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Recruiting Roadmap

additional notes for step 1

Basic Information
e Complete the job posting template, then copy and paste all the text into the

area.
e Check the box at the bottom to automatically fill in the rest of the job post.

Position Details
e The Job Title should have been automatically added from 1.
e Select Position Type
e At this time, only NON-WORK STUDY roles are to be posted on Handshake.
Do NOT select the “Work-Study program” checkbox.
Location Requirements
e Be sure to select an option. More details should be added to the job
description (on-campus location, etc.).
Time Requirements
e Allstudent jobs are ” Temporary or seasonal.”
e Add the estimated starting and ending dates
Compensation & Benefits

e Both ESE and non-ESE student roles have the same rates of pay. Please refer
to the Student Jobs (soon to be Student Employment Center) website for
those rates.

e Add any benefits associated with the role, if you are unsure please reach out
to HR.

Categorize your job
e At this time, we ask that you select the closest category that matches the
duties of the role. We hope to enhance this option in the future.
Candidate Qualifications
e All student roles will require a US work authorization.
e Add any optional information is relevant to your posting.

Choose Schools

e You should have Western Washington University as the only option
associated with these roles.



ﬁ Application Process

e Make sure the Application open and close dates are completed.

e Candidates will submit applications On Handshake.

e As ageneralrule, only a Handshake profile is additionally required but add to
this section as it pertains to your role.

i} Your Hiring Team

e |In most cases, the Company division is your Home Org number. If you do not
know your Home Org number, reach out to HR.
e Inthe email settings, at least select ‘Send email when a candidate applies.



