
A new job application for a role as a stud./research assistant can be
started here: www.uni-weimar.de/hiwi

Your view after 

successfully registering 

yourself at: www.uni-

weimar.de/hiwi
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If you do not possess a Bauhaus University login, then please apply for a guest login. (SCC user service: nutzerservice@uni- weimar.de).

Starting a new application:

If you would like to start a new job application, click on „Work 

application for stud. assistants“.

If you want to copy data from a previously filled out form,

click on „Forms“ (continues on slides 2 and 3).

http://www.uni-weimar.de/hiwi
http://www.uni-weimar.de/hiwi
mailto:nutzerservice@uni-weimar.de


How to access the „Data Browser“ view

With the data browser you can search for, filter, and copy data from your

job applications.
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A form needs to be selected to carry out the copy function.

The data browser can be opened with this button.

You can only see forms that you still need to fill out, or that you have

already started/completed.

Data browser:



Copy button

If you are starting another

job application, you can

copy the data from your old

job application, meaning

you do not need to

manually input all your data

again.
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Copying:



Filling out the application:
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Current House number; apartment number can be

added with „ / “;  „ c/o “ can be used if you live with

someone else

Your own nationality; your first nationality if you have

multiple

Current Address (correspondence address)

Must be an EU bank account



Tax Class: determines the amount of tax you pay, 

when not self-employed.

Class 1: single, widowed, seperated from spouse

Class 2: single parent, living seperately from spouse

Class 3: Married (higher or only income in the marriage)

Class 4: Married (same income as spouse)

Class 5: Married (lower income than spouse)

Class 6: Second or side job (independent of marital

status)

An 11 digit number, can be find in the

income tax assessment or the tax card.

The Tax ID has 11 digits, and is automatically assigned

to every citizen when they are born, or registered, in 

Germany. 

Warning, not the same as the tax number!

Unlike the tax number, the tax ID remains the same your

whole life, regardless of if you move, or otherwise.

Always select „Main occupation“ if the assistant

position would be your only job.
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Only fill out if you have applied for a tax allowance

from the tax office (for example if you have a special

status due to disability). The yearly changing, basic, 

tax allowance does not need to be stated.

Filling out the application:



Consists of letters (first letter of

family name) and digits for the

purposes of identification for

pension insurance (no spaces).

Also known as the social 

insurance number, an example

would be "11 date of birth

(dd/mm/yy) first letter of family

name (capitalised) 000". If you

have not had a job yet, you will 

not have a national insurance

number. Instead, input: 

„11223344X000”
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• Own insurance

• Insured through your family

• Insured as stated through

previous entries

Filling out the application:



Important – correct

selection required for

correct remuneration:

No degree

= student assistant

Bachelor’s degree

= research assistant

Master’s degree

= research assistant

Warning:

this entry

automatically

determines your

hourly rate.

Zu befüllen vom Studierenden:
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Selection only with

master’s or bachelor’s 

degrees

Filling out the application:

Important: an extra box appears when selecting

research assistant!



If „Yes“ is selected, please input the date of completion

in the new box which appears.

Note: a master’s degree counts as a 

postgraduate course.

If you already have one, please enter your 

bachelor’s/master’s/diploma degree here and 

attach the corresponding certificate to the 

application.
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Filling out the application:

This is for teaching students only.



This is where you can upload your

certificate of study.

Currently only one document

can be uploaded, meaning if

multiple are required they need

to be combined.

Further documents should be

handed to the human resources

department through the

secretariat of the department

you are applying to.
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On the website for Bauhaus University 

Weimar‘s student and research

assistants, under downloads, you can find 

a checklist in German and English for the

documents which must be handed in.

Filling out the application:

https://www.uni-weimar.de/de/universitaet/struktur/dezernate/dezernat-personal/assistentinnen/


All previous jobs need to be stated (necessary to determine 

employment history)!
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Filling out the application:



If „Yes“ is inputted more entry

fields will appear. Please fill

these out too!

11

Filling out the application:



Important: Please input all 

(including ones that have

concluded) jobs, which did not 

take place at the Bauhaus 

University, that you have had in 

the current calendar year.
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Filling out the application:
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It is possible to apply for an 

exemption to the pension

insurance obligation when

doing a minijob.

If a compulsory internship is 

completed during the course 

of study, no pension 

contributions have to be paid, 

but if the internship is 

voluntary then they do.

Read the legal provisions 

carefully. You can access 

Appendix 1 of the provisions 

on the possible 

consequences of an 

exemption from pension 

insurance by clicking on the 

question mark.

Note: input „the lecture

period“ if the job is to take

place during the entire

semester.

Filling out the application:



Sending the application to the relevant secreteriat

Select 

„Workflow“ at 

the top of the

page once you

are finished

with the

application.
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Important!

Sending the application:

Options for sending:

Send for review:

The receiver can access and 

change entries. and you will 

no longer be able to.

Send for information:

The receiver will only be able

to view your entries.

Click on „Choose action …“



Choose „ Send for review“!
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firstname.secondname@uni-weimar.de
Important: input the email of the person at 

the secreteriat who is meant to process

your application!

Sending the application:

mailto:firstname.secondname@uni-weimar.de


You will eventually receive an email from the secretariat when the contract documents are 

ready for your signature.

Please then contact the responsible secretariat to sign the contract.

Logging out can be accomplished by first clicking on home, and then „Log 

Out“ in the top right corner.
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The current status of your

application can be viewed under the

„History“ tab

Thank you for your attention, for questions please contact: assistenten@uni-weimar.de

History and Logging out:

mailto:assistenten@uni-weimar.de

