ruman State University

International Students:

How to Get a Job On-Campus

Step 1—LOOK FOR A JOB

a. Check https://trupositions.truman.edu/ b. Read listings of jobs on TruPositions c. Sort for payment type
|
Student Employment Position Listing Payment Types

rows: 12

| = Institutional - Hourly pay
that is ok for new and re-
turning internationals

Welcome to TruPositions

S = Scholarship Renewal -
Available only your 2nd
year to renew scholarship

W = Workstudy - US Feder-
al aid for Americans only

+ Supervisors

STEP 2— APPLY FOR A JOB )
Sodexo Food Service and the Truman

Submit an application at https://trupositions.truman.edu/ . Bookstore qualify as on-campus jobs but
Apply for all jobs that interest you and have the payment type you require. NOT for scholarship renewal. They are not
Wait to be contacted for an interview. .

Check back with employer in 2-3 days in person or by email. on TruPositions. Apply o each company
Be hired and obtain a job offer letter—See Employer Letter below. directly.

P20 TQ

STEP 3— APPLY FOR A SOCIAL SECURITY NUMBER

Social Security cards arrive in 7-10 days!.
e To apply for a social security number do the following:

a. Pick up the “How to Get a Social Security Card” packet from the Center for International Students.

b. Get an “Employer Letter” from the department that hired you. See the example in the packet.

c. Request a “Social Security Letter” online from the Center for International Students at https://international.truman.edu/
current-students/. Pick it up in 2-3 days.

d. Fill out the “Application for a Social Security Card” in the packet, or online, and print it. See the example in the packet.

e. Apply for a social security card at the Social Security Office, Monday through Friday 9-4.

= +ClLs can assist first year students.  +Directions to the Social Security Office are in the packet. +Be sure to take your Employer Letter,

Social Security Letter, completed Application for a Social Security Card, passport, F20/DS-2019, and [-94.

DO NOT START WORK UNTIL ALL OF THESE STEPS ARE COMPLETED

Step 4— GET CLEARED TO WORK 1 .
Payroll Office

Give ALL of the following documents to Payroll .

= W-4 & I-9 - Complete in TruView.truman.edu on the Student Tab under Student Employment. Print and submit forms McClain Hall

to Payroll. 105

= Social security card for copying

= Passport, I-20 or DS-2019 and 1-94 for copying

e Submit a Clearance form in TruView.truman.edu on the Student Tab under Student Employment.

e You will receive an email confirming your Clearance is approved

e Make sure your online Timecard is active on TruView.truman.edu>Student Tab>Student Employment

e Complete and submit your Timecard monthly!



How to Get a Social Security Card

**IMPORTANT: You may not apply more than 30 days before the start date of your employment as listed on your job offer letter. **
1. Confirm an on-campus job.

2. Request an Employer Letter (Job Offer Letter) from your employer. See example of job offer letter in packet.
You can give this example to your employer.

3. Request Social Security Letter on CIS website at: https://international.truman.edu/current-students/.

4. Immediately take Employer Letter to the CIS. CIS will make the Social Security Letter after receiving your
Employer Letter. Allow 2-3 days for CIS to make the Social Security Letter.

5. Complete the Social Security Application in the packet. See example in your packet.

6. Apply for the Social Security Card

a. On-campus at the beginning of the semester Ad‘!r955= _ o _
(see dates on page 1) or Social Security Administration

at the Social Security Administration Office. 1305 Crown Drive

The office is not walking distance so contact Kirksville, MO
Ask your CIL or a friend to drive you at their earliest Hours:
convenience. Monday & Tuesday - 9:00 a.m.-4:00 p.m.
Wednesday -9:00 a.m.-12: p.m.
7. Carry all documents with you to apply for the card: Thursday & Friday - 9:00 a.m.-4:00 p.m.
e Completed Social Security Application
e Employer Letter Phone:

e Social Security Letter from CIS 888-386-2705

e Passport & Visa
e 194
e 1-20 OR DS-2019 r

Directions from Baldwin Hall (CIS)
Turn right onto S Franklin St

8. The Social Security Card will arrive to your

r Turnright onto E Normal Ave
personal address.

9. You will not have access to a timecard on « Turnleft onto S Baltimore St
TruView until you get your Social Security Card.

10. Take the Social Security Card to Payroll immediately > Turnright onto Crown Dr
after picking it arrives. 62 fi

+« Turnleftto stay on Crown Dr

Destination will be on the left

Sample Social Security Application
Follow these guidelines when filling out your application:




Line 1 Required

Line 2 Use CIS address as shown on
sample.

Line 3 Mark “Legal Alien Allowed To
Work” (If F-1 or J-1)

Line 4 Required

Line 5 Optional

Line 6 Required

Line 7 Required

Line 8A Required

Line 8B Most international students’

parents do not have American social
security numbers. Leave blank if
yours do not.

Line 9A Required

Line 9B Most international students’
parents do not have American social
security numbers. Leave blank if
yours do not.

Line 10 Required

Lines 11-13 Only complete these if
you answered ‘Yes’ on Line 10. If you
answered ‘No’ or ‘Don’t Know’ skip to
line 14

Line 14 Required

Line 15 Use CIS telephone number
which is (660) 785-4215

Line 16 Required

Line 17 Mark ‘Self

Farm &Apprmoesd
SDGIAL SEGURITY ADMINISTRATION
Social Security Card e bl
NA Firni Pyl Fliigiln Fg g o]
O nEﬂj:FlmiW N CARD s h‘\,u"w'l'. a E Vg miyemg W ey
1 |[FHel NAME AT BIRTH o eea iarme o
IFGTHER THAN ABOVE s s
OTHER MNAMES USED
g e Shrem Addraam, Al M., 2 Bes, Hurgl Houts Ha
MAILING j{alm] T
2 4
ADDRESS By = Hae L Code
i Pl Bl lares e [ L L [ =Tl
TIZENS O vs.e A O At Ee. O 5
S| CERDRREMIR o—sc—f |, BEcom ghanea 1o aione r piesn [ {518 punyeers
4 [SEX b | [ binka B remate
RACE/ETHHIC ) |- P — 7 raspans 3 e EI m”mn m, iﬁ Adhia
E ?r%i?ﬁl‘;ﬁlamm,.m Faeiie islunger e IFil"i"“"“‘l Nuw‘ E'l.l:.pllnl:
e [RRTE e | PLACE e U
6 |OF @Al | 7 |oF BIRTH -‘-Eﬁﬂ.ﬁd{. _Missourl e
BIRTH Al Cray. Yoo (o Mot Anbrgviain) iy E :Lmn ar Fammign S ourrdr (=]
A.MOTHER'S NAME AT, [™™ e e e e Fat
B HER BIRTH _P MM'a’ : ‘E-u—r\m B = e
B. MOTHER'S SOCIAL SECURITY - .
HUMBER (sas inatructicrns for 88 an Fogpe T) —* L L E ! L | i L e L |
A Mre Full Midadie fdaie '._ul
g A'F%THER %_ND.ME =y ihmfml- Ed\.u_‘ll-‘l.‘ﬂ _‘:_1_:_;..'\;:1:-_ i
B. FATHER"S SOGlAL SEGURITY =l =
MUMBER (555 inatrisilan iz 00 an Paga ) s——————f | B e ! "
Has tha applicant or anyone acting on hisfher behall ever filed for or recelvead 8 Social Sacurity
1 u AUMmBar 2ard hﬂfﬂrﬂj - Do mnow (1 "dan knces
D Vag il "yer', anEwes gueseiiocem I1-_1?.|._ H/Na (M na.” go o 1O Quislon 14 [:J Qo O B QGUIGHIEY 145 _.
11 Enter the Sacial Security number previously e i
assigned 1o the person listed in item s e S o e SR oo
Enter the name shown on the mosat Pira: Mishla Hrme b
'1 2 recent Social Security card issued for
the peracn listad in tem 1 i
Entar any different date of birth if used on an
13 carlicr application for a card. —t —_Mionih, Day, Tesr
TODAY'S T TIN O IS —Uan
14|paTE Ble l 40 A2 15{EASNE NUMBER Ig'hnd. -
Hﬁﬂ'ﬂ'ﬂ-‘ﬁflﬁm?' .ﬂfTﬁfﬁlgighﬁnﬁ"fnn 'Il-ﬁ.d all tha Informatlon on this lorm, and an any BeG0iie iy e SURLEEATE 7 TR,
1E YOUR SIGMATUR YQUR RELATIOMNSHIF 'I'C- THE PERSGH IN ITEM 1 15:
' = Lt 17 Ep prepe-siy FOR N b v O W il ER
L M| T T L) ]jgwn:lgn [Fua HMHSEGH.W e
[y [Fl=[= | NTI Cpd | T
FALC 1F\.-'| |::1m ]r_\rr_' | HWER !DHH |'-|*~r|T

EVIDEMGE SUBMITTER

GRGHA TLIRE MO TITLE COF EMBLOY EE (S ]rr!r':ﬂ-l:'ﬁ'_"
PGS EVILDEMNCE ARDACHR CORDAIC TIFG TP TERWIEW

A TE

oRTE

FOfTTe Wil (06- 00 ol [DG-200E) Dmairoy Frior Ediions FPages o



SOLIAL SECURITY ADMINISTRATION
Qp_llcatlon for a Somal Security Card

First

NAME

TO BE SHOWN ON CARD

?

Form Approved
OMB No. 0960-0066

Full Middle Name Last

Do Not Abbreviate

1 FULL NAME AT BIRTH First Full Middle Name Last
|IF OTHER THAN ABOVE
OTHER NAMES USED
Street Address, Apt. No., PO Box, Rural Route No.
2 MAILING i
ADDRESS 7| city State ZIP Code

" Legal Alien Legal Alien Not Other
3 CITIZENSHIP —_— [ us.citizen ] Alowed To [ Allowed To Work (See  [_] (See Instructions
(Check One) 1 Work Instructions On Page 2) On Page 2)
4 SEX ; O Mmale D Female
5 |RACE/ETHNIC nl ASIER: American [ w £y B O Fﬁd@ican Wite
ispanic ndian or
DESCRIPTION ! : F—ﬂgpamc) Alaskan igpanic)
Pacxfc islander i
(Check One Only - Voluntary) Native
DATE PLACE Sgice
6 |OF 7. |OF BIRTH O
BIRTH Month, Day, Year . -|(Do Not Abbreviate) City State or Foreign Country FCI

First

A.MOTHER'S NAME AT .
HER BIRTH 7

Full Middle Name Last Name At Her Birth

B.MOTHER'S SOCIAL SECURITY

i

NUMBER (see instructions for 88 onPage2) — ¢ (N T T I N S N B
First Full Middle Name Last
A.FATHER'S NAME —?
9 B. FATHER'S SOCIAL SECURITY . _ _
NUMBER (See instructions for 9B on Page2) —————F L L B

Has the applicant or anyone acting on his/he
number card before?

10

r behalf ever filed for or received a Social Security

Don't Know (If "don't know,"

12

recent Social Security card issued for
the person listed initem 1. ———7F

Yes (If "yes", answer questions 11-13.) l:! No (if "no," go on to question 14.) D go on to question 14.)
11 Enter the Social Security number previously _ _
assigned to the person listed in item 1. e i rrJ
Enter the name shown on the most First Middle Name Last

Enter any different date of birth if used on an

13

garlier application for a card.

Month, Day, Year

TODAY'S
DATE Month, Day, Year

14 15|pHoN

DAYTIME

( )

Area Code

E NUMBER

Number

| declare under penalty of perjury that | have exa
and it is true and correct to the best of my knowledge.

mined all the information on this form, and on any accompanying statements or forms,

16

YOUR SIGNATURE

|YOUR RELATIONSHIP TO THE PERSON IN ITEM 1 IS:

= A1 Self Natural Or Legal Other (Speci

7 17 I:] Adoptive Parent D Gugardian D i

DO NOT WRITE BELOW THIS LINE (FOR SSA USE ONLY)

NPN DoC lNTi CAN I v

PBC | EVI EVA | EVC IPRA NWR | DNR I UNIT

EVIDENCE SUBMITTED SIGNATURE AND TITLE OF EMPLOYEE(S) REVIEW-
ING EVIDENCE AND/OR CONDUCTING INTERVIEW

DATE

pCL DATE

Form SS-5 (05-2006) _ef (05-2006)  Destroy Prior Editions Page 5




f N — i it —
International Student Affairs Office Kirk Building 120
(660) 785-4215 100 East Normal
(660) 785-5395 FAX : : Kirksville, MO 63501-4221

http://iso.truman.edu USA

internat@truman.edu STATE UNIVE RSITY

Date

Re: Employment verification forn
employee.

d by th plgyer and returned to tudent

Dear Social Security Adminjstratipn:

\ (studeny name) hag been offered ¢gmployment by the

/ /\ J / / \ \ Department ¢of Truman State University beginning on
v / \ \ (start|date|of er pl(w'nt). The duties of this position include
the K)uowi@ / [) \ | |
/ R
[ 1\
L~

The student/ will wor number of hours per week.
The Employer mber for Truman State University is 43-6005833
Sincerely,

Supervisor’s Name

Supervisor’s Telephone Number

Supervisor’s Email
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