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Posting an On-Campus Job on Handshake 
 

Step 1: Via Single Sign on, search for Handshake and log in using your Student profile. If you have never logged in 
before, you will be prompted to answer some questions before signing in.  
 

Once signed in, you will need to switch to the “Employer” view. To do so… 
 
 

 

 

 

 

 

 

 

 

 

 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click on your initials 
in the top right corner 
of the screen. 

Click on “Switch 
users” in the drop-
down menu. 
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If this is the first time you are switching to the "Employer Account,” you may need to verify your email address. 
Click on the link, and an email will be sent to you from Handshake. Once your email is verified, you can click on 
“Switch to Employers Account.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Step 2: Once you are on the home screen, click on “Create Job” 
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Step 3: Copy and paste the information from your job description here. This should include the position 
summary, purpose and learning outcomes, key responsibilities, qualifications, and experience gained in the role 
(referencing the NACE competencies). 
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Step 4: Enter the title of the job and select the position type. “On-Campus Student Employment” should be 
selected for both bi-weekly and work-study positions. You may check the box by work-study program if you are 
posting a work-study position. 

 
 
Step 5: Select “Onsite” for all on-campus positions. You will need to enter the University’s street address, which 
is 4900 Meridian Street North, Huntsville, Alabama 35810. 
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Step 6: Select “Part time” and enter the number of hours students will work per week. The maximum number of 
hours for bi-weekly and work-study positions is 20 hours per week. For Employment duration, select “Temporary 
or seasonal.” Enter the estimated start date and end date for the position, either for a single semester or for a full 
academic year 
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Step 7: Enter the expected pay for the position. Select “Exact amount” and enter the hourly rate, which is 
recommended to be $12 per hour. Do not select any options listed under Additional compensation, Benefits, 
Perks, or Additional benefits. These are not included with on-campus student employment positions. 

 

 
 
Step 8: Input the type of job you are posting. This could be the same or similar to the actual job title.  
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Step 9: Input or select the appropriate qualifications for what you are looking for in your candidates. 

 

 

 
 
 
 
 
 

These options can be 
selected for bi-weekly 
positions. International 
students are not eligible 
for work-study. 

You can select skills that are 
most relevant to your 
position. These should relate 
to the qualifications listed on 
your job description. 

Identify which 
classifications 
you are looking to 
hire. 

If your position is open to all 
majors, this can be left blank. 
Otherwise, indicate the 
specific majors you are 
looking for. Work-Study positions 

require a minimum 2.5 GPA.  
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Step 10: Alabama A&M University will be auto-filled, as you are posting an on-campus position. 

 
 
Step 11: Input specific information regarding the application process. 

 

 
 
Step 12: Before posting the job, review all information for accuracy. If all of the information looks correct, you 
are ready to post! 

Enter the date that the 
application will open 
and the date it will close. 

You may indicate the total number of 
students you intend to hire. This 
information will not be visible to students. 

To streamline the hiring 
process, students should 
submit applications on 
Handshake 

It is recommended that 
students be required to upload 
their resume when they apply 
for positions on Handshake. 


