New Work Study Job Posting Workflow
Beginning on September 1, 2026, the following workflow will go into effect for posting jobs.
Step one: Submit Job Creation Request
Submit the department’s job creation request through Gravity Forms’ Student Employment Job Description.
Ideally, this needs to be done by the individual who will be the point of contact for the Work Study Coordinator (WSC) and supervising the student. If that person is not available to fill out the form, their name and contact information must be included in the form by the person filling it out on their behalf.
Please note: For each job you wish to have posted, you must complete a separate form. Multiple jobs listed in the same form will automatically be denied, and you will be asked to resubmit each request separately.
Step two: Initial Review by Work Study Coordinator (WSC)
The Work Study Coordinator in the Financial Aid office will review the job creation request to confirm that it meets all requirements for work study.
There are two possible outcomes during this step:
Approval
If your request is approved, the WSC will forward your request to Human Resources for further review. In this case, you can move to step three.
Denial
If your request is denied, the WSC will reach out to the supervisor listed on the form and explain what aspects of the request do not meet work study requirements.
After receiving this feedback, the supervisor can submit a new request form (step one), incorporating the feedback they received.
Step three: Secondary Review by Human Resources (HR)
HR will review the job creation request to confirm that it meets other requirements for employment.
There are three possible outcomes during this step:
Approval
If your request is approved, HR will move forward with posting the job in TAM. In this case, you can move to step four.
Denial
If your request is denied, HR will reach out to the supervisor listed on the form and explain exactly why the request has been denied along with potential solutions or alternatives options the supervisor may consider instead.
Request for More Information/Clarification (Pending Status)
If your request is unclear, HR may reach out to the supervisor listed on the form to ask for additional information/clarification. In this instance, HR will explain what aspects of the request they require clarification/more information regarding.
The supervisor will be in direct contact with HR during this process. Once HR has received further information, they will either approve or deny the request.
Step four: Job Posted in TAM
Once you have secured approval, HR will post your position in TAM and students can begin applying.
Please note: Detailed instructions about how students can apply in TAM will be listed on the work study website for students to follow beginning on September 1, 2026.
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