
Using Handshake to recruit student employees



Getting started
• Visit https://app.joinhandshake.com/register

• Select the Employer account type from the options 
presented

• Fill out the requested information, then click Sign Up

https://app.joinhandshake.com/register


Getting started

Select majors you would like 

to recruit

• Clicking on a category will 

allow you to drill down

• Note: categories are set 

by Handshake, and may 

not map exactly to Ursinus

• If you are agnostic about 

majors, select all 15 

categories 

No need to add Alma Mater, 

unless it is important to you 

that people know that you 

graduated from Ursinus

College.



Getting started
• Read Employer Guidelines, Terms of Service, and 

Privacy Policy

• Where prompted “Are you a 3rd party recruiter…,” 
select NO



Getting started

A link will be sent 

to your email, then…

Confirm your email address on 
Handshake



Getting started

Once you have clicked on link to confirm email address, you will be brought back to Handshake.  
Now, connect with your “Company,” which will be “Ursinus College: Name of your department. 

If you are the “Point of Contact (POC)” and thus creating your company, click on “Create New 
Company”.





Getting started • Final step is to connect with Ursinus College, since 
that is the school at which you will be recruiting:

 Click yellow “Next: Finish” button and you are all set!  We will approve your 
account on our end.

 If there is a “POC” already assigned for your department (usually the department 
administrative coordinator), that person will approve your account



Your Home Page



Posting a job

• Job basics: fill out 
basic information, 
then choose Next



Posting a job

• Job details: fill out job 
description, functions, 
required documents; 
then choose Next

Choose “Other” to request supplemental 
materials such as a copy of their schedule. If you 
don’t want to have students submit a resume, 
you can select “other documents” and then can 
upload a letter or statement of why they want 
the job.

This is optional



Posting a job

• Job preferences: choose your 
preferences, then choose Next

• NOTE: preferences will NOT 
prevent anyone from applying 
for your job.  You can filter out 
these applicants as you review 
applications

List goes on… just 
cropped for this visual



Posting a job
• Add school: Choose Ursinus College, then choose apply 

and expiration dates.  Then choose preview and save.



Editing and 
duplicating jobs

• Click Jobs category on menu to  
left side of Home page

• View expired jobs to find the job 
you would like to repost…

Click on the name of job 



Editing and 
duplicating jobs

Choose “Duplicate Job” for 
a fresh posting. That way 
the applicants associated 
with the last recruitment 

don’t carry over.



Viewing 
applicants



Hiring

• Click on job 

• View Applicants

• For each applicant, choose Hired or Declined

• IMPORTANT: Students marked Hired will receive a notification.  Students marked 
Declined will not receive a notification, but will be able to check their status on 
Handshake. You can email declined applicants (after Hired student has 
accepted!) to thank them for their interest. 



Important Notes

• All students who are hired will have to complete the same forms found in the 

Student Employment Packet on the HR website. 

• You have control and can manage your postings- leaving them up for however 

long you like, taking them down, and editing them in real time.

• All existing postings on HR website will be moved to Handshake by CPD.

With questions about Handshake, contact career@ursinus.edu or 610-409-3599.

SH to add links to Handshake help documents and cheat sheet

mailto:career@ursinus.edu

