handshake

Below you will find instructions, images and helpful tips for Logging into Handshake and using the existing Student Employment
Template to post positions.

Contact Career Development with any questions.

LOG INTO HANDSHAKE

https://app.joinhandshake.com

Find jobs better,
together.

Type CSP email in empty field, click
Next

Find jobs better,
together.

Employers & Career Centers
e

Enter password, click Log In

You will see this screen once
successfully logged in

i handshake
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POSTING A JOB USING THE STUDENT EMPLOYMENT TEMPLATE

e From the Landing Page, click
Jobs

i handshake Q Search..
My Profile
Company Profile 4 Jobs
Career Development Approved
Assistant
Approved July 19 at
Search Students
Schools
Contacts
.. e Select the option to view all
i handshake o L jobs and then
e Select the job titled STUDENT
Home Jobs view ng all CSP Career Development jobs Edit this EMPLOYMENT TEMPLATE
My Profile
Active Expired  All Declined Not Posted
Company Profile —
D2 PV
2934555 STUDENT EMPLOYMENT TEMPLATE

Search Students

Schools
Contacts
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i handshake

Q, Search...

Home
My Profile
Company Profile dob Freview

Edit Details

Search Students

Schools

Contacts

About this Job

#2934555 STUDENT EMPLOYMENT TEMPLATE

Applicants

Review O Applicants

Expired

Where should students submit their application?

® Applyin Handshake

A

Job title

STUDENT EMPLOYMENT TEMPLATE

Display your contact information to students?

® Nameonly

Don't show

Job Type
nternship
Cooperative Education
Experiential Learning

% OnCampus Student Em

Fellowship
Graduate School

Volunteer

Employment Type
Full-Tirne

® Part-Time

Duration

Start date

Is this a Work Study job?

End date

2020-05-01

EHC W Details Preferences

Schools

pl.ev - m

[ |3

Basics
[ ]

Select Duplicate job

Replace the existing job title
Update the End date based on
the specifications of your
position

Click Next
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Uescription

Headingt ¢+ B I U A

B
i
iii
]

= % B K

Position Description:
The [insert job
[insert

ary of position] and pl n important role in promaoting
ffice/department mission/primary goal].

Primary Responsibilities:

ansferable skills

Job functien

= | Other 0]

Approximate salary

& Paid Unpaid

S5 | 988 Per hour v

Job lacation

1282 Concordia Avenue, Saint Paul, Minnesota 55104, United States of America

Allow remote workers

Required documents (Optional)
Resume
Cover Letter
Transcript

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

Schools | Preview

E| Basics Preferences

Replace the position
description

Create 3-5 primary
responsibilities that highlight
aspects of the position

Add any additional position
specific expectations

Insert any additional job
functions specific to the position

Insert how many students you
are looking to hire

Check the required documents
that you would like to use for
the position

Click next
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Graduation date range (Optional)

e Preferences: Details selected
on this page are optional.
Selected any preferences that
you may have for the position.

Earliest grad date Latest grad date

School years (Optional)
Freshman
Sophomore

Senior
Masters
Doctorate
Alurmin
ostdoctoral Studies

Masters of Business Administration

Minimum GPA (Opticnal)

Major categories (Optienal)

Agriculture, Food & Horticulture - 0 of 2 majors selectec

E’gin%e‘ ng 0 of 19 maiors selected
General Studies
Health Professions

Humanities & Languages - O of 12 majors selected

Life Science - O of 14 majors selected .
o Click next
Math & Physical Sciences - O of 4 majors selected

Natural Resources, Sustainability & Enviro

Select to post your job to
Concordia, St. Paul

TEMPLOYMENT TEMPLATE »

Job postings

Ghobal expiration date @

Beld Faverite Schools  Find Mere ] Set the g|0ba| apply Start date
and expiration date (must be a
minimum of two weeks)

e Click next
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STUDENT EMPLOYMENT TEMPLATE
=-  CSPCareer Development

© 1

Job Description
Position Description:
Primary Responsibilities

(N ]
L

#  Share Job

Q000

Preview your position as it will
appear to students

Click save to submit your
position for approval



