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Posting a new job in Handshake – On-Campus Employers 
https://wtamu.joinhandshake.com 

When you are on the Homepage of your profile, select Post a Job 

1. Enter the basic information for your position
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You must select “No” for this option. Selecting “Yes” 
will prevent students from seeing the job post. 

If you prefer a Work Study eligible student, you may 
indicate that in the job description. 



Select what documents 
you would like students 
to submit in conjunction 
with the on-campus job 
application which will be 
submitted under Other 
Document. 

Student Employment will 
add this “blurb” to your 
job posting regarding the 
on-campus job 
application. 
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None of the fields on this page 
are required, but can be a great 
tool to filter applicants. 

You may elect for 
applications to be sent to 
you alone or include other 
staff/faculty in your 
department.  

You may choose to have all 
applications be sent to you 
after the job has expired or 
as they come in.  
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At the bottom of the page, select the blue “Save” button. 

Your job will become “pending” until Student Employment approves the position. If it has taken 
more than 24 hours for your position to be approved,  

please feel free to give us a call at 651.3151

Expiration date should be at least 5 
days out from the start date. 




