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InstructionsInstructions
Guide for Student Supervisors

Handshake is Slippery Rock University's campus student
employment platform.  Departments and programs will use
this platform to provide students with a centralized job search
experience and ensure compliance with the BOG Policy 1983-
10: Guidelines for Student Employment.

Posting campus positions in Handshake requires an employer
account.  If you do not have an employer account, follow these
instructions or contact Payroll and Student Employment at
724-738-2069 or studentemployment@sru.edu 

The Company Profile within the Employer Portal of Handshake
is to be edited by the Payroll Department only.

http://www.passhe.edu/inside/policies/BOG_Policies/Policy%201983-10.pdf
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How to Post a Job in HandshakeHow to Post a Job in Handshake

1.) Go to https://sru.joinhandshake.com 

If you do not have an employer account contact studentemployment@sru.edu or
724-738-2069

2.) Click "Post a Job"

3.) Choose "Apply in Handshake"
If you use an external system to collect student employment information choose
"apply through external system" and provide your tracking system URL in the
provide field.
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https://sru.joinhandshake.com/


How to Post a Job in HandshakeHow to Post a Job in Handshake

Job titles must follow this format: Department Name: Student Position Title
EX: Payroll and Student Employment: Student Assistant

4.) Enter a Job Title:
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Select your department from the drop down (if you do not see your department
or your department name has changed, contact studentemployment@sru.edu or
724-738-2069)

Jobs must be posted under the department you are posting the position for

5.) Company Division:

On Campus Student Employment for positions that are NOT
Graduate Assistantships
Gradute School for Graduate Assistantships 

6.) Job Type:



How to Post a Job in HandshakeHow to Post a Job in Handshake
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7.) Employment Type: Part-Time

Dates do not need to be entered here unless you want to
8.) Duration: Temporary/Seasonal

Work study awards change daily for some students, selecting "no" will ensure that
all students have a chance to view and apply for positions.  If you have questions
about students work-study eligibility, please contact Financial Aid.  

9.) Is this a work-study job? Select "No"

Select: Message me on Handshake

10.) Are you open to speaking with interested candidates? "Yes I
want interested candidates to reach out to me for a conversation"



How to Post a Job in HandshakeHow to Post a Job in Handshake
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Examples on pages 17-19
Student Employment Tier System

11.) Description: must include the following -hiring semester, expected
hours per week, contact supervisor (name and phone or email), positions
duties and responsibilities, desired qualifications, and any other
information you would like to provide about the position. 

12.) How many students do you expect to hire for this position?
This number is for reporting reasons, a number must be entered, but it
does not need to be approximate.  

Student Pay Tier Information 

13.) Estimated Salary:  Students are paid hourly, and the minimum
hourly rate for students on campus is $8.50/hr with a tier range of up to
$11.00/hour.

14.) Job Location: Slippery Rock, Pennsylvania, United States

https://www.sru.edu/documents/offices/payroll/Student%20Employment%20Hourly%20Rate%20Tiers.pdf?1664463704714
https://www.sru.edu/documents/offices/payroll/Student%20Employment%20Hourly%20Rate%20Tiers.pdf


How to Post a Job in HandshakeHow to Post a Job in Handshake
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If you choose "Other Document" this is where you will provide a
description of the additional document you want to student applicant
to upload i.e. availability schedule, application, etc. 
All students must apply through Handshake, even if you do
not require them to upload documents for your position.
Do not ask student applicants to provide transcriptions 

15.) Required Documents: check the documents you wish to receive
from students applying to your position:

16.) Click "Next"



How to Post a Job in HandshakeHow to Post a Job in Handshake
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17.) Preference Page: This page is used to filter applicants by allowing
the posted to specify certain criteria they are looking for.  These include
graduate date specifications, school years, majors, minimum and GPA
qualifications.  We ask everyone to keep in mind that 1st year students
are always very eager to work, so please think of this group of students
when selecting preferences for your positions.   
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Check "email a summary of all applicants once my job expires"
to receive a summary of student applicants once the position expires,
or;
Check "email every time a new student applies" to receive an
email in your Microsoft Office "other" folder each time a student
applies to the position (this is a good option if you are trying to find an
immediate hire).

18.) Applicant Package Recipients: This section will automatically add
the job poster as the recipient, additional recipients can be added if they
have an employer account by typing their name in the field and selecting
them.  



How to Post a Job in HandshakeHow to Post a Job in Handshake
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19.) Link to Schools: This section is where the position is linked to the
university.  In the "search your schools" field start typing "Slippery Rock
University" and select it when it pops up.  This will drop the university to
the lower part of the screen, where the start date and end expiration date
for the position can be chosen.

 

If something needs edited, you can click the pencil next to the area
and go back to edit it.
The social media and email icons can be used to share the position
with students.

20.) Click "Next"

21.) Preview Page: this page is a double check, review the information
and then click "save" in the bottom right hand corner.  

 



Edit A Job PostingEdit A Job Posting

2.) Once inside the position, click "edit" in the upper right-hand corner,
this will take you into the position template. 
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1.) To edit a job posting, go to your division (department) and click on the
job you want to edit.

 

3.) Edit the position where needed.  Once editing is complete, click
"save"  in the bottom-right corner.  This step is very important, if you do
not save the edit, the position will remain unchanged.

 



ADDING ATTACHEMENTS TO POSTINGSADDING ATTACHEMENTS TO POSTINGS

1.) Adding an attachment provides students with information and direct
links to applications, instructions, etc. specifically for the job posting.

2.) Click on the position you want to add an attachment(s) to, click
"Details" and scroll to the bottom of the page, and click "New
Attachment"
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3.) Enter the name of the attachment, select the file you want to attach,
then click "Create Attachment"
 



Viewing Student ApplicantsViewing Student Applicants
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1.) To view student applicants, go to your division and click on the
position you want to view applicants for.  Once inside the position, click
on "Applicants" 

 

2.) Click on the students name to view their profile.  This will provide
information from Banner and what they have completed on their profile. 

 



4.) If you want to download the documents for every student who
applied, click on "Download All" and select "Download Application
Packages (PDF).  This will provide a document package that can be saved
to a desktop and shared as a PDF file with others in the department.
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Viewing Student ApplicantsViewing Student Applicants
3.) To view the student application documents, click on the paper icon to
the right of their name, then choose the document you would like to view.
The chosen document will be downloaded and change be saved and
shared with others in your department.

 



Update Status Message EmailsUpdate Status Message Emails

Make sure all drop downs are marked as "Automatically send
message" this will ensure students receive updates when you update
their status.
To edit the messages students receive, scroll down and click on
whichever message tab you would like to update.  Enter the message
and click "Save"

2.) Select "Status Messaging Preferences"

 

1.) Login to your Handshake Employer's Account.  Once on the main page
click on your name from the upper-right corner, and click "User
Settings".
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Duplicate Prior Semester ListingDuplicate Prior Semester Listing
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Duplicating the position allows you to create a new position with an
empty applicant bucket, while keeping all the information such as the
job description, hourly rate, contacts, and more the same. 

1.) Click on the position you want to duplicate.  Inside the position, click
"More Actions" and choose "Duplicate Job" from the dropdown. 

 



Job Description Example Tier 1Job Description Example Tier 1
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Job Description Example Tier 2Job Description Example Tier 2
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Job Description Example Tier 3Job Description Example Tier 3
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