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CHRISTOPHER NEWPORT

UNIVERSITY





Application for Student Employment

Christopher Newport University, an EO Employer, is fully committed to Access and Opportunity


	Center for Career Planning

David Student Union, Room 3100
(757) 594-8887
To apply, email this to CCP@cnu.edu with a subject line that includes Student Employment and the position title for which you are applying.

Once hired, return this form to ADMN 206



	 SHAPE  \* MERGEFORMAT 


SECTION I 
(To be completed by the student, please print)

Student ID Number:
______________________________________

Email:



                                 
   
Name (Last, First, MI): 









Daytime Phone Number:  ______________________

Local Address:  (Street, City, State, Zip):
















Academic Major:












(  Undergraduate study (at least 6 hours)


Expected Graduation Date:
______________________________________          
           (  Graduate study (at least 3 hours)


Currently employed by CNU?

(  No

(  Yes








If yes:  
Hours per week:




Hourly rate:___________________


Number of Hours:



           Dept:

___________________






List Previous Experience:


Employer





Duties






From/To


Supervisor Name

Other Skills:

(  Filing


(  First Aid/CPR     
(  Cashiering   
(  Multi-Line Telephone




(  Computer Skills
           (  Word Processing  
(  Spreadsheets
(  Databases





(  Information Tech  
(  Audio Visual

(  Library 

(  Retail/Merchandise
                                           (  Customer Service   
(  Catering Server      
(  Food Services ( Other:






My signature below certifies that I am a student at CNU, that the information provided above is complete and correct, that I understand student applications are maintained for referral from June 1 through May 31 each year, that a new application needs to be completed yearly

after May 31, and that I have read and understand Policy 1302, Student Employment located on http://hr.cnu.edu/policies.htm.  In addition, I understand that direct deposit is a requirement of employment except for Federal work-study.

Student Signature:











Date:








	SECTION II
 (To be completed by the Department Chair or Supervisor)


Department:









Suggested* Hire Date:     






*Note: Student cannot begin employment until required Federal paperwork is completed and approved by the Office of Payroll.


Account Number:  







Hourly Rate:   



   (Refer to Student Employment Wage

Position:

  







                        



    Scale, Policy 1303, located on
    http://hr.cnu.edu/policies.htm)
My signature below certifies that I have read and understand Policy 1302 Student Employment,
which can be found at http://hr.cnu.edu/policies.htm and that the above student is not permitted to begin work until approval is received from Office of Payroll.  The Office of payroll is required by Federal law and Commonwealth regulations to complete certain forms before employment may begin.

Signature:








  Banner I.D. #: ________________
Date:





         Primary Timesheet Approver_____________________________ Secondary Timesheet Approver____________________________
        Please print name and Banner I.D. #                                                 Please Print Name and Banner I.D. #


	Section III   (To be completed by the Office of Payroll: ADMN 206)

( I-9   ( W-4    ( VA-4    ( A&D Policy    ( Direct Deposit    ( Child Support Form

Forms Received:______________________  Date:____________________
Approved Hire Date: _____________ HR Initials: ____________ Date:________


	Section IV    (To be completed by the Human Resources)  “Building Traditions – Transforming Lives”

Scheduled ________________     Completed ________________


