
Fall Hiring Guidelines (Last of 3) – UNMJobs 2.0 Hires 
 
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>> 
 
To All Student Supervisors and Hiring Officials: 
 
This is the last of 3 emails with instructions for Fall Hiring.   
 
Reminder:  Please verify that your student meets employment eligibility (enrollment, degree status, 
and work study award, if applicable) prior to submitting any paperwork for a student.   
 
 
UNMJobs 2.0:  New Hires, Promotions, Add Jobs (2nd and 3rd jobs), and Returning Students with a break 
of employment of 91+ days 
 
Requisitions (Reqs) 
 

The deadline to submit approved Fall Reqs (including non-competitive) to the Student 
Employment Area is Friday, July 21st at 5pm.  We encourage you to submit them earlier to 
allow more posting time.  We will work through the weekend to have them (if submitted 
without errors) posted by Monday, July 24th.   Please be sure to follow the SOPs in the Student 
Recruiting Resources in the Career Center.  

 To reduce the turnaround time for student reqs, we are removing the Student 

Approver from the Approvals section (see Step #36)  Please note that we have 

updated the Create a Requisition SOP to reflect this change.  Please submit new 

reqs with the new Approval Queue. 

 
Hiring Requests (HR) 

 
The deadline to submit approved HRs to the Student Employment Area is Monday, August 7th 
at 5pm.  In order to begin working on August 21st, students must complete their I-9 paperwork 
and onboarding documents by Friday, August 11th.    

1. Students should expect to spend at least 20 minutes completing documents while at the 
Student Employment Office. 

2. Documents for the I-9 (list is at the end of this document) must be original and 
unexpired. 

3. After your student completes all hiring documents at our office, the Hiring Coordinator 
and student will receive a Final Onboarding email with an attached letter indicating their 
Start Date.   

4. On (or within 3 dates after) their Start Date, students must follow the instructions in the 
Final Onboarding letter to complete their W-4, Direct Deposit, etc.  

 
Please be sure that all paperwork is complete and follows requirements outlined in  UNM Policy 
#2000.  The turnaround time increases if we receive requisitions or Hiring Requests with errors or 
missing information.   
 
 

http://stuemp.unm.edu/common/Documents/employment-requirements.html
https://confluence.unm.edu:8443/display/EKB/Create+a+Requisition+-+Student
https://policy.unm.edu/university-policies/2000/2000.html
https://policy.unm.edu/university-policies/2000/2000.html


Sincerely, 
  

Student Employment Staff 

  
>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>  

  
Please forward this email to any new student supervisors in your department or direct them to 
subscribe to the Student Employment Listserve (Join STUEMP-L).  

 
 

http://stuemp.unm.edu/forms-and-information/index.html

