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STEP 1: LOGGING IN & COMPLETING YOUR PROFILE
Go to HireaHawk.com and click on Students Log-In. Enter your hawkid and password. This
should take you to your HireaHawk homepage. If this goes to a registration page, please contact
the Career Center at 319-335-1023 or sherry-rhinehart@uiowa.edu

From your homepage, go to the My Account tab. Then select Personal, followed by Academic.
Be sure to also complete the Privacy tab after clicking on Personal. Edit each area and complete
some additional required fields.
Your profile should be updated with your new information each semester as not making these
updates could cause you to become ineligible for certain jobs. When finished updating, click
Save Changes and Continue on each page. Once this is done, you can move forward in the
system to upload documents, search jobs etc.
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STEP 2: ADDING DOCUMENTS
Once your profile is updated, it is time to add the necessary documents that allows you to apply
for jobs within the system. Click on the Documents tab. To add documents, click Add New &
Pending. From the next screen, you can upload resumes, cover letters, applications and other
documents.
We highly encourage you to fill out a General Student Employment Application first (Follow
STEP 3 below). Within HireaHawk, the first resume you submit needs to be approved (this
usually takes 24-48 hours) by the Career Center to ensure you are meeting the minimum
qualifications to market yourself effectively to employers. You will need to have an application
and/or resume uploaded to apply for jobs. To upload a resume, cover letter, or additional
document, click on Add New towards the bottom of the screen.
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Once you have begun to upload documents and you have an approved resume, your Approved
Documents section should look similar to what you see below:
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STEP 3: STUDENT EMPLOYMENT APPLICATION
To upload a Student Employment Application, go to the Help tab and then click on FAQ &
Resources. Here, you will find the Student Employment Application. Click on the link and
download the file. Complete the application and save it to your computer before ultimately
adding it to your Documents section.
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To add the application to your documents section following completion, go back to the
Documents tab and click on Add New & Pending, then Add New towards the bottom of the
screen.

6

Be sure to change the Document Type to Student Employment Application and give it a Label
when saving. If you upload multiple applications, be sure to save them with a different name.
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STEP 4: SEARCHING FOR STUDENT EMPLOYMENT JOBS
Click on the Current Postings tab, then Search & Apply. To find Student Employment Jobs only,
click on the Student Employment tab as seen below.

Instead of scrolling through all 382 jobs that you see above, we recommend that you click on
Advanced Search and select the criteria that is important to you. Focus on the Position Type, Job
Function (You can select as many as are applicable), Semester Student Employment Job is
Available, and On-Campus Student Employment Job sections. These are the categories that will
directly relate to Student Employment. You can select as many or as few from each category as
you would like.
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STEP 5: SAVING YOUR SEARCH
Once you search based on the criteria you selected from the Advanced Search, the matching jobs
will pop-up. From there, click on Save Search as shown below, give your search a Title, and
select how often you would like emails sent with New results only. This is a fantastic way of
letting the system work for you.
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STEP 6: APPLYING FOR JOBS
To view a position, click on the job title for more details.

Click on the Apply button to submit the requested documents. If you do not have any documents
uploaded within your Documents tab, the Apply button will not be available. If you reach this
point, please go back to STEP 2 above. If the employer wants you to apply outside of the system,
directions will be listed under How to Apply within the job posting.
The documents you need to submit will be listed as highlighted below. For the job below, the
only requirement is the Student Employment Application. If more documents are needed, more
tabs will be open. To select the appropriate document to submit, click the drop down box and
select what applies. If you have multiple Student Employment Applications saved, you must
make sure to select the correct one before submitting.
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STEP 7: FOLLOWING YOUR APPLICATIONS
Once you start applying for jobs on HireaHawk, you can follow your applications by clicking on
My Applications. One benefit of HireaHawk is that it automatically tracks your activity which
helps you organize your applications and provides you a reminder about when you applied for
each job.
Remember, it is always smart to apply for as many jobs as possible and not wait to hear back
from one job before you apply to another. We encourage you to apply for as many jobs as you
are interested in to provide yourself some possible options. STEP 8 will provide you some
information on how to follow-up with an employer about a job you have not heard back on.

STEP 8: EMPLOYER FOLLOW-UP
Our philosophy for following up on job applications is to wait between 7-10 days after applying
to follow-up with an employer about the status of your application. We suggest you follow-up
with the employer via email during the 7-10 day time period.
Don’t follow-up too soon as you want to give them some time to review the applications. Some
employers may take longer with the hiring process depending on the number of applications they
receive and how urgent they are to fill the position. This process will be great practice for when
you begin to apply for internships or full-time jobs upon graduation.
To assist you, next is a template you can utilize to get you started with the follow-up email.
Don’t copy this word for word but use it as a guide.
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Job Application Follow-Up Template Email
Dear Mr./Ms. “Name”,
My name is “Name” and I recently applied for the “name of position” job at “organization name”
on “date”. I wanted to email you today to re-iterate my interest in the position and ask if there is
any other information I can provide you about myself. “A sentence about why you are
passionate about the job.” I thank you very much for your time and I look forward to being in
touch with you in the near future.
Sincerely,
“YOUR NAME”
Bachelors of Science, Health Studies “Degree”
University of Iowa
319-555-5555 “Phone #”
Jon-Doe@uiowa.edu “Email”
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