Submit completed form to Sheryl or Sheena 

MU LIBRARIES

NOTIFICATION OF EMPLOYMENT

STUDENT ASSISTANT
Name of Student: ___________________________________
 
Student ID # _______________ 
Employment Status:
New hire _____
Rehire _____ 
Transfer______   Concurrent appoint_____
Department Address/Unit: 
_______________________________________________ Phone #________________

Supervisor: 
______________________________________________________________________

Date of first day of work: ______________________   Student Level:
____1   ____2
____3
Hourly Wage: 
____________________
No. hours/week: ____________________________

Salary and Wages (S&W) _____
Work Study (OE) ____   if OE, total award $____________

Other (e.g., grant)              _____
To your knowledge, is the student currently employed within the library or elsewhere at the University?


____ Yes
_____ No                  ____ Worked at MU within the past year
How was the candidate identified:

____ I used the student applicant pool
____ Word of mouth/referral


____ Personal knowledge of the individual
____ Work-study referral

____ Other (please specify) _____________________________________
______________________________
 
__________________________

____________

Name of person signing this form                                Supervisor Employee ID#
Title
!Attention All Supervisors!
This Student is replacing (if applicable) ____________________________________
Please have employee review the JELL Caps Center Schedule below and check attendance date, and circle which time.
New Employee Registration Schedule below:
 Monday 
Arrive in between   8 a.m. - 4 p.m.    
 

 Tuesday

Arrive in between   8 a.m. - 4 p.m.    
 Wednesday
Arrive in between   8 a.m. - 4 p.m.           
 Thursday

Arrive in between   8 a.m. - 4 p.m.        
 Friday

Arrive in between   8 a.m. - 4 p.m.        
Please contact the JELL Caps Center if you should have any questions:
Location:

1095 Virginia Ave
(573) 884-7913   Francie Martin, JELL Caps Manager


Room 101

(573) 884-7938   
The student will receive an email from HRS asking them to start the first steps of their new hire paper work filling out emergency contact information, direct deposit, personal data, and tax information all online.
All the following items MUST be brought to New Employee Registration (NER) or the hiring process cannot be completed:

***Failure to produce the required documents at NER will result in delay of hire date***
_____ Employment Authorization Identification: (required)
             
         
(Share the “Lists of Acceptable Documents” with employee)

_____ Original Social Security Card (required)

                           
(Soc. Sec card must be provided to verify W-4 information)
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