Posting an On Campus Position on Handshake

1. Create an account at Spu.Joinhandshake.com
a. Make sure to forgo “Login with SPU Credential” this will lead you to a student account. Instead, select
“Sign up for an Account”
b. You will then select “Employer” as the type of account you would like to sign up for.

Welcome to Handshake Sign in to Handshake

Find jobs better, together.

B Login with SPU Credential

email@example.edu

Sign up for an Account

e
g Handshake 2017 Need Help?

Please select the type ou would like to create

e When filling out your employer information, use your personal work account, or if you are hiring for a
department, you can sign up as with your department email address. This will allow future hiring
persons to access to past applicants and job descriptions.

Sign up as an Employer

First Name Last Name

Test Account

Email Address (use your work email)

Ose@s pu.edu|

Password Confirm Password

Phone Number

2062812061

Phone number can't be blank.

e Once you enter in your information Handshake will send you a confirmation email, asking you to confirm
your email. Once that is received, please be sure to click the link provided. It will then lead you back to
Handshake!



#i handshake Hep Test

Didn't receive the email?

1. Is ose@spu.edu your correct email without
1ypos? If not, you can restart the sign up
process

2. Check your spam folder

3.Add
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Handshake. 4.Click here 1o resend the email
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N Contact us
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Because you used an email with an SPU domain (xxx@spu.edu) , Handshake will automatically tie you with the
“SPU On Campus Positions account”. This is the main account for all on campus employers. This keeps all
positions in one place and acts as the “Hub” for all dpeartments hiring.

Step 3 of 4 - Join Company

Great! It looks like your company is already in Handshake.
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Seattle Pacific University, On Campus Paositions

0SE is the Hub for on Campus Positions. All Departments should post
through this account.

Seattle, Washington, United States | http://Spu.edu/Studentjobs

Handshake will then ask you to “Request” a school to connect with. Search for Seattle Pacific University, and
select the + button next to the school name.

Step 4 of 4 - Connect with Schools 1 School selected

|
seattle My Selected (1) ear

Filter Schools b
Showing 2 results « Select all et o0is by

@ Seattle University Region e
Seattle, Washington - 0 students - Regional Universities Midwest
~/| Mortheast
Seattle Pacific Universil
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Done selecting schools to recruit at? Click "Finish” above to finish signing up. Location &

Your account information will then be sent to the Office of Student Employment for approval. OSE will review
this request within one business day! You will be notified once it has been approved.



Once your account has been approved, you can then create post your position!

1. Start by clicking Post a Job from your home dashboard:

. 299 (19 5
¥ handshake Q Search... By 3 &° 7 Hepr HiaryDudek~
Home
—~ © Post a Job © Request an Interview © Create an Event
file
Handshake : ; i q
f# Jobs 3 Interview Schedule Postings 5] Upcoming Events
Advisory Intern Amaranta University -
Jobs DU Expired May 18 at 8:32pm W
;Z‘lfms‘e" May 11 at You have not RSVP'd to
lications i i : 3
hom " Full Time Business and any upcoming events.
Expired May 18 at 8:32pm Amaranta University -
W A
Full Time Audit Requested May 08 at
WU Expired May 18 at 8:32pm 7:35pm
i Miller University Approved
Intern Audit PP!
P Expired May 18 at 8:32pm W Approved May 18 at
5:31pm
Customer Education . o
¢ Lead Miller University Approved
Expired June 07 at D" Approved May 11 at
12:00am 2:23pm

n Arcadia University
Neclined Mav NA at

e Add alob Title
o If your company has Divisions set up, you will see that option appear right below job title- This is where you will
want to select the specific department you are hiring for. (Ex: Admissions, SFS, OSE etc)
o Add aJob Type- Specifically you will want to select “On Campus Student Employment”
o Do NOT select Work study. Although it may be a work study position we want to make sure all students are
eligible to apply for it.

* Job Title

+ add an ATS / job code to match against your applicant tracking system (this will not sync applications)

Require students to also apply through website or li tracking sy

Yes @ No

Display your contact information to students?
© Name Only Name and Email Don't show my info
* Job Type

Job

Internship

On Campus Student Employment
Show more options

* Employment Type
Full-Time

Part-Time

Duration
© Permanent

Temperary / Seasonal

3. Once you are finished with Job Basics, choose Next along the bottom of your screen. Next we'll go through adding in
your Job Details:

e Add a Description for your job
e You can add a Job Salary if you'd like, however this is completely optional.
e Enter alocation for your job
e If yourjobisin the United States, you'll see an additional "Eligibility for international students" section appear.
e Finally, choose which documents to require students to submit with their application



* Description

A Normal text « Black = Bold italic Underline = i=

g = Ga)

You can copy and paste a description directly from your website - we'll retain all the formatting for you.

* Job functions

This will help students interested in specific functions search for your job.

Salary
$ Per year

Unpaid

* Job Location

Allow remate workers?

Required Documents
~| Resume
Cover Letter

Transcript

Other Document (e.g. work sample, course schedule, or other misc. documents)

e As mentioned above, choosing a job location in the United States, will open up an "Eligibility for international

students" section- All on campus positions are eligible to international students.

4. Once you're finished with Job Details, choose Next along the bottom of your screen. Next we'll go through Job
Preferences:

e Note: none of the preferences you add to this page will block students from applying for your job. But we will show

you candidates that meet all of your preferences, and those who don't. You can learn more in our article on Job
Preferences.
e Also note: all of these preferences are completely optional.
Add a Graduation date range for your job by specifying the earliest and latest graduation date for qualified
applicants
Prefer to qualify students by School Year - like Freshman, Sophomore, Junior? You can select the link below to
toggle to that option instead.
e Add a Minimum GPA value
Choose which Majors would make a student qualified for your job. This step is discussed in more detail below.
Finally, configure who should receive Applicant Packages, and with what frequency. We've also added additional
details on this below.

o


https://support.joinhandshake.com/hc/en-us/articles/218693208-Job-Requirements-
https://support.joinhandshake.com/hc/en-us/articles/218693208-Job-Requirements-

Students who do not meet your work authorization, graduation date, GPA, and major preferences will
still be able to apply, but we'll highlight which enes don't match (and let you filter them out).

Graduation date range

Earliest grad date Latest grad date

month ¥ | year ¥ month v | year ¥

Qualify students by school year instead (for example, Freshman, Sophomeore, Junior)

Minimum GPA

Majors Select a category to choose specific majors
Arts and Design - 0 of 13 majors selected
Business and Entrepreneurship - 0 of 18 majors selected
Civics and Government - 0 of 9 majors selected
Communications - 0 of 7 majors selected
Computer Science, Information Systems, and Technology - 0 of 8 majors selected
Education - 0 of 8 majors selected
Engineering - 0 of 15 majors selected
Health Professions - 0 of 14 majors selected
Humanities and Languages - 0 of 11 majors selected
Life Science - 0 of 10 majors selected
Math and Physical Sciences - 0 of 4 majors selected
Natural Resources, Sustainability and Environmental Science - 0 of 10 majors selected

Social Sciences - 0 of 8 majors selected

These majors consolidate individual majors across every school on Handshake. To choose a specific major
by individual school click here.

Applicant Packages Specify who should receive the applicant packages
Employer Dolores University
+/| Email a summary of all applicants once my job expires

Email every time a new student applies

Add someone else to receive packages v

e Setting up your Major Preferences
o All majors within a category will be selected by default. But | can remove them by simply clicking on the major I'd
like to remove.

6. You're all set! Choose Create on the bottom navigation to create and review your job



