Steps to Apply for Work-Study Positions via
Cornerstone Hiring System

NJIT Student Manual




Students — Steps to Apply for a Position in Cornerstone

In order to apply for a position in Cornerstone, NJIT students must log in via my.njit.edu and
must use NJIT UCID to log-in. After logging in, click on the Student Services Tab; under Online
Resources, click on On-Campus Employment.

Once Cornerstone has been accessed, students will be directed to page below and should click on
Student Employment Positions and then on Career Center:
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Welcome to the NJIT Application Portal. You will be able to view all available positions by
selecting the Student Employment Positions option on the menu bar. fyou are unable to see
any positions, it may be because according to University records, you are either not making
Satisfactory Academic Progress (SAP) and/or have not met the enrollment requirements to
participate in NJIT's work-study program. Additional information on SAP requirements can be
found by clicking on links below:

Undergraduate student SAP policy link

Graduate student SAP policy link

Enroliment eligibility requirements for both Federal Work-Study (FWS) and Institutional work-
Study positions are detailed below:

Federal Work Study (FWS]

Only available to US citizens or permanent residents; must be enrolled for at least three

credits to
potentially qualify for FWS.

Institutional Work Study (IWS)
US citizens or permanent residents must be enrolled for at least six credits; these will be

reviewed on a case by case basis. International students must be enrolled full-time (or are
certified as a full time student) in order to work on campus via IWS.

Please contact Student Financial Aid Services if you have any questions.
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The screen below appears; here, click on Explore Open Jobs:
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On the screen below, click on Search:
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And list of positions that student qualifies for appears; click on Apply Now:
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After clicking on “Apply Now” the screen below appears which provides an option to upload a
resume/cover letter. Populate applicable radio buttons and then click on Next:
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Resume/Cover Letter STEP1-2

¥ you would like to attach a resume and/or a cover letter, please upload them here.

Resume/CV

Choose one of the following methods to upload your Resume/CV.,
(Accepted file types: DOC, DOCX, PDF, TXT. Max file size: SMB)

© Upload a Resume/CV from my computer
© Write or Paste a Resume/CV.

© No Resume/CV

Cover Letter

Choose one of the following methods to upload your Cover Letter. (Accepted file types: DOC, DOCX, PDF, TXT. Max file size

© No Cover Letter
© Upload a Cover letter from my computer
© Write or Paste a Cover Letter
Other Documents
Add up to 10 additional attachments. (Accepted file types: DOC, DOCX, PDF, TXT. Max file size: SMB)

& Upload Other Document

The screen below appears; populate applicable fields, verify the information and then click on
Next:
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1 you would like to attach a refime and/or a cover letter, please upload them here.
Resume - Upload and Revi
Please fill out and verify thinformation below. Click ‘next’ to move on to the next step in the application.

* Required

~Contact

Phone:

i

State/Province:  Zip/Postal Code:

|4
[“1Tunderstand that selecting next will save my Resume/CV
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At Disclaimer screen, select “Yes” and then click on Next:

|®a np ~stg.csod. TS/C GgmO)

Post July 14 Call Test - University Funded

O al Resume:
Attachment

2 Disclaimer 3 Submit Application
Disclaimer STEP1-1

I certify to the best of my knowled:
contact my references and e
requires a driver's licens;

Gt the information provided is accurate and complete and that any material omissions or false statements can be cause for termination of employment. I authorize the University to make inquiry regarding my employment history and to
from all iability or claims for damages. NIIT, its officers, agents, and employees, as well as those persons, agencies, and organizations that may furnish information in connection wiht my application for employment. f the job 1 am applying for
lthorize the University and its designated agents to conduct a motor vehicle records search. By signing below, I certify that  have read and agree with these statements.

Do you agree?

© Yes © No

«Back || Save/Return Later || Cancel

The final step is to click on “Submit Application”:
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From here, the student is directed back to “Home Page” and is able to confirm application:
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By selecting Applications tab, student can view the status of the application:
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The student’s status will remain in the status of “In Review”; the only times the student will see a
change in the status is if they are either hired or not selected. If the student is “Hired”, the student
will be able to view the change in status; at that point the student will receive an email from SE
indicating that they can begin working.

Coar Commn Mk Vs P (8 PR

¢ . e com o0 & 40 =
You are currently logged in as

Carosr Carttor

wvar Comte

R CWIALIT MR Tty 84 Col Towt Wt oy Fwasied froaV) —— meaon e "o e vn UG

Students — please be reminded that you cannot begin working until you receive an email from
Student Employment indicating that you may begin working!

The only other time the student will notice a change in status is if the student is not selected,; if
this occurs, the student’s status will be switched to “Closed
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