
University of Sheffield student Non-student Existing staff undertaking casual work

Payment processed, candidate paid

Hiring manager authorises timesheet 
by 15th of the month

Candidate submits timesheet for
authorisation by hiring manager

Candidate accepts offer of work

Student Jobshop Team conducts
 eligibility to work check

No eligibility to work check required
Student Jobshop Team contacts student to

arrange for the eligibility to work (ETW)
check to be undertaken

Hiring manager conducts 
eligibility to work check

Hiring manager contacts candidate to
arrange for the eligibility to work (ETW)

check to be undertaken

Candidate identified to 
undertake assignment

Option for students vacancies ONLY
Advertised via Career Connect Hiring manager creates vacancy

myJobshop team assigns new candidate to vacancy

New candidate receives email prompting them
 to create an account on myJobshop

New candidate receives email prompting
 them to complete registration

Candidate presents documentation to evidence
 their eligibility to work in the UK

Candidate completes registration

Candidate issued with written statement of particulars,
outlining the terms of their engagement

Candidate compliant and ready to work



  

