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Apply online at 
NDSCS.edu/Join-Our-Team

Student Employment -  
All Positions > Click on  
“More Info and Apply”

If not accepted,  
contact HR for new 
referral.

Take two forms of 
identification to 
HR to complete I-9 

Verification (see back for details). 

This MUST be done before you 
can begin working. HR will 
notify your supervisor that you 
are ready to begin working 
when this is completed.

Contact HR for 
referral

NDSCS.HR@ndscs.edu 
701-671-2903 or stop by 
Haverty 120

If accepted watch 
for 2 emails:

1. Accept Job Offer
2. Complete the background 

check from Sterling 

Contact supervisor 
for start date and time.

Start working and using 
WebClock.

Visit with Hiring 
Supervisor in person,  
by phone or email

Watch for email from 
PeopleSoft to complete 
the Onboarding Proceess.

$$$$ 
PAYDAY!!!

HUMAN RESOURCES   
Haverty Hall 120  |  701-671-2903  |  NDSCS.HR@ndscs.edu    

STUDENT EMPLOYMENT

9STEPS TO 
PAY DAY

STUDENTS: Are You Interested 
In Working On-Campus?

10/22



NDSCS has the following possibilities for student jobs: office, faculty 
assistant, elementary reading tutor, note taker, cleaning, athletics, student 
security, tour guide, computer technician, library assistant, student center 
supervisor, game room attendant, resident assistant, student assistant and 

more. 
 

New Employees hired at NDSCS must complete new hire forms in HR prior to starting work.               
The process takes approximately 30 minutes. 

 

LISTS OF ACCEPTABLE DOCUMENTS 
 

All documents must be UNEXPIRED & CANNOT be copies. 
 

Employees may present ONE selection from List A or  
a combination of ONE selection from List B and one selection from List C. 

 
 

Direct Deposit is required: 
 You will need to bring/know your bank routing and account number to fill out the direct deposit form. 



Attention Students! 
PTK Scholarships 

Each year NDSCS’s Beta Mu Rho chapter of Phi Kappa Theta Honor Society encourages students 
to apply for the All-USA Academic Team. The All-USA Academic Team seeks to honor 
outstanding students from a variety of backgrounds and disciplines as representatives of all 
outstanding students enrolled in associate degree/certificate programs. NDSCS is limited to 
nominating a total of four students (2 transferring to a bachelor's program and 2 entering the 
workforce immediately upon associate degree/certificate completion). All-USA Academic Team 
nominees may also be considered for the Coca-Cola Academic Team, New Century Pathway 
Scholarship programs, and All-State Academic Teams. To be considered for these scholarships, 
students must have a completed application on file and be nominated by the designated 
nominator on their college’s campus. You may complete the application at the Phi Theta Kappa 
website: https://www.ptk.org/. Select the Scholarships tab at the top of the page, and then 
either the Transfer Students or Career Tech Students. There is a link on either page to “Apply 
Now”, which will take you to the application page. Please complete the PTK Scholarship 
Application. The fall application is available now, and the deadline for student submissions is 
December 1st, 2023. 

As the Phi Theta Kappa advisor responsible for evaluating the scholarship applications, I will 
then screen the applications and submit nominations by December 8th. I encourage you to 
apply. If you have any questions about the scholarship application process, please contact me. 
Please note that there are several other scholarships available on the Phi Theta Kappa site you 
might be interested in or eligible for. 

Sincerely, 

Jeffrey C. Hart 
Associate Professor, Social & Behavioral Sciences 
435 Old Main, NDSCS 
Jeffrey.hart@ndscs.edu 
701-671-2342 
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