
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

How to Post a Job in Handshake 
Undergraduate | Fall + Spring

① 
Click on Post a Job 

② 
Along the bottom you will 
see tabs for Basics, Details, 

Preferences and Schools 

____ 

You will need to enter in 
information on all 4 tabs      

in order to post a job 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

You may customize red arrows only. 
All blue fields are required and must be set up as shown below 

Start and end dates are 
academic year specific. 

Start = first day of class (fall) 
End = graduation day 

③ 
Basics tab  

All Job titles MUST be set up in the following format:  
 

Undergrad Job Title: Department Name 
 

Example: Undergrad Manager: Rec Sports 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

④ 
Details tab  

You may customize red arrows only 
All blue fields are required and must be set up as shown below 

Check off the Other Documents 
box and add in items ONLY if 
you need it from an applicant 

verifying a special skill (i.e. 
CPR) before hiring.  

 

Leave these boxes blank  

Do not fill in rate 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

⑤ 
Preferences Tab  

All of these preferences are optional and none of the preferences you add to this page 
will block students from applying for your job 

Your name will 
automatically fill in 
here since you are 

posting the job  

Select your 
notification 
option here  

You can select from the drop 
down or create a new contact 

to share applications with 
others who are helping you 

with the hiring process 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

⑥ 
Schools Tab  

All of these preferences are optional and none of the preferences you add to this page 
will block students from applying for your job 

Select Providence 
College from the 
drop down menu 

--- 
Do not touch 
global date 

settings 

Do not select Interview 
on campus option 

---  
Apply start date must be 

August 1st or later 
---  

Set your Expiration date 
no later than graduation 

(current year) 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

⑦ 
Preview Tab  

This page will allow you to preview how the posting will appear to the students  

To make corrections 
before posting select 

edit (pencil icon) button 

If you are happy with the job preview, 
select the Save button along the bottom 

right hand side of the screen  

⑧ 
Congrats! You created a 

job in Handshake.   



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Last updated 8/1/2022 

TIP: To make your 
posting stand out, 
upload a Logo and 

Banner in your 
Company Profile 

⑨ 
Your posting will be sent to the 

Office of Financial Aid for 
review and approval 

⑩ 
You will receive 
this email after 

your posting has 
been approved 


