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Transitioning away from DukeList…
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… to Duke Student Employment 
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Why the change?

Streamline job posting

Workflow job approval process ensures jobs are reviewed timely and are compliant.

Customize job specific questions on the application to find the “most qualified” candidates for 
job(s).

Systematic e-mail alerts ensure timely communications amongst everyone (employees, 
supervisors, site administrators).

Internal access to fund codes, student schedules, remaining award balances, and other resources 
to help managing positions and meet mandatory compliance requirements.

Broadcast e-mail tools for improved communications between employers and employees.
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Training Overview

Access JobX

Find Job Postings

Complete Applications

Dashboard

Questions



Access JobX
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Access JobX

Navigate to the Duke 
Student Employment 
homepage.

Look for the
Students option & click 
on this.
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Student
Login to JobX 

Enter the Student portal
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Logging into the system will bring you to this page.

Student Login



Find Job Postings
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Find
Job Postings
HOW DO I  FIND A JOB IN JOBX?
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Find a Job

Click on Find a Job to bring up search criteria for job postings
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Choose the criteria for your job search

Search Job Postings



NGWEB SOLUTIONS, LLC - CONFIDENTIAL AND  PROPRIETARY - DO NOT 
SHARE WITHOUT PERMISSION 14

A listing of open jobs will appear for the criteria you 
input/chose

Search Job Postings
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Click on the Job Title to bring up the full job details and the apply button: 

Apply for a Job



Complete a Job 
Application
WHAT STEPS DO I TAKE TO COMPLETE AN 
APPLICATION?
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The Job Application may vary 
depending on the job selected based 
on the posting the employer has 
provided

Fields denoted with a red * are 
required fields

General info will be pre-populated 
based on the info that is in the 
system (ie Name, Student ID, Email)

Complete the application!

Apply for a Job – Complete Job Application
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Once you’ve completed the application, click the Submit button.  You should 
then see that your application has been successfully submitted.  You will have a 
dashboard view of the status of all other applications you’ve submitted.

Apply for a Job – Application Submission
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Once you’ve submitted your application, the employer will contact you if 
you are selected for an interview.  JobX is setup to allow employers to 
send emails directly from the portal.  Employers can send emails to make 
initial contact, setup interviews, &/or inform that a position has been 
filled.

You are also able to check your application status via your Dashboard.

Next Steps after Application Submission



Dashboard
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Dashboard
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Dashboard Information – Employee Information

Your Dashboard has 3 information tabs (Employee Information, Applications, and Job Mail).  

Employee Information provides info such as your hires, your awards, and your class schedule.  Applications 
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Dashboard Information - Applications

Your Dashboard has 3 information tabs (Employee Information, Applications, and Job Mail).  

Applications provides info on all the applications you’ve submitted and/or saved.
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Dashboard Information - Job Mail

Your Dashboard has 3 information tabs (Employee Information, Applications, and Job Mail).  

Job Mail allows you to setup a profile to receive emails any time a posting that fits your parameters is received.
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For questions related to Duke Student 
Employment, please contact the Office of 
Student Loans and Personal Finance at:

studentemployment@duke.edu

or: 919-660-3630

Questions?
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