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Post a Job  

 

Note for Hiring Managers: 

 Before you complete the job posting process, a Job Requisition needs to be created 

in Workday. See the Job Requisition for Student Employees training to complete 

this process.  

 Once submitted, the Job Requisition will be sent to the external Student Employment 

site, https://web.byui.edu/studentemployment/, where supervisors can post the job to the 

Student Employment Job Board. This Job Board is where students will apply for 

positions.  

 Supervisors are not required to post the job to the Job Board. If you already have a 

student you want to hire, see the Direct Hire Student Employees training. 

 Do not attempt to hire through Workday as the student profile process for the student 

employee will be incomplete and a duplicate record could be created.  

 

1. Locate the Student Employment Job Board by following this link 

https://web.byui.edu/studentemployment/ or through the banner in Workday  

2. Select the Manage Postings tab 

 (Note: The Manage Postings tab is where all job requisitions are located once created 

in Workday)  

3. Select the job you would like to post on the Job Board 

(Note: you may use the search bar to type in the job title to help narrow your search) 

4. After selecting the job, click on the blue Edit box under the Details tab at the bottom of 

the page 

5. Use the calendar to select a Start Posting Date  

6. Use the calendar to select an End Posting Date 

(Note: these dates will determine when the job will be posted to the Job Board and 

when it will be taken off. You always have the option to edit these dates. Individuals will 

see all jobs in which they have been assigned Primary Recruiter or are the Direct 

Supervisor.)  

7. Enter a Position Start Date for when the student is expected to begin working, if 

applicable 

8. Input the Work Schedule for the job 

9. Input the Approximate Hours/Week the job will require 

(Example: Work Schedule: MWF or T-F) 

10. Input a Pay Rate 

Post to the Job Board 
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(Note: This can be no lower than the current minimum wage, nor higher than the 

maximum wage for on-campus positions. Minimum: $8.60, Maximum: $12.00. Contact 

Student Employment at extension 1712 for exceptions.) 

11. Require Cover Letter & Resume is an option that is automatically selected, but can 

be unchecked if supervisors do not require those documents. Human Resources highly 

recommends that students be required to submit a cover letter and resume as it is a 

common practice in the hiring and recruiting process.  

12. Limit Applicants is an option that supervisors can select if they want to limit the 

number of applications they receive. This selection will cause the job to be removed 

from the Job Board once met. 

13. Enter in an Application Limit 

14. To post to the Job Board for students to be able to apply, select Display on Job 

Board 

15. Supervisors have the option to select from a series of pre-set questions that will answer 

when completing their application. Once the questions are selected, input a number by 

each one selected, to determine the order in which they are displayed on the 

application.  

16. Review the Job Details for errors, then click Save. Saving will post the job to the Job 

Board.  

(Note: if the recently added posting is not showing up on the board, refresh the page.) 

 

What’s Next?  

 Once the application and employee selection process is complete, supervisors can 

save, decline, interview and/or hire students in Workday.  

 “Save” provides the manager the option to decline the applicant while notifying them via 

e-mail that they will hold onto their application materials for future semesters. 

 “Interview” is an option for managers to review and sort applicants; no notice is sent to 

the applicant if moved to a “To Be Interviewed” status. 

 “Decline” provides managers the option of sending a declined e-mail to each applicant 

 “Hire” will allow managers to do a mass hire or a hire only requiring the pay rate of the 

applicant (see Hire a Student Employee tutorial for details). 

 The official hiring process will be completed outside of Workday through 

https://web.byui.edu/studentemployment/.  
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