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1. Accessing PeopleAdmin:  
You can access the Student Employment job board at: uportland.peopleadmin.com.  
Select Student Employment from the three job category options.  

 
Review the posted student employment job positions. We encourage you to apply to any job postings in 
which you are interested and meet the minimum qualifications listed.  

2. Creating a PeopleAdmin Account 
To create a PeopleAdmin account 
(or log into an already existing 
account), select Log In/Create 
Account from the side navigation.  
 
Either enter your previously 
established log in credentials or 
select Create an Account.  
 
 
Select Create Account again. We 
do not recommend logging in with 
LinkedIn, as it may disrupt email 
notifications regarding your 
application status.  
NOTE: Your PeopleAdmin 

application profile will not be   connected to your 
UP Single Sign On.  

 
 
 
 



  
Input all required and optional fields. 
Please use your UP STUDENT EMAIL to 
insure you receive all email notifications 
regarding  your application. Select Create 
Account at the bottom of the screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3. Submitting An Application  

 
After creating and logging into your account, review the Student Employment job postings listed under 
the Student Employment tab on the Home page. To view the position detials of a posting, click on the job 
title. 
After reviewing the position details thoroughly, you may Bookmark this Posting to revisit the posting at a 
later date or start your application by selecting Apply for this Job.  
Many of the Personal Information fields will pull through from your applicant profile. Please confirm your 
UP Email and Student ID Number are accurate. 

 



 

 
Answer the required questions under General Information. Note: you are still eligible for student employment if 
you are under the age of 18. However, you cannot work in the following departments: Facilities, Bon Appetit, or 
Campus Safety.  
Select Go.  

 



 
Add your Education History information. This should be the degree(s) you are currently working on and the 
estimated date of completion.  
If you have previous Education History (for example, an Associates), you can add multiple entries.  
Select Go. 

 

 
Upload the Documents Needed to Apply. This page will indicate whether a document is optional or required. 
Select Go. 

 



 
 
Upload your Reference’s contact information by selecting Add Reference Entry. Must student 
employment applications will not require References, but it is best practice to provide 1 – 3 references on 
your application.  

 
 
Review the Voluntary Self-Identification of Disability and the Reasonable Accommodation Notice. Select 
Go.  



 
 
Review the Voluntary Self Identification of Protected Veteran Status. Select Go.  
 

 
Review the Volunteer Demographic Information. Select Go. 
 



Review your application materials. To make any desired edits, select the section title (ie: Personal 
Information, Educational History, etc). When you are satisfied with your application materials, select 
Certify and Submit.  
 

 
 
Review the Certification statement. Select the check box and select Submit this Application. 
 

 
When your application has been submitted, you will be given a confirmation code. You will also receive an 
email with this confirmation code and FAQ answers. If you have additional questions about your 
application, you can email studentemployment@up.edu.  
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