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 mynjit.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:

| Welcome - Realize our Potential % | = e e S
¥ \
P | ® @ | hitpsi//corporatel proxy-stg.csod.com/LMS/catalog/Welcome aspfiab_page id=-67tab _id=-1 (=< Search B ¥+ @ =
N ] I My Account | Log Out | Halp
New Jersey Institute of Technology

Home  Student Employment Positions

Career Center

Welcome;wamerte-your employee recruitment system!

Formatted Message Box Universal Profile ’
J New Jersey Institutejof Techn..

Pending ltems! [} y

Welcome to the NJIT Application Portal. You will be able to view all available positions by
selecting the Student Employment Positions optian on the menu bar If you are unable to see
any positions, it may be because according to University records, you are either not making
Satisfactory Academic Progress (SAP) andlor have not met the enrollment requirements to
participate in NJIT's work-study program. Additional information an SAP requirements can be
found by elicking on links below:
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Undergraduate student SAP policy link

Graduate student SAP policy link

Enrollment 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 (WS}

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 enralled full-time (or are
certified as a full time student) in order to Work on campus via WS,

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:

e Camnas - Wbt Vaoms Pt 11 | e

T ———
‘You are currently logged in as

Caresr Carder

Carwss Comine

L et RS LT M
Shustend

forerstone e

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

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

Resume/CV

Choose ane of the following methods to upload your Resume/CV.
(Accepted file types: DOC, DOCK, 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 siee

No Cover Letter

O 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: SME)

& Upload Other Document

Save [ Return Later

The screen below appears; populate applicable fields, verify the information and then click on
Next:
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If you would ke to attach 2 refime and/or a cover letter, please upload them here,
Resume - Upload and Revi
Please fill out and verify thyfinformation below. Click 'next’ to move on to the next step in the application
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At Disclaimer screen, select “Yes” and then click on Next:
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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.
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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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