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On-Campus Jobs

• On-campus jobs are managed by the Student Employment Office 
and posted in Hire-a-Niner, UNC Charlotte’s job posting system 
managed by the University Career Center

• Be aware of timing of jobs -  may be posted year round but most 
opportunities are listed at the end or beginning of a semester

• Students graduate or leave a role which opens up the opportunity 
• Not all departments hire students, some hire more than others, etc.
• There is also a lot of competition for jobs

https://studentemployment.charlotte.edu/
http://hireaniner.charlotte.edu


Types of On-Campus Jobs

• Federal Work Study (FWS) 
• International students aren’t eligible

• Student Temp Wage (STW)
• UPIP Internships (UPIP)

• Undergraduate students only (not first year students)

• Graduate Assistantships (GA)
• Graduate students only 
• Administrative Assistant, Teaching Assistant, Research Assistant

*Review Student Employment website for more information and 
eligibility requirements

https://studentemployment.charlotte.edu/


Common employers

• SAC (Student Activity Center)

• Cone University Center

• Student Union

• Recreational Services

• UCAE (University Center for Academic Excellence) 

• Language and Culture Studies (tutors)

• Chartwells Catering

• Barnes and Noble Bookstore



Log into Hire-a-Niner at hireaniner.charlotte.edu 

http://hireaniner.charlotte.edu


Click on “Jobs” 
and select 
“On-Campus 
Employment” 
under “position 
type.”



Set up a Job 
Alert

Job Prefix 
Legend

Search by 
Keyword



A green “apply” 
button appears if 
you’re eligible



Applying to job postings
• You must have an approved resume in Hire-a-Niner in order to 

apply to an on-campus job

• An approved resume means your resume meets minimum 
standards that employers expect: 

*It can take up to 2 business 
days to get approval



Resume 
Check List

career.charlotte.edu

careerdocs.uncc.edu/guide/careerguide



Resume Approval
hireaniner.charlotte.edu



Resume Writing Resources

• UCC website - https://career.charlotte.edu/resumes?ref=iwantto
• Professional resume templates available to download 

• Career Guide
• https://careerdocs.charlotte.edu/guide

• Resume Writing Checklist – basic requirements for Hire-a-Niner 
resume approval

• https://careerdocs.charlotte.edu/pdfs/ResumeChecklist.pdf

• Attend career coaching drop-ins or a Career Meet Up 
• Check career.charlotte.edu for more info



Job application tips

• Customize your resume and cover letter (if needed) for each 
position 

• A generic cover letter is the number one reason why departments will 
likely not move forward with your application

• A cover letter tells the employer why you’re interested in the 
position and discusses more about your skills and experience

• Check out the Career Guide for resources on cover letters
• Visit career coaching drop-ins for a cover letter review
• Attend a Career Meet Up on cover letter writing 

https://careerdocs.uncc.edu/guide/?ref=topmenu


Following up on a job application

• What is appropriate follow up?
• Wait at least one week and email/call department to check the status of 

your application/ask if the role has been filled
• If yes, wait another week and then check back

• Know when to “move on”
• If you have inquired about the role twice, it’s best to wait
• Accept “no” gracefully and respectfully (no negotiations)  
• Stay positive and keep applying!
• Use your contacts!



Ethical employment search

• “UNC Charlotte expects any student accepting a job offer to honor 
their commitment to the accepted position and company.”

• Students are urged to cease their job search upon accepting an 
offer. When faced with an offer:

• Ask the employer for 24 hours to consider the offer
• Contact any “first choice” employers you’ve interviewed with to see if 

they’ve made a hiring decision and let them know of your other offer(s)
• Do not accept an offer until you have made such contact and are satisfied 

that you will stay with chosen employer

• View full policy: https://career.charlotte.edu/policies



Career coaching drop-ins

• Resume review

• Cover letter help

• LinkedIn profile review

• Monday-Friday from 10am-3pm

• Virtual or in-person at the UCC – Beside Atkins Library



You’re hired!

• 20 hours a week MAX while the semester is in session

• More than 20 hours a week during school breaks

• It is up to YOU to keep track of your hours

Failure to abide by these rules are a violation of your 
F-1 status!



I-9 process

• Complete your I-9 forms online

• Complete all pages of new hire paperwork

• Drop off proper documentation to HR (King Hall)

• Receive verification within 2 business days

https://hr.charlotte.edu/recruitment-and-hiring/ne
w-employee-forms

https://hr.charlotte.edu/recruitment-and-hiring/new-employee-forms
https://hr.charlotte.edu/recruitment-and-hiring/new-employee-forms


Social security card
• If you received an on campus job through Chartwells, 

Bookstore….you will request a letter from ISSO to take to SSA

• If you received an on campus job such as a graduate 
assistantship, a teaching assistantship, or a research 
assistantship….you will request a letter from HR to take to SSA



Important Things To Know
• Do not email office staff regarding job opportunities

• At UNC Charlotte, you CAN work for up to 90 days without a 

Social Security number.

• Do not plug in your birthday for your Social Security number.

• SSA is available now for walk-ins, and appointments

• Please be patient with ISSO, HR, and SSA.



Questions?


