PeopleAdmin
Student Employment Job Application Help Guide
Updated: July 2023

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

Universityof Portland @

The University of Partland, an independently governed Catholic university guided by the Congregation of Holy Cross, addresses significant questions of human concemn through disciplinary and
interdisciplinary studies of the arts. sciences, and humanities and through studies in majors and professional programs at the undergraduate and graduate levels. As a diverse community of
scholars dedicated to excellence and innovation, we pursue teaching and leamning. faith and formation, service and leadership in the classroom, residence halls. and the world. Because we value

# Home the development of the whole person. the University honors faith and reason as ways of knowing. promotes ethical reflection. and prepares people who respond to the needs of the world and its
human family.
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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.

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.

Universityof Portland

Log in to your account

# Home Required fekds are indicated wih an asterisk * Either enter your previously
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application profile will not be connected to your

Please provide the requested information below to create your
account. You must have an account to apply to open positions. UP S|ng|e S|gn On.

Create account

Log In with Linkedin

Or Log in to your account




Create an Account

Please provide the requested information below to create your Input all required and optional fields.
account. You must have an account to apply to open positions. Please use your UP STUDENT EMAIL to
Save time and upload your resume to prefill sections of your . . . . p .
application. insure you receive all email notifications
Upload Your Resume regarding your application. Select Create
[Browse__| Mo file selected. Account at the bottom of the screen.

Login Information

Required fields are indicated with an asterisk *

* Username

Cannot indude special characters

* Password

FPassword should be at least & characters

* Password Confirmation

Please re-erter your password

* Email

Flease enter a valid email address

* Email Confirmation

Please re-enter your email address

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.

Universityof Portland

© New Application started.

AT Application for TEST Help Desk Assistant: Personal Information
Q Search Jobs Save changes Save & Continue Check Information
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For security purposes, this system automatically logs you off when it senses no actvity for 60 minutes. Please click either the Next buttan or you can go to different pages ofthe application by selecting the

& Your Documents page from the dropdown menu and dlicking GO button every 60 minutes in order o avoid losing your data
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General Information

= Are you a current University of Portland student enrolled at least half time and working towards a degree?®

[ )

= Are you 18 years of age or older?

[ )

= Are you presently legally authorized to work in the United States?

( w

* If you are offered a position, will you now or in the future need this institution to spensor you for a work visa?

| w

* Hawve you ever worked for the University of Portland before®

[ v)

* Have you ewver been discharged from employment due to work or conduct that was not satisfactory?

[ w)

If yes, please explain:

* Do you hawve relatives employed by the University of Portland?

[ )

Relatives

Add Relatives Entry

Save changes Save & Continue Check Information

| Personal Information k4 |

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.




Application for TEST Help Desk Assistant: Educational History

4 Previous Save changes Save & Continue Check Information

| Educstional History - |

Go

Please enter your educaticnal history beginning with the most recent by dicking the Add Post High School Education Entry button

Required fizlds are indicated with an asterisk (7).
Highest Education

Please identify the highest level of ed tion that has been or is in process

| Bachelors Degree or Eguivalent v |

Post High School Education

* School Name |Univsls\ty of Postland |

* School Location
(City, State, Country if |F':>rtlsn:l OR |
not USA}

* Fields OF Study |Eu5iness |
Degree Type (Bachslos  ~
Date Degree
Received or 05/01/2026
Expected
| Remowve Entry?

Add Post High School Education Entry

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.

Application for TEST Help Desk Assistant: Documents Needed To Apply

# Previous Save changes Save & Continue Check Information

| Documents Needed To Apply w |

“fou may be asked to sttach any optional or required documents. If you begin applying, but do not finish attaching all of your documents, the documents that you have attached will be held in the system.

Add Optional Resume

Add Opticnal Cover Letter

# Previous Save changes Save & Continue Check Information

| Documents Needed To Apply w |

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




Application for TEST Help Desk Assistant: References

# Previous Save changes Save & Continue Check Information

| References w |

Please enter your reference information by clicking the Add References Entry button.

‘When finished, please click either the Mext button or you can go to different pages of the application by selecting the page from the dropdown menu and dicking GO button every 80 minutes in order to avoid losing your data.

Required fields are indicated with an asterisk (7).
Contact References

If you become a finalist for this position, may we contact your references:

| s, no need to contact me first. ~|

References

Add References Entry

# Previous Save changes Save & Continue Check Information

| References i |

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.
Appllcallon for TEST HE,‘|p Desk Assistant: \foluntary Self Identification of DISEDIHW

# Previous Save changes Save & Continue Check Information

| Voluntary Self Identification of Disability - |

Voluntary Self Identification of Disability

Voluntary Self-ldentification of Disability
Form CC-205

OME Centrel Number 1250-0005
Expires 1/31/2020

Why are you being asked to complete this form?

Because we do business with the government, we must reach out to, hire, and provide equal opportunity to qualified people with disabilities.’ To help us measure how well we are doing, we are
asking you to tell us if you have a disability or if you ever had a disability. Completing this form is voluntary, but we hope that you will choose to fill it out. If you are applying for a job, any answer

you give will be kept private and will not be used against you in any way

If you already work for us, your answer will not be used against you in any way. Because a person may become disabled at any time, we are required to ask all of our employees to update their
information every five years. You may voluntarily selfidentify as having a disability on this form without fear of any punishment because you did not identify as having a disability earlier.

How do | know if | have a disability?

You are considered to have a disability if you have a physical or mental impairment or medical condition that substantially limits a major life activity, or if you have a history or record of such an
impairment or medical condition.

Disabilities include, but are not limited to:

« Blindness « Autism » Bipolar disorder « Post-traumatic stress disorder (FTSD)

= Deafness = Cerebral palsy = Major depression = Obsessive compulsive disorder

= Cancer = HWV/AIDS = Multiple Sclerosis (MS) « Impairments requiring the use of a wheelchair

» Diabetes « Schizophrenia » Missing limbs or partially missing limbs « Intellectual disability (previously called mental retardation)
= Epilepsy = Muscular dystrophy

Please check one of the boxes:

[Tl Yes, | have a disability {or previously had a disability)
[l Mo, | do not have a disability

[ 1 do not wish to answer

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



Application for TEST Help Desk Assistant: Voluntary Self Identification of Protected Veteran Status

4 Previous Save changes Save & Continue Check Information

|V:>Iuntsry Self Identification of Protected Veter: v |
Thiz employer is 8 Government contractor subject to the Vietnam Era Veterans' Readjustment Assistance Act of 1974, a5 amended by the Jobs for Vieterans Act of 2002, 28 U.S.C. 4212 [VEVRAA), which reguires Government contractors to

take affirmative action to employ and sdvance in employment: (1) disabled veterans: (2) recently separsted veterans: (3) active duty wertime or campaign badge veterans: and (4) Armed Forces service medal veterans,

These classifications are defined as follows:

+ A*disabled veteran® is ane of the fallowing:
A veteran of the U.S. military, ground, naval or air service who is entitled to compensation (ar who but for the receipt of military retired pay would be entitled to ion) under laws admini by the Seaetary of

Veterans Affairs; or
A person who was discharged or released from active duty because of a service-connected disability.
+ A“recently separated veteran® means any veleran during the three-yesr period beginning on the date of such veteran's discharge or release from active duty in the U.S. militery, ground, naval, or air service.
or ition for which a ign badge has been
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authorized under the |lsws administered by the Department of Defense.
An “Armed Forces service medal veteran® means a veteran who, while serving on active duty in the U.S. military, ground. naval or air service, participated in a United States military operation for which an Armed Forces service

medal was awarded pursuant to Executive Order 12985,

Protected veterans may have additional rights under USERRA—the Uni Semvices Employ and ploy Rights Adt. In particular, if you were absent frem employment in order to perform senvice in the uniformed semvice,
you may be entitled to be reemployed by your employer in the position you would have cbiained with ressonable certainty if not for the absence due to service. For mere information, call the U.S. Department of Labor's Visterans

Employment and Training Service (VETS). toll-free, at 1-866-4-USA-DOL.

If you believe you belong to any of the categories of protected veterans listed above, plesse indicste by selecting the appropriate answer below. As a Government contractor subject to VEVRAA, we regquest this information in ordes to

measure the effectiveness of the cutreach and positive recruitment efforts we undertake pursuant to VEWVRAA,

Voluntary Self Identification of Protected Veteran Status

Disability and Veteran Status:

| Please select v

4 Previous Save changes Save & Continue Check Information

|V:>Iuntsry Self Identification of Protected Veters v |

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

Application for TEST Help Desk Assistant: Demographic Information

4 Previous Save changes Save & Continue Check Information

‘ Demographic Information - |

Voluntary Demographic Information

Gender

| Please select « |

Select an Ethnicity classification

|Flease select v

Select a Race classification

[l American Indian or Alaska Hative

| Asian

[_| Black or African American

[_| Native Hawaiian or Other Pacific Islander
LI White

[ Othar

Please select

at 3pply.

4 Previous Save changes Save & Continue Check Information

‘Dsm:»grsphiclnf:rmsti:n v|

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.

Certify and submit your Application for TEST Help Desk Assistant

Certification

I certify that all information provided in my application and any attached documents are true and complete to the best of my knowledge. All employment is subject to successful
completion of a Background Check. The University of Portland is an equal opportunity employer dedicated to achieving a diverse faculty and staff. The University of Portland does not
discriminate in itz educational programs, admissions policies, scholarship and loan programs, athletic and other school-administered programs or in employment on the basis of race,
coler, national or ethnic origin, sex, disability, age, sexual orientation, or any other basis protected by and consistent with the law. The University expressly reserves its rights and
obligations to maintain its commitment to its Catholic identity and the doctrines of the Catholic Church. By providing my electronic signature below, I certify that I have read and agree

with these statements.,

1 I certify that I have read and agree with these statements.

| Submit this Application| or Return to Application

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

@ Your Application has been submitted.

You have successiully submitted your Application.

Your cenfirmation code is

CNOO0000011
Thark you for your intersst in this position. The soreening and selection procsss is cumrently underway and will continue until s successful candidate is chosen. Should review of your quslificstions result in & decision to pursue your candidacy,

you wil be contacted.
View Your Completed Applicstion
Gantinue Your Pasting Seerch
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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