LAEP Job Posting Guide

FOR OFF-CAMPUS EMPLOYERS

Eligibility Criteria

Public Schools (Classification “N”)

Public schools operated by school districts, county superintendents of
schools, the Department of the Youth Authority, or the Department of
Education are eligible.

Nonprofit (Classification “N”) and For-profit Employers (Classification “P”)
Nonsectarian, nonpolitical organizations, or corporations are eligible if
capable of providing participating students with full-time employment
opportunities, or opportunities to connect with other employers capable of
providing participating students with full-time employment opportunities,
within their areas of study after graduation.

Job Description Checklist

Position Title (include "WORK-STUDY/LAEP" in title, if rehiring a student include
"WORK-STUDY/LAEP RESERVED" in title)

LAEP "N" or “P” Classification in Title (Career Center will add on your behalf)

Department, office, or organization in which the student will be employed

Location where the student will perform their duties (indicate if in-person, hybrid, or
virtual)

Name of the student’s supervisor

Length of the student’s employment (beginning and end dates)

Purpose of the position and/or project within the department

Duties/responsibilities associated with the position and how they relate to the
purpose or role

Rate or range of pay for the position (if there is a pay range, job description should include
specific qualification for various levels or rates of pay associated with the position)

Evaluation procedures and schedules, if applicable

oo googd

*Rate of pay should meet CA minimum wage guidelines. As of 1/1/24, minimum wage is $16.00.
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Sample LAEP job "N"

"N" CLASSIFICATION | OFF-CAMPUS NON-PROFIT, PUBLIC SCHOOL

Non-profit or Public School Position, Off-Campus

Essential Duties and Responsibilities:

The 123 School District is looking for a Data Analysis Assistant, and will be reporting directly
to Jane Doe, Director of Outreach. The purpose of the project is to examine the outreach
efforts to increase enrollment in AUSD schools. The data analysis assistant will assist the
data analyst with these activities: collecting data from designated websites, re-coding both
quantitative and qualitative data, interview ascribing and cleaning, organize data from
different sources, creating flyers for workshops and events; helping interview scheduling,
and facilitating focus group discussions. Once the data analyst assistant completes a quarter
of training, they will be familiar with (1) data collection and preparation for document
analyses and (2) preparation in qualitative data collection which is fundamental for
community-based research.

Qualifications
o A strong GPA and demonstrated record of high marks in written work
o Strong work ethics
o Excellent verbal and written communication skills
o Ability to work with Microsoft Word, Excel, and Google Docs
o Patience and skills to pay attention to details
e Passionate with community-based research

We are looking for students who can work through the Fall and Winter 2023 quarters
(September 18, 2023 - March 3, 2024).

Pay Range & Qualifications:

« $16/hr - Entry-level, no previous research experience

» $18/hr - Have previous research experience

e $20/hr - Have previous research and supervisory experience
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Sample LAEP job "P"

"P" CLASSIFICATION | OFF-CAMPUS FOR-PROFIT

For-Profit Position, Off-Campus

Essential Duties and Responsibilities:

At Scribe USA, our medical scribes play a vital role in supporting physicians and health care
providers while gaining first-hand knowledge and practical experience in the field. As a
medical scribe, you will essentially be a personal assistant to the physician; performing
documentation in the EHR, gathering information for the patient’s visit, and partnering with
the physician to deliver the pinnacle of efficient patient care. For someone interested in
medicine as part of a career goal to become a physician or physician assistant, the chance to
become a Medical Scribe is unprecedented in its level of exposure to real medicine in
practice. This position will report to the Scribe Program Manager.

Qualifications

» Responsible and mature demeanor with a passion for medicine

o Strong writing skills

e Quick and accurate typing speed

o Experience with medical terminology, human anatomy and human physiology is preferred

o Fully vaccinated against COVID-19 (two weeks after a second shot of a two-dose vaccine
of Pfizer or Moderna or after a single-dose vaccine of Johnson & Johnson) or have an
approved exemption

o Each scribe works 2-3 shifts per week (including weekends and a holiday)

o Ability to stand, walk and follow a physician for extended periods of time

o Ability to work in a stressful and fast paced environment

e 1year commitment at this site, continuous one year, not a summer position

We are looking for students who can work through the Fall 2023 - Spring 2024 quarters
(September 18, 2023 - June 22, 2024).

Pay Range & Qualifications:
« $18/hr - Entry-level, no previous related experience
o $20/hr - Have previous related experience
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LAEP JOB POSTING EXAMPLE- OFF-CAMPUS EMPLOYER

Job title

e

WORK-STUDYYLAER - M, Communication & Outreach Assistant, Human

I o

pes for good job gles:
Job title- LAEP team will review job title and description
to validate it meets the criteria. "N" is the job code that

will be used for off-campus positions in Public Schools or

=l | u l u gu ) o

A

®  foroid nomibears or SpRol

*  Feszozarziz==ii-3 0 Non-Profits. "P" is the job code that will be used for off-
campus positions in For-Profit institutions. If you have
- already selected a student for this position, add
Position type RESERVED to title and we will expire the position
immediately.
0 ot
) Internship Select Job for off-campus employers

| ©OnCampus Student Employrent

) Other
LAEP positions will also be
Nork-Study program included in the Work-study
- bin.
Job description Copy description from axisting job
B 7 U Z i & T.

WORK-STUDY/LAEP - M, Commnunication & Outresch Assistant, Human Migration
Institute (HMI)

Ars you peesionats about making & positive imipact inyouwr community? Do you have atrong
communication eXille end & knack for outraech? Ars youw 2 creative individual with a fleir for
graphic deeign? We hawve an exciting ooportunity for wouw with the Human Migration Inetitute
(HMI) for LAEP-sligible stwdants.

Poaition: Communications and Outreach Sssistant - Yolu JOB DESCRIPTION

=

Organization: Human Migration Inetitute [HMI]
Location: In-Psrzon (Rwersids, T4/ Remots
Tirme Commitrment: 5-70 hours per wash
Dwratiom: Ongoing beais, 3-8 maonth initis! pericd

About Ua:

This section must be substantial and
detailed. Please refer to the
checklist on page 1.

HMI &= & nenprofit crganization that promotae community building to suppaort rsfugss
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LAEP JOB POSTING EXAMPLE- OFF-CAMPUS EMPLOYER

Location requirements

VWhers should candidates exXpect 10 Work:

-
@ @
Remote Hybrid
Employss works fron Employss warks =
hizrre= pombinetion of orsite
mnd remots
A
Onsite location
| Riwarsids, Californis, United States w0
Job is located at residential address
Time requirements
POV MILCH SNoUld Candidares expact 10 Works
o \I
Full time Part time Be aware that students are limited
30 houra perwesk or mors Laes than 20 houra per wesk O working no more than 19
. hours/week while enrolled in
classes.
Hours [opticna
10 hours par vwaek ” |

Employment duration

Permanent

'ﬂ Temporary or seascnal

Estimated start date

Select Temporary under Employment
duration to indicate start and end
dates. Dates should align with LAEP
Program Dates. See website for more
information.

Estimated end date

| 2024-02-01

&= | | 2024-08-2

"
. |
&
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https://careers.ucr.edu/sites/default/files/uc_riverside_career_center_resume_header_2.jpg

LAEP JOB POSTING EXAMPLE- OFF-CAMPUS EMPLOYER

Compensation and benefits

What should candidates expect to earn?
Expected pay
Jobs locatad in jurisdictions that raguirs a pay rangs dimg j parformed
Rangs Custom rangs U paid
Rate Minimum pay Meaximum pay Curremcy
| Per hour  ~ | | 17 | | 17 | | UsD v

Due to the recent CA Salary Transparency Law,
all employers are required to post a pay

Cﬂteg orize your jﬂ b range. We recommend using the "Custom

Range" to customize your range. If you choose

ell us the type of job you're hiring for by adding [0 to put a range rather than one rate, indicate
qualifications associated with different rates
Job role groups !n the jOb.de.SCprtIOI'I. See example in sample
Search by iob roks or iob role aroun. Add up to 2 aroupe. La job descriptions from pages 2-3.

job role group.

-

f="
| =
.

| Public Relations Specialists |

5 - 'l .
e mframin Elactrieians W adestimm Blamamoros
, ACCOUNIans, clecincians, vis '-\.-\.-[ L .II-_ LR Pl R {:l

15

Candidate qualifications

Add your must-have qualifications to refine your candidate matches.

Work authorization [opticnal)

Ll employsrs 2re respons Dis for complyng with 2oplicale 2w Because students are hired as a UC
gsction only applies to jobe locstad inthe United Statea. Learn ¢ Riverside employee utilizing LAEP
suthorization funding, there should not be an
work authorization limits for
This job requires LS work authaorization. candidates.
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LAEP JOB POSTING EXAMPLE- OFF-CAMPUS EMPLOYER

Candidate qualifications

School year [optional)

|a Freshman |[ Sophomaors ] [ Jumior ] | Sanior | | Mastars |

| Masters of Businaess Administration || Doctorets || Postdoctoral Studiss |

| Cartificats Program || First Year Community / Technical Collags |

| Sacond Year Community / Technical Collegs || Alumni |

Please note: Only undergraduate
students are eligible for the LAEP

Latest graduation date (cptional] [PUELRD AR U T

Month Yaar

Major groups [opticna

Major growps combine related majora from svary echool on Handshaks. Chooas majora
by achoaol

| Q
Minimum GPA (cptional)

Only include if your job has specific reguirament

Choose schools

Be sure to select University of
Where would you like to post your job? California, Riverside (UCR) when
selecting schools for this posting.

Post to specific schools
Chooses from achools where you have psrmission to get Werk-Study jobe. View
permeaanns

Search by schoal name or lecation 9] Lists

| Univarsity of California, Riverside (UCR... 3
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LAEP JOB POSTING EXAMPLE- OFF-CAMPUS EMPLOYER

Application process

net's the epplication windovw and process?

Apolioation opsn dets

l Z034-0N-2 DEDD AN BWT-E = |
Acgliostion olose dats
l 2034-01-26 08:00 AM QMT-E i |
Number of hirss
)
How will osndideiss submit applicetions?
e "
A | i)
On Hendshaks On = sepmrsts websits
Himap sl your ppdkeeithons: I ons Ersr = wetisibs or Applicat
pimonE, Trmoking Syshem IIEL
., A
Additioral required documants on Handsheks
Hendsheke prafils
H Rasums
Corwmr pmstar
Trenscopt
B che It is recommended to include the

Work-study Eligibility Notification
Form as one of the application
documents students will need to
upload to this posting to indicate
their Work-study eligibility.
Students can download at:
https:/ /wswf.ucr.edu/.

Insiruoticns for apphoanis

Wark-study ERgibiity Notificetion Fcrr"l
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LAEP JOB POSTING EXAMPLE- OFF-CAMPUS EMPLOYER

Your hiring team

i R - - %
Set up your hiring ©
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Job owner

Michelle Gomez Add profile Gy Remove )

e . photo

Mezssaging availakility

= fm ommmmEamE om s FRemi el the el o mees Messssas

-
ot i L Lo Sa=E= =L R -t L L L -~ L~

..........

Feature Michelle Gomez as available for candidate messages

Email settings

Send summary email once application period closes | I you would like to add a teammate
to review applications, simply select
“invite new teammate” and
Handshake will give you the ability
to add someone without having to
create a Handshake account.

Send email when a candidate who meets qualifications ;

Send email when a candidate applies

Hiring tearm members (ootional) Invite new teammate
| Choose team member )
Elizabeth Montgomery Remova €

Send summary email once application period closes
Send email when a candidate who mesets qualifications applies

Send email when a candidate applies

w RIVERSIDE | Career Center




