BUhub User Guide for Staff (Student Helper Jobs)

A. Post a Student Helper Job at BUhub

1. Visit BUhub.

Alumni,
Employers & Mentors

Students & Academic/ Teaching Staff

Eorgot your password?

or Log in with your

BEEeA -

If you are a UIC student, please sign in using your email address. Log i n i n With you r SSO i d

For alumni account registration, please click here,

For employer account registration, please click here.
Encounter a sign-in problem?
For alumni, please contact Alumni Affairs Office.

Far students and staff, please contact Office of Information Technology:

Far employers, please contact Cares

For mentors, please contact Office of Stu
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2. Please choose the ‘Job’ module.
Choose “Job’
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3. Click “Create a Job Post’.
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4. Enter all the job information and then press ‘Submit’.
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It usually takes two working days to process your job posting request. An email will be sent to you once the
job request is approved and your job vacancies will be posted at BUhub.

B. View Applicants at BUhub

1. Login to BUhub and choose the “‘Job’ module.

2. Click the job title.

3. A list of applicants will be shown.

Project Assistant

Applicants

HeplthCheck Student001
View Shortlist this applicant

Details

Scheme Code 515 2020-21

Scheme Name sis

Job Reference Number

Number of Vacancies)

Applications are shown here

Click ‘View’ to download the
applicant’s CV

4. You can then contact the applicants directly for interview by phone or email.
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