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1.) First create an employer account, if you do not already have one.  Instructions on how to create an 

employer account can be found here.  

 

2.) Once inside Handshake, on the employer side, your screen should appear similar to below 

 

 

 

 

 

 

 

 

 

 

 

 

3.) To post a job, click “Jobs” from the left toolbar 

 

 

 

 

 

 

 

 

 

• then click “Create Job” on the right side of the screen.  This will take you to the job creation template. 

 

 

 

 

 

 

https://www.sru.edu/offices/payroll/student-employees
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4.) Basic Information: Start by creating a job description, examples of job descriptions can be found here.   

Job descriptions need to include the following (semester of hire, supervisors contact, number of 

expected hours per week, pay rate, description of work duties, required qualifications and preferred 

qualifications. Once you complete the job description, click “Continue”.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.sru.edu/offices/payroll/student-employees
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5.) Position Details: Create a Title for the position, and select “On Campus Student Employment”.  DO 

NOT click “Work-Study program”, this will limit your posting template and not allow you to link to 

Slippery Rock University.  All student positions at SRU are work-study, so this DOES NOT need selected. 

Then click “Continue”. 
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6.) Location Requirements: choose “onsite: and then start entering “Slippery Rock” under “Onsite 

Location” and choose it from the drop down.  Then click “Continue”. 
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7.) Time Requirements: Select “Part-Time” and then under “Hours” add how many hours per week the 

student can expect to receive.  Then click “Temporary or seasonal” and enter dates of employment.  

Student employment is ALWAYS temporary, please do not select permanent even if you plan to keep 

the student employed throughout their years at SRU.   
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8.) Compensation and Benefits: Under “expected pay” select “exact amount” and enter the rate of pay 

per hour which must be between $8.50-11.00 (unless another amount is written into a grant, then use 

the approved grant amount).  DO NOT add any additional benefits and click “Continue”. 
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9.) Categorize Your Job: Use the search field to look up job role groups that align with the position you are 

posting.  These are VERY broad, and you need between 1 and 3 to move forward with the job 

advertisement.  Once you have selected at least 1, click “Continue”.    

 

 

 

  

 

 

 

 

 

10.)  Candidate Qualifications: This page is mostly preference, you can add 7 skills you are looking for, 

what school year, majors, GPA and more.  The only question that must be chosen on this screen is 

“Work Authorization” and you must choose “This job requires US work authorization”.  Once you are 

done selecting qualification preferences, click “continue”. 
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11.)  Choose Schools: Slippery Rock University of Pennsylvania will already be chosen.  Click “continue”. 
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12.)  Application Process: Choose the application open and close date (these are the dates that will make 

the position visible and live to students).  Then choose how students should submit their application, 

most departments on campus will choose “On Handshake”.  Check additional information you would 

like the student applicant to turn in, we recommend a resume and “other” asking for an availability 

schedule.  Stay clear of asking for transcripts unless you are posting a Graduate Assistantship. 
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13.)  Your Hiring Team: Company Division should be the name of your department or program, start typing 

and choose accordingly.  If you do not see the name of your department or program, email 

payroll@sru.edu and ask for it to be added or updated.    

 

 

 

 

 

 

 

 

o The job owner on the position will be the individual posting the job, you can also add other 

hiring team members (they will need to already have an employer account in order to be 

linked to the position).   Check how you and your team member would like to be notified when 

you have an applicant.  then click “Continue”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

mailto:payroll@sru.edu
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14.)  One Last Check: Review the information that you entered to make sure everything looks correct, then 

click either “save as draft” if you are not ready to post the position and want to come back to it later or 

“post job” if you are ready for the position to go live to students.  If you “post job” it will be sent in for 

approval, jobs are approved Monday-Friday at approximately 10am and 3pm.   

 


