Handshake Reference Guide for Timekeepers

Please contact Student Payroll/Human Resources with any questions:
studentpayroll@ship.edu * 717-477-1124 * Old Main 109

Posting an On-Campus Job on Handshake

How to Log In

Step 1: Go to https://app.joinhandshake.com/login?requested authentication method=standard

Step 2: Under “Employers & Career Centers,” enter your Ship email and click Next.

@) )  https://appj comylogin? |_authentication_method=standard

Get the job done .

Students

Launch the next step in your career.

Employers

Hire the next generation of talent.

Career Centers
Bring the best jobs to your students.

Learn More

Step 3: Click on “Or log in using your Handshake credentials”

@) (8 httpsy/shipjoinhandshake.com/loginZref=app-domain

SHIPPENSBURG
UNIVERSITY

Shippensburg University of Pennsylvania

Is this not you? Switch Accounts.

A T @ @

No account? Sign up here,

Signin
Students & Alumni (USA)

Please select your school to signin.

Please select your school to sign in ~

New to Handshake? Select your school to get siarted.

Employers & Career Centers (USA)
Please sign in with your email.

email@example.edu

Coming from the UK? Visit our UK site

Hello!

Click below to sign in to your account

‘Shippensburg University Student Login

Or log in using your Handshake credentials
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Step 4: Enter your password, then select “Sign in”

SHIPPENSBURG
UNIVERSITY

Shippensburg University of Pennsylvania

Hli@ship.edu

ls this not you? Switch Accounts.

Step 5: You should come to a page that looks like the one below.

O | [ Handshake
< c

andshake

B

x +

https://shipjoinhandshake.com/emp

Welcome back,

Please enter your password to sign in.

’ Password

Sign In Forgot your password?

. Shippensburg University Student Login

= a x

Ao 5 f s

% Favoritesfilter off=  Help~

Kimberly Rockwell -

Home
My Profile
‘Company Profile

Jobs

Search Students
Schools
Contacts

Events
Scheduling

On-Campus
Interviews

Fairs

Learn More =

Logged in!

© Request an Interview © Create an Event

Jobs

TEST Approved
Approved about 2 hours aga

Applications Developer2  Approved
Approved about & hours ago

Career Center Career  Approved
Ambassador (FWS or

Student Worker)

Approved July 08 at 103pm

Applications Developer 2 Approved
@ Approved July 13 at 1:24pm

> gpadr;sMedicineWork Approved
e Stu

Approved about 1 hour ago

Upcoming Career Fairs

Graduate School Fair
Seprember 26th 2022 &1 1:00 pm

View All Upcoming Career Fairs

Interviews

You have not requested any on
campus interviews yet.

Upcoming Events

You have not RSVP'd to any
upcoming events.



How to Post a New On-Campus Job

Step 1: Click on “Post a Job”

M [ Handshake x |+

<~ C &) https;//ship joinhandshake.com/emp A Q

FiHandshake @ Fevorites fiteroff-

Home

Logged in!
My Profile
Company Profiie
© Posta Job © Request an Interview © Create an Event
Jobs Interviews Upcoming Events
Jobs
i TEST Approved
s Approved 2bout 2 hours ago
ps You have not requested any on You have not RSVP'd to any
Applications Developer2 - Approved campus interviews yet upcoming events.
Search Students Appioved about 6 hours ago
School
o oy CareerCenterCareer  Approved
Cont 4w Ambassador (FWS or
facts Student Worker)
Aoproved July 06 at1:03pm
Applications Developer2  Approved
Aoproved July 3 at 124pm
Events
Sencduiing 3 SportsMadiineWork  Approved
e Aoproved abouthour ago
Interviews
Fairs

Upcoming Career Fairs

w, Graduate School Fair
September 28th 2022 2100 pm

View All Upcoming Career Fairs

Leam More—>

Step 2: Page 1 - Fill out the fields as shown below in relation to relevant job information
e Always select “Apply in Handshake”
e Insert Job Title
e Job Type = On Campus Student Employment
e Select whether this is a Work Study position

Help~  Kimberly Rockwell~

e Add/insert or copy the job description. If copy, you can choose a previous job description to auto populate

o If copying, make sure to click “Add description” to save
= Continue

Basic information

Autofill your job post
Type or paste your job description, and we'll fill in the job

form for you.
Try it out

Job title

Position type

Job

Internship

On Campus Student Employment

Other

Work-Study program
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Note: Add the below paragraph at the bottom of the job description if this is a Federal Work Study position:

“*¥**HOW TO DETERMINE IF YOU HAVE FEDERAL WORK STUDY***

To determine if you have received federal work study funds, log in to your myShip portal, click on "Student," then "Paying For

College," then "Financial Aid Home." Select the current academic year (i.e. 2023-2024). To see your award for the current

academic year, click on the tab labeled "Award Offer." There you should see what funds you have available. If you have
questions about your aid package, please contact the Financial Aid office: (717) 477-1131 or finaid @ship.edu.”

Step 3: Page 2 - Choose Location requirements, then -> Continue:

Note: if Onsite, a city and state location will need added in the pop up

Location requirements

Where should candidates expect to work?

Step 4: Page 3 - Choose Time requirements and Employment duration

Time requirements

2

How much should candidates expect to work
o ™y
Full time Part time
30 hours per week or more Less than 30 hours per week
\ Y,
Hourg (optional)
10 hoursper | wesek v

Employment duration

Permanent

o Temporary or ssasonal

Estimated start date Estimated end date

2024-08-26 B 2025-05-09 B

Note: Number of hours/ week is optional
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Step 5: Page 4 — Choose Expected Pay, Compensation and benefit (optional)

Note: for expected pay you can choose range, custom range, exact amount, unpaid options

Compensation and benefits

What should candidates expect to earn?

What dca pect to

Expected pay Dont't show pay

perfarmed

Range Custom range Exact amount Unpaid
Rate Amount Currency
Perhour  ~ | | w | | ush ~

=) Additional compensation (optional)

| Signing bonus H Bonus || Commission || Tips || Equity package

[ Benefits (optional)

| Medical || Vision || Dental || Paidtimecff || Paidsickleave |

| Parental leave || A407(k) match H FSA or HSA plans || Life insurance |

| Disability insurance || Student loan H Tuition reimbt ‘

| Relocation assistance || Commuter assistance || Petinsurance |

§ Perks (optional)

| Learning stipend || Home office stipend || Career development

| Gym membership |

Additional benefits
Have more to offer

0 Your company benefits page.

https:

Step 6: Page 5 — Categorize your job

Note: most of them will fall under Office and Administrative Support Workers, but you are free to categorize

Categorize your job

Tell us the type of job you're hiring for by adding job role groups.

Job role groups
groups. Leam more or request a new

Search by job role or job role group. Add up

job role group.

‘ £.g., Accountants, Electricians, Marketing Managers Q ‘

| office and Administrative Support Workers X
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Step 7: Page 6 — Complete the Candidate qualifications (optional), -> Continue

Candidate qualifications

Add your must-have gualifications to refine your candidate matches.

School year (optional)

| Freshman || Sophomore || Junior || Senior || Masters |

| Masters of Business Administration | | D || Posta I Studies |

| Certificate Program | | First Year Community / Technical College |

| Second Year Community / Technical College | | Alumni |

Latest graduation date (optional)

Month Year

Major groups (optional)

= Choose majors

Major g

by schoal

| Q

ombine related majors from eve

Minimum GPA (optional)

Only include if your job has specific requirements.

Step 8: Page 7 — Choose schools, -> Continue

Note: you should only be choosing SHIP for on-campus jobs

Choose schools

Where would you like to post your job?

@ Post your on-campus job to just 1school, unless you have special %
permission.

Post to specific schools

u have permission to post Work-Study jobs. View

permissions.

| Search by school name or location Q | Lists ~

| Shippensburg University of Pennsylvania x
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Application process

Step 9: Page 8 — Set your application open and close dates, number of hires, — wesues comen
Application open date
application submission On Handshake. [ masosnossomvans )

Application close date

Make sure to mark Additional required documents as Resume

[ 2024-10-11 08:00 AM GMT-4 B‘
and Other (this being the Student Employment Application) P—
=> Continue L
@ )

On Handshake
Kesp all your applications in ons
placs.

\ J

Additional required documents on Handshake

~*  Handshake profile
Resume
Cower letter
Transcript

Other

Instructions for applicants

Student Employment Application

Back

Step 10: Page 9 — Add the company division (your office), job owner name,
and hiring team (if applicable).
Choose email settings on how you want to be notified when applications

are submitted. Your hiring team

team to keep everyone informed, and manage how they

&}ob owner

Remove @

Messaging availability

Feature Carcle Rosenberry as available for candidate
messages

Email settings
Send summary email once application period closes
Send email when a candidate who meets gualifications appliss

Send email when a candidate applies

Hiring team members (cotansl] Invite new teammats

Choose team member Q |

- (o

-> Continue
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Step 11: Page 10 (Finally!) — One last check, ..then,

©

One last check

Confirm everything looks good before posting your job to Handshake.

Just kidding! This is the last step.

Please make sure to add the Student Employment Application as an attachment in the Job Details tab. If you do not have
the Student Employment Application, please contact studentpayroll@ship.edu and they will send you the form/link.

+ Jobs
Career Center Career Ambassador (FWS or Student Worker) Fall
2024

Job #88TTEET » Crested FA13/2022 by Carols Rossnbarry » Closss BAZ024

H Upgrads job

Chvarvisw Schools Matchas Applicants (2) Job details
Labels
Basic information # Edit Add lsbsl
Craata new [absl
Job title
sresr Center Caresr Ambassador (FWS or Student Worker) Fall 2024 Notes
Position type iew and add notas

Work-Study program

On Campus Interviews

Job description
Career Ambaasadora

Attachments

Student Employmeant Application
(612 KB}

Qualificationa

View full description

Please note: Once your job is submitted, it will be reviewed by HR/Career Center for accuracy and then approved for
posting.
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