
T r u m a n  S t a t e  U n i v e r s i t y  

International Students:                       

How to Get a Job On-Campus  

Social Security cards arrive in 7-10 days!. 

Step 1— LOOK FOR A JOB  

      a.  Check https://trupositions.truman.edu/       b.  Read listings of jobs on TruPositions           c. Sort for payment type 
 

STEP 2— APPLY FOR A JOB  

a. Submit an application at https://trupositions.truman.edu/ . 
b. Apply for all jobs that interest you and have the payment type you require.   
c. Wait to be contacted for an interview.  
d. Check back with employer in 2-3 days in person or by email. 
e. Be hired and obtain a job offer letter—See Employer Letter below. 

STEP 3— APPLY FOR A SOCIAL SECURITY NUMBER  

· 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.   
Þ  +CILs 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, I-20/DS-2019, and I-94.  

 

Step 4— GET CLEARED TO WORK 
 
Give ALL of the following documents to Payroll 
Þ  W-4 & I-9 -  Complete in TruView.truman.edu on the Student Tab under Student Employment.  Print and submit forms 

 to Payroll.  
Þ  Social security card for copying 
Þ  Passport, I-20 or DS-2019 and I-94 for copying 
· Submit a Clearance form in TruView.truman.edu on the Student Tab under Student Employment.   
· You will receive an email confirming your Clearance is approved  
· Make sure your online Timecard is active on TruView.truman.edu>Student Tab>Student Employment 
· Complete and submit your Timecard monthly! 

Payroll Office 

McClain Hall 
105 

 

DO NOT START WORK UNTIL ALL OF THESE STEPS ARE COMPLETED 

  Payment Types 

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

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

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

 
 

Sodexo Food Service and the Truman 
Bookstore qualify as on-campus jobs but 

NOT for scholarship renewal.  They are not 
on TruPositions. Apply to each company 

directly. 



 

 

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  

(see dates on page 1) or  
at the Social Security Administration Office.   

b. The office is not walking distance so contact  
c. Ask your CIL or a friend to drive you at their earliest  

convenience.  
 

7. Carry all documents with you to apply for the card: 
 Completed Social Security Application 
 Employer Letter 
 Social Security Letter from CIS 
 Passport & Visa 
 I-94 
 I-20 OR DS-2019 

 
8. The Social Security Card will arrive to your  

personal address.  
 

9. You will not have access to a timecard on  
TruView until you get your Social Security Card. 

 
10.  Take the Social Security Card to Payroll immediately  

after picking it arrives. 
 
 
 
  
Sample Social Security Application 

Follow these guidelines when filling out your application: 

Address: 
Social Security Administration 
1305 Crown Drive 
Kirksville, MO 
 
Hours:  
Monday & Tuesday  -  9:00 a.m.-4:00 p.m. 
Wednesday - 9:00 a.m.-12: p.m. 
Thursday & Friday  - 9:00 a.m.-4:00 p.m. 
 
Phone:  
888-386-2705 
 
Directions from Baldwin Hall (CIS)   

 
 
 



 

 

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 
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