
Posting On-Campus, 
Part-Time Jobs



Log into Handshake using your 
Emporia State University e-mail and password



Select “Jobs” from the menu bar on the left of your home page



From this page you can view on-campus 
jobs postings that are active, expired, 
declined, and those job announcements 
that you have not completed and have not 
been posted.  You can also sort job 
announcements by campus offices.



Review the jobs posted by your office by 
selecting your office from the pull down 
menu. 

Tip: After you have selected your division the first time you use Handshake, 
the system will default to the division each time you open “jobs” in 
Handshake.



You can check on the status of any jobs you 
have submitted:  
• Your job has been approved and is visible to students
• Your job is pending approval and is not visible to students
• Your job was not approved and will not be posted as submitted
• Your job posting has expired



If the job you want to post is not on the list, 
select “Create Job” from the menu in the top 
right corner of the page. 

Tip:  You do not have to create a new job for a position that is the same from year to year.  If 
you want to re-post a job that has expired, refer to pages ##-## of this guide.



Job title created by your office

Select your office from the pull down menu.  If you don’t 
see your office listed, contact Career Services

Select “Apply in Handshake”.  1. Complete each 
page of the form.  
Note the tabs for 
each page at the 
bottom: Basics, 
Details, 
Preferences, and 
Schools.  

Select “name only”  

Select “On-Campus Student Employment”  

Select “Part-Time”  

Select “No”, unless the position is ONLY open to Work Study eligible students  

Select “Temporary/Seasonal” and select dates that coincide with the academic year.  
These are employment dates, NOT the start/stop date of the job posting.

2. Once you have 
completed a page, 
select “next” to 
advance to the 
next page.  

You may go back 
to a previous page 
by selecting the 
page tab.



You may copy and paste a job description in this text box.  The system will keep the posting in the format you prepared. 
The format must follow the job posting template found here in order for the posting to be approved:
Job Type: Work Study or Regular

Wages: $7.55 for undergrad, $7.70 for grad.

Work Schedule: 20 hours per week, Monday through Friday between 8am and 5pm.

Duties: Providing assistance to faculty and staff, answering phone and taking accurate messages, greeting students and 
visitors, typing, grading, copying, scanning, designing bulletin boards, researching jobs for our majors on the internet, 
and performing various other basic office tasks.

Qualifications: Must have experience with Word and Excel. Must be positive, dependable, punctual, detail-oriented, 
accurate in message taking, and a self-starter with excellent proofreading skills. 

Notes: Background check required. Applications are accepted on an ongoing basis, and will be reviewed when a position 
is open.

Application: Please make sure your profile is complete, including your previous work experience. You will be asked to 
upload the ESU Student Cover Letter, and your class schedule.

Contact Information:
Name
Email
Phone
Office Location



Select the job function(s) from the pull down menu.  If 
you don’t see the appropriate job function, select “other”

Type in Emporia, Kansas

Make sure that the amount of pay used matches the 
rate.  If the correct rate isn’t available, leave the 
amount blank.  This will appear on the announcement 
as “not specified”.

Select how many students you expect to hire.  
Tip:  This field can be changed after the job is approved if necessary.

Do not mark this box

Select the documents you want the students to 
submit and “Other Document”.  In the text box, 
write “Attach a copy of your (fall or spring) class 
schedule and ESU Cover Letter.”



Students who do 
not meet your 
preferences may 
still apply, but you 
can sort 
applications by 
those students who 
do or do not meet 
your preferences.

You do NOT have 
to select any 
preferences.



Select how you want to 
receive the applications

Type in the last names of anyone 
else who will need to review the 
applications and select how they 
should receive the applications.

If they do not have a Handshake 
account do not add them as a 
contact.  You can send a package 
that includes all of the 
applications by e-mail.



Select Emporia 
State University 
from the list on 
the right.  If you 
do not see ESU 
listed, type 
Emporia State 
University in the 
“Search Your 
Schools” text bos
and then select 
Emporia State 
University.



Select a start 
date and 
expiration date 
for your job 
posting.  

Leave these blank.

Do not check the 
“interview on 
campus” box.



Preview your job announcement to see how your content will 
look to students.  Once you are satisfied with the 
announcement,  select “save”.  If everything was completed 
correctly, a green banner will appear briefly, indicating that 
the job was successfully created.



The next screen that will appear will be a summary of the job 
posting.  You can see that this posting is pending approval.  

Even though the job was created, it must still be approved by 
Human Resources.   The job status will show as “pending” 
until it is either “approved” or “declined”.



You will receive an e-mail from Handshake when the job 
posting is approved.



Re-Posting On-Campus, 
Part-Time Jobs



1. Login to your Handshake account
2. Select “Jobs” from the menu bar on the left side of the 

screen.
3. Search the expired job postings for your division.



You will be able to view all expired posts for your division and office.  Be 
sure to select the correct posting using the unique ID number generated 
by Handshake.

Tip:  If you created the position, you may also search by selecting the “Edit 
This” link at the top of the page and select “Jobs created by me



Once you have found the correct posting, select it to open the 
announcement.
Select “Add More Schools”.  This will take you directly to the 
page where you can update the open/close date of the 
announcement



Change the start and expiration dates for the job posting

Review all aspects of the job posting for changes and 
accuracy, using the tabs at the bottom of the page.  Once 
you are sure that the post is accurate, select the “save” 
button in the right hand corner of the page.



The posting has changed from “expired” to “pending” review 
status.  Once the post is approved you will receive notification 
via e-mail and Handshake.



Next:

Reviewing Applicants for 
On-Campus, Part-Time Jobs


