
STUDENT EMPLOYMENT GUIDE 

“HOW TO APPLY" 
  



 

Let’s get you going on the road to being a student employee! 

Visit the Student Employment site (http://www.orangecoastcollege.edu/StudentEmployment)  
and click on the “Apply Now” button. 

 

 

Once you click on the apply now button, the Student Assistant page will come up.  Click the green 
“Apply” button.   

You will then be asked to create an account.  You can do this by clicking on the “create an account” link. 

  

http://www.orangecoastcollege.edu/StudentEmployment


 

 

The create an account page will then appear.  Please enter an email address that you will be sure to be 
checking.  All communications regarding the job you are applying for and possibly being hired for will go 
to this email address.   

1. Email address – that you will have access to and check 
2. User name – must be unique and cannot contain spaces or special characters 
3. Password – must be 8 characters in length and contain upper and lower case letters, numbers 

and symbols (pick something you will remember) 
4. Click the green “Create” button 

 

Captcha will be required.  Click on the “I’m not a robot” box. Then, click the green create button.  



 

 

 

A terms of service will appear.  Read through the terms of service regarding the government jobs 
application site.  Once you have reviewed the terms, click on the “I accept the Terms of Use and Privacy 
Policy.  Then, click the blue “Confirm” button. 

 

“Import your resume” will be the first step that comes up.  If you have a resume this will be a good 
option to help populate information directly into your application.  If you do not, simply click the green 
“skip this step” button and you can manually enter the information. 

  



 

 

 

You will then be prompted to go through the employment application.  Use this time to enter as much 
information as you can.  If you have no employment history, think back of volunteer work that you have 
done, or clubs, or committees that you have worked on.  Your application is a hiring managers first look 
at you.  Give them as much as you can.   

Note:  Be sure that when you reach the “Attachments” section of the application you attach the 
following items – 

• Required – current class schedule showing you are enrolled in at least 12 units 
• Optional – resume 
• Optional – cover letter – let a hiring manager know why you want to work for them and what 

you have to offer. 

Having trouble with your application – come by HR and we will help 

 

 

 

 

No computer to submit an application on – you are in luck! 

• Computer Center 
• Library 
• Campus Human Resource Office 
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