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Getting Started 
 
The Student Employment office now handles all student employment on campus. The 
Student Employment Web service is here to help students and employers in the job 
posting and hiring process. With this tool, you will be able search for jobs, receive emails 
about new openings, and apply for positions.  
 
Before you can be hired for any position on campus, you must make sure you have an  
I-9 and W-4 form on file with the Student Employment Office.  

• To download the I-9 and W-4 forms you must go through your myNEU account, 
then the “Self Service” Tab, then on to the “Student Employment” link. Continue 
on to the “Information for Students” and finally proceed to click on the “student 
forms” link.  

 
Please make note of the appropriate documentation necessary to hand in these forms 

and bring them with you upon submission.  
 

 You must complete and submit all documents in person. 
 

Features for Students 
• Search for jobs: use any number of criteria to find jobs; receive automated email 

when preferred jobs become available; review history of job positions and hiring 
to get a better understanding of the University’s student employment needs. 

• Apply online: Enter information and instantly submit it to prospective employers. 
• Complete and Submit Weekly Timesheets Online: see Student User Guide – 

Timesheets. 
 
These new services use a Web interface and are designed, like other Web sites, to be self-
explanatory. Additional help on each Web page can be accessed by clicking these icons: 
 
The instructions contained in this document will explain step-by-step both the process of 
searching for jobs and applying online, as well as the software itself. Please do not hesitate to 
e-mail any questions to StudentEmployment@neu.edu. 
 
To begin using the myNEU portal, by typing in the following address into your internet 
browser’s address bar.   
 
 

https://www.myneu.neu.edu
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Federal Work-Study Basics 
 
IF YOU DO NOT HAVE WORK-STUDY THEN PLEASE SKIP THIS SECTION 
AND GO TO PAGE #7 FOR GENERAL STUDENT EMPLOYMENT 
INSTRUCTIONS 
 
If you are not sure if you have Work-Study then please refer to your Offer of Student 
Financial Assistance. 
 

Recipients of Federal Work-Study 
• Notification of Federal Work-Study is indicated through your financial aid award 

letter. 
• The Work-Study authorization amount listed on your award letter is the maximum 

amount you can earn for a semester.  
 

Federal Work-Study Authorization Levels 
• Federal regulations stipulate that Work-Study students are not allowed to earn 

wages through the Work-Study program that exceed allocation awarded by 
Financial Aid. 

• This means that if you are awarded $1000.00 in Federal Work-Study funds, 
$1000.00 is the maximum amount which can be earned during that specific 
semester.   

• Once you have earned your allotted award you must stop working immediately. 
• You are responsible for monitoring your earnings/hours worked.  

 
Federal Work-Study Pay Rates 
• Your pay rate is based on the job you are performing.  
• Since your Work-Study award is of a finite amount, your pay rate determines the 

number of hours that you are able to work.  
• In order to determine the number of hours you may work for the semester, divide 

your Work-Study authorization amount by your hourly pay rate, and then by the 
number of weeks in the semester or the number of weeks during the semester that 
you wish to work.   

 
Federal Work-Study Regulations 
• You may work a maximum of twenty hours per week. 

 ! Exception! You may work more than twenty hours on finals week and break week. 
This exception only applies if you have the available funding from your Federal Work-
Study award. 
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Federal Work-Study Registration 
• You must be hired every semester. Even if you are working the same position 
• To apply for hire: 

1. Log in to your MyNEU account. 

 
2. Click on “Self-Service” 
 

3. Under the “Work Resources” click on “Student Employment”  
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4. Click on “Information for Students” 
 

 
 
5. Click on “Find a Job” 

 
6. Search the Student Employment data base to find a job that is suitable to you, 

and apply for the job. 
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7. Take note of the positions you apply for, so you will have the contact information 

for each employer. 
8. You will receive an e-mail from the department that you applied to indicating if 

you have been hired. 
9. You will then receive an e-mail from the Student Employment site confirming 

the approval of your hire.  
10. At this point the hiring process is complete and you can begin to work. 
 

When to begin working 
• Do not begin to work until the hiring process is completed.  
• Shortly after the hiring process has been completed you will log back on to the 

system through your myNEU account to complete your time sheet 
Changing Federal Work-Study positions 
• You may change jobs at any time but in order to do so you must contact the 

Student Employment Office and inform them.  
• After you inform the Student Employment Office you then go through the online 

job finding process again and register. 
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General Student Employment Basics 
 

 In regards to part-time positions on-campus,  students must go through the application 
process and apply specifically for part-time positions. Any student that applies for a 
Federal Work-Study position that was not awarded Federal Work-Study will be rejected 
for that position. Students must complete the hiring process for all part-time non work-
study positions. 
 
General Student Employment Registration 

• To begin the hiring process. 
1. Log in to your MyNEU account. 

 
2. Click on “Self-Service” 

 

 Page 7 of 14 
 



Northeastern Student Employment Web Site – Student User Guide - Jobs Updated July 28, 2005 

3. Under the “Work Resources” click on “Student Employment”  

4. Click on “Information for Students” 
 

 
5. Click on “Find a Job” 
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6. Search the Student Employment data base to find a job that is suitable to 
you, and apply for the job. 

 
 

7. Take note of the positions you apply for, so you have contact information for 
the employers. 

8. You will receive an e-mail from the department that you applied for 
indicating if you have been hired. 

9. You will then receive an e-mail from the Student Employment site 
confirming your approval of your hire.  

10. At this point the hiring process is complete and you can begin to work. 
 

When to begin working 
• Do not begin to work until the hiring process is completed.  
• Shortly after the hiring process has been completed you will log back on to the 

system through your MyNEU account and complete your time sheet 
Changing General Student Employment positions 
• You may change jobs at any time but in order to do so you must contact the 

Student Employment Office and inform them.  
• After you inform the Student Employment Office you then go through the online 

job finding process again.
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JobMail 
 
 

Signing Up for JobMail 
• The JobMail system allows you to "subscribe" and receive e-mails when a 

new job is added or significant changes are made to a job.  
• To subscribe to JobMail,  

o Log into your myNEU and log onto the Student Employment Site. 
o Then click on “Signup for JobMail” 

• Then enter your personal information on the page, then click the "Next" 
button.  
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• Your e-mail address will only be shared with those employers that you select. 
• On the second page, select criteria to customize the types of job postings that 

automatically trigger e-mails to you.  
• You can choose criteria by selecting any items you wish to add from the left 

side (or unselected) list box and clicking the "Add" button to move it over to 
the right side (or selected) list box.  

 
• After you have selected all the items you wish to include in your JobMail 

subscription, click the "Finish" button to subscribe.  
• You may subscribe more than once to receive multiple different JobMail 

preference combinations. 
 

JobMail Page 
• The JobMail Display page allows you to review, edit, or delete your current 

subscription(s); or add a new subscription.  
• You may only create as many subscriptions as there are Job Types.  
• If you do not yet have a subscription for all job types, you are first presented with 

the option to create a new subscription.  
o If you do have subscriptions for every job type, you will not see this 

option.  
• To add a new subscription, select the job types you would like to add the 

subscription for, and click the "Continue" button.  
• You will go to the same page you saw when creating your first subscription.  
• There you can select criteria that will make up your mew subscription.  
• Next, on the JobMail Display page, you should see your subscriber profile 

information.  
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• If you would like to edit your profile, click the "Edit Your Profile" button.  
o You cannot edit your email address.  

• When you are done changing your profile, click the "Update" button.  
• Finally, on the JobMail Display page, you should see all your active subscription.  
• Each subscription is labeled by the job types it is associated with.  
• The details of the subscription are also displayed, grouped by the type of criteria 

they fit into (i.e. "Category", "Time Frame").  
• You also have the option to edit or delete a subscription.  
• Just click the "Edit this subscription" or "Delete this subscription" links to 

perform that action.  
• WARNING: There is no confirmation if you delete a subscription. It will be 

deleted immediately.
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Equal Opportunity Policy 
 

• Northeastern University is committed to providing equal opportunity for all 
students in those matters involving admission, registration, and official 
relationships with students.   

• In addition to practicing policies of nondiscrimination, the University takes 
affirmative action in the recruitment of students.   

 
The University Affirmative Action office is located at 424 Columbus Place. They can be 
reached at 617.373.2133. 
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Student Employment Office Contact Information 
 

 
 
 
 

 Student Employment Office 
354 Richards Hall 

Northeastern University 
360 Huntington Avenue 
Boston, MA 02115-5000 

Phone: 617.373.3200 
Facsimile: 617.373.8735 

Email: studentemployment@neu.edu  
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