Student Employment Guide
Non Work-Study
Career Services/Cooperative Education
231 Killian Annex
828-227-3888
http://careers.wcu.edu
What is Non Work-Study Employment?
Non Work-Study jobs are part-time campus positions that are funded through the individual departmental budgets within the University. Students may select from a wide variety of on-campus jobs through our office.  A partial listing of jobs that have been available in the past are listed below.  

Note:  On-campus dining and UC food court jobs are hired through the ARAMARK company. See Dining Services on WCU website for the link to ARAMARK and employment opportunities.
Who is qualified to work?
These positions are available to all WCU students regardless of their financial need. A student must be enrolled at least as a half-time student for each semester they plan to work. Undergraduate students must carry at least 6 hours of classes (3 hours during summer sessions) and graduate students must have at least 3 hours to work in on-campus jobs. During summer sessions, a student must carry a minimum of 3 hours per session they are working or enrolled half-time for the fall. See the “Summer work” section for more details concerning summer employment. Students may hold both Work Study (if they qualify for Financial Aid) and Non Work-Study positions. 
Finding a job
All non work-study jobs are posted on the Career Services website (http://careers.wcu.edu) as they are received from the various campus departments. Once at the Career Services homepage, click on Part-Time Jobs (located in left column) and then, Non Work-Study Jobs. Positions are most plentiful at the beginning of each semester, but may become available at any time throughout the school year. 
Click on the “Job Title” for interview, contact person and other job information. Each posting lists a “contact person” for the job. Students should speak to the contact person for an interview and more details. Staff in the Student Employment and Career Services Office does not make appointments for interviews or know in-depth details about the positions.  

If the student is hired, the student and the contact person will need to complete all appropriate information on the Application/Approval Form.  The student should then bring the form to the Student Employment/Career Services Office to be approved for work, complete any necessary federal/state paperwork and be issued a timecard for the first month of work.  
Paperwork
Students can not work without the documents listed below. This is a Federal requirement under the Immigration Reform and Control Act of 1986/1990.
US Citizens and Resident Aliens:
Student workers are required to have a valid I-9 and both federal and state tax forms (W4) on file with the University by the first day work. The I-9 form is a Department of Homeland Secuurity form that requires all employers to verify that a person is eligible to work in the US. The I-9 requires the following documents – please note the and/or choices. 
1.
An Identity Document

· A photo ID – Drivers license, CAT card, Military or Tribal ID

AND

2.
An Employment Eligibility Document The most common are:
· An Original Social Security Card (It cannot be a photocopy or fax.)



Or

· An Original (Certified) Copy of your Birth Certificate (It must have a stamped Raised Seal or on government issued, tamper resistant paper. It cannot be a photocopy or fax.)

OR
A US Passport (expired or un-expired) or a Permanent Resident Card
A US Passport or Resident card serve both as an Identity and Employment Eligibility document. Resident Aliens must produce their card with their Resident Alien number. 

Other documents are acceptable but most people do not have them, such as a US Citizen ID card. Please see the Student Employment staff for details concerning what other documents may be acceptable.

If a student doses not have these IDs on campus, the originals or official copies should be acquired from home.  A duplicate Social Security card can be issued free at any Social Security office. See below for details. 

Note:  Faxes or photocopies are not permitted by Federal law as acceptable for these documents. 
Social Security Card- Replacement

If a student needs a Social Security card replacement, a duplicate can be obtained free from any Social Security office. The closest Social Security Office to WCU is in Franklin off 441 in the Kmart shopping center. Hours are 9-4:30 on Monday-Friday (no Saturday hours), 828-369-2684.  Students should bring a driver’s license as an ID. The new card generally is mailed to the student within 10 days. At the time of the visit, the Social Security office will issue a letter stating the name and number as it appears on the card. This letter can be used to begin the employment process. For directions and more details see the Career Services staff. 

International students:
After successfully interviewing for a job, international students must bring their Passport, I-94 (Arrival/Departure Record), I-20 (or DS 219) and Visa to complete an I-9 in the Student Employment Office, part of Career Services.  The visa must be a type to permit work in the US. If the student has either F-1 or J-1 status, then they are permitted to work but general only on-campus.

NOTE:  Jobs with the ARAMARK Food Service are considered “on-campus” for international students.  Food service hiring is done through the ARAMARK Office.  

International students who do not have a US Social Security card will be given a letter by Student Employment Office to take to the Franklin Social Security Office so they can apply for the card. The WCU International Programs will assist a student in transportation to the Social Security office. The student must have a Social Security card or a receipt from the Social Security office that a card has been applied for, before they can start to work. If all the necessary information is in the Social Security office’s computer system (which is linked to DHS/INS) the card can be issued in two weeks if not then it could take a few months to receive a card.  

After a student has a Social Security card or a Social Security card application receipt, then the student is to return to the Student Employment Office to complete necessary employment forms. The student will need to bring their Passport, I-94 (Arrival/Departure Record), I-20 (or DS 219) and Visa to complete an I-9 and other payroll paper work. After this process the student is then allowed to begin working on campus.

The Student Employment Office is then required to check the documents presented with the Department of Homeland Security’s database to verify that the person is eligible to work. International students should not be concerned about being eligible to work because their J-1 or F-1 status should make them eligible to work on campus. After 24 hours the student should check with the Student Employment office to see if they have been approved. In many cases the student will need to call the Department of Homeland Security to answer some questions before they are approved.

Once the student has completed paper work in Career Services, the student must then go to the Payroll Office, 330 H. F. Robinson (the Administration building or White House).  At this time the student will fill out tax forms based on the tax treaty their country has with the US. The student should make sure they have their Passport, I-94 (Arrival/Departure Record), I-20 (or DS 219) and Visa with them in the Payroll office.

International students can only work 20 hours per week while classes are in session – they cannot receive permission to work more than this. 

During breaks, all enrolled students may work up to 40 hours per week. 

Pay 
Students are paid once a month. Pay periods run from the 24th of one month through the 23rd of the next month. Pay checks are issued on the 15th of the following month.

For example, a student starting to work September 1 would be in the pay month of  August 24 thru September 23 and be paid October 15. If a student is working in more than one department, including the Work-Study program, all payments will be included in only one check per person.  

Checks and direct deposit
The first pay check will be mailed to the address listed on the students W-4 tax form that was completed in the Student employment office. All other checks will be issued by direct deposit. A student needs to make sure direct deposit paper work is completed within 30 days of their hire date. The State of NC has required this as a condition for employment. This means that a student employee must be in the direct deposit program or they will not be allowed to work.

End-of year tax forms and change of address
W-2 tax forms are mailed by the last day of January for the preceding year. The W-2 forms are required to be mailed to the address that was supplied on the W-4 form when payroll paper work was first completed. If the address has changed or is incorrect, please contact the Payroll Office, room 330, HFR (828-227-3101).

Maximum hours a student can work
University policy states students cannot work more than 20 hours per week (this is a total of all campus jobs worked) without prior approval from a Vice Chancellor or Dean.   No student can work more than 30 hours per week on campus even with prior approval while classes are in session.  International students can only work 20 hours per week while classes are in session – they cannot receive permission to work more than this. 

During breaks, all enrolled students may work up to 40 hours per week. 

Summer work
In the summer, special rules apply to all students.  All Fall-registered students may work up to 40 hours per week during any Summer Session when they are not taking a class. When enrolled in a summer session, students can only work 20 hours per week with out prior approval from the department’s Dean or Vice Chancellor (up to 30 hours per week). International students may not work more than 20 hours when they are taking classes. They cannot receive permission to work more than this. 

If a student is not taking any classes during the summer, the student and the hiring department are required to pay Social Security and Medicare withholding tax for any summer work. Both the student and department pay 7.65% of gross pay for this tax.
Benefits and unemployment insurance
Students are considered temporary, part-time employees and are not eligible for benefits or unemployment insurance.

Miscellaneous
Students under 18 must have a work permit.  A new permit must be issued for each job worked before the age of 18.  Work permit forms are available at the Jackson County Social Services office at 538 Scotts Creek Rd. (Health Services Bldg.), Sylva, 586-5546.  Forms must be done in the Sylva office. 

Cashing a WCU check
Student checks can not be cashed on campus but ATMs and banks are close to WCU. In Cullowhee there are ATMs for State Employees Credit Union, BB&T and Wachovia. In Sylva there are braches of various banks located in NC.

Possible jobs on campus
Below are examples of non work-study positions that have been available in the past.  There is no guarantee that all these positions will be open any semester. For current jobs available click on the link “Part-time Jobs” on the homepage of the Career Services website. 
Housing
RAs, mail clerks, RSA officers, and paint, cleaning & maintenance crews

Orientation leaders
Admissions telemarketers
Advancement telemarketers
Ramsey center
   Tech crew, housekeeping & ticket sales
Library
   Circulation & special collections
Class note takers & scribes
Fitness workers
Intramurals program
   Grounds keepers & game officials
Public safety

    Security, communications staff

RESNET 

   Computer support in the residence halls

Technology center

    Computer training & jumpstart

Tutors
Academic departments, writing center,      student support services & CAT center 
Computer center
   Lab & help desk workers, technicians
Office workers
   Most departments & administrative offices
Physical plant
Grounds crew, painters, car washers,   recyclers 
Health center workers
Printing office
NCCAT
Wait staff, housekeepers, office & grounds workers
Art models
Lifeguards
University center
Office workers, dance club, outdoor rec. workers, tech crew and bus drivers
LMP
   Officers, tech crew & outdoor workers
Western Carolinian staff
    Writers, managers, layout
WWCU (radio) 
Theatre
   Stage crew, costumers
Bookstore
Music
  Band camps, assistants
Athletics
   Ticket sales, summer camps
Highlands biological station
Mountain heritage center
Academic departments
   Lab assistants & tutors
ARAMARK food services
    On campus dining and UC food court

    For availability of jobs and application

    see their office in Brown Cafeteria.






