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TruRosiions Home Welcome to TruPositions

Position Listings

T.l-o,l:.,ll " = Students

Foms - supervisors gl Click on Supervisors

Contact Us
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TruPositions Home /

TruPositions Home Please Login
Position Listings
Truman Fgeulty & Staff

v 4g@mm® Truman Faculty/Staff click Login

OR

gngieaiants Off-Campus supervisors enter

Passward:| ] Email and Password

Forget Your Password?
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Enter your Username and Password

Username:

Enter your

Password: _ username

and password

D Wam me before logging me into other sites

Forgot your password?

LOGIN

For security reasons, please Log Out and Exit your web browser
when you are done accessing services that require authentication!
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TruPositions Home /

Welcome, Preferences Logout

Student Employment Position Listing

Deactivate All Jobs

Click Add Click Deactivate All
New to add Jobs to make all posted
a position positions inactive
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TruPositians Home /

Welcome Preferences Logout
Student Employment Position Listing

There are currently O applicants for this position.

positon i - gmmmEnter Position Title

Position Listing Status:

Zigiiﬁ,z‘it;_Change status to Active

Type of Employment: /ndicate more than one type if needed.

[institutional Payroll

Clscholarship Service _Indicate Type Of Employment

[[IFederal Work-Study

o Campus GO Campus 4= Choose On or Off-Campus and Department
g

Department: [Select

Supervisor(s):

| Enter Network ID if on-campus or
Enter a username to add as a supervisor: . .
Email if off-campus
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TruPositions

Weekly Hours Available for Position(s): List fotal number of hours per week per position I:I _

Times of Day Required for Position(s): List exact hours available such as 800 a.m. to noon M-W-F or Hours may vary to suit student class
schedule. Be sure to indicate evening and weekend hours. | |

Start Date:/ndicate exact date the student employee must begin work or simply ASAP. I:I _

Length of Employment: Academic Year, Fall Semester, Spring Semester, Summer or exact dares_| | _

Wage Rate

Duties and Responsibilities: Summarize the position responsibilities.

o

All fields are required

Qualifications: /st the qualifications necessary to perform the duties and responsibilities of the position.




Compelencies:
Mleaze list skills in ary o aff of the g areds. pHes are

TruPositions

Communication Skills: Lidse e oral cor cal wilient

Maintain a profinssional cloan lab onvimomont

4 af have abiify i rocognie, inifiate and complodo vanious fasks

Critical/Creative Thinking and Problem Solving: Resoive neads of clents
Trowubie shool furdware profiems

Clerical: Type af foast (50 wpm
Abifity to mult-iask

Excellent filng skils

Maintain accurate reconds

Ci ina Di Apply af compiter rolatod majpons
Assist stodents enrolied in Enguage courses
Assist faculty with course preparation

I Extibait otz and courtesy

Exihibit positive cusiomer relations skills

Team Work/Team Leading: Willingriess o fedrr and o train otfers
Demonsirate abillty to work positively with others

Maintair a p clean lab emvros

Self-Directed Learning: Work unsupenased, have abilly to récogmize, intiale and camplate vamous tasks

Multicultural: /ave abilly to work with diverse campus popuilations
L accept and app different cultures
Expand gonoral knowlodge of foreign culfunes

Competency fields are not required but we strongly
encourage you to fill them in so the student will have a
greater knowledge of the skills required for the position
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Additional Information: Any additional comments and/or requests pertaining to the position.

Add || Cancel I

I Add any additional
information relevant
Click Add to post to the position

your position
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TruPositions Home /

Welcome, Preferences Logout

Student Employment Position Listing

Add New Deactivate All Jobs

Total rows: 1

Clear all
\ Financial Aid M eV 1alv] [alv] | [all]v] [all] |v]

Position Title Location | 5 W Hours Active | Applicants  Supervisors
Office Assistant Financial Aid R N 20 y 0

Position is active for
students to apply
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TruPositions Home /

Welcome, Preferences Logout

Student Employment Position Listing

Add New Deactivate All Jobs

Total rows: 1

Clear all
\ Financial Aid M eV 1alv] [alv] | [all]v] [al] |v]

Position Title Location | 5 W Hours Active | Applicants  Supervisors
Office Assistant Financial Aid R N 20 y 0

Click on Position Title to make
a change to your position
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Wekcome, . _ . Preferences Logout
Student Employment Position Listing

Thete are currently O applicants for this position,

Position Title: [Office Assistant :
Position Listing Status:

Cietive
®inactive
Type of Employment: indicale mare thar ome lype f needed.

Minstitutional Payrall
Scholarship Service
MFederal Work-Study

®On-Campus Off-Campus
" |Select |
Suporvisor(s):
ntera N — 7|

‘Weekly Hours Available for Position(s): L fofal number of ows per week per m‘.\]‘mr(gﬂ

Times of Day Required for Posktion(s): / isf caact howrs avallabic such as 800 am_ to noon MW-F or Hours may vary fo suft student class
scheatle. Be sure to indicate evening and weekend hours. [Momings N-F ]

Start Date:ingicate exact date the studont omployoe must bogin work or simply ASAR, |r-al| 206 |

You can make any
changes you want to
your position

Personal/Social: Exfibit professionalism and courtesy
Exhibit positive customer relations skills

Team Work/Team Leading: Willingness fo learn and to train others
Demonstrate ability to work positively with others

Multicultural: Have ability fo work with diverse campus populations
Understand, accept and appreciate different cultures
Expand general knowledge of foreign cultures

Additional Information: Any additional comments and/or requests pertaining to the position.

When you are finished making

changes, click Update




Now that your position is posted,
you will receive an email when a
student has applied for your
position.

You can then view their application
on TruPositions.



Click on Position
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TruPositions Home /

Welcome, Preferences Logout

Student Employment Position Listing

Add New Deactivate All Jobs

Total rows: 1 Clear all
Financial Aid M (e~ [alv] [alv] [all][v] [all] [v]
Position Title Location | S W Hours Active  Applicants  Supervisors

Title to VieW ‘ Office Assistant Financial Aid A N R 20

applicants

N 1
- I I

This position is
active and has
one applicant
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TruPositlons Home /

Welcome, Preferences Logout

Student Employment Paosition Listing

There are currently 1 applicants for this position.

View Applications

Click View Applications



TRUMAN

STATE UNIVERSITY

Majors & Programs ~ Admission & Cost  Student Life ~ Alumni & Donors  Athletics

TruPositions

TruPositions Home /

TruPositions Home Welcome Preferences Logout

Position Listings

Office Assistant Applications

Tutorials
Forms
Contact Us | Delete Selected || Email Selected |
Click on the —_—

[Showall] []|ltshowail [+]f| [Shewal] [v]

applicant’s “ -
D‘ Name Term Hours Apply Date © } Rating

\
‘ [m] |2016 2017 Acagenic vear 16-20{6/3/2016
name to Export to Excel

view their
application.

<




Office Assistant

Hours per Week: 16-20

Personal Data
First Name:

Last Nama:
Banner ID:
Local Address:
Home Address
E-mail:

Home Phone:

Cell Phone:

If yos, where?

Education

Majer(s): Education

Minorisk:

Term of Employment: 2016-2017 Acadormic Yoar

Have you worked for the Unhversity before? No

List any relatives presently smployed ot Truman: nono

TruPositions

The student’s
4= information will
appear to the left.

Rater This Appiication Ciosa | a
Rating: |-~ I
Notes:|

You can make
comments and rate the
applicant and they will
be saved when you
click Close in the
upper right hand
corner.
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TruPosttions Home /

TruPositions Home Welcome, Preferences Logout

Position Listings

Office Assistant Applications

Tutorials

Forms
Contact Us | Delete Selected || Email Selected |_

Total rows: 1 Clear all

Showial] []|ltshowany [ [Showal] [v]

E Name | Term Hours Apply Date — | Rating
- O |2016-2017 Academic vear 16-20|6/3/2016 [
Export to Excel

Send the student an e-mail instantly by selecting their
name and clicking Email Selected

<




TruPositions

Send Email
From Name
From Email:
Subject:
cc:
Message:

FENFCRT
B I U=x,x & & =)

‘ Send H Cancel ‘

Here you can contact the student for an
additional interview or instruct them to
fill out the scholarship renewal,
institutional clearance, or work-study
clearance form.
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TruPositions Home /

TruPositions Home Welcome Preferences Logout

Position Listings

Office Assistant Applications

Tutorials
Forms
Contact Us - [ Delete Selected || Email Selected |
Total rows: 1 Clearall
\ Show all | [ ]|1 Showai] ﬂ\ [Showal] [v]

(] Name ‘ Term Hours Apply Date © ‘ Rating
O |2016 2017 Acadenmic Year 16-20[6/2/2016 L

Export to Excel

You can delete students from your listing once you
have notified them by selecting their name and
clicking Delete Selected




A few tips on position listings

[f you are going to use a position in the future, simply
make it inactive so you don't have to re-enter it every
year.

Once you delete a position or applicant, it is gone so
please be careful when deleting.
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