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Off-campus Employer – How to Post a Job to Handshake:  

Step by step guide on how to post a job:  

IF YOUR COMPANY IS NEW TO HANDSHAKE CLICK THIS LINK TO SET IT UP 

1) Join Handshake and create a profile:  Handshake: Careers start here | Handshake 

2) Use your company’s email address and password of your choice. If you are having 

trouble with this, please feel free to reach out to careers@stmartin.edu or 

support@joinhandshake.com for assistance.  

3) Once you have created an account, you will see the button “Create job” on the top 

middle-left. Click here to begin.  

 

4) Job Description: Feel free to fill out all information you have about the job you are 

posting. This “Job Description” will be specific to the role you are looking for. See the 

example of a simple job description on the next page. Then click Continue 

● A few key components will include stating whether you will be an on-campus 

option (if so, make sure the employer is Saint Martin’s University) and if 

you’re eligible to hire for work-study  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://support.joinhandshake.com/hc/en-us/articles/219133057-How-to-Create-a-New-Company-Profile
https://support.joinhandshake.com/hc/en-us/articles/219133047-Create-an-Employer-User-Account-Join-a-Company-and-Connect-with-Schools
https://stmartin.joinhandshake.com/
https://app.joinhandshake.com/employer_registrations/new
mailto:careers@stmartin.edu
mailto:support@joinhandshake.com
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5) Position details: Input the job Title, Position type, check “Work-Study program” if 

applicable. Then click Continue.  

 

 

 

 

 

 

 

 

 

 

 

 

 

6) Location requirements: Determine the location of the position you are offering. 

Then click Continue. 
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7) Time requirements: Consider the hours your employee (student) will be required to 

work. Select Full-time or Part-time. If selecting the Part-time option, input hours per 

day/week/month. If selecting Temporary or Seasonal, input estimated start and end 

date. Then click Continue. 
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8) Compensation and benefits: Next you will need to determine compensation for 

your student. Please refer to the Washington State minimum wage guidelines. Select 

the expected pay and input amount, if applicable select additional compensation, 

benefits, perks, or additional benefits. Then click Continue. 

 

. 

 

 

 

 

 

 

 

 

 

 

 

 

9) Categorize your job: Are you looking for a student with specific expertise? You 

much select 1 role and no more than three roles total). Then click Continue. 

Ex/ for desk work input “Office and Administrative Support Workers”. 
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10) Candidate's qualifications: Here you can be more specific about the types of 

skills you would like your candidate to possess. Are you looking to hire a first-year 

student? Second? Or are you open to any undergraduate/graduate student? Searching 

for a student within a specific major?  Select these optional qualifications in this step. 

Include GPA requirements here if this applies. Then click Continue. 

 

11) Choose School: Select post to specific school and enter Saint Martin’s University. 

Then click Continue. 
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12) Application Process: Specify the application open and close date (how long 

would you like this opportunity to be displayed for students to view and apply to?). 

Consider how many students you are looking to hire. Select how the student will apply 

for the job, through Handshake or a separate website. Select the required documents 

you require to apply (e.g. resume, cover letter, or transcript). The student’s Handshake 

profile will be automatically selected. Then click Continue. 

 

13) Your hiring team: Lastly, decide who will be on your hiring team. Select 

messaging availability and email settings if desired. Any individuals you would like to 

view candidate applications, must have their company emails included here. Then click 

Continue. 
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14) Power up your job post with Plus: Select if you’d like to use Handshake Plus or 

Basic for your job post. Then click Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15) One last check: Review the job application for any errors or necessary edits then 

click “Post Job” on the top or bottom right of the page. Congrats! You have posted a 

job through Handshake. If you want to wait to post it, click “Save as draft” on the top 

right of the page.  

 


