PennState
Human Resources

How to Apply for Jobs at Penn State

Please carefully review and select your current affiliation with Penn State to see step-by-step
instructions on how to apply for jobs at Penn State.

Before You Begin, Are You a...

Student

Current Penn State Student, not currently working for the University
see Page 2

@, Student Worker
E Current Penn State Student currently working for the University see

Page 4
@
Employee
Current Penn State faculty, staff, and technical service employees see
Page 4

3 None of the Above

& All others, including former Penn State Students, Employees, and
I¥  Retirees see Page 6
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How to Apply as A Penn State Student

Current Penn State Student Workers need to apply using the internal application process
outlined on Page 4. Current Penn State students seeking employment at the University need to
apply using the process outlined below.

1) Visitthe Penn State Careers Page to
get started.

Step Into Your Next Career

2) Scrolldown and select Search & Apply
for A Job under Penn State Student to
navigate to the Student Careers Page
as shown below on the right.

unded upon the ambition

A

x

3) Carefully review and select one of the
following options to be directed to
Workday as shown below.

= All Students (Except Student
Workers): Select Go to Workday
Student Openings

= Current Student Workers: Select
Go to Workday Career Hub Penn State students looking for more information  All current Penn State &

about employment with the University. service employees) incl

E—d—a\

===\ :
Wi e i\ W

Penn State Student Penn State Employ

currently emplo

I SEARCH & APPLY FORA JOB > lworkdav: Click

Looking for Student

“ities

Employment?

Are you CURRENTLY working for Penn State? Are you NOT currently working for Penn State?

4 Al

GO TO WORKDAY CAREER HUB > GO TO WORKDAY STUDENT OPENINGS >
f

'\

| |

A Penn State User ID and Password enrolled in Multifactor Authentication (MFA) will be
required to sign into Workday.

Continued on next page
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4) After signing into Workday, select Menu, then
select the Student Openings app as shown
on the right.

Former Student Workers may see the Career @ Student Openings
Hub App in the menu as shown on the
right. Do not select the Career Hub

App, the application process will error Q Career Hub
out for students not currently :

employed at the University.

5) Onthe Student Openings page,
select any of the options (Part < Student Openings
Time, Full Time, or Work Study)
listed under the Student Jobs
section to be directed to a listing
of current openings as shown on = StudentJobs
the right.

Career Opportunities Helpful Information Posted Graduate Assistantships

Part Time Employment Opportunities
From the Career Opportunities Full Time Employment Opportunities

Federal Work Study k

page, students can search, select,
filter, and apply to openings, as
shown below.

e

= MENU g PennState Q D Q a

Career Opportunities -

Search Here

Looking for a Specific Job Requisition? Type a Job Requisition number in the search
bar between the Career Opportunities header and the Career Opportunities Listings on
the Career Opportunities page as shown above. Do not use the search bar in the
uppermost center of the page, career listings will not populate when that search bar is
used.

For more detailed steps, please refer to the Student Application Process Job Aid
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How to Apply as A Penn State Employee

Employees can also access the Workday Mobile App to search and apply for jobs as
well as perform many popular self-service tasks of Workday. See the Penn State
W Employee Mobile Application Process on page 8 to learn more.

1) Visitthe Penn State Careers Page to
get started.

Step Into Your Next Career
2) Scrolldown and select Go to Workday

under Penn State Employee to be s T B 8 . A e 1o
directed to Workday as shown below.

the step, and begin your journey now.

L]

Adobe Stock | #616215528
i

Penn State Student Penn State Employee Jobs at Penn State for External
Candidates

Penn State students looking for more information All current Penn State employees (except technical

about employment with the University. service employees) including Penn State students Join Penn State, search for jobs and apply.

who are currently employees.

When in Workday: Click on Menu> Career Hub>
Career Opportunities

SEARCH & APPLY FOR A JOE > BROWSE POSITIONS >

GO TO WORKDAY > ‘l

A Penn State User ID and Password enrolled in Multifactor Authentication (MFA) will be
required to sign into Workday.

3) Aftersigning into Workday, select Menu,
then select the Career Hub app as shown = MENU ’3 Pennstate

on the right.

5"3¢ Career Hub

Continued on next page

Revised 02/28/2024 Page 4 of 8


https://hr.psu.edu/careers
https://www.myworkday.com/psu
https://accounts.psu.edu/mfa
https://www.myworkday.com/psu
https://www.myworkday.com/psu
https://www.myworkday.com/psu

PennState
Human Resources

4) Inthe Career Hub app, select Career
Opportunities to be directed to a listing of Penn State "
current openings as shown on the right. Careers
isi  Overview

Full-Time Technical Service Employees: Q Career Opportunities ‘

Select Internal Bidding under the Suggested I;l My Job Alerts
Links section to bid on open Technical
Service Job Vacancies as shown on the right. E My Applications

¢ Suggested Links
From the Career Opportunities page g8

employees can search, select, filter, and Refer a Candidate
apply to openings as shown below. Internal Bidding 2

_p—

= MENU @ PennState Q ®) Q A

Career Opportunities -

Search Here

Looking for a Specific Job Requisition? Type a Job Requisition number in the search
bar between the Career Opportunities header and the Career Opportunities Listings on
the Career Opportunities page as shown above. Do not use the search bar in the
uppermost center of the page, career listings will not populate when that search bar is
used.

For more detailed steps, please refer to the Internal Application Process Job Aid
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How to Apply Externally

Current Penn State Employees and Students: Employees (faculty, staff, technical
service, and student workers) need to apply using the internal application process outlined on
page 4. Students need to apply using the student application process outlined on page 2.

1) Visitthe Penn State Careers Page to
get started.
Step Into Your Next Career
2) Scrolldown and select Browse
Positions under lobs at Penn State for e i T
External Candidates to navigate to ™ ey TR
the External Careers Page as shown
below on the right.

3) Select one of the following options to
be directed to the career listings
page as shown below.

k.
= Candidates seeking BBrs -
Teaching Opportunities: oyee Jobs at Penn State for External
.. Candidates
Select Browse Positions
. E employees (except technical
un d er Aca d emic & Fa cu ltV hcluding Penn State students Join Penn State, search for jobs and apply.

= All Other Candidates: Select [

Browse Positions under Staff kon MenECateer LS I BROWSE POSITIONS > l
& Technical Service

Academic & Faculty Staff & Technical Services
Academic and Faculty roles are directly involved in Staff & Technical Service roles contribute 1o the various
teaching and research. business workings of the University, including operations,

dministration, and building/maintenance of our
ilities.

I BROWSE POSITIONS >

BROWSE POSITIONS >

{

-

Continued on next page
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From the career listings page, candidates can search, select, filter, and apply to
openings as shown below.

Sign In

Careers Page Search for Jobs

Q search for jobs or keywords

Location v Time Type v Job Category v More

1636 JOBS FOUND

About Us
Part Time - Computer Science - Teaching/Research Assistant () "
© Penn State Abington g Penn State
(© Posted Today
REQ_0000053026 X
—
'3 PennState
First Time Candidates Including
Former Students & Employees,
and Retirees: The creation of a Sign In
Candidate Account will be needed Email Address

to apply, select Create Account ‘ ‘
when applying or prompted to sign : :
in as shown to the right. password

Don’t have an account yet? Create Account

Forgot your password? k
- —

—

For more detailed steps, please refer to the External Application Process Job Aid
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Penn State Employee Mobile Application Process

Current Penn State Employees can access the Workday Mobile App to search
and apply for jobs as well as perform many popular self-service tasks of
Workday.

Full-Time Technical Service Employees: The Technical Service Job Vacancies
Site cannot be accessed on a mobile device, see page 4 for instructions on how
to access the job vacancies on a computer.

Download and open the Workday Mobile App on your mobile device to get
started. The QR Code shown on the right can be used to access the Workday app
in your app store. A Penn State User ID and Password enrolled in Multifactor
Authentication (MFA) will be required to sign into the Workday Mobile App.

[=] o [m]

Penn State Organization ID: PSU

D v
1) After signing into the Workday Mobile App select
Careers as shown on the right. If the app is not age
shown on the home screen, select View All. Wérkdby
Hello There

2) Select Find Jobs and then Career Opportunities as
shown below to be directed to a listing of current
openings.

g0 (]

Dashboards Recruiting

Careers View All

' Careers

< @

Career Opportunities

tq FindJobs

My Applications

For additional information, please refer to the Workday Mobile Job Aid
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