
   
 

  

 
 

Creating a New Posting in Handshake (when position has never been posted):  
 

1. Login to Handshake at https:/app.joinhandshake.com/login 

 

 

 

 

 

 

 

 

2. Choose “Jobs” or “Create Job” 

 

a. If you end up on the screen below, click on “Create Job” 

 

 

http://https/app.joinhandshake.com


   
 

  

 
 

• Where should students submit their application?  click “Apply in Handshake” 
• Continue with posting as follows below (using your approved Student Employment 

position description):  
 
1. Job Description: use an approved Student Employment position description following 

the template 
CONTINUE 

2. Job Title: Type in your position title 
a. If you are posting a Summer position, please specify that in the title 

3. Job Type: Select “On Campus Student Employment”  
4. Work Study Program: Do not check 

a. Student Employment will review for changes in the approval step. 
 
 
 
 
 
 
 
 
 
 
 
 
 

CONTINUE 
5. Location Requirements: always select “Onsite” and type “Springfield, Ohio” 

 
 
 
 
 
 
 
 
 
 
 
 



   
 

  

 
 

CONTINUE 
6. Employment Type: Always select “Part-Time”  
7. Duration: Always select “Temporary/Seasonal” 
8. Start Date & End Date: Always enter the start date and end date for the position. This 

determines when a timecard can be created and ended. 

 

 

 

 

 

 

 

 

        CONTINUE 

9. Compensation & Benefits: Never select “Don’t show pay” 
a. Enter the “Exact Amount”. Wage entered should be the approved rate/wage tier 

approved by Student Employment. 
 
 
 
 
 
 
 
 
 
 
 
 

       CONTINUE 

 

 

 



   
 

  

 
 

 

 

10. Categorize Your Job: Select any job role groups that may fit into your posting (this 
cannot be skipped) 
 
 
 
 
 
 

 
 
 
 
 
 
CONTINUE 

11. Candidate Qualifications: Choose not to disclose. This is handled on the Student 
Employment back end, and students don’t need to be concerned with this 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
CONTINUE 

12. Preferences: None of these fields are required, but please specify if you are looking for 
specific candidates for your posting 

a. Graduation date range: Earliest Grad Date-Latest Grad Date 



   
 

  

 
 

b. School years: Please choose all that apply to posting criteria. i.e. If you don’t 
allow 1st year students to apply for a position, do not select Freshman. 

c. Minimum GPA 
d. Major categories 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

        CONTINUE 
13. Choose Schools: On-campus positions can only be posted to Wittenberg, so you only 

need to click “Continue” on this screen 

 

 

 

 

 

 

CONTINUE 

14. Application Process 
a. Application duration 

i. System default: 30 days 



   
 

  

 
 

ii. Custom duration: Apply start date & apply end date (Positions must be 
open for at least 10 calendar days) 

b. Number of hires 
i. This is not visible to students. This is for your reference, but you are not 

held to the number you opt to submit here 
c. How will candidates submit applications? 

i. Choose “On Handshake.” This is our institution record of contracts in 
lieu of physical contracts 

d. Additional required documents on Handshake 
i. Select to require a resume. This encourages students to visit Career 

Engagement for a resume work session 
ii. It is highly recommended to require a cover letter for the same reason 

iii. It is common to request any class and extracurricular schedules 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

       CONTINUE 

15. Your Hiring Team 
a. Company Division: Wittenberg Divisions and Departments are preloaded into 

the database. You can choose to include your department if desired. 
b. Job Owner: This will default to you, and should not be changed. 

i. It is highly recommended under “Email Settings” to opt to “Send email 
when a candidate applies” so you can keep up to date with applicants. 

c. Hiring Team Members (Optional): This is if you would like another person on 
your team to receive any application emails as well. Only staff/faculty members 
with an existing profile will appear. You can choose to “Invite New Teammate,” 
but this does not automatically give them Employer access on Handshake. They 



   
 

  

 
 

will need to reach out to careers@wittenberg.edu to receive the instructions on 
creating a Wittenberg Handshake Employer account. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

        CONTINUE 

16. Review Job Details 
a. Carefully review your job posting draft 

i. Make sure spacing is included between paragraphs in the job description 
ii. Update all attachments to the most recent version 

POST JOB 
 
 
Your position has been sent to Student Employment for approval! 

• Record the Job number at the top to share with your applicants. This makes searching 
for your particular job in Handshake easier for your student applicants to find. 

• Please allow 3-5 business days from the time of submission until the position is 
approved by Student Employment. 

mailto:careers@wittenberg.edu

