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Federal Work Study Online Hiring Process Tip Sheet


I. Only managers have access to the PeopleAdmin website https://www.sbccdjobs.com/hr 
       using the same ID and password used for hiring permanent contract employees.
II. 
Manager or Designee creates a posting by going to the website and creating the posting from 
     
scratch (first time), listing the title of the position, the department, the hours, the number of 
     
vacancies, etc. or by using a template.  Using a template saves time as you do not have to input 

all of the information.
III. 
Select “federal work study” as the position type. 
IV. Include the requirement that the student must have a federal work study award and is enrolled 
            in at least 6 units.

V.  Include the end date of 06/30.

VI.   Be sure to list the correct account number (01-00-01-8301-0160-2383.00-XXXX). 

              XX represents your department number. 
VII.     User submits the posting to the FWS Coordinator in the Financial Aid Office.

VIII.  FWS Coordinator reviews posting to determine if it meets requirements.
IX. FWS Coordinator forwards to HR.   HR posts position to the website. 
X. Students apply using this website https://www.sbccdjobs.com .                          

XI.      
All FWS employees, even those who worked in your department last year, must apply for each  

         
position they seek.
XII.  
Manager or designee then accesses the site to review the applications and select a candidate.
XIII. Manager or designee selects candidate(s) and changes the status on the selected candidate   to “Submit to financial aid for hire”.
XIV.    FWS Coordinator completes Hiring Proposal for selected candidate and submits to HR. 
XV.     New student hires (and those returning students who have not been employed within the last 2 

             years) complete the FWS packet (I-9, W-4, Loyalty Oath, Notice of Employment and EFT 
             Form if applicable) and submit to the FWS Coordinator.   FWS Coordinator will attach copy of 
            driver’s license and social security card.
Note:  all (pdf) forms are on the HR website and can be completed online and then printed.    4 copies of the Notice of Employment are required.
XVI. FWS Coordinator reviews packet and submits to HR to be processed.
XVII. HR sends start date to FWS Coordinator who notifies departments.
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