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Krebs Work Study Checklist for International Students
	· 
	Consider the job assignments on the list of work study position openings.

	· 
	· 
	Contact Cheryl Love in the Vice President for Administration and Finance Office about availability of positions.  Her phone number is 272-8263 and she is located in Horrigan Hall, Room 215.  Her email is clove@bellarmine.edu.  

	· 
	· 
	Submit an application to the department in which you plan to work.

	· 
	· 
	After hiring, Cheryl Love completes an Employee Requisition Form and delivers it to the supervisor who will submit it back to Cheryl Love for Bob Zimlich’s signature.

	· 
	· 
	Cheryl Love notifies you via email to come to the Human Resources Office (3rd floor Horrigan Hall) to complete the hiring paperwork.

	· 
	Fill out application for a Social Security number and visit the Social Security Office to submit the form.  You cannot apply until you have been in the country 10 days and you cannot begin work until you have received your number. Contact Rick Brown for more information.  He is located in Horrigan Hall, Room 205F and can be contacted at 272-8027 or rpbrown@bellarmine.edu.  

	· 
	Discuss a schedule with your supervisor and begin work.  You are permitted to work a maximum of 8 hours per week while class is in session and a maximum of 25 hours per week when class is not in session and 25 hours per week in the summer.  The maximum amount you can earn is $2,000 per academic year.


