
 
 
 

Using the Internal Career Site (Students) 
 

Overview 
This job aid outlines the process of using the Workday career site for students and includes applying to a 
posted job.  

 
Apply to Job 

Security Role(s): Student As Self 
 

1.​ From the landing page, select View All Apps. 
 

 
 

2.​ Navigate to the Jobs Hub. 
 

 
 

3.​ Select the Find Student Jobs option. 
 

 
 



4.​ You will now see the current posted student jobs available on the career site. You can see the title, posting 
date, and location for each job.  

a.​ By default, you will see all results 
b.​ You can refine the results by selecting specific criteria 
c.​ You can search for a specific job 

 

 
 

5.​ Select the Job Title to see additional details. 
 

 
 

 



 
6.​ You will now see all job details including the job description, minimum qualifications, the hiring manager, 

credentials, etc. Select Apply to begin the job application process. If you already have a student job and are 
applying to a different or additional job, please skip to step 8 in this job aid. If you do not currently have a 
student job, continue to the next step. 

 

 
 

7.​ You can then enter your information to apply for the job. 
a.​ Select Files to upload your resume 
b.​ Select Next to move to the next section. You will continue through sections for you to add 

details around your experience, application questions around your major and your availability to 
work, and disclosures for ethnicity, veteran status, etc. Complete the application by answering 
the questions provided in each section.  

You will select Submit when all sections are complete. 
 

 
 

8.​ You’ll want to have your resume ready to upload in order to apply. Select Files to upload your resume. 
There will be a short questionnaire for you to complete about your major, availability to work, etc. 
You’ll need to answer each question and then select Submit. 

 



 
 
 

9.​ The process is complete.  
 

 



Viewing Your Applications 
 

1.​ At any time, you can access Workday to see the applications that you’ve submitted. From the landing 
page, select View All Apps. 

 

 
 

2.​ Select the Jobs Hub. 

 
3.​ The Overview menu displays recent applications.  Click View All Applications on the Overview menu or 

click the My Applications menu to view the full application history. 
 

 
 



 


