
HOW TO
POST A JOB
ON
HANDSHAKE



First, log in to your Handshake account.
Your name here

Click here to get started



Either type or copy & paste your job description here

If you click here, Handshake will try to

automate some of your answers on the next

pages based on your job description. It could

save you time, but it’s optional.



Type in your job title here (ex: “Team Member”) TIP: If you are posting a Work
Study or CPI position, please type

(Work Study) or (CPI) after the
title. This will help students more

quickly identify whether it is a
work study or CPI position.

*Failure to do so may result in
your posting getting denied. 

Ex: Office Assistant (Work Study)
or

Lab Technician (CPI)







Everything on this page is
optional. At ISU, we

encourage you to fill this
section out because

students are much more
likely to apply to a job

where this information is
known.

You can click

here to opt out

of this page.



Ex: customer service



Optional



Continued...the rest is

also optional



You have two options here: 

If you belong to other school

networks on Handshake, you

can click “Auto-select schools”

which will select all schools

you are linked to

or

You can type in specific

schools that you want your job

posted to. Here we typed in

“Idaho State University”



TIP: If you’re
posting to ISU,

make sure
your close date

is within 3
months.

Anything over
that will be

denied.

If you want students to apply on a

separate site, click “On a separate

website.” You’ll need to provide the URL.

OR

You can have students apply right on

Handshake. You can look at student

resumes and profiles right from your

Handshake account.



This step is optional.



It is free to post jobs on
Handshake. A paid

subscription is
completely optional &

not needed to post
positions at ISU.



This is your last chance
to make sure all the

information is correct.



If everything is
correct, click
“Post Job.”



Now, your job posting will get sent to our office. Our staff
will review it. Once approved, it goes live. You can start

getting applications immediately. 

*If your job posting is denied, the reason will be provided to you
on Handshake. Our most common denial is job postings with a

longer than 3 month open/close date.
Please let us know if you have any further questions at 208-282-

2380 or careers@isu.edu.


