ol V/VRP

Workforce Recruitment Program

Student Registration &
Application Process

Contact
Regina Kiperman-Kiselgof at reknod@rit.edu

or Kari Campos-Hamilton at kcened@rit.edu



mailto:reknod@rit.edu
mailto:kccned@rit.edu

Important WRP Dates (revised)

» Stud
» Stud
» Stud

» Info

ent registration opens: August 30

ent registration closes: October 11

ent applications close: October 13

. Interview accommodations due: October 15

» Recruiter assignments posted: October 20

» Interview period: October 25 —November 17

» Database released to employers: Mid-December




Best Practices: Preparing for Students

» Make sure Disability Services and Career Services are
familiar with WRP and 1f possible, are working together.

o Students that have a resume review, workshop, or other support
before submitting their documents are better prepared.

» Talk to your Veterans Service Office/Coordinator, Student
Services, and other relevant offices or groups on campus.

» Review or create your
own! Sign into the website to download. Link sent by
email last week.



https://www.wrp.gov/wrp?id=kb_article&sys_id=3e437aa21b65fc1083beeb9ce54bcb84

Student Registration Process

» Students and recent grads go to and click “Students
Register Now!” button.

> All new and returning applicants take this step. Please use a computer or
tablet. Registration will not work correctly on a mobile device.

» They will need to:
1. Agree to the website Rules of Behavior

2. Complete an agreement form stating they meet the WRP eligibility
requirements and agree to share their application with employers

3. Complete the registration form



http://www.wrp.gov/

Pending Student Registrations

» Coordinators will receive an email when a student registers.

» On this page, you can create or reject a student registration.

» Click the student’s first name to open and review the

registration, and either create student account or reject the
registration.

Q E ’? Workforce Recruitment Program (WRP) Co-sponsored by U.S. DOL ODEP & U.S. DOD. @ GUIDEcoordinator22 GUIDEcoordinator22 ~ @

=  UserRegistration Requests Goto  Firstname v 44 4« 1 tolofl p pp

= First name = Last name = Userld/Primary Email = School that | Attend = Location where | am interviewing = State
Home Page

) GUIDEstudent24  GUIDEstudent24  GUIDEstudent24@school.edu  Boston University

School Coordinator

Actions on selectod rows... 44 4 1 tolofl P Ppp




Pending Student Registration

» If you click “Create User,” student gets account, receives email with
instructions on how to sign in, moves to Student Profiles page.

» If you click “Reject,” student receives rejection email, moves to Rejected
Student Registrations page.

@ cuoecoordinatorz2 Guicee  natorz2 {3}

= User Registration Request - GUIDEstudent24 coo CreateUser | Reject

First name GUIDEstudent24

Home Page Middie Name

School Coordinator Last name GUIDEstudent24

Suffix

Location where Boston University
Iam interviewing

School that | Boston University

Attend
Please list the postsecondary school that you currently attend. If you are a recent graduate, please list the postsecondary
school from which you graduated

Primary Phone 123-123-1234

Alternate Phone

Userld/Primary GUIDEstudent24@school.edu
Email

Confirm Email GUIDEstudent24@school . edu
Address




New Account Process for Students

Once approved by a Coordinator, student will receive
an email directing them to create an account or sign in
to WRP using Login.gov.

1S a secure sign-in service used to log in to
participating Federal Government agency websites.

Student will use this sign in process with WRP
beginning August 23", Login.gov User Guides will be

provided.

m


https://login.gov/

Student Homepage & Application

» Once a student has an account, they need to submit a WRP
application and upload their resume and transcript by
October 13. Cover letters, writing samples, and letters of
recommendation are optional.

FE

ecruiters B School Coordinators

GUIDEstudent22

@ New Student

Application




Student Profiles

» To see a list of all students you have created
who have website accounts, go to Student
Profiles page.

My HomePage

» On this page, you can export a list of contact EEE==

Pending Student Registrations

information for all students.
» Click the student’s name or 1’ button to see

their individual profile information. -

Knowledge

Student Accommodations

©




Student Profiles: Notes about Students

bram (WRP) managed by U.S. DOL ODEP & U.S. DOD

=  UserRegistration Requests  Search First name v | Search
? All>User Type = Student 1
@ Q = First name = Last name = Userld/Primary Email = School that | Attend = Location where | am interviewing = Notes about Student
o 2020-07-28 05:20:47 PM - Coordinator06252020 Test (Notes
= University of Tennessee - 5 g G 2
@ Student1 Test Student1Test07282020@test.com Chattancoga University of Tennessee - Chattanooga  about Student) Meeting with student for resume review on
~hatanoosa August 27th.
University of T - 2020-07-28 05:21:03 PM - Coordinator06252020 Test (Not
@ Student2 Test student2testing07282020@test.com IEETY O JENNEssee University of Tennessee - Chattanooga o |ne? 2 St (Notes
Chattanooga about Student) Student has questions about Schedule A.

WRP) managed by U.S. DOL ODEP & U.S. DOD e Coordinator06252020 Test

Notes can be written from Student
Profiles list view by clicking the
Notes field. To see a full record of cotomena [ EE—

past notes, click into the student’s pddress

profile. AlemateEmal

Notes are Only VlSlblC tO Time Zone (GMT-06:00) Central Time (US & Canada)

Coordinators and WRP staff, not to Wotessbout | I ekes b Saden

students. Notes cannot be deleted -

once written and should be kept post

professional. Activities: 1
CT Coordinator06252020 Test Notes about Student « 2020-07-28 05:21:03 PM !
Student has questions about Schedule A. -

{ == UserRegistration Request - Student2 ﬁ -\/\- ooo  Update

e




Student Applications

Every student with a draft or submitted application is listed.

Not all candidates with WRP accounts have an application. A
candidate must have logged in and clicked the “New Student
Application” button for their application to be visible to you.

You can assist students in completing draft applications if needed.

An application 1s complete when status says “Submitted.”

@ GUIDEcoordinator22 GUIDEcoordinator22 ¥ 403

Student Applications Goto = Application Number v 44 4 1 to9ofs » PP

g m

o 5

= Name = Interview Location = Status = Location Preference = Degree (Required Field) = Major (Required Field)
. 01292019TestStul Massachusetts,
(i) - Boston University Submitted PhD Other
= BostonUniversity Massachusetts
~ 302019TestStul - -
i) Boston University Published Hawall, Hawaii Bachelors Other
' BostonUniversity
~ 02012019TestStul American Samoa, o
i Boston University Submitted Bachelors 3D anima tion
= BostonUniversity American Samoa
0, Boston University Submitted Arizona, Arizona Masters 3D Animation and Design
GeorgetownUniversity
~ 02042019TestStul
i Boston Universi Submitted Arizona, , Arizona Bachelors 2D Animation
o BostonUniversi
02042019TestStu2 -
® Boston University Submitted Colorado, Colorado Masters 3D anima tion
~ GeorgetownUniversity
~ GUIDEstudent22
( Boston University lishi Maryland, Maryland hel troph
O, GUIDEstudent2? n Univer Unpublished aryland, Marylan Bachelors Astrophysics
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Student Application: Identification

» Please note this is the Coordinator view of the student’s application—

students have the same fields and pages, but their view is a little different.

ram (WRP) managed by U.S. DOL ODEP & U.S. DOD @ 081219CoordinatorFV1 081219CoordinatorFvl ~ @
4 E Student Application - APP0029498 ﬂ -\/\- ooo  Update Save Previous Next Print Preview
Student 081219StudentFV1 081219StudentFV1 Status Draft
Identification v

Information | Your application will not be submitted until you click the "Submit Application” button on the Finalize page
Student First Name | Test
Student Middle Name
Student LastName | Student
Suffix

School Attended | Isothermal Community College QO

Update Save Previous Next Print Preview

Related Links

Identification

Contact Information

Work History

Manage Documents

Academic Information

Location Preferences

Disability and Demographic Information
Finalize

12



Student Application: Contact Info

{ | == StudentApplication - APP0029498

Contact Information

Primary Email
Confirm Primary Email
Alternate Email

Primary Phone
(Required Field)

Alternate Phone
Home Address, Line 1
Home Address, Line 2

Home City
Home State
Home Zip Code

Check this box if your
Home and School
Addresses are the same

Student's Address at
School, Line 1

Student's Address at
School, Line 2

School City
School State
School Zip Code

Interview Location

081219StudentFV1@test.com

081219StudentFV1@test.com

123-456-7890

100 Test Avenue

Test

Texas

12345

2 Testing Way

Spindale

North Carolina

00000

Isothermal Community College

@ -w- ooo

Update

Save

Previous

Next

Print Preview
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Student Application: Work History

(WRP) managed by U.S. DOL ODEP & U.S. DOD @ TestCoordinator 080921 ¥ @
{ = StudentApplication - APP0035490 coo  Save  Previous | Next  PrintPreview =~ /N
Student | StudentTest3 08102021 Status Draft
Work History v
%k Doyouhavea --None -- v

prior or current Federal
U.S. Government
Security Clearance?

Are you interested in --None -- v
participating in the
AmeriCorps national
service program?

To learn more about the AmeriCorps program, please click here

Veteran Status --None -- v

>k Were you hired --None -- ¥
through the Workforce
Recruitment Program
in the past two years?
(Required Field)

%k Do you currently --None -- v
or have you previously
worked for the Federal
Government?

Save Previous Next Print Preview




Student Application: Manage Documents

» Students should read
directions carefully.
A resume and
transcript are
required.

» Click paperclip icon
to upload documents.

am (WRP) managed by U.S. DOL ODEP & U.S. DOD e Coordinator Test08112020 ~
{ == StudentApplication - APP0029559 ? -\/\- ooo  Save Previous Next Print Preview
0T @ i Student3 OtherSchoolTest08112020 Status | Draft

Upload Document

| certify that | have
uploaded at least
one resume

1 certify that | have

uploaded at least
one transcript

Save Previous

Related Links

Manage Documents

On this page, candidates can upload required and optional documents. Some documents are required in order for the
application to be submitted, so please read all the below instructions carefully.

Candidates must upload the following two documents to submit their application:
« Resume
«  College or university transcript

The transcript can be official or unofficial. It should be from the college or university that the candidate currently
attends or attended most recently. If it is your first term and you do not yet have grades, please provide a transcript
from your previous schooling experience as well as a transcript without grades from your current school.

Candidates may also choose to upload optional documents that provide the opportunity to demonstrate their
academic achievements; work, volunteer, or extracurricular experiences; and career interests and goals. These
optional documents may include:
«  Cover letter

Letter of recommendation
«  Writing sample

Additional resume

Students are prohibited from uploading the following documents:

«  Any document that contains social security number or copies of identification records (e.g. driver's license, birth
certificate)

« Any medical or federal personnel documentation related to their disability, such as Schedule A eligibility letters, VA
disabilitv records. etc.

-

v

Next Print Preview
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Student Application: Manage Documents
Instructions

Resume and transcript (official or unofficial) required
Resume should be provided in Microsoft Word (.doc or .docx) file.

Can upload up to 6 documents. Other optional documents can include
cover letter, recommendation letters, writing sample, additional

resume, etc.
Files cannot be larger than 1 MB.

Students should not upload disability documentation or documents
that contain their social security number or copies of identification
records (e.g. driver's license, birth certificate).

16



Student Application: Academic Information

Major, Degree, GPA, Graduation date, Technical skills

Technical skills: computer, technology, or language

proficiencies. Specific programs/skills an employer may search

gram (WRP) managed by U.S. DOL ODEP & U.S. DOD @ 081219CoordinatorFV1 081219CoordinatorFVl ~ @

{ == sStudentApplication - APP0029498 ,ﬁ -\'/‘- ooo | Update Save Previous Next Print Preview

Student 081219StudentFV1 081219StudentFV1 Status | Draft
Academic Information v
Major (Required Economics
Field)
M Second Major N

If minor/second major is not in the list, select Other

Degree (Required Bachelors
Field)

Grade Point | 3.2
Average (Required Field)

Expected or Actual 2019-12-16
Graduation Date
(Required Field)

Technical Skills Microso ft Office, HTML, CSS, conversational Spanish
(Required Field)
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Student Application: Job Preferences

» Indicate whether they are seeking summer and/or permanent
employment.

» Choose two job preferences. View WRP Job Preference List.
» Optional field: Job accommodations

Student ] Status | Draft
Job Preferences v
%k Employment Type Summer Only v

Please indicate the type of employment you are seeking. If you will not be seeking full-time permanent employment by this summer, please put
"Summer Only" to indicate you are i dinil hips and temporary employ before ing to school. If you are open to
temporary and permanent paid opportunities, please put "Summer or Permanent."

Please indicate your first preference for types of employment. This should be based on your academic background and career interests. To learn more information about each of these categories,
please go to Job Preference Descriptions.

>k Job Preference 1 Business v Job Preference 2 Administration and Program Managem¢ v

Job Accommodations
(optional)

Please use this field to indicate what electronic and/or equipment accommodations you may need to perform a job successfully. Thisis an
optional field, and you are not required to disclose accommodation needs if you do not wish to do so. Please be aware that all registered
employers will be able to see this field and its contents. You will still need to go through official agency processes to request a reasonable
accommodation if you receive a job offer or interview opportunity with an employer.

Save Previous Next Print Preview



https://www.wrp.gov/wrp?id=kb_article&sys_id=098df1841b199410d120a681f54bcb06

Student Application: Location Preferences

» Location Preference: select states/territories or AE/AA/AP
» Location Preference Description: for details like specific

areas of the state or location requirements, like public transit.

» Be realistic.

{ | == StudentApplication - APP0029498 ﬁ -\/‘- ooo | Update Save Previous Next Print Preview
Student 081219StudentFV1 081219StudentFV1 Status Draft

Location Preferences

Note | Please note that students are responsible for finding their own housing in your location preference.

Location Preference Texas
North Carolina
Arizona
Hawaii
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Student Application: Disability & Demographic Information
» For WRP statistical purposes; not available to employers.
» Demographic information is optional, only visible to students.

» Disability Categories: Required field, but can choose not to
disclose or can choose more than one.

Student 081219StudentFV1 081219StudentFV1 Status | Draft
Disability and Demographic Information

Note Please note that the Disability Category and Demographic Category information is collected for statistical purposes only and will not be
shared with employers.

Disability Categories

Wi Disabilities | WRP ServiceNow Training - Google Chrome = m} X
@ training.wrp.gov/u_disability_list.do?sysparm_target=u_student_application.u_disability_categories&sysparm_t... 2
44 <« 1 tollofll b PP Q
= Disability
Upg
o) Blind
Relat
kot P 1 choose not to disclose my disability
Con
Wor &
=]
o
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Student Application: Finalize

Student applications can be saved (click Save or Next) while in
progress.

Documents are required before application can be submitted.

Students can edit application fields and can return to the Manage
Documents page to upload new versions of documents after their

application has been submitted.

On the Finalize page, students must click “Submit Application.”
If they are missing any required fields, they will see a message
in red. If submission 1s successful, they will get a confirmation
message on the screen and by email.

21



Student Application Status

Confirm your students have finished by checking the Status
field list on your Application page. Submitted = complete.

Coordinator and student will receive an email when
application i1s submitted successfully.

Reminder: students and recent grads must re-register each
year to participate in WRP! Please make sure last year’s WRP
students know that their applications and accounts do not roll

over year to year.

22



Resources

Log into the WRP website to view links.

» Marketing materials from WRP

» Website User Guides for School Coordinators and
Students

» School Coordinator Training and Planning Guide

» Student Guide: How to Create a WRP and Login.gov
Account and Sign In (this is guide for candidates to
follow to register for WRP and Login.gov)

» Student Guide: How to Create a Login.gov Account to

Sign Into WRP (this is a shorter guide, for after students
have registered with WRP)

p—
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https://www.wrp.gov/wrp?id=school_coordinator_landing_page
https://www.wrp.gov/wrp?id=kb_article&sys_id=3e437aa21b65fc1083beeb9ce54bcb84
https://www.wrp.gov/wrp?id=kb_article&sys_id=655ed7d3db3c730048d576708c96191c
https://www.wrp.gov/wrp?id=kb_article&sys_id=8befd0abdbbc730048d576708c9619e1
https://www.wrp.gov/sys_attachment.do?sys_id=07ef6f591b71785077ed404fe54bcb73
https://www.wrp.gov/sys_attachment.do?sys_id=cfaf23991b71785077ed404fe54bcb3e

Questions?

As always, you can also email us at
wrp@dol.gov.

ol VVRP

Workforce Recruitment Program

p—
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