
How to Post a Job on Handshake for On Campus Student Employment Positions 

Step 1: To post a job on Handshake, you must create a Handshake Employer account and connect to 

your Company Profile through Handshake. 

 For NMSU Departments: Please connect to your appropriate college “company” profile (ex: 

NMSU-College of Arts & Sciences) 

 If there are questions on which NMSU company profile to connect to, please contact the Office 

of Experiential Learning at: 575-646-1631 or email: oel@nmsu.edu for further guidance.  

Step 2: To begin setting up an employer account, click on the link below 

 https://app.joinhandshake.com/employer_registrations/new 

 You should see a similar screen to the example below: 

 

Step 3: Await Handshake Approval.  Handshake may reach out for further information if needed. 

 

mailto:oel@nmsu.edu
https://app.joinhandshake.com/employer_registrations/new


 

Step 4: Click on Create Job on from the top of your Employer Dashboard or click on Create Job under 

the Take Action section in the center of your screen. 

 

Step 5: Type in the job description under Basic Information or copy and paste from an existing job 

description. 

 

 

 

 

 

 



Step 6: Type in the Job title and select position type.  For student employment, positions make sure to 

select On Campus Student Employment. If the position qualifies as work-study, make sure to check the 

box for Work-Study program. 

 Students will only be able to view work-study positions if they are work-study eligible. 

 

 

 

 

Step 7: Indicate Location Requirements for position (ex. Onsite, remote or Hybrid).  If onsite, please list 

location of where the position will be housed. 

 

 



Step 8: Indicate Time Requirements such as Part time.  Enter the number of hours per week (ex. 20 

hours).  Select Employment duration such as permanent or temporary/seasonal.   

 

 

Step 9: Indicate Expected pay for the position. List any benefits, perks and additional benefits if 

applicable. 

 

 

  



Step 10: Categorize your job by Job Role from the list of Handshake job roles. 

Step 11: Indicate Candidate Qualifications such as necessary skills, work authorization, school year 

(optional), graduation date (optional), major (optional) and minimum GPA (optional). 

 

 

 

 

 

 

 



Step 12: This window will automatically fill in New Mexico State University if you selected “On Campus 

Student Employment”. 

Step 13: Indicate the application window and process by filling out the fields below, making sure to 

select how students can submit their application.  For on campus positions, please select “On 

Handshake” as students do not apply within a separate site. 

*This area also serves as a space to indicate under other, students need to upload a screenshot of their 

work-study award if they are eligible:

 



Step 14: Select your hiring team which are individuals who can view/receive applications.  You may also 

select to feature yourself to receive messages from student applicants through Handshake. 

 

*Select team members who already have an account setup with Handshake and are connected to your 

company profile or invite new teammates which will add them to your organization on Handshake. 

 

 

 



Step 15: Confirm everything is accurate before posting to your school. Click “Post Job” when ready to do 

so.  You should receive a notification from Handshake that your job posting is being reviewed.   

*Keep in mind NMSU Human Resources approves all on-campus positions that are posted through 

Handshake. Inquiries concerning status of position can be emailed to teamhrs@nmsu.edu or by 

contacting the NMSU Office of Experiential Learning: oel@nmsu.edu or 575-646-1631.  Make sure to 

include the Job ID # in your inquiry message. 
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