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 On-Campus Employment Overview 
 

Starting from your first day as a full-time enrolled student at MSOE, you can secure an on-campus 

job. You can work part-time (typically ~10 hours per week) during school weeks or full-time (40 

hours per week) during break weeks. If the position you have applied for is categorized as an 

academic year job, you will require extra paperwork to work during the summer break. Questions 

can be directed to the Office of Human Resources (HR). 

 

Please note that you must have been in the country for at least 10 days before you can apply for 

your Social Security number (SSN). 

Search for On-Campus Positions 
1. Find an on-campus job. 

a. Note: You cannot do a job that says “Work Study” in the listing. They are for domestic students 

only. Federal Work-Study provides part-time jobs for undergraduate and graduate students 

with financial need, allowing them to earn money to help pay education expenses. 

b. Link to MSOE on-campus jobs 

c. Link to Sodexo, the dining service company, on-campus jobs 

2. Apply for as many jobs as you wish. 

3. If you get the job, you will receive a Student Contract from your supervisor. 

Understand Regulations and Obtain SSN 
4. Review the information in the “Getting your SSN” presentation on myMSOE. 

a. myMSOE > Students > International Student Info > International Student Forms > Getting your 

SSN Presentation and Quiz 

b. You must review the presentation and take the quiz in order to get your SSN Support Letter. 

5. Take the required quiz and pass with at least 75%. The quiz can be taken multiple times.  

a. If you pass the quiz with at least 75%, please be sure to wait for two hours before going to HR. 

6. Once you pass the quiz, bring the original signed student contract/offer letter to HR (CC 337) and ask 

for the SSN Support Letter. 

a. Note: If you accept a job from Sodexo, the dining services company, you will need to email 

Multicultural Affairs after you take the quiz. Multicultural Affairs will send you the SSN Support 

Letter via email, not HR.  

7. Complete the SSN Application Form online. 

a. Note: Pay attention after you complete the application because you should be prompted to 

make an appointment. This has typically been the easiest way to make an appointment. 

b. You should receive a reference number that starts with the letter “O”. Write down this 

reference number. 

8. Make an appointment at your local Social Security Office. You will need an appointment and cannot 

walk in for processing.  

a. How to make an appointment 

i. Sign up for an appointment after completing your SSN Application Form 

ii. Go to Social Security Online Services webpage, make an account, sign up for an 

appointment online.  

https://www.msoe.edu/about-msoe/careers-at-msoe/student-employment/academic-year-opportunities/
https://sodexo.paradox.ai/co/Sodexo1/Job?job_id=P27-3249853-1
https://my.msoe.edu/ICS/
https://www.ssa.gov/number-card
https://secure.ssa.gov/ICON/main.jsp
https://www.ssa.gov/onlineservices/
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b. Local office: 
  Social Security Administration  

Room 260  

310 West Wisconsin Avenue, Milwaukee, WI 53203  

Phone: (866) 467-9626 OR the toll-free number at (800) 772-1213 

Hours: M-F 9:00am-4:00pm 
 

Documents to take with you: 
• Passport 

• Form I-94 

• Form I-20 

• SSN Support Letter from HR 

• SSN Application Form 

 
Remember to do the following: 

• Use the legal name that is printed on your Form I-20 to apply for the SSN. 

• This form is not created by MSOE. You must talk to the Social Security Administration if you have any 
questions. MSOE staff are not employees of the federal government and cannot help you complete the 
SSN Application Form. 

• The building has security scanners/metal detectors (like an airport), so only take what you need. 

• When you get to the office, check in and be prepared to present your documents and meet with a 
representative. 

• When finished, ask for a receipt showing your SSN. You can take this receipt to HR, and you can begin 
working at MSOE right away after that. If you do not get a receipt, you need to wait for the SSN card to 
arrive in the mail before you can work on campus 

Complete Other Paperwork and Get Paid 
9. Go to HR or Sodexo with your receipt or SSN card and fill out the necessary paperwork. You need to do 

so before you can start your job and get paid. 
 
Note: This publication is not intended to provide legal advice but to provide information on legal matters. If you 
are looking to work with an immigration attorney for any reasons, please contact the State Bar of Wisconsin. 
You can also check this website for advice provided by the Association of International Educators (NAFSA). 

https://www.google.com/search?rlz=1C1GCEA_enUS782US782&sxsrf=ALeKk003sb65lJyuqnejWw8k1iyaOpYowQ:1605302889497&ei=UfquX7qoI9bctQas0L-QCg&q=Social%20Security%20Administration%20Office%20milwaukee&oq=Social+Security+Administration+Office+milwaukee&gs_lcp=CgZwc3ktYWIQAzIJCAAQyQMQFhAeMgYIABAWEB46AggAOgUIABDJAzoICC4QxwEQrwE6DgguEMcBEK8BEMkDEJMCUJ2cAVjwrQFg4a4BaABwAHgAgAHNAYgBvwuSAQUwLjguMpgBAKABAqABAaoBB2d3cy13aXrAAQE&sclient=psy-ab&ved=2ahUKEwiByPCju4DtAhVBLs0KHQg6Bw0QvS4wAHoECBQQDA&uact=5&tbs=lf:1,lf_ui:4&tbm=lcl&rflfq=1&num=10&rldimm=9483473604012188633&lqi=Ci9Tb2NpYWwgU2VjdXJpdHkgQWRtaW5pc3RyYXRpb24gT2ZmaWNlIG1pbHdhdWtlZSIDiAEBWlgKJXNvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UiL3NvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UgbWlsd2F1a2Vl&rlst=f#rlfi=hd:;si:9483473604012188633,l,Ci9Tb2NpYWwgU2VjdXJpdHkgQWRtaW5pc3RyYXRpb24gT2ZmaWNlIG1pbHdhdWtlZSIDiAEBWlgKJXNvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UiL3NvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UgbWlsd2F1a2Vl;mv:[[43.0930463,-87.8990984],[43.036023799999995,-88.0344654]];tbs:lrf:!1m4!1u3!2m2!3m1!1e1!2m1!1e3!3sIAE,lf:1,lf_ui:4
https://www.google.com/search?rlz=1C1GCEA_enUS782US782&sxsrf=ALeKk003sb65lJyuqnejWw8k1iyaOpYowQ:1605302889497&ei=UfquX7qoI9bctQas0L-QCg&q=Social%20Security%20Administration%20Office%20milwaukee&oq=Social+Security+Administration+Office+milwaukee&gs_lcp=CgZwc3ktYWIQAzIJCAAQyQMQFhAeMgYIABAWEB46AggAOgUIABDJAzoICC4QxwEQrwE6DgguEMcBEK8BEMkDEJMCUJ2cAVjwrQFg4a4BaABwAHgAgAHNAYgBvwuSAQUwLjguMpgBAKABAqABAaoBB2d3cy13aXrAAQE&sclient=psy-ab&ved=2ahUKEwiByPCju4DtAhVBLs0KHQg6Bw0QvS4wAHoECBQQDA&uact=5&tbs=lf:1,lf_ui:4&tbm=lcl&rflfq=1&num=10&rldimm=9483473604012188633&lqi=Ci9Tb2NpYWwgU2VjdXJpdHkgQWRtaW5pc3RyYXRpb24gT2ZmaWNlIG1pbHdhdWtlZSIDiAEBWlgKJXNvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UiL3NvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UgbWlsd2F1a2Vl&rlst=f#rlfi=hd:;si:9483473604012188633,l,Ci9Tb2NpYWwgU2VjdXJpdHkgQWRtaW5pc3RyYXRpb24gT2ZmaWNlIG1pbHdhdWtlZSIDiAEBWlgKJXNvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UiL3NvY2lhbCBzZWN1cml0eSBhZG1pbmlzdHJhdGlvbiBvZmZpY2UgbWlsd2F1a2Vl;mv:[[43.0930463,-87.8990984],[43.036023799999995,-88.0344654]];tbs:lrf:!1m4!1u3!2m2!3m1!1e1!2m1!1e3!3sIAE,lf:1,lf_ui:4
https://i94.cbp.dhs.gov/home
https://www.ssa.gov/number-card
https://www.wisbar.org/Pages/default.aspx
https://www.nafsa.org/topics/student-and-scholar-advising?page=6

