
	
  
WELCOME	
  TO	
  HANDSHAKE	
  
The	
  NEW	
  job	
  board	
  for	
  campus	
  employment/Work	
  Study	
  
	
  
This	
  document	
  will	
  help	
  walk	
  you	
  through	
  the	
  new	
  process	
  for	
  registering	
  and	
  posting	
  on-­‐
campus	
  employment/work	
  study	
  jobs	
  at	
  Bard	
  College.	
  While	
  the	
  system	
  is	
  relatively	
  
intuitive,	
  we	
  have	
  provided	
  helpful	
  tips	
  and	
  explanation	
  in	
  this	
  guide.	
  If	
  you	
  would	
  like	
  
additional	
  assistance,	
  have	
  questions	
  or	
  trouble	
  setting	
  up	
  your	
  account/posting	
  jobs,	
  
please	
  be	
  sure	
  to	
  contact	
  CDO	
  Staff,	
  extension	
  7539	
  or	
  cdo@bard.edu.	
  	
  
	
  
BEGIN	
  REGISTRATION	
  PROCESS:	
  	
  
	
  
Step	
  1:	
  To	
  register	
  and	
  join	
  the	
  new	
  posting	
  site	
  for	
  On	
  Campus	
  Employment	
  at	
  Bard	
  
College,	
  go	
  to:	
  
https://app.joinhandshake.com/register?user_type=Employers&employer_invite_token=P
R2VxOXmzTpvqxZfisE-­‐S072rSmfHOEB	
  
	
  
Step	
  2:	
  Complete	
  the	
  initial	
  registration	
  information.	
  Be	
  sure	
  to	
  use	
  your	
  Bard	
  email	
  
address	
  in	
  this	
  step.	
  	
  
	
  

	
  
	
  

	
  

Be	
  sure	
  to	
  use	
  your	
  
@bard.edu	
  email	
  
address	
  here.	
  	
  
ß	
  

	
  

	
  
 

Career Development Office	
  n	
  Campus Center 201	
  n	
  cdo@bard.edu	
  n	
  845-758-7539	
  n www.bard.edu/cdo 
 

	
  



	
  
Step	
  3:	
  You	
  need	
  to	
  select	
  the	
  types	
  of	
  students	
  you	
  are	
  looking	
  to	
  hire.	
  Unless	
  your	
  
position	
  has	
  very	
  specific	
  needs,	
  we	
  advise	
  checking	
  off	
  all	
  of	
  the	
  major	
  options.	
  You	
  do	
  not	
  
need	
  to	
  fill	
  in	
  your	
  alma	
  mater	
  and	
  graduation	
  year	
  if	
  you	
  do	
  not	
  want	
  to.	
  	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  



Step	
  4:	
  Review	
  employer	
  guidelines;	
  select	
  “No”	
  for	
  third	
  party	
  recruiters	
  and	
  proceed	
  to	
  
confirm	
  your	
  email.	
  
	
  
	
  

	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  
Be	
  sure	
  to	
  select	
  
“No”	
  here.	
  	
  
ß	
  



Step	
  5:	
  Check	
  your	
  inbox	
  for	
  email	
  confirmation	
  and	
  follow	
  next	
  steps.	
  	
  
	
  
Step	
  6:	
  Because	
  you	
  used	
  the	
  link	
  in	
  Step	
  1	
  to	
  set	
  up	
  your	
  account,	
  you	
  will	
  be	
  
automatically	
  approved	
  as	
  part	
  of	
  the	
  “Bard	
  College	
  –	
  On	
  Campus	
  Employment	
  at	
  Bard	
  
College”	
  employer	
  account.	
  If	
  you	
  do	
  not	
  see	
  this	
  message,	
  please	
  let	
  CDO	
  know.	
  	
  

	
  
	
  
Step	
  7:	
  Next,	
  the	
  system	
  will	
  ask	
  you	
  to	
  connect	
  with	
  the	
  schools	
  you	
  would	
  like	
  to	
  recruit	
  
with.	
  Search	
  for	
  Bard	
  College	
  and	
  click	
  the	
  icon	
  to	
  add	
  Bard	
  College	
  as	
  your	
  selected	
  school.	
  
Click	
  the	
  “Next:	
  Finish”	
  button.	
  	
  
	
  
*Please	
  note	
  that	
  if	
  you	
  are	
  hoping	
  to	
  post	
  jobs	
  NOT	
  considered	
  “campus	
  employment”	
  or	
  
“work	
  study,”	
  and	
  you	
  would	
  like	
  to	
  connect	
  with	
  other	
  schools	
  to	
  recruit,	
  you	
  should	
  be	
  
setting	
  up	
  a	
  different	
  type	
  of	
  account.	
  Please	
  contact	
  CDO	
  about	
  this,	
  cdo@bard.edu.	
  	
  	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  



Step	
  8:	
  You	
  will	
  then	
  see	
  the	
  main	
  dashboard	
  for	
  the	
  “Bard	
  College	
  –	
  On	
  Campus	
  
Employment	
  at	
  Bard	
  College”	
  employer	
  account.	
  This	
  is	
  where	
  ALL	
  campus	
  hiring	
  
departments	
  will	
  post	
  their	
  positions	
  (see	
  job	
  posting	
  instructions	
  in	
  next	
  section).	
  	
  
	
  

	
  
	
  
Step	
  9:	
  You	
  can	
  customize	
  and	
  add	
  details	
  to	
  your	
  profile	
  on	
  Handshake,	
  but	
  please	
  do	
  not	
  
change	
  “company	
  settings”	
  as	
  those	
  are	
  the	
  settings	
  for	
  the	
  “Bard	
  College	
  –	
  On	
  Campus	
  
Employment	
  at	
  Bard	
  College”	
  employer	
  account.	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  

	
  
Jobs	
  from	
  
all	
  campus	
  
hiring	
  
departmen
ts	
  will	
  be	
  
listed	
  here,	
  
not	
  just	
  
yours.	
  	
  	
  	
  à	
  
	
  

	
   Customize	
  your	
  
profile	
  with	
  your	
  
office	
  information	
  
and	
  description.	
  



	
  
After	
  completing	
  Step	
  9	
  (above)	
  your	
  account	
  for	
  posting	
  jobs	
  will	
  be	
  complete.	
  	
  
If	
  you	
  have	
  any	
  questions,	
  concerns	
  or	
  issues	
  with	
  the	
  registration	
  process	
  please	
  

contact	
  us	
  in	
  CDO.	
  Extension	
  7539	
  or	
  cdo@bard.edu.	
  	
  
Next	
  we	
  will	
  review	
  how	
  to	
  post	
  your	
  positions.	
  	
  	
  

	
  
	
  

	
  
	
  
BEGIN	
  JOB	
  POSTING	
  PROCESS	
  
	
  
Step	
  1:	
  Always	
  log	
  in	
  at:	
  bard.joinhandshake.com/login	
  	
  
When	
  signing	
  in,	
  you	
  will	
  always	
  land	
  on	
  the	
  dashboard	
  for	
  the	
  “Bard	
  College	
  –	
  On	
  Campus	
  
Employment	
  at	
  Bard	
  College”	
  employer	
  account.	
  For	
  most	
  campus	
  hiring	
  managers,	
  you	
  
will	
  likely	
  only	
  be	
  using	
  this	
  system	
  for	
  the	
  “Post	
  a	
  Job”	
  process.	
  	
  	
  
	
  
Step	
  2:	
  Click	
  on	
  the	
  “Post	
  a	
  Job”	
  button	
  to	
  begin.	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  	
  à	
  
Click	
  here	
  
to	
  start	
  the	
  
job	
  posting	
  
process	
  



Step	
  3:	
  The	
  system	
  will	
  walk	
  you	
  through	
  a	
  relatively	
  straightforward	
  posting	
  process.	
  In	
  
the	
  next	
  few	
  steps,	
  we	
  will	
  point	
  out	
  suggestions	
  and	
  best	
  practices	
  for	
  this	
  new	
  system.	
  	
  
	
  
Tips:	
  Initial	
  Information	
  	
  
	
  

	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  

	
  

	
  

	
  

Include	
  the	
  position	
  
and	
  your	
  office	
  name	
  in	
  
your	
  “Job	
  Title”	
  
ß	
  	
  

ß	
  We	
  suggest	
  marking	
  “no”	
  here	
  as	
  Handshake	
  
will	
  deliver	
  applications	
  directly	
  to	
  you.	
  	
  

However,	
  if	
  you	
  do	
  decide	
  to	
  also	
  collect	
  
applications	
  through	
  another	
  system	
  (ie:	
  Google	
  
Forms),	
  you	
  can	
  include	
  that	
  link	
  here	
  by	
  checking	
  
“Yes”.	
  We	
  suggest	
  that	
  you	
  also	
  include	
  written	
  
instructions	
  about	
  this	
  process	
  in	
  your	
  description.	
  

ß	
  Be	
  sure	
  to	
  check	
  this	
  off	
  so	
  that	
  the	
  position	
  
is	
  categorized	
  correctly.	
  	
  	
  

ß	
  If	
  you	
  only	
  accept	
  WS	
  students,	
  select	
  “Yes”	
  
and	
  make	
  sure	
  to	
  reference	
  this	
  again	
  in	
  your	
  
job	
  description	
  so	
  there	
  is	
  no	
  confusion	
  for	
  
students.	
  If	
  you’ll	
  accept	
  applications	
  from	
  both	
  
WS	
  and	
  non-­‐WS,	
  select	
  “No”.	
  	
  



	
  
Tips:	
  Description	
  Details	
  	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
   ß	
  	
  
Include	
  information	
  about	
  
your	
  office	
  and	
  the	
  position	
  
in	
  your	
  description.	
  
Remember	
  to	
  explain	
  if	
  the	
  
position	
  is	
  only	
  open	
  to	
  
Work	
  Study-­‐eligible	
  
students	
  and/or	
  if	
  you	
  are	
  
asking	
  students	
  to	
  also	
  
apply	
  through	
  another	
  
system.	
  This	
  is	
  a	
  good	
  place	
  
to	
  reiterate	
  specific	
  
instructions.	
  	
  

	
  

	
   ß	
  	
  
Options	
  here	
  may	
  not	
  match	
  up	
  to	
  exactly	
  
what	
  you	
  are	
  looking	
  for.	
  That’s	
  ok.	
  Try	
  your	
  
best	
  to	
  match	
  the	
  functions	
  they	
  list;	
  select	
  
them	
  all;	
  or	
  simply	
  select	
  “Other”.	
  	
  	
  

	
  
ß	
  Select	
  what	
  application	
  materials	
  you	
  
would	
  like	
  to	
  receive.	
  Students	
  will	
  be	
  
blocked	
  from	
  applying	
  if	
  they	
  do	
  not	
  include	
  
what	
  you	
  select	
  here.	
  



Tips:	
  Hiring	
  Preferences	
  &	
  Receiving	
  Applications	
  	
  
	
  

	
  
	
  

	
  
	
  
	
  
	
  
	
  

	
   ß	
  These	
  broader	
  categories	
  map	
  to	
  more	
  
specific	
  majors	
  that	
  are	
  closer	
  to	
  Bard’s	
  
programs.	
  Select	
  individual	
  groups	
  if	
  you	
  
are	
  looking	
  for	
  specific	
  candidates	
  or	
  select	
  
all	
  of	
  them	
  if	
  you	
  seek	
  applications	
  from	
  all	
  
programs.	
  	
  

	
  
ß	
  This	
  is	
  where	
  you’ll	
  specify	
  how	
  you’d	
  
like	
  to	
  receive	
  applications.	
  The	
  default	
  
email	
  is	
  the	
  one	
  you	
  registered	
  with.	
  If	
  you	
  
would	
  like	
  applications	
  to	
  go	
  to	
  someone	
  
else	
  in	
  your	
  department,	
  add	
  their	
  email	
  in	
  
the	
  drop-­‐down.	
  	
  
	
  



	
  
	
  

	
  
	
  
	
  
Tips:	
  Reviewing	
  your	
  Job,	
  Editing,	
  Expiring,	
  etc.	
  	
  

	
  
Set	
  when	
  you	
  	
  
Would	
  like	
  the	
  	
  	
  	
  	
  à	
  	
  	
  	
  	
  
application	
  period	
  
to	
  begin	
  and	
  end.	
  	
  
	
  

	
   ß	
  Click	
  Create	
  to	
  
post	
  the	
  job.	
  It	
  will	
  go	
  
into	
  a	
  “Pending”	
  bin	
  
until	
  CDO	
  staff	
  
review	
  and	
  approve.	
  	
  
	
  

	
   ß	
  Add	
  
labels	
  for	
  
on-­‐
campus	
  
and/or	
  
work	
  
study.	
  	
  
	
  



	
  
	
  

	
  
	
  
	
  
	
  
	
  
	
  
**If	
  you	
  have	
  any	
  questions,	
  concerns	
  or	
  problems	
  posting	
  jobs	
  with	
  this	
  new	
  system,	
  

please	
  contact	
  CDO	
  for	
  assistance.	
  Extension	
  7539	
  or	
  cdo@bard.edu**	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  
	
  

	
  

ß	
  Once	
  your	
  job	
  has	
  been	
  
approved	
  by	
  CDO	
  staff	
  it	
  will	
  
be	
  viewable	
  in	
  the	
  list	
  of	
  all	
  
campus	
  jobs	
  and	
  easily	
  
searchable	
  by	
  students.	
  	
  
	
  
You	
  will	
  always	
  be	
  able	
  to	
  
log	
  in	
  and	
  access	
  your	
  jobs	
  
(active	
  and	
  expired)	
  from	
  
this	
  dashboard.	
  	
  	
  
	
  


