Mohawk Valley Community College Hiring Guide for Student Employees
We realize that holding a job while attending Mohawk Valley Community College may be necessary
for you to finance your education and advance toward your career goals. The Office of Career
Services advertises on-campus jobs for both College departments/offices as well as off-campus jobs
for area employers. Follow these steps to navigate the student employment hiring process:

1. Jobs are available for students with or without Federal Work-Study aid. You may view your financial
aid package to determine if you have been awarded Federal Work-Study by signing on to Student
Information and Registration System (SIRS) at banner.mvcc.edu/. If you have not been awarded
Federal Work-Study, you are eligible to apply for Student Assistant jobs on campus.
2. All on-campus jobs are advertised on our Student Employment webpage
(www.mvcc.edu/studentjobs). You can search positions and apply online if you’re interested.
3. If selected for an interview, the hiring supervisor will contact you. Be sure your voicemail is setup
and regularly check your student email for messages. If you are offered a position, you are required
to attend one of the Student Employment Orientations.
4. To work on campus, all student employees who have not worked at MVCC before must complete
the student employment orientation. At this orientation, work expectations will be reviewed as well as
required paperwork that needs to be completed. The current orientation schedule is available on our
Student Employment page at www.mvcc.edu/studentjobs. You cannot start your on-campus position
until you attend a session.


At this orientation, you must provide Mohawk Valley Community College with original
documents (see next page) that establish your personal identity and eligibility to work in the
United States. These documents are required to complete the I-9 and tax forms required by
federal and state law. Your student payroll forms, including the I-9, tax forms and required
documents, must be completed BEFORE you begin work. You may choose from the List of
Acceptable Documents (see next page) to determine which forms of identification you would
like to provide to become authorized to work on campus. These documents must be original.
We cannot accept photocopies or faxes and the documents cannot be expired.

5. Once you are authorized to work, establish a work schedule with your supervisor and begin
working. We encourage you to print a payroll calendar for a schedule of pay periods, timesheet due
dates and paydays. You may obtain a part-time employee payroll calendar online at
www.mvcc.edu/human-resources/pdfs/payroll/parttime1.pdf.
6. Student employees must enter hours worked through your SIRS account using web-time entry.
Instructions are available at www.mvcc.edu/human-resources/pdfs/hr-forms/employee-web-timeentry4.pdf

Let us know if you have any questions or concerns. We are always here to assist you.
Career Services, Alumni College Center room 102, 315-731-5847

