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Agenda

• Supervisor Role, Expectations, and Best 

Practices

• Understanding the Job Posting and 

Onboarding Process

• Supervisor Tools and Resources 

• Q&A/Troubleshooting



Supervisor Role, 
Expectations, and Best 
Practices



As supervisors, you have a critical role in educating and mentoring students to enable their 

success on and off the job. The work completed by student employees helps them gain 

relevant skills and experience, while developing as professionals and other qualities important 

to their future endeavors. As a supervisor, you should be able to:

• Provide clear communication on expectations and work standards for your organization.

• Ensure your student employees have a proper workspace (if in-person) and equipment.

• Provide an initial orientation with ongoing training.

• Make every effort to keep your student employees motivated and engaged with 

meaningful and productive assignments.

• Create regular check-ins for updates, questions, and continuous learning through 

consistent feedback.

• Be committed to their professional growth by helping the student to develop a sense of 

professionalism and giving them opportunities to sharpen their skills.

Best Practices for the Supervisor Role



• Supervise the student and permit reasonable supervision by a University Rep

• Adhere to bona fide policy

• Student employees are not to be required to pay for any training or other job-related 

expenses or onboarding fees

• Review and approve timesheets

• Monitor student hours

• Allow no student to work more than 19 hours per week over a quarter (term).

• Allow no student to work during student's class times.

• Allow student to not work more than 39 hours during winter and spring breaks.

• Reimburse the University between 25%-50% of the total compensation paid to students. 

Approved America Reads/Counts tutoring positions will be funded 100% through Federal Work-

Study.

Supervisor Expectations from the FWS Agreement



Understanding the 
Job Posting and 
Onboarding Process



Handshake: What you Need to Know

ALL work-study jobs 

must be posted on 

Handshake.

2 Types of 
User Accounts

OWNERS RECRUITERS

Only ONE owner 

per company 

profile. Has 

ability to 

manage all other 
roles and 

company profile.

Full access to 

post jobs, interviews 

and events. Does 

not have access to 

make changes to 
company profile.

Each company can 

only have ONE 

employer account per 

company – tied to 

company email 
domain.



Handshake: Getting Started
https://app.joinhandshake.com/employer_registrations/new

Step 1: Sign up as Employer Step 2: Confirm your Email Address

https://app.joinhandshake.com/employer_registrations/new


Handshake: Getting Started
https://app.joinhandshake.com/employer_registrations/new

Step 3: Join your Company Step 4: Connect with Schools

https://app.joinhandshake.com/employer_registrations/new


Navigating Handshake 



Handshake: Important Tips for Posting your Position(s)



Handshake Resources

• Creating an Employer Account

• Posting a Position

• Employer Owners Tools

• Sample Job Descriptions for Off-Campus Employers

https://support.joinhandshake.com/hc/en-us/articles/219133047-Create-an-Employer-User-Account-Join-a-Company-and-Connect-with-Schools
https://support.joinhandshake.com/hc/en-us/articles/218693198-How-to-Post-a-Job
https://support.joinhandshake.com/hc/en-us/articles/115015204688-Employer-Roles-Admin-Tools
https://drive.google.com/file/d/1xSWAa2-cVLx2z0auFhH_DqUw9c_orGbj/view?usp=share_link


Remaining Timelines for 2022-2023

March 1

Last Day to submit new Work-Study Agreement

April 7

Last Day to post Off-Site Campus Jobs in Handshake

June 9

Last Day to use Work-Study Funds



NEW: Need to onboard supervisor to approve student timesheets in UCR Time and Attendance Reporting 

System (TARS)

Supervisor Onboarding

• Identify 2 Supervisors in the Intent to Participate Form, 
before FWS Agreement sent

• Supervisor onboarding starts

Non-Profit

• Identify 2 Supervisors in the EX B form, sent after FWS 
Agreement is signed

• Supervisor onboarding starts

School District



• Only two site supervisors allowed

• You may need to coordinate internally with your site on identifying the supervisors

• We are now connecting student employee to site supervisor in our systems

• Changes in staffing? Let us know so that we can fix on our end too!

• Would need to onboard new supervisor

• If students are left without a supervisor, may create a delay in pay

• If possible, let us know in advance so that we can plan properly

Supervisor Onboarding Cont'd

mailto:wrkstudy@ucr.edu


Supervisor Onboarding

• UCR Account 
Access

• Temporary 
Password

Net ID

• Communicate back 
to Tami

• Troubleshoot 
system issues

Verify 
Access • Time Attendance 

Report System 
Access

• Notification will be 
sent

Onboarding

• Post position in 
Handshake

• Interview and Select

Start 
Recruiting



After the FWS Agreement is signed, we start the supervisor onboarding process.

1. NetID

• Process: FA submits ticket for NetID (username) for site supervisors

• Communication: Tami forwards NetID email confirmation to the site supervisor

• Special note: It is VERY time sensitive. Must log in and set up your account.

• Has to be used within 7 days. Otherwise, it will expire, and we will need to open a ticket for UCR ITS to 

help you re-set your account.

• Timeframe: If a returning site, generally in about 2-3 weeks from time FWS Agreement signed. If you are a 

new site, the process can take a bit longer as we have more set up required.

2. Onboarding

• Process: FA submits ticket for access to UCR system

• Communication: No communication to supervisor at this point

• Timing: About 2 weeks

3. Onboarding completed

• Process: Ticket is processed. Onboarding is completed and access is provisioned.

• Communication: FA to send out email to supervisor explaining onboarding is completed, with some links to 

resources re: pay periods, timesheet system

Supervisor Onboarding



Supervisor Onboarding Completed Email



Student Onboarding

• Initiated by 
Student after 
position is offered

• DocuSign

Student Employment 
Contract

• Hiring Documents 
and I-9

• Student must be 
responsive

Onboarding
• Approx 3 weeks

• Notification will be 
sent to Student 
and Supervisor

Letter Clearance

• Verify Timesheet 

• Payroll Cut Off 
Date

Start Working



After FA receives the Student Employment Contract, we start the student onboarding process.

1. Submit onboarding ticket

• Process: FA submits ticket for student to get onboarded in the UCR personnel system. This is in partnership with 

a unit in our division called "Workforce Administration."

• Communication: Student will receive an onboarding packet via DocuSign from Workforce Administration. It will 

explain to student what action they need to take in addition to filling out the packet.

• Student may need to schedule an appt to present their I-9 documents (eligibility to work in the US)

• Special note: Students may delay this process if they miss their appointments and/or don't have the correct 

documentation.

• Timeframe: If student is working at a returning site, generally in about 3 weeks from time onboarding ticket is 

submitted. If you are a new site, the process can take a bit longer as we have more set up required.

2. Onboarding completed

• Process: Ticket is processed. Onboarding is completed.

• Communication: FA sends out a Letter of Clearance to student and supervisor to inform both that student is now 

ready to start working.

• It will include an estimated number of hours that a student may work

Student Onboarding



Student Letter of Clearance Email



• System used to approve timesheets

• Process: Review and approve timesheets 

every two weeks

• Communication:

• We send a 1st timesheet reminder 

email

• Other communication happens as 

needed on Monday afternoons if 

timesheet is not submitted

• Special note: Sometimes there are early 

cutoffs, we usually send emails when this 

happens

• Now, let's do a walkthrough of the TARS 

Guide

UCR's Time and Attendance Reporting System (TARS)



Supervisor Tools and 
Resources



Skill Development

Based on what skills employer look for in recent graduates, the NACE Career 
Competencies provide language for students and managers to talk about skill development.

Top 8 Career Competencies for a Career Ready Workforce, include:

1. Career & Self-Development

2. Communication

3. Critical Thinking

4. Equity & Inclusion

5. Leadership

6. Professionalism

7. Teamwork

8. Technology

Developing Student Employees through a

Career Competencies Lens

Read more at: "Competencies for a Career-Ready Workforce",

National Association of Colleges and Employers, March 2021

https://www.naceweb.org/uploadedfiles/files/2021/resources/nace-career-readiness-competencies-revised-apr-2021.pdf


Skill Development

• Have students complete a self-reflection on their career competency strengths and 
growth areas and co-create a professional development plan together.

• Sample: Student Professional Skills Self-Reflection Worksheet

• Build in professional development to develop and enhance skills through LinkedIn 

Learning, an on-demand video learning platform available to all UCR students, or 

other online resources to supplement their on-the-job training.

• Sample: Curated Resources for Teaching & Assessing Career Readiness 

Competencies

Supervisor Tools & Resources

Resources provided by National Association of Colleges and Employers

https://www.naceweb.org/uploadedfiles/files/2022/resources/professional-skills-self-reflection.pdf
https://www.naceweb.org/uploadedfiles/files/2022/resources/professional-skills-self-reflection.pdf
https://www.naceweb.org/uploadedfiles/files/2022/resources/curated-resources-for-teaching-and-assessing-career-readiness-competencies.pdf
https://www.naceweb.org/uploadedfiles/files/2022/resources/curated-resources-for-teaching-and-assessing-career-readiness-competencies.pdf
https://www.naceweb.org/


Skill Development

• Have students and site supervisors complete an evaluation on the level of 

proficiency the student employee demonstrates in each career competency at 

different stages of the year.

• Sample: Student Employee or Intern Evaluation using Career Competencies

• Help your students articulate their skills on a resume, cover letter, or interview.

• Sample: Translating the Student Employment Experience and Skills on the 
Resume

Supervisor Tools & Resources

Resources provided by National Association of Colleges and Employers

https://www.naceweb.org/uploadedfiles/files/2021/resources/internship-evaluation.pdf
https://www.naceweb.org/uploadedfiles/files/2022/resources/professional-skills-self-reflection.pdf
https://www.naceweb.org/uploadedfiles/files/2021/resources/internship-evaluation.pdf
https://www.naceweb.org/uploadedfiles/files/2021/resources/internship-evaluation.pdf
https://www.naceweb.org/


• Career Center Resources:

• Overview of Career Center Resources

• Professional Etiquette Handout

• Resume Writing Resources

• Pre-recorded Career Workshops

• LinkedIn Learning

• UCR Student Access

• Grow with Google

• Succeed at your New Job Module which includes: Create a Project Plan with Google 

Sheets, Deliver an Engaging Presentation Talk, Overcoming Imposter Syndrome, Plan 

Effective Meetings, and Create a Compelling Presentation

• UCR Student Instructions

UCR Student Employee Resources

https://studentdocs.ucr.edu/career-center/uc-riverside_career-center_career-center-overview-handout.pdf
https://studentdocs.ucr.edu/career-center/uc-riverside_career-center_how-not-to-get-fired-handout.pdf
https://careers.ucr.edu/resources/online-workshops-and-resources
https://www.youtube.com/watch?v=WAn5F2B12R8&list=PLf_G9GOa0QjxkkNCJXIUwwOgnX__vzQCt
https://careers.ucr.edu/online-learning-tools-platforms
https://careers.ucr.edu/online-learning-tools-platforms


• Explore our UC DEI Recruitment Best Practices Guide to learn best 

practices for recruiting diverse talent at UCR.

• Learn tips about how to minimize and handle student conflict as a manager.*

• Turn your student jobs into internships or internship-like experiences.*

• Understand and utilize other campus resources that can help support your 

students in their academics, at work, or in their professional development.

Management & Supervision Resources

*Resources provided by National Association of Colleges and Employers

https://drive.google.com/file/d/12Ks0w07TpbeJUjJBCCvSQiXfqG3E5uX4/view?usp=share_link
https://community.naceweb.org/blogs/josh-frahm1/2020/02/18/minimizing-handling-student-conflict?utm_source=spotlight-college&utm_medium=email&utm_content=txt-head&utm_campaign=other-features
https://cdn.uconnectlabs.com/wp-content/uploads/sites/25/2019/07/Creating-Internships-or-Internship-like-Experiences.pdf
https://diversity.ucr.edu/student-resources
https://www.naceweb.org/


Troubleshooting and Q&As



• Not only will a new contract need to be developed each academic year (September – June), but 

every position will need a new job posting on Handshake each year – even student employees 

you plan to rehire.

• To rehire a student, post your position on Handshake and add "RESERVED" to the job title. This 

will queue our team to approve and immediately expire the position so it will never go live to 

students.

• Job Descriptions can then be accessed by the employer via their Handshake account: Jobs > 

Expired > Select Job > View Details

Troubleshooting – Process for Rehiring Students



• A PDF version of the Job Description within Handshake is required once the Student 

Employment Contract has been initiated.

• To download a PDF, expand the Job Description within Handshake to view all details.

• Select Print > Save as PDF

• Upload the Job Description to the Student Employment Contract.

Troubleshooting – Attaching a Job Description as PDF 

to Student Employment Contract



• The first step of Supervisor Onboarding 

is the NetID step

• Tami will forward an email (sample to 

the right) and ask that you finish setting 

up your account

• NetID expires within 7 days

• If it is not used, FA needs to know 

and will reach out to UCR ITS for 

support

• It may take site supervisors 

speaking directly with UCR ITS in 

order to get account set up

Troubleshooting – NetID



1. To set up your account, you will need to 

go to https://myaccount.ucr.edu using 

your NetID and temporary password

2. Click on "Change Password"

3. Enter your new password

Troubleshooting –

Resetting Password

1

2

3

https://myaccount.ucr.edu


1. Set up your security questions by 

clicking on the "Manage Security 

Questions" link (BLUE Square)

2. Update security questions

Troubleshooting –

Updating Security 

Questions

1

2



• What is MFA?

• Multi-factor Authentication

• It is mandatory for all UCR community 

members

• How to enroll?

• Many guides on the UCR ITS website

• Enroll through 

https://myaccount.ucr.edu

• Easier in the long run to add a device 

to get passcode sent to you

Troubleshooting –

Enrolling in MFA

https://myaccount.ucr.edu


• Ensure student submits by the deadlines

• Make sure time reported is correct

• Sending timesheet back to student

Troubleshooting – TARS



Who to Contact



Financial Aid

• Work-Study Agreement

• Completing Hiring Paperwork

• Letter of Clearance, paychecks, 
timesheets

workstudy@ucr.edu

Career Center

• Employers who are seeking to 
become a work-study partner

• Employers who need support with 

work-study job posting via 

Handshake

careercenter@ucr.edu




