
18/12/2019

ACCESSING JOB POSTINGS
Here’s how to access and apply to open jobs for students.

STEP 1
After logging in to Workday, select the Student Employment worklet.

STEP 2
This takes you to the Student Employment dashboard. From there, click the Find Jobs for 
Students report. There are separate reports for Undergraduate and Graduate students.
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STEP 3
On the Find Jobs for Students page you will see the list of available jobs.

STEP 4
On the left you can sort
• By Full/Part-time, all student employment jobs are part-time
• By Hiring Manager, the name of the supervisor for the job
• By Job Profiles, the general description of the job title
• By Job Type, Academic Year or Summer
• By Organization, the department posting the job
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STEP 5
Click a job title in blue to view more information and apply for a job.

Step 6
You will be on the View Job Posting Details where you can see the Job Description, the 
pay range and some basic Job Details. Click the Apply button to apply for the job.
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Step 7
• You are now in the Quick Apply section that allows you to upload or drop your resume 

as a DOC, DOCX, HTML, PDF, or TXT file of no more than 5MB.
• If you use this section it will pre-populate anything it can from the file in the My 

Experience section; you will have the ability to edit the pre-populated information from the 
next screen. Uploading a resume on this screen is not required.

• Click Next.
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Step 8
You are now in the My Experience section where you can enter any prior work experience 
or skills.
• If you didn’t attach any resume in the Quick Apply you will be asked to upload or drop 

your Resume here before you can continue.
• If you attached your resume with Quick Apply, you can view and edit the information pre-

populated from your resume file.
• Click Next at the bottom.
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Step 9
• You will now be in the Application Questions section
• Select Yes or No for your work availability for each day; when you select Yes a box will 

appear for you to enter times for that day.
• Click Next.
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Step 10
On the Voluntary Disclosures page, please review Bentley University’s Terms and 
Conditions for job applications and acknowledge that you have read them by clicking the box 
and then the Next button.
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Step 11
On the Review page, you have a final chance to review or change your information before 
submitting it to the job’s hiring manager. When your application is complete, click Submit.

Step 12
You will see a message stating that you have successfully applied for a job.
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Step 13
Based on the Hiring Manager’s decision, you will receive a Workday notification.

• Application declined notification

• Hiring Manager requests an interview notification
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• Hiring Manager has offered you the job notification. To accept the job, read the 
Offer Letter pdf, click the “I Agree” box, and submit the offer acceptance in 
Workday.


