GETTING A PART-TIME JOB
Note: This handout is geared towards jobs that don’t require a degree.
 If you’re looking for post-graduation jobs or internships, use the Job Search Process handout or virtual workshop.
Make Your Part-Time Job Part of Your Career Plan

Yes, a job is a source of income, and we know that’s probably your primary reason for getting one. But part-time jobs can also play an important role in your career preparation and future employability. Consider what skills, experiences, and professional contacts you’ll need for your future career. (The Career Center can help you identify these!) Look for a job that will help you gain some of these things. This might be a job that is similar or directly related to your career goal, or it could be a job that gives you opportunities to hone key transferable skills, or even an unrelated job in a similar work setting that lets you meet people in your field. 
Using Handshake to Search for Jobs

Handshake is Boise State’s web-based and mobile friendly job search database where you can search for part-time jobs on and off campus, internships, and full-time jobs. 
To log in: 
1. Visit boisestate.edu/career/handshake-students-alumni
2. Click on “Log in to your student Handshake account” 
3. Click on “Boise State University Sign On” and use your Boise State username and password
Searching for jobs: 

1. Click on “Jobs” on the top navigation bar 

2. You can refine your search using the filters at the top, such as Part-Time or On-Campus 
3. Click on the title of a job that interests you to see the job description

4. Pay careful attention to the application instructions in the job description. Some jobs will have you apply through Handshake, while others will ask that you do something else.

5. Use the job description to prepare your targeted application materials. For help with this, check out the resources for developing targeted resumes and cover letters in our Virtual Career Center: boisestate.edu/career/virtual-career-center/application-materials
6. If applying through Handshake, click the “Apply” button, then attach the documents requested in the job description. Ideally, your documents should have a names that include (1) your name, (2) what type of document it is (i.e. resume, cover letter, transcript, etc.), and (3) the job title you’re applying for.
On-Campus Jobs

Why work on-campus? In addition to convenience, jobs on-campus have many benefits. Supervisors understand your priorities and are committed to your success as a student, as well as to providing professional development opportunities to help you prepare for a career. Students who work on campus tend to feel more connected to campus and develop friends and mentors, which leads to greater academic and post-graduation success.
Where do I find them? Most on-campus student jobs will be posted on Handshake. Once you’ve logged in and navigated to the Jobs section, click on the On-Campus filter at the top of the page. If you’re interested in something specific and you don’t see it posted, contact that department directly to find out if and when they are hiring for the job you’re interested in. 

When are they posted? Each Boise State department does their own hiring, and this happens at different times for different departments. Because job postings are coming and going all the time, make sure to check Handshake at least once a week. For jobs starting in the fall, most are posted in July or August. For spring, jobs start appearing before Thanksgiving and continue through the start of the semester. Some openings do come up mid-semester, though not as many.
How do I apply? There is no standard application for on-campus jobs; each job has its own application procedure. Make sure to carefully read and follow the application instructions in the job description. If it asks you to apply through Handshake, do so by clicking the Apply button, then attaching the documents requested in the job description. 
What does it mean if a job says “Work-Study Only?” Some jobs will include this in the title. Work-Study is the name of a specific financial aid award, and you are only eligible to apply for these jobs if you have received a Work-Study award as part of your financial aid package. If you are unsure if you have a Work-Study award, contact the Financial Aid office. 

Finding and Applying for Jobs Not on Handshake
Many companies don’t do a lot of advertising for part-time positions beyond in-store advertising (such as a “hiring” sign in the window) and word-of-mouth.  Having a plan will help you find a job that is a good fit!

1. Start by taking inventory of your interests, goals, and skills. What type of work would you enjoy doing? What are you good at that would allow you to contribute to an organization? What type of job would help you gain the skills, experience, or professional contacts you’ll need for your desired career? The Career Center can also help you figure out what kinds of jobs you want to search for.
2. Once you know what kinds of jobs you want to look for, use tools like Google Maps to find local organizations you might be interested in working for. 

3. Visit the organizations you’re interested in and ask if you can speak with a manager. Dress as you would for an interview and bring copies of your applicable resumes. Explain your interest in a job and the skills you can offer. If they are not hiring, ask for referrals to other places that might have similar positions.

4. Be prepared when visiting organizations. Bring copies of your applicable resumes. Prepare ahead of time for an interview – you may be interviewed on the spot, but even if you aren’t, this will prepare you to talk about yourself effectively in the conversation. Use our interviewing resources in the Virtual Career Center to prepare: boisestate.edu/career/virtual-career-center/interviewing
Resumes for Part-Time Jobs
There is a lot to know about writing effective resumes, so we highly recommend starting with our virtual workshop on resumes (boisestate.edu/career/virtual-career-center/virtual-workshops-resumes-cover-letters), even if you’ve learned about or created resumes before. Here are some additional tips to help you write resumes for part-time jobs in particular.
Targeting Your Resumes: Consider creating a couple versions of your resume rather than creating a new resume for each job, as you would if you were applying for internships or post-graduation jobs. This can save you a lot of time, but still allow you to provide resumes that explain how and why you’re qualified to do the job. Try to categorize the types of jobs you plan to apply to. Use the generic job descriptions in O*NET (onetonline.org) and/or look at several similar job descriptions and create a resume for each category that addresses the common tasks, skills, and other qualifications desired. For a specific job you’re really excited about, you may want to still write a targeted resume for that opportunity.
What Counts as “Experience:” Feel like you don’t have any experience? You probably have more than you think. On a resume, anything applied that you’ve done outside the classroom can be considered experience. This can include paid jobs, informal/unpaid work like helping with a family business, volunteer work, extracurricular activities, and even class projects. You can choose to highlight any of these and describe relevant tasks, skills, and achievements. 

Focus on What’s Relevant: Through how you organize your information, where you put things on the page, and how you describe things, make sure to focus on what’s most important for the types of jobs this resume is for. Consider that you can group different types of experiences together to highlight what’s most important. For example, you may list a job, an extracurricular activity, and a volunteer experience together in a “Relevant Experience” category. When you describe your experiences, include details that relate to the job you’re applying for, using words from the job description, and minimize details that don’t relate to this job.
Cover Letters: While part-time jobs off-campus don’t generally require a cover letter, some student jobs on-campus do. If you need to write one, the virtual workshop on cover letters (boisestate.edu/career/virtual-career-center/virtual-workshops-resumes-cover-letters) will give you all the information you need.
Fraudulent Job Postings
Carefully evaluate and research jobs you find online. While there are many great opportunities from legitimate employers posted online, there are also scams out there, even on reputable career sites. We unfortunately see occasional fraudulent postings on Handshake as well, despite our monitoring of incoming postings. If it sounds too good to be true, it probably is!  
It is important that you carefully review job postings for signs of fraud. You can find more information about this on our Handshake login page. If you are in doubt about an opportunity, don’t hesitate to contact the Career Center at 208-426-1747 or career@boisestate.edu.

The Career Center can help! Make an appointment at boisestate.edu/career/appointments or call (208) 426-1747[image: image1.png]



