SUMMER STUDENT POSITION REQUISITION FORM


Due in the Office of Human Resources on or before February 15, 2012
Department:  _____________________________



Budget Account #:  _________________________ 




Contact Person:  ___________________________



Contact phone #:  __________________________ 

  Contact email: _____________________

Anticipated Number of Positions Needed:  _______________




Full-time _____(40 hours/week)
Part-time _____(less than 40 hours/week)

Special Education or Skills Required:

Pay Scale for Summer Work:


$7.25 – For all summer employees, regardless of previous positions on campus

· Please give consideration to international student applications date-stamped by March 1 since international students are not eligible to work off campus.

· All completed applications must first be submitted to human resources (HR).

· HR will monitor all summer student work and will track the hiring/non-hiring of students to know who is still looking for a job.  
· HR will record the student’s personal information and desired work locations; and then forward the applications to the requested departments.
*Please refer to the Summer Supervisor Handbook with any questions or contact HR at hr@luther.edu.  
All students recommended for hire must complete all paper work (application, I-9, direct deposit, etc.)

Approved by:  ______________________________
Date:  _______________



(Department Supervisor)



______________________________
Date:  _______________



(Vice President)



______________________________
Date:  _______________



(Director of Human Resources)
