Managing a submitted Student Employment Job Posting in 12Twenty
Onceyouhavesubmittedyourjob postingitwillbe reviewed by Student Employmentforapproval. You can
navigatetothe“MyJob Listings” page toseethe status of all submitted job postings. Navigate tothis page by
clickingon“Job Listings” in the left navigation menu. The status will be listed inthe “Job Status” columnandhavea

designation of “pendingapproval” until reviewed by Student Employment.
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Oncethe position hasbeen reviewed and approved by Student Employment the status will change to “approved”

or“application open”andturnthe colorgreen.
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Fromthis screenyou canclickonthe linked blue title of the job to manage the position. The first tab “Job Posting”
will list the full details of the job post. If you chose the option “Apply via This Site” the second, during the
application open period, will show you submitted applications to your position. You will see the applicants’
name, Student ID, work study eligibility status, résumé and other submitted documents, as well as a field
to designate a hiring decision (once the application period closes). By clicking on the three dotstotheright of
whereitsays“Results” you can download all materials or export allapplicants to view their email address and
additional demographicinformation. You will want to choose “Export All” to getalist with emailaddresses for
purposes of communicating with candidates. Youcanalsosingle selecta candidate usingthe check boxto export

ordownload only that candidate’s materials.
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When downloading application materials, you can choose which submitted documents you’d like to include
inyourdownload andeither generatethe downloadimmediately orgenerateashareablelinkto be emailed to
you. You can also designate additional email addresses to send the materials to.

When the application period closes, you will see a new set of three dots appear to the far right of each
applicant’sinformationline.Youcansetahiringdecisionforeachapplicantbyclickingonthosedots.lIt isbest
practicetodesignateahiringdecisionforeachapplicantincaseyou’dliketorevisitthisjob posting later on
and want to review the status of each applicant. The designations include interviewed, hired, offer
extended, offer extended (candidate declined), and will not proceed with applicant.



