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Step 1) Open the UPIKE website
(upike.edu), scroll to the bottom of the
page, and click Bears @ Work.

Step 2) After opening the Bears @ Work
page, click Campus Employment
Application. (Check available jobs under
Work Study.)

Campus Employment
Steps

DO NOT APPLY before August 1, 2025.

2025-26

Step 4) After being offered a job, you will receive several forms in your UPIKE email to
sign electronically. These include W-4, Direct Deposit, FERPA Agreement, and I-9.
(Check all emails from Brittany Tackett, Jennifer Ratliff, and DocuSign.)

Step 3) Apply to ALL jobs which interest you
separately.                        (Be sure you have accepted your
financial aid award package before applying.)



Tips for Improved Hiring Outcomes
Repeatedly check your UPIKE email
for updates on your hiring process.

Be sure to follow-up with your
supervisor via phone or email.

Send your resume to the
supervisor listed. (Be sure to list
UPIKE first under education.)

Be sure to answer your phone, it
could be a supervisor trying to
contact you.

Campus Employment Hours
Monday-Friday

9am-11am or 1pm-4pm

Step 5) Lastly, come in-person to the Campus Employment office (pictured
below), located in the Admin Building , with the original unexpired acceptable
documents of your choice. This must be completed within 3 days of your
designated start date. (List A or List B + C, see below) 

Human Resources
Jennifer Ratliff

jenniferratliff00@upike.edu

Campus Employment
Sonia Smith

workstudy@upike.edu


