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How to Post a Job on 

Handshake (August 24 Update)

Before beginning: To post a job on Handshake, you must have a confirmed user account. Contact CC 
Student Employment (studentemployment@coloradocollege.edu) for user account approval. You will be 
approved if you have done the supervisor training. 

1. Starting the Process

a. From your home dashboard, click the "Create Job" button in the top row.

Complete the job form as outlined below to successfully create and post your job.

2. Entering the Job Description

a. Copy and paste the Summary, Essential Job Functions, Additional Duties, and Qualifications from 
the Jot Form into this box.

b. On the Jot Form, you selected at least three (3) Core Competencies (transferable skills the student 
should learn in this job.) On the next page is a list of all the core competencies. Copy and paste the 
competencies you chose and the descriptions. Put that information at the bottom of the job description. 

c. Un-check the box at the bottom
d. Continue

orange check marks mark fields that the students WILL see
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Core Competencies and transferable skills the student will learn in this role:

Career and Life Design:
The ability to proactively manage your personal and professional growth throughout your life journey. 

Communication:
The ability to articulate thoughts and ideas clearly and effectively to exchange information, using a broad range of 
communication styles, appropriate platforms to deliver and receive messages, and effectively communicate to 
different audiences in a variety of situations.

Creative Thinking:
The ability to engage dynamically with the unknown and willingness to reconsider existing problems or situations 
in new ways.

Critical Thinking:
The ability to exercise sound reasoning to analyze information, make decisions, identify problems, and develop 
workable solutions.

Equity and Inclusion:
The ability to demonstrate awareness, attitudes, knowledge, and skills required to equitably engage and include 
people from all identities and cultures. Engage in anti-racist practices that actively challenge the systems, 
structures, and policies of racism.

Leadership:
The ability to recognize and leverage personal and the individual strengths of others to achieve common goals and 
use interpersonal skills to coach and develop others.

Manage Information:
The ability to obtain, critically interpret, use, and communicate information, turning qualitative and quantitative 
data into knowledge.

Personal and Professional Effectiveness:
The ability to demonstrate accountability to self and others through effective habits to be productive in work and 
life.

Teamwork:
The ability to collaborate with others toward a shared goal, participating actively, and maximizing team 
performance.

Technology:
The ability to select and leverage existing technologies and use them ethically to solve problems, complete tasks, 
and accomplish goals efficiently. Ability to identify, learn, and effectively use new and emerging technologies. 
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3. Entering Position Details

a. Enter the job title for your position - it should be the same as the Jot Form!
b. If it is a general position, put your department name in the title. For example, instead of putting
"Research Assistant," put "Chemistry Department Research Assistant"
c. Click the bubble for On Campus Student Employment
d. If you do not click the right bubble, it will not be advertised to students properly, and I will not be able to
approve the post.
e. DO NOT click the Work Study Program box, unless explicit instructions from the Student Employment
department to do so.
f. Click Continue
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4. Providing Location Requirements

a. Select Onsite

b. Enter “Colorado Springs, Colorado, United States” as Onsite Location.

c. Do not check “Job is located at residential address”.

d. continue



5. Time Requirements

a. Select Part time
b. Putting in Hours is optional, but if you do it should be hours per week. The Student

Employment department does not except nor encourage students to work over 15 hours per
week.

c. Set the Employment duration as Permanent.
i. If the student is working throughout the academic year, it should say permanent.
ii. If the job is genuinely short term (Priddy leader, summer only positions) then you can

set it to Temporary or seasonal.
d. Continue
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6. Compensation and Benefits

a. Click "Custom Range"
b. On the Jot Form, you either selected Pay Step 1 ($14.42) or Pay Step 2 ($14.82)

i. If you are paying Step 1, both the Min AND Max should say $14.42
ii. If you are paying Step 2, both the Min AND Max should say $14.82

c. Everything else is superfluous, there is nothing to click
d. Continue
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7. Categorize your job

a. You must select a job category or Handshake will

not let you proceed to the next step.

b. There are a lot of options, keep it general
c. Student can't see this
d. Continue
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8. Candidate Qualifications

Skills are not 
required, you 
can keep the 
preloaded skills, 
or add your 
own

You must fill out 
this portion! Click 
Disclose in blue then 
check the box! 

All students, even international can 
apply to jobs on-campus

This is all 
optional,  but 
students can 
see it 
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9. Choose Schools 

It's automatic, click Continue. 
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10. Application Processs

a. Select the date you want the post to appear on Handshake (aka "go live")
i. Please note: the post still needs to be approved by the Student Employment Office, if there are

delays or edits that need to be made on your post, the post may "go live" later than the date
you originally input.

b. Select the date you want the post to close - stop appearing on Handshake and stop taking applicants.
i. You can have a Handshake post open for up to one year! But we may ask you to submit

another Jot Form towards the expiration date of the initial Jot Form.
c. Select the number of hires. This does not show to students.

a. You MUST select On Handshake for the first question! If you do not, students cannot apply.
b. The Student Employment Office requires supervisors to choose AT LEAST one other additional

required document in addition to the Handshake profile!
c. Continue
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11. Assigning Your hiring team

a. Input your company division, this is really your DEPARTMENT  - Later, you can filter positions to 
find only your divisions jobs.

b. All division names start with "CC" - you can use the search bar to find your department.
c. Check or uncheck the boxes for messaging availability and email settings based on your own 

personal preferences.
i. I personally like an email when any candidate applies, and a summary email at the end.

Students do not see  any of 
this. That is why it is 
important to put your 
department name in the 
title or Job Description. 

This should say your 
name! 

highly recommend this one 
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Lisa Strawbridge
Line

Lisa Strawbridge
Line



11. Assigning your team continued 

a. If there are other people you want to view applications, you must add them to your team here! 
b. They cannot edit the post though
c. Use the search bar to find the person, then click their name 

i. The person must have completed student employment supervisor training and created a Handshake 
employer account to show up and be sent the applications!

d. Update the person's email preferences here. 
e. Continue 
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Please allow 1-3 days for job posting approval.  Remember to adjust your open and close dates to account for 
processing time.  Please email studentemployment@coloradocollege.edu if you need further assistance.

12. Review the Job Post
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"Live" Handshake post example -



Lisa Strawbridge
Stamp

Lisa Strawbridge
Stamp

Lisa Strawbridge
Stamp
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