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Badger Handshake is the Career Center’s online system for posting jobs, internships, and career positions. Badger
Handshake replaces our former job posting software and offer your team many great new features such as:
e Managing all your campuses and posting positions once.
¢ A mobile experience - update your job postings, view applicants, and more all while on the go using Handshake's
responsive design.
e Engaging with students and alumni in the Badger Handshake community.

Tip: <bolded word> indicates specific
tab or function on Handshake

How to access your Handshake account, complete your profile and post jobs:

IF YOU ALREADY HAVE AN ACCOUNT CREATED, SEE PAGE 6.

1. Create Your Account

handshake Need Help?

You may have received an email message
similar to the invite in the picture to the
right. If so, click on <Get Started>. If you You're invited to recruit at Snow College!
haven’t received an email invitation, go to
app.joinhandshake.com to create a new
account.

Hi Kim,
Stacie Durrance from Snow College has invited you to join Snow College
Home & Family Studies's college recruiting team on Handshake!
User Name: your Snow College email Handshake helps employers find, access and hire the best college talent.
address - ex. first.last@snow.edu Connect with top students at hundreds of universities using our single

A platform.
Password: create when you log in for

the first time
— 7 sTARTeD

HAVE QUESTIOMS?
Check out our help center or sign up for one of our upcoming webinars

unsubscribe
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H Already have an account?
.-i handshake Already have an un Log In

2. Fillin the Sign up as an Employer
page and click <Sign Up>

Sign up asan Employer One Trusted, Integrated Network

_ Recruit top students from over 400 University
First Name Last Name

partners
Email Address (use your wark email) % AL POLY @‘
CMC

Password Confirm Passward ﬁ KA
M

EMGEY STATE

Phone Number
Pomon: Mo kg
({::I‘ILE." @RICE R Hisibr F 37

—> :

Job Title

3. Choose which type of students you wish
to recruit and add your Alma Mater to Welcome to Handshake, Kim Rich, Validated Data
better underStand hOW you can use Before continuing, we need a kit more info
Handshake. Then click Fmdtherwghtﬁtacrmssﬁ?mwlluunuerlﬁed
- . student profiles
<Next: Employer Guidelines>.

Tell us the types of students you wish to recruit

Agriculture, Food & Horticulture

Arts & Design

230k data mining students

Business, Entrepreneurship & Human Resources

Civics & Government
385k entrepreneurship students

Communications
Computer Science, Information Systems & Technology
Education

N 320k economics students
Engineering

@000

Add your Alma Mater E 280k accounting students

School Name Graduation Year
Select Schaal * | | 2018
D My school is not listed, let me type my own

Add another Alma Mater
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Handshake Employer Guidelines

Millions of students place their trust in Handshake and the companies on our platform. To maintain that trust, all employers on Handshake must

4. Review the Employer guidelines. You agree to the following general guidelines, in addition to our Terms of Service:
are not a third-party recruiter, so select
<No> dments:
NO Be Accurate and Trustworthy: Tell the truth about Keep Y‘our Ctotmmnrr\nents V:/r;en Z?u mal;elf "t
H . H H commitment to a school or student, keep i oucan't,
and click <Next: Confirm Email>. your company, your team and the jobs available. 3 AR
work to provide a fair and equitable path for affected
students.
Be Fair: Do not discriminate based on ethnicity, Keep Student Info Confidential: Guard student
5‘& ’ national origin, religion*, age, gender, sexual information as if it were your own. Do not disclose any
/' orientation, disability or military / veteran status or lack personal information without the prior consent of a
thereof. student.

In addition, most career service centers require employers to abide by the full NACE Principles for Employment Professionals.

Are you a 3rd party recruiter working on behalf of another company?

By continuing, you agree to the Terms of Service, acknowledge you have read the Privacy
Policy, and agree to Handshake's Employer Guidelines. You will also receive communication
from Handshake related to your jobs and on campus activities.

*As with EEOC's Title VIi, this does not apply to purpose and charocter are primarily

religious (i.e. @ ministry)

i handshake ) L

You will see this message appear once
you have successfully signed up for an
Employer account on Handshake. Didn't receive the email?

1. Iskim cragun@snow.edu your correct email
without typos? If not, you can restart the sign
Up pracess

2. Check your spam folder

3. Add handshake@m joinhandshake.com to
your contacts

Great! You've successfully signed up for 4. Click here toresend the email
Handshake.
Still having trouble?
We've sent yau a link to confirm your email address. Please Contact us
check your inbox. It could take up to 10 minutes to show up in
yeurinbox,
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handshake Need Help?

Confirm your email address on Handshake

5. Now that you have successfully signed up

for Handshake, you will be sent a link to Hi kim,
confirm your email. Click <Confirm Welcome to Handshake! Please confirm your email address to get started:
Email>.

Confirm Email

If this is a mistake, you can cancel the registration at any time.

HAVE QUESTIONS?
Check out our help center or sign up for one of our upcoming webinars

unsubscribe

andshake

Step 3 of 4 - Join Company

6. You will be asked to join a company. Please

scroll through and find the department you ey s e e
are associated with. Click <Request> once I_m Sl sl
you have found your department. s to et upyourion
ang Snow College Human Resources
) We provide recruiting and human resaurce management for a Not your company?
residential, t yearcollegein Central Utah. We seek full-time and

The email domain you used to

part-time faculty and staff. S e Vs (@ bmctadi Fas

Ephraim, Utah, United States | already been taken. Please
https:fwww snow.edu/cffices/hr/ contact us for additional help.

Accounts for Snow College
departments are created as separate
employer accounts.

*Make sure to pick your specific

Unable to join?

For security reasans, if you're
using a personal email address
youwon't be able ta join this
company. Either contact us or
start the sign-up process aver

Snow College Career Services

We connect students and employers te jobs, internships and carers with yeur company email
department. by empowering stusonts o pursue teircareerand scucation gosls e
We engage employers, faculty and staff to ensure students are
EX Snow College Student L|fe prepared for lifelong career development. Services include: The

Campus Student Employment Program which employs over 650
students in hourly, state-funded work-to-learn, and federal work

Snow College Mail Services oy psiton

Ephraim, Utah, United States | http:fwww.snow.edu/career

Snow College Home & Family Studies

Programs in the Department of Home and Family Studies are
designed to aid studentsin meeting their roles in s bothinand
out of the work force. Emphasis is placed on human inter-
relationships as well as basic family science and theory and practical
skills, All courses are open to both men znd women

Once you have clicked <Request>
you should now have a white box
that says <Requested>

Snow College Home & Family Studies

Programs in the Department of Heme and Family Studies are
designed to aid students in meeting their roles in so: othinand
out of the work force. Emphasis is placed on human inter-

relationships as well as basic family science and theory and practical

skills. All courses are open to both men and women
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hands! Help K

Step 4 of 4 - Connect with Schools 1School selected

7. You will be asked to connect with
schools. You need to select Snow
College. Once you have clicked <+> o Sidcieatn B
make sure that you have a blue
check mark before moving on. Filter Schools by

Showing 653 results

—) 2 ©o .
Ephraim, Utah 563 students « NJA

V| Midwest
V] Northeast
L] ] Medaille College S
Cg“‘, lle g uttalo, New York - 2759 students ) e
llege V] West

Snow Collage o Bsu Arizona State University

Ephraim, Utah

563 students « NfA Tempe, Arizona « 71,946 students - #1 Most Innovative Scho. Location A

@ Babson College g Rank =
BABSON  Waellesley, Massachusetts - 3,681 students - #1in Entrepren

California Polytechnic State University - San Luis Obispo V)

CALPoLY San Luis Obispo, California » 19,246 students - #1 Top Public

Calvin College

Calvin®g

Grand Rapids, Michigan - 3,894 students « #1 Regional Coll

Harvey Mudd College

Claremont, California - 804 students - #1 Undergraduate E.

\Lx\ 5 Oregon Tech )
A iamath Falls, Oregon - 5,659 students « #1 Top Public Sch <
Princeton University
Princeton, New Jersey - 5,391 students - #1 National Univer..
& Providence College P
Pad ® 8:41 AM B 58% W )¢
< | @ app.joinhandshake.com ¢ L [ R
Snow College | H. Mail - Kim Cragu. Handshake Handshake Self-Evaluation, CV .doex Intermountain H. empire builders Intermountain H. Watch Mega Mill

This page will appear once you
have completed all the steps.

handshake

Thank You for Signing up for Handshake!
Your Current Status:
Pending approval at Snow College Home & Family Studies
Pending connections with 1school

Your appro

While You Wait

Set started by learning mare about Handshake
v FAQs fe
Need Help?
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How to log in to your Badger Handshake account:

1. Start by going to app.joinhandshake.com

Enter your Snow College email address in the box below Employers & Career Centers.

Then click <Next>

User Name: your Snow College email
address - ex. first.last@snow.edu

Signin

Students & Alumni

——>
—>

2. Enter your password.

Password: Created by you when you first
created your account.

Please select your school to sign in.

D

2as

[14]

select your school to sign in. A

Never logged in? Select your school and we'll tell you what to
do nextl

Employers & Career Centers
Please sign in with your email.

email@example.edu

Please enter your passwaord to sign in.

Sign In Fergot your password?

Keep me logged in
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How to post ajob to your Badger Handshake account:

1. Start by clicking <Post a Job> from your home dashboard.

You will now be asked

to complete 4 steps: Job Basics, Job
Details, Job Preferences, and Schools
to post the job. You don't have to fill out
every field to create your job - required
inputs will be identified with an asterisk
(*). Note: the more fields you complete,
the more well defined your job posting will
be (and the more likely you'll be to attract
well-qualified candidates). Note: On-
campus positions are required to be
posted for 3 days OR until 3
applications are received.

# Home

Accounts for Snow College departments are
created as separate employer accounts
Ex. Snow College Biology
Snow College Mail Services
If you do not already have an employer
account created please create one.

2. Let's start by going through <Job Basics>.

Add a Job Title.
Applying externally:
e You will not need to require students to apply
through an external website or tracking system.
Select <NO>
Display your contact information to students.
e You may choose if you would like students to
see your contact information.
Add a Job Type.
e Always choose “On Campus Student
Employment”
Add an Employment Type & Duration.
e Choose from Full Time or Part Time and
Permanent or Temporary/Seasonal.

e When selecting Temporary / Seasonal, you'l

need to add both the start and end dates.
Indicate Work Study. REQUIRED.

e For on-campus employers, select <yes> or <no>

if your position is work-study funded.

fihandshake ~ Q Sesch.

L) " o
A L
O Posta Job © Request an Interview O Create an Event
f# Jobs € Interview Schedule Postings 3] Upcoming Events
Advisory Inten Amaranta University -
YO Expired May 16 &t 8320m "
;:‘;""’ Al You have not RSVPd to
Full Time Business and i
3 Texsarcer any upcoming events.
Expired May 18 at 8:32m Amaranta University -
"
——— Requested May 08 1
¢ Exired May 1821832 7:35m

Miller University
YE Approved May 18 et
537pm

Intern Audit
PO Exoired May 16.218320m

Customer Ed. )

W Lead  Millr University
Expired June 01 at YU Approved May 11 at
12:00am 22%m

Arcadia University
Declinad Mav A at

* Job Title

+ add an ATS / job code to match against your applicant racking system (this will not sync applications)

Require students to also apply through website or applicant tracking system?

) Yes @ No

Display your contact information to students?

@ Mame Only ) Name and Email ) Don't show my info

* Job Type

O Job

O Internship

) On Campus Student Employment
(O Cooperative Education

(O Experiential Leaming

) Fellowship

(O Graduate School

) Volunteer

* Employment Type

) FullTime

) Part-Time

Duration

(@ Permanent

() Temporary / Seasonal
Work Stdy Job?

) Yes @ No

Work study jobs are for eligible students only

Note: Remember that work-study is different than work to learn. Work to learn jobs

*If you are an on-campus employer posting a position that is +29 hours and for more than 4 months, you
will need to post this position to the Snow College HR website. If the position is less than 29 hours OR full
time for 4 months or less, you can post it to Badger Handshake.
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3. Once you're finished with <Job Basics>, choose <Next> along the bottom of your screen.

Next we'll go through adding in your <Job Details>.

Add a Description for your job.

If you copy and paste a
description from your
own website, the
formatting will be
retained.

Choose Job Functions from the
dropdown.

This helps students
search for jobs by their
functional area (ex.
Accounting, marketing,
sales).

Add a Job Salary. For
student jobs toggle the
dropdown for per hour.

Enter a location for your job.

Work Study and Work-
to-Learn are funded for
$7.25 per hour. Posting
a higher wage is
permitted, but the
difference will be paid
from your departmental
budget.

Ex. Ephraim, Utah,
United States

or Richfield, Utah,
United States

* Description

A Normal text = Black = Bold Italic Underline

& = [al

You can copy and paste a description directly from your website - we'll retain all the formatting for you.

* Job functions

This will help students interested in specific functions search for your job.

Salary

$ Per year

Unpaid

* Job Location

Allow remote workers?

Required Documents
+/| Resume
Cover Letter
Transcript

Other Document (e.g. work sample, course schedule, or other misc. documents)

Finally, choose which documents to require students to submit with their application.
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4. Once you're finished with <Job Details>, choose <Next> along the bottom of your screen. Next go

through <Job Preferences>.

Note: none of the preferences you add to
this page will block students from applying
for your job. But we will show you
candidates that meet all of your
preferences, and those who don't. All of
these preferences are completely optional.

Add a Graduation date range for your job
by specifying the earliest and latest
graduation date for qualified applicants.

e You can select to qualify students
by School Year - like Freshman,
Sophomore, Junior, but it is not
required.

Add a Minimum GPA value.

Choose which Majors would make a
student qualified for your job. This step is
discussed in more detail below.

Setting up your Major Preferences.

e Note: these majors are mapped
across every school on
Handshake.

e Once you select a category (click on

the checkbox next to it), that
category will expand to show the
majors within it.

Students who do not meet your work autharization, graduation date, GPA, and major preferences will
still be able to apply, but we'll highlight which ones don't match (and let you filter them out).

Graduation date range
Earliest grad date Latest grad date

& &

month ¥ year ¥ month ¥ year ¥

Qualify students by school year instead (for example, Freshman, Sophomore, Junior)

Minimum GPA

Majors Select a category to choose specific majors
Arts and Design - 0 of 13 majors selected
Business and Entrepreneurship - 0 of 18 majors selected
Civics and Government - 0 of 9 majors selected
Communications - 0 of 7 majors selected
Computer Science, Information Systems, and Technology - 0 of 8 majors selected
Education - 0 of 8 majors selected
Engineering - 0 of 15 majors selected
Health Professions - 0 of 14 majors selected
Humanities and Languages - 0 of 11 majors selected
Life Science - 0 of 10 majors selected
Math and Physical Sciences - 0 of 4 majors selected
Natural Resources, Sustainability and Environmental Science - 0 of 10 majors selected
Social Sciences - 0 of 8 majors selected

These majors conselidate individual majors across every school on Handshake. Te choose a specific major
by individual school click here.

Applicant Packages Specify who should receive the applicant packoges
Employer Dolores University
+/| Email a summary of all applicants ence my job expires

Email every time a new student applies

Add someone else to receive packages v

e All majors within a category will be selected by default. But you can remove them by simply
clicking on the major you'd like to remove.

+/| Computer Science, Information Systems, and Technology - 5 of 8 majors selected

Cyber Security

Data Mining

Software Design

T

Finally, configure who should receive Applicant Packages, and with what frequency. We've also added

additional details on this on page 10.
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Set up who should receive Applicant Packages by selecting one of the two options below.

e Email asummary - you'll receive one email once your job expires.

e Email every time - you'll get emails each time a new student applies. If you choose this option,
you can then specify whether you want every student who applies, or only students who match all
of your preferences (Eligibility for international students, grad date / year, GPA, and Major).

o You'll see your name listed first. You can also add other teammates to receive packages by

choosing from the dropdown. If you haven't added them as a contact yet, there will be + add new
contact at the bottom of the dropdown.

Applicant package recipients

Mot seeing the recipient you're looking for? Create a new contact

Stacie Durrance

| Email a summary of all applicants once my job expires

# Email every time a new student applies

& Sendall applicants
Only send applicants who match all preferences
¥ Lisa Laird

| Email a summary of all applicants once my job expires

Email every time a new student applies

10
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5. Once you're finished with <Job Preferences>, choose <Next> along the bottom of your screen. Next
we'll go through <School selection>.

As this is an on-campus position, be sure to select ONLY Snow College.

e Apply start date - you can choose if you'd like to block students from applying to your job until a
specific date.

e Expiration date - you can update the date that the job will expire (and students will no longer be
able to apply).

Interview on
Schools Status campus? Apply start date Expiration date

2019-01-02 1:49 pm

[ 3
| 13

Snow College Expired 2018-11-1410:00 arr

fouene

6. Preview your posting and check for errors

You're all set! Choose <Save> on the bottom right navigation to create and review your job. The
Career Center will review your posting and approve it for students to view.

Thank you for using Badger Handshake to manage your job postings.
Feel free to contact the Snow College Career Center at 435-893-2212, 435-283-7648 or
career.services@snow.edu for help in using Badger Handshake.

Use this link for further Employer Resources on Handshake.

https://support.joinhandshake.com/hc/en-us/categories/202707307-Employer

11
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