
 

 

 
 
 

Student Employment  
 
Welcome!  
My name is Abbie Raum, and I serve as the Student Employment 
Manager at Wartburg College. I invite you to participate in our  
Student Employment program this fall.  
 
What makes Wartburg’s program unique? 

It’s more than just an on-campus job – it’s an extension of your  
education.  
At Wartburg, we believe learning goes beyond the classroom, and 
student employment provides hands-on experience where you can develop valuable skills.  
Adaptability and curiosity are essential in today’s ever-changing world, and each position helps 
you build transferable skills that will support you in any career path.  
 
Our faculty and staff are deeply committed to your success.  
In your on-campus role, you will be both challenged and supported by supervisors who often 
become mentors and trusted resources as you find your place on campus.  
 
We also understand the importance of balance.  
At Wartburg, you are a student first, and flexible work schedules are designed to fit around 
your classes and extracurricular commitments.  
 
An on-campus job can also help you reach your financial goals.  
Many students work to contribute toward tuition, living expenses, or personal spending. By 
actively working on campus and utilizing the Student Payroll Deduction Agreement, you can 
apply a percentage of your wages towards your tuition bill and have finance charges waived on 
any outstanding balance.  
 
Please review the items on the following pages as you prepare for on-campus employment. If 
you have questions, feel free to contact me at (319) 352-8350 or 
studentemployment@wartburg.edu.  
 
Sincerely, 
 

Abbie Raum 
Student Employment Manager & Accountant 

 

mailto:studentemployment@wartburg.edu


 

Steps to Student Employment 
 
>> 1. Make a Financial Plan  

• Review your financial aid offer, estimated tuition bill, and personal expenses to see how an 
on-campus job can support your goals.  

• During SOAR, our staff will help you understand your financial aid and costs, including 
tuition, housing, books, and daily expenses. Consider how working on campus can reduce 
loans or out-of-pocket costs.  

• Most first-year students working 10-12 hours per week earn approximately $3,000-$4,000 
per year. You can also use the Student Payroll Deduction Agreement to apply earnings 
directly to your tuition bill and potentially avoid finance charges.  

 
>> 2. Plan Your Schedule 

• Sketch out your class and activity schedule to determine how many hours you can work 
each week.  

• Balancing academics, activities, and work can feel like a lot – but it’s also a great way to 
build time management skills. Once your schedule is set, look for open blocks of time for 
work.  

• On-campus jobs are flexible and built around your priorities as a student. You can work 
anywhere from 1-20 hours per week, with most students working 10-12 hours per week.  

 
>>3. Apply on Handshake  

• Log in to Handshake, Wartburg’s online job board, and begin applying for jobs starting July 
6.  

• You’ll receive login instructions via your Wartburg email in late June. Use Handshake to 
explore on-campus, internship, and off campus opportunities.  

• Apply for multiple positions, ask questions, and don’t hesitate to try something new. 
Departments will follow up with you directly regarding next steps in their hiring process.  

 
>>4. Complete Employment Forms & Present IDs 

• Before starting work, you must submit your student employment forms and required IDs to 
the Student Employment Office. We encourage you to complete your forms during SOAR. If 
anything is missing, we’ll notify you over the summer so you have time to resolve it before 
your first day.  

• Forms are available on the Student Employment Office website under Student Resources 
(login required).   

 
Important reminders:  

• Use black or blue ink (no pencil) 
• Use your legal/permanent address (not your campus address) 
• Do not email completed forms (they contain sensitive information) 
• Bring original documents for your I-9 (copies are not accepted.  

https://www.wartburg.edu/handshake
https://www.wartburg.edu/student-employment/


 

Required Student Employment Forms 
 
 Student Employee Care of Confidential Information Form 

 
 Background Check Release Form 

 
 I-9 Employment Eligibility Form 

To complete this form, you are required to present documentation verifying both identity 
and citizenship to the Student Employment Office personnel.  
 
Please bring one of the following options with you:  

o Option 1: Valid Driver’s License/State ID AND Original Social Security Card 
o Option 2: Valid Driver’s License/State ID AND Original Birth Certificate 
o Option 3: Valid U.S. Passport 
o Option 4: Valid Foreign Passport with F-1 Visa AND Form I-94 AND Form 1-20 
o Option 5: Review the instructions of the I-9 Form for additional acceptable IDs. 

 
The Student Employment Office personnel are required to see original documents; 
copies or scans of these documents will NOT be accepted.  
 

 Federal W-4 Form 
 

 State W-4 Form 
All students, except residents of Illinois, must complete the Iowa State W-4 Form. 
Residents of Illinois must complete the Illinois State W-4 Form and the Employee’s 
Statement of Nonresidence in Iowa Form. 
 

 Direct Deposit Authorization Form 
You are required to provide verification of your bank’s ABA/routing number and your 
bank account number.  
 
Please bring one of the following options with you:  

o Option 1: Printed documentation stating both ABA/routing number and account number          
(i.e. voided check, a screenshot from online access, a letter from banking institution). 

o Option 2: A mobile device with your banking app in which both the ABA/routing number 
and full account number can be verified in person with our Student Employment Office 
personnel.  

 
 Student Payroll Deduction Agreement 

You may elect to have 0%, 25%, 50%, 75%, or 100% of your monthly student wages 
applied towards your tuition bill.  

 


