
Posting an On-Campus Job in Handshake 
 

If you do not yet have an employer account in Handshake, please email Carol Lwali to initiate the 
process. You can expect to have your account up and running within one business day. 
 
1. Log into Handshake: https://seattleu.joinhandshake.com/  

 
2. From your home dashboard, click the blue “+ Post a Job” button.  

 

 
 

3. You will be prompted to fill out four short sections: Job Basics, Details, Preferences, and Schools. 

 
a. Complete the “Basics” section, then click “Next.” 

 

We recommend selecting the first option because it simplifies the 
application process for students and makes it easy for you to 
track/manage applicants as they come in, but you can use an 
external system (e.g. having students apply via email) if you prefer.  

From the dropdown menu, select your office/department 
on campus. If you do not see your office/department listed, 
you can skip this question.  

(“Basics” continued on next page) 
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b. Complete the “Details” section, then click “Next.” 

 

If the position is open to Work Study-eligible students 
ONLY, select “Yes.” If the position is open to all students 
regardless of Work Study eligibility, select “No.”   

The most effective job descriptions list specific job duties, state 
any qualifications, provide a hiring timeline, and highlight the 
career readiness and transferable skills the student employee 
will develop on the job.   

Feel free to type in “Seattle, Washington” 
rather than listing an exact address.   

Only fill in the “Required Documents” field if you chose to 
have students apply for the job in Handshake on the 
previous page. Any documents you select here will be 
organized for you in Handshake and easily downloadable 
for your reference. 
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c. Complete the “Preferences” section, then click “Next.” 

 

 
 

You are encouraged to only enter a minimum GPA if 
absolutely necessary. Research shows that GPA cut-
offs exclude a disproportionate percentage of BIPOC 
students, first-generation students, and others from 
historically marginalized backgrounds.  

You can select as 
many recipients as 
you would like. Each 
recipient will be sent 
applicant information 
via email—either 
ongoingly as students 
apply, or all at once 
when the job expires.  
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d. Complete the “Schools” section by searching and selecting “Seattle University.” 

 
 

Once you select “Seattle University,” you will be prompted to enter a Start Date and Expiration 
Date for the job posting. Then click “Next.” (Note: once the expiration date arrives, the job will no 
longer be visible to students, but you will still have access to the posting and all applicant data.) 

 
 
4. You will be shown a preview of your job posting. If you’re happy with the preview, click Save in the 

lower right corner to save the job and queue it for approval by the Seattle University Career 
Engagement Office.  
 

5. It may take up to 1 business day for your job to be approved. Once approved, it will be visible to 
students. Feel free to email Carol Lwali (lwalic@seattleu.edu) to further expedite the approval 
process. 
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