
Job Board

Highlighted Features To Post a Job

Hire & Direct Hire

Start & End Posting Date: Automatically posts and 
removes the job posting from the job board.

Require Cover Letter & Resume: Option to require 
applicants to attach a Cover Letter & Resume.  
 

Supplemental Questions: Option to add questions 
that are required for students to answer within the 
application.

Class Schedule: Applicantʼs present and future class 
schedule is visible with the application.

Eye Icon: Ability to view the complete application 
including: attached documents, portfolio or LinkedIn 
links, class schedule, I-Number, e-mail, answers to 
questions, and phone number.

Interview: Provides the option to move applicants to 
a “To Be Interviewed” status to allow for a clean review 
process. (Note: No e-mail is sent to the applicant when 
this option is selected.)

Decline: Provides the option to send an automatic 
professional  e-mail informing the student(s) they were 
not selected for the position. This will remove the 
applicant from the applicant pool.

1. Create Job Requisition in Workday
2. Go to www.web.byui.edu/studentemployment
3. Click the Manage Postings tab
4. Select the correct job to be posted on the job board
5. Click Edit
6. Utilize highlighted features
7. Select to Display on Job Board
8. Click Save 

Once successfully hired an automatic e-mail is sent, 
informing the student(s) to come to Human Resources 
to complete the Onboarding process. The Onboarding 
process must be completed before employment can 
begin.

Mass Hire: Ability to hire more than one applicant at 
a time with the same or different pay rates.
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Save: Provides the option to save the applications of  
those you are interested in hiring for future semesters. 
(Note: an e-mail is sent to the applicant when this is 
selected informing them that they have been declined 
for the current postion but their materials are saved 
for future openings.)

Hire: Option to hire a student(s) from the 
applicant pool

Direct Hire: Option to hire a student without 
posting to the job board

Tutorials

Complete step-by-step tutorials can be found at: 
http://www.byui.edu/workday/training-resources/tutorials

Create a Job Requisition

Hire a Student Employee

Post a Job on the Job Board

Job Requisition for Student Employment



When entering a Number of Openings, put a larger number than expected. By creating a larger amount 
of openings, you will not need to create a new job requisition for each opening you have in the future. 
(Note: once a Job Requisition is filled, it cannot be edited.)

The Job Summary should be short. This is visible to all students on the job board. An appropriate 
length summary is 2-3 sentences. An example of an appropriate Job Summary is, “The Human 
Resources Assistant is the first point of contact for all incoming patrons, phone calls and email. This 
position provides opportunities for growth in specific areas of Human Resources.” 

The Job Description does not have a character limit. The job description should be a detailed 
explanation of all the responsibilities and requirements for the job. The description is displayed 
when the job posting is selected by an applicant.

Set the Scheduled Weekly Hours to 0 as it is automatically set at 40. If this is not changed, the 
University will count the student as having a FTE.

The Cost Center is required in order for the Job Requisition to appear on the Manage Posting tab of 
the Job Board and student(s) will not be able to track. 

The Recruiting Start Date must be the same day or prior to the hire date. We recommend putting 
“current date” unless the student has already started working.

The Primary Recruiter role allows others (including student employees) to view applicants, hire, 
decline, or save applicants for the future. If there are multiple employees to be assigned as the 
Primary Recuiter, add them all in one field note, do not click the Add Role button for every person.

Job Requisition

Onboarding
Once a student is successfully hired, they will receive instructions in their student e-mail about 
the onboarding process that needs to be completed within Workday. They will need to come 
into the Human Resources department, 226 Kimball Building, with acceptable forms of 
identification to successfully complete the onboarding process and begin employment  Upon 
completion of Onboarding, an email to complete the Privacy Training will be sent to their 
student email.  

Best Business Practices
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