
Submit a Job Card by visiting udel.edu/talentlink. Use the provided 
step-by-step resources, including a training video and written 
instructions for guidance.

Training Video:  How to Create and Submit a Job Card

Manual For Undergraduate Student Employment Sections: How to 
Create a Student Job and How to Customize a Student Application 
Form

Once the Job Card is submitted, it will be routed to the Student 
Employment Office for review. After the review, an email invitation 
will be sent to those listed on the Job Card to schedule a strategy 
meeting. This meeting will cover Talent Link training, expectations, 
and recruitment assistance.

If the Job Card is declined by the Student Employment Office, you 
will receive an email with further instructions.

Manual For Undergraduate Student Employment Sections:  Student 
Job Card: Approve/Decline Process

It’s time to start your recruitment! Be sure to use all the resources 
provided to guide you through each step. Whether you’re just 
getting started or deep into your search, we’re here to provide 
support and assistance whenever you need it.

Training Videos:  Managing Your Applicant Pool and How to Create 
and Submit an Offer Letter

Manual For Undergraduate Student Employment Sections:  How to 
Promote a Student Job, How to Invite to Apply/Waived Search, How 
to View Student Applications, How to Change an Application Status, 
and How to Enter Student Offer Letter Details and Create an Offer 
Letter

How to post a Student Job

THE STUDENT EMPLOYMENT OFFICE

STEP 1

STEP 2

STEP 3

http://udel.edu/talentlink
https://capture.udel.edu/media/How+to+Create+and+Submit+a+Job+Card/1_i4s20w0f
https://udapps.nss.udel.edu/extauth/sumtotal?originalURL=geonext/learnud/displaywidgetpage.geo?id=7356&ticket=ST-5008-hZql0q996MF3hkLmLRtm-BtN-DA-cas-prd2
https://udapps.nss.udel.edu/extauth/sumtotal?originalURL=geonext/learnud/displaywidgetpage.geo?id=7356&ticket=ST-5008-hZql0q996MF3hkLmLRtm-BtN-DA-cas-prd2
https://capture.udel.edu/media/Managing+Your+Applicant+Pool/1_vwgfkuef
https://capture.udel.edu/media/How+to+Create+and+Submit+an+Offer+Card/1_eb6wbxfz
https://capture.udel.edu/media/How+to+Create+and+Submit+an+Offer+Card/1_eb6wbxfz
https://udapps.nss.udel.edu/extauth/sumtotal?originalURL=geonext/learnud/displaywidgetpage.geo?id=7356&ticket=ST-5008-hZql0q996MF3hkLmLRtm-BtN-DA-cas-prd2

