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Go to Jobsforaggies.tamu.edu

 Click on “Post a
Part-time Job”

I I I . . | | t k
L] [} L]
he Division of Human Resources and Organizational Effectiveness (HROE) is proud to support the educational goals of Texas A&M undergraduate and graduate students by providing access to employment opportunities. We serve students, ¢
p O S I r ] g ( : r I e r I a <ampus employes b mainaiing an onin o dtabase and by offeringtaning o needed for students,supenisors,and HR profssional

T [ ]
[ a =)
udents Firicka Part-Time Job Post a Part-Time Job

page, from :
I as s e

which you can -
:

navigate to the

JFA Landing

Page




,':E TEXAS A&M

UNIVERSITYs

Landing Page

This page is where all
employers will either:

1. sign in with their
existing account

« ONLYifyou

have an active | —
posting | Bk
2. Or, register for a new

account

« Ifyou haven't |
used the job Ee e
board, you will e L
need to register
for a new

account.
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HOW TO:
Register for a New Employer
Account
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Registering for a New Employer

Account:

You will have two options when registering for
a new account
1. “Register”
Solely creating your account
2. “Sign Up And Post Job”

Creating your account, and a complete job
posting

*Regardless if you choose option 1 or 2, your
account will require approval before you can
sign in and begin utilizing the job board.
Additionally, if you choose option 2, you will be
required to complete the job posting
information before your contact will be
submitted.

Sign Up And Post Job |
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1. Register (Signh Up Only)

After clicking on the “Register” button, you
will be asked to enter company, and contact
information in the form seen here

« If your organization has already been created
by a previous user, you will have the option to
use key words to find your organization name
(as seen in the screenshot here)

. If your organization exists, you MUST select them
from the drop down. Duplicate employers will
NOT be allowed, and you contact will not be
approved

« If your organization does not pop up, you will
need to create a new organization
. You can do this by typing in the full name of your

organization and providing a description of the
organization in the field below

Register

Sign in Forgot my password Sign Up Sign Up and Post Job

indicates a required field

Company Information

Please provide as M~ cammanones pussisme

Jrganization Name *

scholarships

Texas A&M University Scholarships & Financial Aid

Website

{If applicable)

Services Requested

Please select which services you wish to register for below.
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1. Register (Sign Up Only) Cont.

After filling out the
company information
fields, you will then asked
to provide information for
your contact

« The contact information
IS unique to the
individual registering for
the account

« Every organization
employee that utilizes
the job board should

have their own login, or
contact account

Contact Information

Please provide as

Salutation

Phone *

much information as possible

Address

Street *

City *
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2. Sign Up and Post

This will allow you to simultaneously create a
job posting upon completion of the step 1, A
creating an employer contact account

Sign Up and Post Job

° You WI” need to be prepared to fl” Out ALL Signin  Forgotmypassword  SignUp  Sign Up and Post Job
information fields in step 2 to create the job
pOStI ng Step 1: Enter Contact Info Step 2: Enter Job Info
¢ Fallure to Complete Step 2 WI” reSUlt In the @ Attention: After a job has been submitted, it is reviewed by the
|nab|||ty tO Smelt yOUF employer COﬂtaCt Student Employment Office before being pﬁsted forstudeﬁtsio
account for approval view to ensure compliance with equal employment opportunity
. . . . standards and our internal posting criteria. NOTE: Jobs for
. Additionally, your job posting will not be 0 i e e
activated until after your account has been Tdha[:?;i?pm Sl
approved

Note: You will be notified as your job approaches expiration and
provided an opportunity to extend the posting.

*If you do not wish to create the job posting at this time, or T |

. Note: Job expiration date will be automatically adjusted to
are nOt prepared to do SO, you WI// need to SeleCt the maximum allowed - 90 days after the posting date.
“register” option on the landing page, or switch over to the
“sign up” tab at the top of this page

Position Information

Position Type *
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HOW TO:
Post a Job
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Create a Job Posting (From Shortcuts)

On the
homepage, if
you scroll
down, you will
see a section
titled
“Shortcuts”

 Click on the
“Create Job
Posting” link

n n

Welcome to Jobs For Aggies
o recruit? Get started by exploring ways 1o engage our incredible st

Create Job Posting

] Create New Schedule Request [+ Wiew OCR Schedules
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Create a Job Posting (From Menu)

On the left side of your screen, =
you will click on the tabs: -

Job Postings

“Jobs” then “Job Postings”

 Here you will see a list of all
positions posted by your
organization

 You will click the “Post a
Job” button shown in the
middle of the screen here

This will take you to the job
posting form
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Requiring Online Applications

Online applications will
al |OW Stu d e ntS to apply Choose how you would like to receive student resumes for this part-time job position.
th rou g h th e J ObS for E-mail: Chooss this option if you would like to receive an individual email each time 2
Agg |eS J Ob boa rd by student applies T_'-e email w 't=: ude a ’etsl_'*.’.e and any additional documents that you
. . nave reguested. The email is sent throuoh the job board
uploading various . , , —
. Accumulate Online: Applicants will apply through this job board. You w

d OCU me ntS d efl n ed by ndividual emails as students apply. You will be 2ble to review application materials on
the em ployer I n the JOb :\I:;::j’;t;ztzag-— Students must submit a resume and any other documents reguired
pOStI ng Other: It you choose this option, you will enter specific information on how to apply, e
P Make SU re to SeIeCt website address, physical location, or text.

the box t|t|ed [ E-mail Accumulate Online [ Other (enter below)

“Accumulate

Online”

Resume Receipt *

10T recelve
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Documents

Within the job posting, employers can = o o e s oo v, e
require or suggest that students o
upload various documents as part of

Cover Letter Unofficial Transcript Other Documents

the application process Documents Required
+ Checking boxesinthe
section will not make them Work Study Certificate *
required, you will need to check Do you require a work study certificate as part of the application
the boxes below in the CYes  @no
“Documents Required” section
. Requested Document Notes
« As seen here, employers will Special instructions regarding requested documents
have the option to select these
documents and make special Description of “Other Documents” or
instructions as the job posting is general instructions

created g




Email Application

Employers will also have the option to have
all application materials emailed to them
directly

This option will be in addition to
selecting the “Accumulate Online”
method

Check the “Email” box to have

students documents sent directly to

your email

. Please review and confirm the email
in the “default email for resumes”
section, for this is where all resumes
will be sent

° This field may auto populate to show
the email linked to your employer
contact
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Resume Receipt *

Choose how y

eive an individual emaz

E-mail: Choose this option if you would like

student apy nzemail w Clugde 3 na any

nave requestad. The emall is sent through the job board

iditional documents that y

would lke to recsive student resumes for this part-time job p

Kccumulate Online: Applicants will apply through this job board. Yod will ot receive

will be ableto r

plication materials on

ndividual emails as students apply.
your contact page. Students must submit a resume and any other documents required

n order to apply.

fill enter specific information on ho

Other: Iy

website addre:

ysical location, or text.

E-mail Accumulate Online [ Other (enter below)

Default email address for resumes
Enter an email address to which applicant materials will be sent.

YOUR EMAIL

Additional Documents

Which additional documents do you request for this part-time job positions.

that to apply through the job beard, a resume is required.

[ Cover Letter [ Unofficial Transcript  [C) Other Documents

Work Study Certificate *
Do you require a work study certificate as part of the application

OYes @No

Requested Document Notes

Special instructions regarding requested documents

w to apply, ie

Please note
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External Application Links

Resume Receipt *

Choose how you would like to receive student resumes for this part-time job position.
E-mail: Choose this option if you would like to receive an individual email each time a

StUdentS Can aISO be student applies. The email will include a 'e&;*lﬁea'.: any additional documents that you
required to apply using an crmme e e
external link s et 5 st s Yo e ale i splcation e o
PY CheCk the HOtherH box If :::L’:;;tzag— Students must submit a resume and any other documents reguirec
you are reqUIrlng the Other: f'-.-':_=:-’=::c-3-’::'-'s option, you will enter specific information on how to apply. ie
StUdentS to apply at the website a'cc'esa. :3"_55'33”::51';‘ or text. -
com pany’S WebS|te or any [ Email [J Accumulate Online Other (enter below)
external website
. You will type the URL to your How to Apply
external application in the I"sﬂci"'lge URC it -‘ml&iaetl"e complete URL and '|=:-,-:e either "hitp./" or "https/~* for
“how to apply” box URL Tracking to waork. Example: https-/www.symplicity.com/about/careers

Not recelv

URL HERE
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Job Posting Form

When creating your job

posting, you will have the -~
option to “Save and
finish later”, or
“Submit” your posting

3 Profile

Job Postings

Job Postings @ |If you are hiring for a remote position, we recommend including the word "Remote” in both the job title and description for greater X
visibility.

@ Attention: After a job has been submitted, it is reviewed by the Student Employment Office before being posted for students to view to
ensure compliance with equal employment opportunity standards and our internal posting criteria. NOTE: Jobs for Aggies only posts
Juests part-time positions in the local area. To post ful-time opportunities please go to http://careercenter.tamu.edu. Thank you!

Note: You will be notified as your job approaches expiration and provided an opportunity to extend the posting

Once your posting
has been submitted, -~ T

it will be sent to the 0 e

SEO for approval,

please allow up to 48
hours for this process

ubmitting.

~ Show Archived

Pasition Type *

Job Types
icbsforacaies-tamu-esm.svmolicitv.com/emolovers/index.oho?s=ho.
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