
STUDENT EMPLOYEE GUIDE



BENEFITS FOR STUDENTS/APPLICANTS

ÅApply for multiple jobs with one online application

ÅJobMail enables student employees to be notified immediately 

about jobs that match their job preferences

ÅJob search skills development

ÅAccelerated online hiring process

ÅEliminated paper forms

ÅWeb accessibility

Å24-hour service
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TRAINING AGENDA

ÅHow to login to HireADore

ÅHow to complete a JobMail subscription

ÅHow to find a job

ÅHow to apply for a job

ÅWhat is the HireADoreôMy Dashboardõ feature?
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Please navigate to the following URL and click the ôVanderbilt 

Studentsõ link to access the Student home page.

www.hireadore.com
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First time visiting HireADore?

http://www.hireadore.com/


HOW TO LOGIN TO HIREADORE

ÅStep 1:  Click õUser Dashboardõ or ôManage 

JobMailõ link on the Students home page.
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HOW TO LOGIN TO HIREADORE

ÅStep 2:  Login utilizing your ôVUNetIDõ 

and ôPasswordõ
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HOW TO COMPLETE YOUR 

JOBMAIL SUBSCRIPTION?



WHAT IS JOBMAIL?

JobMail is a system that notifies you automatically by 

email when jobs of interest to YOU are posted.  

To enable JobMail, you must complete a JobMail 

subscription defining what types of jobs interest you.  

Once youõve updated your subscription, if any 

attributes of a new job being listed match your 

subscription attributes, you will receive email from 

the system.  This email will provide all the necessary 

details about the job so you can proactively apply for 

the job, if interested.



CONFIGURE YOUR JOBMAILSUBSCRIPTION

ÅYou may create multiple subscriptions 

and name them as desired for each Job 

Type (Federal Work Study, Off-Campus, 

Institutional Employment, VUMC) 

ÅFor each subscription, you may set 

criteria 

ðDesired Departments (a.k.a. 

Employers) you wish to work (e.g. 

Biology & English)

ðDesired Job Categories youõre 

interested in (e.g. Tutoring, Clerical, 

etc.)

ðDesired Time Frames youõre 

interested in working (e.g. Summer 

Only, Academic Year, etc.) 
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

ÅClick ôView/Modifyõ to add preferences for each Job Type criterion.
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

Click ôaddõ next to each item you wish to add to your 

JobMail subscription
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CONFIGURE YOUR JOBMAIL SUBSCRIPTION

Your selection(s) will appear in the top under ôSelected Itemsõ.
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CONFIGURE YOUR JOBMAILSUBSCRIPTION
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ü When youõre finished adding search criteria, click ôDone. 

ü Repeat this step for each Job Type and Criterion 

(Department/Employer, Category, and Time Frame).



CONFIGURE YOUR JOBMAIL SUBSCRIPTION
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Click one of the ôSave Subscription(s)õ buttons to save your 

subscription.



HOW TO SEARCH FOR A JOB



ÅClick the ôFind a Jobõ function from the Applicants Menu.

ÅSelect a specific pre-defined ôQuick Searchõ you would like to utilize to 

find a job.

ÅOtherwise, to define your own custom job search filters click ôAdvanced 

Searchõ.
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Quick Search: A search containing pre-defined criteria



ÅClick the ôAdvanced Searchõ button to 

define your own job criteria you wish 

to search. 

ÅAdvanced Search enables you to 

search for jobs by the following:

ðKeyword(s) Search

ðSearch by Job Type Population 

(Federal Work Study, Institutional 

Employment, Off-Campus, 

VUMC)

ðJob Category, 

Employers/Department, Time 

Frame, Wage, and Hours per 

Week
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Advanced Search: Define your own custom job criteria



HOW TO APPLY FOR 
A JOB


