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To begin using HireTouch, create your Account, including Profile information.  You will also need to complete the Civil Service Extra Help application package.

	[bookmark: _Toc119295987]Hire Touch Account & Profile

Create Account
Open browser
Navigate to https://siue.hiretouch.com
SIUE Hire Touch log in page will open
Click [image: ]
(If you have already created an account, simply click the Login button)












	
	

SIUE Hire Touch Log In Page
 [image: C:\Users\dojames\AppData\Local\Temp\SNAGHTML458128d.PNG]


	Profile page opens
Complete information
Items with a red asterisk are required
SIUE University ID (800#) is required for current or past employees and students
Create your own User Name – Verify that name is available before proceeding (message appears indicating if the User Name is available or not)
Create your own Password – Confirm that passwords match before proceeding (message appears if passwords do not match)
Make sure to record your user name and password so you can retrieve it when needed

Click   [image: ]




	Profile  Page
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· Open the Extra Help application package















Employment Application
· Complete fields required (marked by a red *) in both sections
· General / Education 
· Employment History / Signature and Confirmation 
· Some of the information will be prepopulated from your Profile.




· Be sure to select 
[image: ]
at the bottom of the page







Employment History
· Add your complete employment history, including any military service
· Select the [image: ]button for each organization you have been employed by
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· Select the [image: ] button for any employers added.

























· Check the box to agree to a digital signature



· Type name as your signature



· Be sure to select  
[image: ]
at the bottom of the page 
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Authorization for Release of Information

Complete form including any required fields



· Select the ‘Add’ button to add any other names used.


· Select the ‘Add’ button to add any addresses associated with you for the last ten years.












· Select the [image: ] button for any names and addresses added.








· Continue answering remaining questions





· Provide Digital Signature



· Click the [image: ] button at the bottom of the page.






EMPLOYEE & GRADUATE ASSISTANT DATA COLLECTION & DATA CHANGE FORM

Complete the form including required fields.







· Provide Digital Signature

· Click [image: ]
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Additional Resources
Phone Numbers
· Human Resources: 650-2190

Web Sites
· Human Resources Employment: http://www.siue.edu/employment
· Human Resources: http://www.siue.edu/human-resources

Email Addresses
Civil Service Testing Staff: civilserviceapplications@siue.edu
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You have been successtully logged out Please login in again below i you need to make changes or
updates to your profil.

Applicant Login

User Name

Password:

Display characters
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Southern llinois University Edwardsville
Careers Home
Administrative / Professional Jobs
ice Current Jobs
ervice Ongoing Recruitment

ice Extra Help Jobs
Applicant Profile
Logout
‘System Requirements
w Dol &FAQs
ervice Testing

Account created successfully

Applicant Profile
Name: Applicants7 Test
Street Addres: 87 Some Rd
city: Somewhre
State: Ilinois
Postal Code: 68787

Primary Phone:
Primary Email:

SIUE StudentEmployee ID
(800...):

Linkedin Access: No

Upload Documents | Eit Profi

618-000-8767
applicants7@fakemail. com

For Civil Service employment: To complete an initial Civil Service application OR to update your existing Civil
Service application, click HERE

For Administrative/Professional Staff employment: To complete an initial Admin / Professional Staff
application OR to update your existing Admin / Professional Staff application, click HERE.

For Extra Help employment: To complete an initial Extra Help application OR to update your existing Extra
Help application, click HERE

For Volunteer Opportunities: To compl
application, click HERE.

initial Volunteer application OR to update your existing Volunteer
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Southe llinois University Edwardsville
reers Home
Administrative / Professional Jobs

ice Ongoing Recruitment

ice Extra Help Jobs
Applicant Profile

Logout

‘System Requirements
HowDol... & FAQs

Civi

Employment Application - CS

General / Education stepioea)

1. General / Education | 2. Employment History / Signature & Confirmation

General Info / Demographics
APPLICATION FOR CIVIL SERVICE EMPLOYMENT

Office of Human Resources
Southern lllinois University Edwardsville
Rendleman Hall, Room 3210, Box 1040, Edwardsville, llinois 62026-1040
618/650-2190
An Equal Opportunity/Affimative Action Employer
For current positions and further information. go to www siue.edu/employment

PLEASE ANSWER ALL QUESTIONS COMPLETELY.

The fing of this application, and the acceptance thereof, does not indicate that there are positions open and in no way
obligates the State Universities Civil Service System or any institution or agency served by it The information
contained herein will be considered confidential and is, together with all attachment papers, references, etc., the
property of the University.
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Office Technology Skills
List office equipment you are proficient with:

List office-related skills you possess:

List software applications in which you are proficient:

List computer languages you have programmed in:
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Southern llinois University Edwardsville
areers Home
Administrative / Professional Jobs
rvice Current Jobs
rvice Ongoing Recruitment

rvice Extra Help Jobs
Applicant Profile

Logout

‘System Requirements
HowDol... & FAQs

Employment Application - CS

Employment History / Signature & Confirmation srze20r2)
1. General | Education | 2. Employment History / Signature & Confirmation

READ CAREFULLY: A complete employment history is mandatory.for all Civil Service positions. The employment
history will be reviewed to determine that minimum qualifications are satisfied: therefore, it is critical that you provide
clear and concise information. Beginning with your most recent position, list your complete employment history,
including any gaps in employment and an explanation for the gaps. Itis our policy to require this offcial application
form for all Civil Service hires. Therefore, while a resume may be submitted with the application, data for each
employer must be listed on this application form. (The words "See Resume” may only be used as a substitute
iin the section entitled " Specific Duties Performed".) If multiple positions were held with the same employer,
please indicate each position separately.

Please list all employment, starting with current or last employer,
by clicking the 'Add' button.

“Do you have any employment history? Yes O No
(If"yes" add employment details. If "no” continue on to
Miltary Service section )

ORGANIZATION TITLE START DATE END DATE
None
dad
Military Service
Are you a veteran? If yes, please complete the fields ) Yes
below. No
Date Entered: B8 Today
Date Discharged: B8 Today
you receive an HONORABLE Yes O No

Presently in Servi

VETERAN NOTICE:
If you desire veteran points based on this service, you must furnish your report of separation or discharge

(Form DD214) that can be uploaded in the next section.
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Save and Submit
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~Please Tist all employl’ﬁeyﬁf,‘?ﬁ?tmg with current orLi‘a’sT'é‘mployer,
by clicking the "Add’ button.

“Do you have any employment history? Yes O No
(f"yes" add employment details. If 'no” continue on to
Miltary Service section )
ORGANIZATION TLE START DATE END DATE
None

Title: Manager

Organization Name: [Vague Company
Phone Number:
Address:

city:

State: - Select - M
Postal Code:

Is this your current employer? Select- v
Start: 2l v
End: B v

* Specific Duties Performed: Petails of duties

4%
Reason for Leaving:
Starting Salary:
(Annually or Hourly)
Ending Salary:
(Annually or Hourly)
Supervised Staff? Select- v

Supervisor Name:
Supervisor Tite:

Supervisor Phone:

May we contact this employer? seect
Full-Time (Years/Months):

Part-Time* (Years/Months):

* Average hours worked per week: )
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ignature & Confirmation

I authorize investigation of allstatements contained in this application for employment as may be necessary in the
judgment of SIUE in artiving at an employment decision. This includes authorizing SIUE to investigate all references
and to secure addtional information about me, f related to this empioyment application. | further authorize SIUE to
contact law enforcement agencies with regard to criminal records information and consumer reporting agencies with
regard to credit and character information. | understand that such inquiries may be made during the processing of my
application for employment. Further,  release from liabilty the Board of Trustees of Southern llinois Universiy
governing Souther linois University Edwardsville, and its representatives, for seeking such information and allother
persons, corporations or organizations for furishing such information

By submiting my digital signature on the application, | acknowledge that Southen liinois University Edwardsville did
ot inquire about, and | did not provide, any information regarding conviction/arrest records that have been sealed or
expunged

3150 afirm that | nave not witaheld any information requested and that the statements made in ts appication are.
true and correct.

Any misrepresentation or faisifcation of information on this application,

e orterminaton. Check Boxto agreeto a
digital signature

“lagree and consent to provi
signature:

Please enter your digital signature below exactly as you would sign the document,

“Digital Signature: Applicant37 Tes|

Date: 041082010 1135
User Name: spplicantsTiest

ing an electronic «

* denotes Required field

The SIUE Annual Security and Fire Safety Reportis available online at hitp'
contain campus safety and securflpinformation, crime statistics, fire safety p
three calendar years. This reporglf published in compliance with Federal a)
Campus Securty Policy and CaffPus Crime Statistcs Act” and the Higher Edi
the "Campus Fire Safety Righjff Know". For those without computer access, a paper copy of Ihe 1eport may e

obtained, with a 24-hour notiffl rom the Ofice of the Vice Chancellor for Administration, Rendleman Hall, Room 2228,
613-650-25%6.

Type name as your signature

[ ooz | oo |
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First Name: Middle Name: Last Name:
(Applicants? Test
Address
87 Some Ro
city: State: Postal Code:
‘Somewnre llinois v 787
Primary Phone:
613-000-6787
Banner ID:

* Social Security Number (s##-## ####): R B
Date of Birth (Please update the year fom 190410 (41011000 |7

your year of birth.):
Please indicate your gender.: Female
® Male
Do you have a commercial drivers license? Yes ® No
1. Have you ever used another name? Ifyes, & . ¢, o
list the names by clicking 'add.
FIRST NAME LAST NAME START DATE END DATE
None

Ada

2.1n the last ten years, please provide the full address of the locations in which you have lived, worked, or
attended school by clicking ‘add."

ADDRESS TYPE ary STATE FROM T
‘Somewhre Hlinois. Present

Ada

3. Have you ever been convicted of a misdemeanor,
felony or pleaded no contest? If yes, identity all
convictions by providing an explanation including
date, city, state and charge by clicking ‘add.
fyes, please explain.

Yes © No
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7 Have you ever Used another name? Y65, & yos o) g,

list the names by clicking 'add.

FIRST NAME LAST NAME START DATE END DATE
None

First Name:
Widdle Name:

Last Name:

Description:

Start Date: . v
End Date: . v

2.In the last ten years, please provide the full address of the locations in which y
attended school by clicking ‘add."

/e lived, worked, or

ADDRESS TYPE T
Present

Primary Address:

Address Type:

Address:

city:

Country:
Description:

start:
End:
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To be completed by HR:

Previous Investigation Completed:
NiA C Expired [ Eligible Date:

rocay

Approved for Offer:
Yes O No
HR Rep. Signature

‘Today's Date:
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‘Southen llinois University Edwards

Careers Home
Administrative / Professional Jobs
Civil Service Current Jobs
Civil Service Ongoing Recruitment
Civil Service Exira Help Jobs
Applicant Profile

jout
System Requirements.
How DolL.. & FAQs
Civil Service Testing

Employee and Graduate Assistant Data Collection Form

E A BTSN 7TTT |F EMPLOYEE & GRADUATE ASSISTANT DATA COLLECTION & DATA

DWARDSVILL CHANGE FORM

‘Administrative & Professional Staff. Civil Service, Faculty, & Gradate Assistants

Identification & Contact Information
“First Nam
(Applicants?
(To change your legal name, submit We cards and a copy of the social security card bearing the new name.)
Address:
87 Some Ro
ity: State: Postal Code:

Somenre es7ar

Phone: Cell Phone:

s [—

‘Banner ID (If unknown, leave blank.):

“Last Name:

Test

o

|

Address & Phone: New employees please enter your mailing address and phone number(s) above. Address and phone changes should be made through
Banner Sef-Service. Login to Self-Service through the HR Home Page under CougarNet at wwisiue edulumanresources.
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“Employee or Grad Assistant Signature: [Applicanta? Test

Dste: 0482019 121571

Status:
Admin/Prof Staff, Civil Service, and Faculty please submit form to Human Resources, Box 1040, RH 3210

AdminProf Staff ©) Faculty O Civil Service.
(Grad Ast - Submit form to Grad School Box 1046 or og on to Banner Seff-Service for specefic data changes.

_
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