
Handshake Work Study Job Posting 

1. Login to Handshake 
a. If you do not have an employer profile, follow the directions below: 

i. https://support.joinhandshake.com/hc/en-us/articles/219133047-Create-an-Employer-User-
Account-Join-a-Company-and-Connect-with-Schools  

 

 

 

 

 

2. Select Post a Job 
a. Job titles will be standardized and include “FWS” along with departmental code. 
b. Refer to screenshots below when filling in required components of job posting. 
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*PLEASE MAKE SURE TO FOLLOW THIS STEP* 
 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

THIS PAGE OPTIONAL: 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

SAMPLE OF JOB POSTING: 

 

3. Once you are satisfied with applicants and are ready to hire the student(s), navigate to the job and select 
“Applicants” at the top left. 

Type: The University of Scranton 



 

a. Select the drop-down menu for each student to move them from Pending to either Hired or Declined. 
b. You can also select the checkboxes next to each student to send a custom email informing them that 

they have/have not been offered the job and any additional information they need to move forward in 
the process. 

4. If you hire student(s) before the post expires, you must go back into the job posting to edit the expiration date, 
which in turn will make the post no longer visible to students. This DOES NOT happen automatically once you 
hire someone. 

5. To duplicate the job posting for future semesters, follow the instructions at the link below: 
a. https://support.joinhandshake.com/hc/en-us/articles/219132977-How-to-Duplicate-a-Job-Posting  

 

 

 

…....                               
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Student View 

 



 

All open work study jobs are now visible. 

Direct link to all open positions:  
https://scranton.joinhandshake.com/edu/postings/approved?job.work_study=true&per_page=25&page=1 

 

https://scranton.joinhandshake.com/edu/postings/approved?job.work_study=true&per_page=25&page=1

