A Student Employment

HOW TO FIND AND APPLY FOR ON-CAMPUS STUDENT JOBS

1) Visit https://mayvillestate.edu/about-msu/employment

Employment opportunities noted with a (S) are student jobs.

LIBRARY
(S) LIBRARY ASSISTANT

(S) LIBRARY WORKSTUDY

Note: Some positions are noted as Work-Study. Federal Work-Study is a student aid program which
provides funding to support employment for Federal Work-Study eligible students.

Unsure if you are eligible? Contact Financial Aid

Students who have been approved by Financial Aid and accepted their Federal Work-Study award can apply
to all student (S) positions (they are not limited to only Work-Study student jobs).

2) To apply for a student job, click on the title, scroll through the expanded portion and click on More
Information & Apply.

LIBRAR

(S) LIBRARY ASSISTANT
Opening Date: July 16, 2020
Closing Date: July 24, 2020

Position Information

0: greeting & directing patrons coming for the B-Q Library, IT Help Desk, Writing Center, Office of
Diversity apd Inclusion, or the Education and Innovation Center; shelving; checking library materials in and out
and assisting\with library computers and printers. Skills necessary include: working independently and with

others, tactful 3pd effective communication, and following written and spoken direction

Student typically wogk 8-10 hours/week, including one evening from 6 - 10:00 PM. Library Assistants are needed
during library hours of\Qperation: Sundays 6 - 10:00 PM, Monday - Thursday 8:00 AM - 10:00 PM, and Friday 8

AM - 4:30 PM (excluding Reolidays and school braaks).
Pay: $7.25/hr.

All full job description is attached. Rlease also complete and attach a completed schedule of availability with

your application

More Information & Apply
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3) Click Apply for Job

Previous Job

Job 1D 2921825 FullPart Time Pan-Time
Business Unit Mayville State University Department Library
Location Mayvile Close Date

Posted 07/1622020

Add to My Favorite Jobs

& Email this Job

osition Information

itudents working for the Byrnes-Quandeck Library are responsible for Dasic customer service and general assistance, minor Cleaning gani , and other

rinters. Skills necessary include: working independently and with others, tactful and effective communication, and following written and spoken direction.

exciuding holidays and schoo! breaks)
ay: 57.25/hr.

All full job description is attached. Please aiso complete and attach 3 schedule of L your

tasks and projects. Duties indiude DUt are not limited to: greetng &
firecting patrons coming for the 3-Q Lisrary, IT Help Desk, Writing Center, Office of Diversity and inciusion, or the Education and Innovation Center; shelving. checking [Brary materials in and out; and assisting with library computers and

student typically work 8-10 hours/week, including one evening from 6 - 10:00 PM. Library Assistants are needed during library hours of operation: Sundays § - 10:00 PM, Monday - Thursday 8:00 AM - 10:00 PM, and Friday 8 AM - 4:30 PM

4) First time user? Click Register Now (required step)
Tip: use the same username and password as Campus Connection.

Foigot User Name | Forgot Password

Are you a new user? Register Now

Returning user? Sign in with your username and password, and skip to #7.

A Career Services

8-2020



M Student Employment

5) To register, provide account information and toggle to Yes for question: “Are you a Student applying for

work as a student worker?”

Enter your Student ID (also referred to as EMPLID) 3

d Date of Birth in Student Verifcation

6) View Terms and Conditions and click Register

Picase seiect 2

1. Has a mnmmum of § fotal characiers with at leas! 1 cigt.
2 Does not maich your user name:
3 Does not match any of your email addresses

Are you 2 Student applywng for

Address Information
*Country
‘Address 1
Address 2 \
Address 3 \
o ] ST
*Postal

View Terms and Conditons.
8 1 agree 1o the Terms and Conditions

*State | North Dakota ~
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7) Review Step 1 of 4: Start
View Terms and Conditions and click Next
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8) Attach Resume and Cover Letter, and click Next
Need help with writing a resume and cover letter? Emai
Example Resume and Cover Letter Guide
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9) Review, select option and click Next

§) Library Assistant
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10) Review, select option and click Next
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12) Review and Submit
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13) Application Confirmation

Tou bt sucoesstoly Sulened riu 08 RSN

If you consented to receive text messages, you will receive a message indicating your material has been received.
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Example Student Resume

COMET STUDENT

123 Career Drive - Mayville, North Dakota 58257
701.788.5254 - comet.student@mayvillestate.edu

OBJECTIVE

Seeking an on-campus student job related to my studies

SKILLS & ATTRIBUTES

¢ Microsoft Office and Adobe Photoshop e Detail-oriented

¢ Organization e Written and verbal communication
EDUCATION
Mayville State University Mayville, North Dakota
Bachelor of Science Degree in Business Administration May 2023
Specializations: Marketing, Management
WORK EXPERIENCE
Byrnes-Quanbeck Campus Library Mayville, North Dakota
Library Assistant September 2019 - Present

e Assist library users with locating items and requests for interlibrary loans
¢ Provide pleasant customer service while checking materials in and out
¢ Organize and re-shelf materials

Miller's Fresh Foods Mayville, North Dakota
Stock Clerk May 2017 - August 2019
¢ Maintain clean and safe shopping areas
¢ Organize and stock shelves

INVOLVEMENT

Mayville State University Mayville, North Dakota

Collegiate DECA Member September 2019 - Present
¢ International Career Development Conference participant

Mayville State University Mayville, North Dakota

Student Involvement Member September 2019 - Present

¢ Create events to help students get involved on campus
e Assist with organizing intramural sports and entertainment events

What is a resume?

A Career Services
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https://owl.purdue.edu/owl/job_search_writing/resumes_and_vitas/introduction.html
https://owl.purdue.edu/owl/job_search_writing/resumes_and_vitas/resume_workshop/index.html
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Cover Letter Guide

COMET STUDENT

123 Career Drive - Mayville, North Dakota 58257
701.788.5254 - comet.student@mayvillestate.edu

[Date]

[Hiring Manager Name)
330 Third Street NE
Mayville, North Dakota 58257

Dear [Hiring Manager Name],

Opening:

¢ Self-introduction

¢ Position you are applying and where you heard about it

¢ Address why you are a good match for the job and highlight couple key qualifications

Body:
¢ Discuss key qualifications in detail to demonstrate you are a good match
¢ Provide examples that highlight your skills and abilities

Closing:
e Call to action- let them know you will be in contact to schedule an interview
¢ Thank the reader for their time

Sincerely,

I .
1@

{\ A%

Comet Student

What s a cover letter? More on Cover Letters from Purdue OWL
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https://owl.purdue.edu/owl/job_search_writing/job_search_letters/cover_letters_1_quick_tips/index.html
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