WORK STIINVY

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

Step Two: REVIEW THE JOB DESCRIPTION

Simmons Careers

UNIVERSITY

Technology Assistant - Student (GENERAL)

Main Campus - Boston, MA Posted 20 Days Ago

[=) Part time

Your full Linkedln p

ared. Learn More =] RO5383

When applying for a jeb you are int:

ted in, please be sure to

This position is responsible for providing excellent customer service and support to Simmons students and Faculty and read the application instructions fully and follow them closely.

Staff. Goed attention to detail is required. Training is provided but an aptitude for technolegy is helpful. Most prospective employers will require a resume and an
persen interview. Check out Career Toolkit pages on our Career

Duties & Responsibilities: Education Center site for tips on these and other job search
skills.

Circulation Assistant duties
Once you are offered employment, your application will be

Equipment check-infcheck-out
i ey finalized and processed by Benefits and Payroll in Workday

.

Front Desk Reception and Monitor Entryway to suite , i H
P yway Student employees will be required to provide information and

Maintain and updste parking tickets ;
ialeth e bl spib complete forms via Workday, including the Form -9 You will

then need to go to Benefits and Payroll to show the
identification required to finish the I-9.

= Customer Service
I triage of patron issues (Checkout, account and computer issues)

TSC Inventory and Reconciliation (Circulation, Receiving Room and Consumables)

Please Note: It is against federal law to begin employment

Technology Support Center work queus management, maintenance and reconciliation " - - C -
’ 9y SUpP! g 9 without completing a Form I-9, which verifies your eligibility to

Assist patron with setti intments Y
s e e work in the United States. Here is a list of documents that are

.

Assist Technical Assistant with all duties as needed and / or requested

acceptable for completing the Form 19, If you do not have the

Closing and Opening duties =
documents in your possession now, please make arrangements

.

Other Duties as assigned

: z g to have the original documents (photo copies are NOT
Technical Assistant Dutie: acceptable) sent to you prior to your first day of work.
lec IC SSIS lies

you are hired at an off campus work study site
need to complete an Off Campus Work Study

Assist Circulation Assistance with all duties as needed and/ or requested Additionally,

.

= Maintain and update TSC appointment and repair your employer
Maintain Sunset queue and perform all related work asseciated with Sunset items Employment Agreement, available in the Benefits and Payroll

Assist staff and students with personally owned computers, cell phones and accounts (for Faculty Office (Main College

.

personally owned computers, seek supervisor assistance)

General Access Assistant Duties Similar Jobs

a Rafille nanar tnnar etanlee atr in Rimmane nuhlie nrintare nn Racidenca Mamnne and Main Camnne an

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. Onthe right hand side of the page is information about getting hired and the 1-9 documents that
the student will need to provide upon hire.

4. Click Apply if interested in applying for the position.



Step Three: COMPLETE IMPORTANT INFORMATION

Quick Apply

Make completing your job application easier by uploading your resume or CW.

1l vl e Hhes DAY TS IThA DONE —~r YT il +rir
Upload either DOC, DOCX, HTML, PDFE or TX e 1y

[
I
[¥7]
o
o
]
%]
¥

Drop file here

or

Select files

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.



COMPLETE IMPORTANT INFORMATION (Continued)

Technology Assistant - Student (GENERAL)

My Information

Address
20 The Femay

Beston

State

Postal Code

(21155898

Email Address

Fhans Number *

Country: Select the country you are from
First Name: enter your legal first name
Last Name: enter your legal last name
Address Line 1: this field is optional

City: this field is optional

State: this field is optional

Postal Code: this field is optional

Email: enter your Simmons e-mail address
Phone: enter your phone number

10. How Did You Hear About Us? select an option
11. Click “Next”

N EWNRE



Step Four: COMPLETE YOUR EXPERIENCE, SKILLS AND UPLOAD YOUR RESUME

[t

ent (GEMERAL

Work Experience

Education

Upload a file [ SME man]

Ruaurmadzzx

Ugicad

Websites

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.

Click “Next”



COMPLETE YOUR EXPERIENCE, SKILLS AND UPLOAD YOUR RESUME (Continued)
Technology Assistant - Student (GENERAL)

Application Questions

Do you have work study? &

No

If Yes, what is the amount of the award? If No, enter N/A *

“
Are you working in ancther Simmons job? *
N
Is Yes, which job? If no, enter N/a *
“
Are you a Part Time or Full Time student? *
Full Time
Why are you interested in this job? *
am interaated in learning about the field of Technalogy while serving the Simmaons community
“
What is your Simmons 1D? *
&

Back

Do you have work study? Select yes or no.

If yes, what is the amount of the award? List the amount if applicable.

Are you working in another Simmons student job? Select yes or no.

If yes, which job? List the other job you current have with Simmons.

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”

whkwnNne



Technology Assistant - Student (GENERAL)

Voluntary Disclosures

© G >

Terms and Conditions

I certify that the information | have provided in this application, on any accompanying résume, and
any other information | have provided about my background and experience is true and complete, as
of the date it was submitted. | understand that any material misrepresentation or withholding of
information will result in the rejection of this application, or the termination of my employment if such
misrepresentation or withhalding is discovered after my employment begina. | further understand
and agree that Simmans has full discretion in determining what is material for the purpose of this
attestation.

I understand that, if | am hired, | must provide proof of eligibility to work in the United States,
consistent with federal law. If | cannot provide such proof within three {3) business days of my hire
date, | understand that Simmons reserves the right to terminate my employment.

I understand that employment at Simmeons is at-will. This means that. if | am hired, | may terminate
rmy employment at any time and for any reason, and Simmons retaine the same right.

Yes, | have read and consent to the terms and conditions *

Follow Us

000

warkdny.

& 2019 Workday, Inc. Al rights reserved.

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”



Technology Assistant - Student (GENERAL)

Review

O

My Information

Legal Mame
Jabn Smemars:

Address

200 The Femvay
Boston, A 021155638
Urited States of America

Email
HRgsimmons.edu

Phans
+1 (617) 5212094

How Did You Hear About Us?
Simmezns Studemt Caresr St

For account recenciliation purpases, have you previousy werked at or sttended Simmens.
University?
No

Work Experience

Jab Title
Founder

Campany
Simmens Uriversisy

From
Eit]

To
| curremy werk hare

Resume/CV

Cover Leteer.docx

Rmsurme doox

1. Review the information you submitted.
2. Click “Submit”



Congratulations!
Your appilcation has succeasfully bean mshmittad.

Crexte an account to check your status

HP:‘js.Ennms.udL

Alrzady have an account? Sign In

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.
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