On Campus Employment Search Checklist


Step 1: Set Up Your Handshake Profile
· Log in to Handshake with your WSU credentials
· Add to your profile, include your career interests, skills, and experience
· Add a professional photo
             No photo? Stop by the Career Hub’s photobooth in Student Union 108
Wait before uploading your resume
              Have it reviewed by the Career Hub first

Step 2: Review Job Postings + Understand Work-Study vs Regular Budget Jobs
· Browse jobs regularly on Handshake
· Click filter, go to job type, select on campus student employment
· Read each posting carefully, they may have different directions
· Sections include: position overview, general qualifications, specific qualifications, etc. 
· General Eligibility for On-Campus Student Employment:
You must be registered for at least the student employment required minimum of six undergraduate credit hours or three graduate credit hours.
https://www.wright.edu/human-resources/student-employment/students-on-campus-jobs#eligibility
· Check the section titled Funding Source for This Position:
· Federal Work-Study Award (FWS): You must have this in your financial aid package and have accepted it.
· Compensated by regular dept. budget: Open to all students 
· Learn More about funding sources: https://www.wright.edu/human-resources/student-employment/students-on-campus-jobs#position

Not sure if you have Federal Work-Study?
Check WINGS Express > Financial Aid, or contact Enrollment Services

Step 3: Prepare Quality Application Materials
· Your application should include tailored, high-quality materials, not mass submissions. Quality over quantity. Target your materials TO each job! Make your documents your own. 
· Not sure how to tailor your application? Schedule an appointment with your career consultant, we’ll review your resume and cover letter but we are NOT responsible for student employment. 
· Your availability on your Student Employment Application Form is crucial for on campus jobs.  Make sure all of your availability is listed properly.  

Most jobs ask for:
· A resume
· A cover letter
· The Student Employment Application Form (a link to it is usually in the job posting)
Resources: https://www.wright.edu/career-services/resumes-and-interviewing 

File naming tip:
FirstnameLastname_Resume.pdf
FirstnameLastname_CoverLetter.pdf
SEApplicationForm-[SemesterNameYear]-[YourFirstNameLastName].pdf
Step 4: Review Directions & Submit Carefully
· Re-read the job posting and follow the submission steps exactly
· Double-check for:
· Typos
· Missing info
· Correct file types and names
· Submit your materials to the correct place (Handshake, email, department, etc.)

Step 5: Be Patient & Professional
Campus jobs are competitive and most departments only contact applicants they select to interview.
· You may not hear back for 1–3 weeks or ever because some departments only contact applicants they select to interview
· It’s okay to follow up once politely after 1–2 weeks. Departments all handle their own hiring and are the only ones that can provide guidance on that position.  
· Keep checking Handshake and click “Get Alerts” for jobs like this

Reminder: Campus Jobs Are Professional Jobs
Being hired means becoming part of a team. Expectations include:
· Showing up on time and keeping your schedule
· Wearing appropriate attire for the role
· Communicating professionally with your supervisor
· Asking about expectations, training, and responsibilities

This is real work experience, treat it professionally, and it can build your resume!

Final Reminders
· Check Handshake weekly for new opportunities
· Tailor your resume for each job 
· You do not have to create a brand-new document, but ensure everything on your resume is RELEVANT to the job you are applying to
· If you are hired for the position, the department and/or Student Employment will alert you of next steps


What the Career Hub Can Do for You
Request an appointment with your career consultant. We’re here for you at the Career Hub! 

We offer:

Resume, CV, & cover letter reviews
Career fairs & student employment events
Interview prep and mock interviews
Free professional photo booth
Job & internship search
Graduate school search
Career planning strategies
Major exploration 
Career exploration
Setting up Handshake 

	And more!

Additional Resources: Career Hub Website: https://www.wright.edu/career-services
Schedule on Handshake: https://wright.joinhandshake.com/stu/appointments/new 
