APPLYING FOR AY2022-23 JOBS

1. Log in to your mySpelman account and hover over “Students” then select
“Undergraduate” from the top menu bar.
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2. On the Students page, scroll down to the Resources section on the left side of the page
and click the link for “Student Employment” to get to Lotus Notes (Spelman iNotes).
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Resources C ing Your Smart TV and A | Streaming Devices
Canvas
Student Handbook For Smart TVs and approved streaming devices such as AppleTV, Roku,
and Amazon Fire TV Stick to connect via wireless, its wireless network Q SpelApps
Submit Change of Major/Minor adapter must be registered to the Spelman network. Each student is
allowed to register one (1) device at a time. Each registration is valid
Access Email for the entire academic year. m Linkedln Learning
EARNING
Student Employment Click the link below to register your smart tv or approved streaming @ SpelLink
device. Then, log in with your OneSpelman username and password
Rise Biweekly Report and complete the device registration. (NOTE: You must be on the
Research Day campus network to access this link,) XM Qualtrics
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3. Log into Lotus Notes/iNotes
Username = the first part of your Spelman email (ex. bsmart if your email address is
bsmart@spelman.edu)

Password = Sp + your 900# + ! (ex. Sp900123456!)
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Please enter your Spelman iNotes
Email Username and Password
Username: [:

Password
Login

Change your iNotes'WebMail password
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4. Click on “Open Jobs” and expand the “Academic Year” list and then the “General
College” list to see the available positions.
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5. Click on “Student Employment Home” to go back to the Student Employment homepage.
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Open Jobs

,' Job Title Department Supervisor «

",' » Academic Year

: W Summer

w General College

i GAAIM: VR Workforce Training Research Assistant Tnnovation Lab Jeny Voley
Innovation Lab Summer Gamiog Fellowship Innovation Lab Jerry Voley
Major Met-Up Guides Student Success Program Brandi Reese
Mathematics Laboratory Tutor (Math) Math Lab Julie Harrison
Office Assistant/Clerical ‘Women's Research & Resource Center Dana Pride Jones
Rescarch Assistant PREM- Emergent Interface Materials Natarajan Ravi
Research Associate Innovation Lab Fac Grant-K. Brakke Karen Brakke

6. Click “Submit an Application”
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Technical Assistance
2 0n The Job Expectations 404-270-5400
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7. Select the position(s) of interest, complete the application and click SUBMIT.

Spelman College
Student Employment Application
Student Employment Home

Spelman departments consider applicants for all positions without regard to race, color, religion, cres
orlentation, marital or veteran status or any other legally protec

gender, national origin, age, disabllity, sexual
d status.

This application will be given every consideration, but its recelpt does not imply that the applicant will be employed. Each question must be answered
in a complete and accurate manner before any action will be taken

Log# EOLJL
Date Submitted: 05/09/2022 11:48 AM

(1 am 1o longer available for employment
TR APPLICATIONS FROM AVAILABILITY: PLEASE DO THIS ONLY AFTER YOU HAVE BEE
TO BE REMOVED **

**THIS WILL REMOVE ALL OF 34

RED OR IF YOU TRULY WANT

Please select all positions of interest. Hold down the CTRL key and click each item.
|-Select Positions.

GAAIM: VR Workforce Training Research Assistant (Innovation Lab)
Innovation Lab Summer Gaming Fellowship (Innovation Lab)
Major Meet-Up Guides (Student Success Program ) -
All positions are subject to other duties as needed which may include administrative tasks.

Personal Information

Date Available to start: |
Maximum hrs per week you a labl
|Are you a workstudy student? © Yes

First Name: Dalayna |
Last Name: Johnson |
Middle Initial

Spelman ID/900# (no dashes or spaces)

« When iliness or emergency prevents you from working, you must notify your supervisor well in advance of your usual b
reporting time. Never just fail to show up.

« If you have accepted a job for the semester, your employer will be relying on you even when you have mid-term and final
exams. Since you are given your exam schedule in advance, speak to your employer ahead of time if you need to adjust your
work schedule during that period. Your primary obligation is that of being a student. Any work schedule you arrange should
allow you enough time for classes, study, extracurricular activities, and relaxation. However, once you have made a
commitment to work, your supervisor will expect you to fulfill that commitment.

« Itis recommended that you work NO MORE THAN 20 hours per week while school is in session.

« Your job satisfaction is equally important. Students are strongly encouraged to quickly work out a solution to any unhappy job
situation. Do not allow a situation to deteriorate before seeking assistance.

| have read and understand the above statements.
Federal I-9 Notice:

Federal law requires all workers including students complete the Form 1-9 to verify identity and employment eligibility
within 3 days of starting a job. If the Form 1-9 is not completed within 3 days, the individual must stop working. Failure to
adhere to this requirement, may result in the College being fined by the federal government.

| have read and understand the Federal I-9 Notice.
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