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Student Employment Process for International Students  

A ll d e g re e -s e e k in g  s tu d e n ts  e n rolle d  a t A u g u s ta n a  C olle g e  a t le a s t h a lf-t im e  (4  c re d its ) m a y 
a p p ly to w ork  on  c a m p u s . S tu d e n t e m p loym e n t p os ition s  a re  s e p a ra te  in to tw o p a y ra te s : $ 9 .75 
or $ 11.0 0  p e r h ou r b a s e d  on  s c op e  of p os it ion .   

In te rn a tion a l s tu d e n ts  c a n  w ork  a  m a xim u m  of 20  h ou rs  a  w e e k . Th e  tota l n u m b e r of h ou rs  
a llow e d  e a c h  w e e k  in c lu d e s  w ork  e ve n  if a  s tu d e n t h a s  m u ltip le  job s . 

You  c a n  b e g in  look in g  for a n  on -c a m p u s  job  w h ile  you  a re  c om p le tin g  th e  follow in g  s te p s . S e e  
S te p  6  to b e g in  you r s e a rc h . 

Step 1: Employment Letter  
Th is  le tte r  c on firm s  e lig ib ility for e m p loym e n t on  c a m p u s  a n d  is  a va ila b le  for p ic k  u p  b e g in n in g  
w e e k  2 of e a c h  s e m e s te r.  A n  e m a il in d ic a tin g  w h e n  a n d  w h e re  to p ic k  u p  le tte rs  is  s e n t to a ll 
in c om in g  in te rn a tion a l s tu d e n ts .  20 23-20 24  le tte rs  a re  a va ila b le  in  th e  C a re e r D e ve lop m e n t & 
V oc a tion  offic e  in  O lin  110 , M on d a y-F rid a y 8 :0 0  a .m .-4 :30  p .m . 

Step 2: Social Security Card  
Th e  S oc ia l S e c u rity  A d m in is tra tion  (S S A ) a u th orize s  S oc ia l S e c u rity C a rd s . You  M U S T h a ve  a  
s oc ia l s e c u rity c a rd  if you  a re  g oin g  to w ork  on  c a m p u s . You  w ill N O T g e t p a id  u n til you  p re s e n t 
you r c a rd  to A u g u s ta n a ’s  P a yroll D e p a rtm e n t (loc a te d  in  S ore n s e n  H a ll). 

W e  re c om m e n d  c a llin g  to s c h e d u le  a n  
a p p oin tm e n t w ith  th e  S oc ia l S e c u rity 
A d m in is tra tion .  

● A d d re s s : 2350  4 th  A ve , R oc k  
Is la n d , IL   

● H ou rs : M -F : 9 :0 0  a .m .-4 :0 0  p .m . 
● (8 0 0 ) 772-1213 

 

B e fore  you  g o to th e  S oc ia l S e c u rity O ffic e , you  w ill n e e d  to c om p le te  th e  S oc ia l S e c u rity  C a rd  
A p p lic a tion . W a itin g  to c om p le te  th is  a t th e  offic e , w ill in c re a s e  you r w a it .   

● S oc ia l S e c u rity C a rd  A p p lic a tion : h ttp s ://w w w .s s a .g ov/form s /s s-5.p d f  
● You  M U S T b rin g  th e  follow in g  ite m s  w ith  you  or you  w ill b e  tu rn e d  a w a y: 

○ You r c om p le te d  S oc ia l S e c u rity a p p lic a tion  
○ You r on  c a m p u s  m a ilb ox n u m b e r (n o d oc u m e n ta tion  n e e d e d ) 
○ V a lid  P a s s p ort 
○ You r e m p loym e n t le tte r 
○ A  p rin te d  c op y of you r c om p le te d  I-20  form  
○ A  p rin te d  c op y of you r c om p le te d  I-94  form :  

■  Find yours here  h ttp s ://i9 4 .c b p .d h s .g ov/I9 4 /# /re c e n t-s e a rc h  
● C lic k  C on s e n t a n d  C on tin u e  
● E n te r you r n a m e , b irth d a y, p a s s p ort n u m b e r, c ou n try of is s u a n c e , a n d  

c lic k  N e xt 

https://www.ssa.gov/forms/ss-5.pdf
https://i94.cbp.dhs.gov/I94/#/recent-search
https://i94.cbp.dhs.gov/I94/#/recent-search
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Step 3: Wait  
W a it u n til you  re c e ive  you r c a rd .  In  7-10  d a ys  you  w ill re c e ive  a  le tte r in  you r s tu d e n t m a ilb ox 
from  th e  S oc ia l S e c u rity A d m in is tra tion .  Y ou r c a rd  w ill b e  in c lu d e d .  It  is  a  s m a ll b lu e  c a rd .  D O  
N O T L O S E  TH IS .  K e e p  it  in  a  s a fe  p la c e .  If s om e on e  g e ts  th is  c a rd , it  is  ve ry e a s y to b e c om e  a  
ta rg e t of id e n tity th e ft. 

Th is  n u m b e r w ill b e  you r n u m b e r for th e  re s t of you r life .  S h ou ld  you  re tu rn  to th e  U n ite d  S ta te s  
to c on tin u e  you r e d u c a tion  (g ra d u a te  s c h ool, e tc .) or  to w ork  you  w ill N E E D   th is  n u m b e r. 

Step 4: Required Payroll Paperwork  

O n c e  you r S oc ia l S e c u rity C a rd  h a s  a rrive d , you  c a n  c om p le te  th e  re q u ire d  p a yroll p a p e rw ork  for 
s tu d e n t e m p loym e n t in  th e  P a yroll O ffic e  in  S ore n s on  H a ll. B e  s u re  to b rin g  th e  follow in g  ite m s  
w ith  you : 

● You r S oc ia l S e c u rity C a rd  
● A  U S  B a n k  a c c ou n t (rou tin g  n u m b e r, a c c ou n t n u m b e r) for d ire c t d e p os it 
● P a s s p ort  
●  I-9  E m p loym e n t V e rific a tion , p a g e s  1 a n d  2 
● You r le tte r  of e m p loym e n t 
● I-94  F orm  
● I-20  F orm  

Step 5: Search for a Position  
A ll on  c a m p u s  p os ition s  a re  lis te d  on  H a n d s h a k e .   

To a c c e s s  H a n d s h a k e , log  in  w ith  you r A u g u s ta n a  u s e rn a m e  a n d  p a s s w ord  a n d  follow  th e  
p rom p ts  to p e rs on a lize  you r p rofile . O n c e  th a t is  d on e , you  c a n  s e a rc h  for job s  b y c lic k in g  "J ob s " 
on  th e  rig h t h a n d  s id e  of th e  p a g e . 

 

In  th e  "J ob s " s e c tion  of H a n d s h a k e , you  c a n  s e a rc h  for on  
c a m p u s  job s  in  tw o w a ys : 
● U s e  th e  filte r for "O n  C a m p u s " O R  
● S e a rc h  for "S tu d e n t E m p loym e n t a t A u g u s ta n a " 
 

W e  re c om m e n d  c h e c k in g  th e  lis tin g s  re g u la rly for  job s  th a t 
c om e  u p  th rou g h ou t th e  s e m e s te r. You  c a n  a ls o c re a te  a  job  
a le rt s o you  c a n  b e  n otifie d  e ve ry t im e  a  n e w  p os ition  is  op e n . 

O n c e  you  h a ve  th e  s e a rc h  re s u lts , you 'll s e e  a  b ox on  th e  le ft  
th a t s a ys  "D on 't  m is s  ou t!". C lic k  on  "S a ve  you r s e a rc h " to b e  

n otifie d  of n e w  p os ition s  lis te d  for th a t s e a rc h .  

M a k e  s u re  you  c h e c k  you r n otific a tion  s e tt in g s  to m a k e  s u re  you 've  a llow e d  n otific a tion s  for 
n e w  job s . You  c a n  d o th is  b y c lic k in g  on  you r p ic tu re  in  th e  rig h t h a n d  c orn e r a n d  c lic k in g  on  
"N otific a tion  p re fe re n c e s " 

https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://www.uscis.gov/sites/default/files/document/forms/i-9-paper-version.pdf
https://augustana.joinhandshake.com/
https://augustana.joinhandshake.com/

