
Welcome! 



On-Campus:  
Limited number, usually pay minimum wage (though 
some roles are higher),  various roles/tasks 

 

Off Campus:  
Transportation required, more diversity of roles, higher 
pay options (e.g. babysitting, tutoring, retail, etc.) 

 

Internship:  
Can be paid or unpaid and/or for credit, develops 
career interests 

 



 All students  are eligible to seek work on campus. 
 

 Students with federal work-study aid have 
priority for on-campus jobs (all other qualifications 
being equal). 
 

 You are not GUARANTEED an on-campus job if 
you have federal work-study aid. 
 

 See the Student Employment Handbook for all policies 
and procedures: www.southwestern.edu/live/files/1519-
student-employment-handbook 

 

http://www.southwestern.edu/live/files/1519-student-employment-handbook
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 Maximum of 884 hours on campus per calendar 
year (January-December) 
 

 Maximum of 17 hours per week during the long 
session (fewer recommended for first-year 
students) 
 

 Weekly hours can be split among multiple 
departments 
 



 PirateLink is SU’s free, online job board available 
through the Career Services website.  
 

 On-campus and off-campus opportunities are 
posted on PirateLink. 

 
 Networking with other students and directly 

reaching out to departments to let them know of 
your interest can help you secure a job even after 
applying on PirateLink. 



piratelink 







Your  SU email  address 
NOT your  SU password! Contact 
Career Services for a password. 

You will be emailed a temporary password.  Once you log 
on with this new password you will be able to create your 

own unique password for subsequent logins.









You can customize your search by criteria including: 
 

 Position type (e.g. Part-Time, On-Campus, etc.) 
 
 Keywords (e.g. “event planning”) 

 
 Job Function and Industry 

 
 Job Located Within (e.g. distance from SU) 

 





Create a Search Agent 





This looks 
interesting!  
I think I will 

check it out. 



How do I apply?   Every job is different.  This  job  is 
asking you to complete their application and email it to 

them with your availability.   



Some jobs ask for your 
resume.  Without a resume, 

you cannot apply for this 
position. 



Once you have a resume uploaded, click 
on the Apply button  to send your 

resume to the employer 



Q: Can I use my high school resume? 
 

A:  You have the best chance with a      
       professional resume. Let us help you!   
 
Resume Guide and Template available from: 
 

 Career Services website > Write your resume 
 

 PirateLink website > Resources > Document 
Library 





This template 
is easy to use. 

 
 Just highlight 

and start  
typing. 

Save it as an 
MS Word 

Document. 





 





Label your resume 

N
o
w 

First 

Third 

Second 



 Your resume is being held for approval.  
Career Services will review and edit your 
resume then approve it.  
 

 You will receive an email informing you that 
your resume has been approved.  Now you 
can apply for jobs. 

 

 
 



For on-campus employment you need: 
 

 I-9 (Employment Eligibility Verification) 
 

 W-4 (Employee Withholding Allowance 
Certificate, IRS) 

 

 Direct Deposit Form 
 
 

Forms available at: 
http://www.southwestern.edu/businessoffice/studentpayroll

.php  
 

 

http://www.southwestern.edu/businessoffice/studentpayroll.php
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details 



details 

If you have a  
U.S. Passport  
then this is all 

you need. 

Otherwise, you will need 
your Driver’s License , 

Military ID or school ID.  
Your Pirate Card will work! 

Your Social Security 
Card or Birth Certificate AND 







 If you have a current bank account, sign 
up using that account. 
 

 Don’t have a bank account?  No problem! 
You can sign up for a free Pirate Account 
from First Texas Bank! 

 





details 

You will receive reminders on Campus Notices. 
 

Complete directions are at: 
www.southwestern.edu/businessoffice/studentpayroll.php  



details 



details 





 Student Payroll:  Business Office/Cullen Bldg. 
 New Hire Set-Up (W-4, I-9): Lori McBee, 512-863-1929 
 Processing Payroll & Corrections: Janie Litton, 512-863-1932 

  
 Financial Aid:  Logan Parker 
 Admission Center, 512.863.1259 

parkerl@southwestern.edu  
 

 Career Services:  Dana Luna, Alexandra Anderson 
 Prothro Center, Ste. 140, 512.863.1346 

career.services@southwestern.edu  
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