
   
 

   
 

Posting a Student Employee Position on Handshake 

A guide for UO employers 
 

This document outlines the process for posting on Handshake for student employee positions that are included in the UOSW bargaining unit. To review 
who is included in the bargaining unit, see Article 1 of the UOSW Collective Bargaining Agreement (CBA). This guide includes the information and steps 
required to be in compliance with the UOSW CBA. Before starting your job posting process in Handshake, you must create a student worker position 
description using UO’s standardized template. For the template and more information, visit the Student Worker Positions Description webpage.  

If you haven’t yet created an account in Handshake or haven’t connected your personal account to your UO department, start here: 
https://career.uoregon.edu/faculty-and-staff/post-your-job 

NOTE: Per the UOSW CBA, all student worker positions are required to be posted on the UO job posting platform, Handshake. Open positions must be 
posted on Handshake for at least seven (7) days except in extenuating circumstances.  

 

Create a new job posting 
 

1. Sign in to your Handshake account by visiting 
https://app.joinhandshake.com/login  

2. From your home dashboard, click Create a Job 
 
If you have not created a Handshake account or have not 
connected your account to your department’s profile, visit 
the Career Center’s website or more information.  
 
 
 
 
 
 
  

https://hr.uoregon.edu/uosw-bargaining-agreement#Article1
https://hr.uoregon.edu/student-worker-position-descriptions
https://career.uoregon.edu/faculty-and-staff/post-your-job
https://hr.uoregon.edu/uosw-bargaining-agreement#Article4
https://app.joinhandshake.com/login
https://career.uoregon.edu/faculty-and-staff/post-your-job


   
 

   
 

Basic information  
 
Job description: 
This section is used to communicate position information, 
requirements, qualifications, and more.  
 
The UOSW Collective Bargaining Agreement (CBA) outlines 
specific information that is required for all student job 
postings. For this reason, always use the most up-to-date 
version of the Handshake ‘Job Description’ Template 
(found on the Student Worker Hiring and Job Postings 
webpage) when completing this section. 
 
The following steps will allow you to input important 
information about the position that is not included in the 
template, such as the position’s title and wage. 

 
 

 

 
 

 
 

https://hr.uoregon.edu/student-worker-hiring-and-job-posting


   
 

   
 

Position details 
 
Job Title: 
Input the position’s title. 
 
Considerations for job titles: 

• The job title should match that listed on the position 
description. 

• Don’t use acronyms that applicants may not be 
familiar with.  

• Avoid titles or phrases that are designations in other 
campus CBAs, such as “Research Assistant”, “Lab 
Technician”, or “Instructor”. 

• Avoid titles that indicate supervisory responsibilities, 
such as “Director” or “Supervisor”. 
 

Position Type: 
Select “On Campus Student Employment”.  
 
If you do not select this option, students may not be able to 
find your job when searching for open on-campus positions. 
 
Work Study Program: 
This box indicates if a position is eligible for work-study. All 
on-campus hourly positions will likely be eligible for work-
study. 
 
If a position requires or prefers work-study, this box should 
be checked and this must be clearly indicated in the ‘Job 
Description’ section.  

 



   
 

   
 

Location requirements 
 
Select the option that is appropriate for the position. This 
should be in alignment with what is stated in the position 
description. 
 
Note: 

• Remote and hybrid positions must adhere to the UO 
Flexible Work Arrangements Policy and Guidance. 
 

Onsite Location (for onsite and hybrid): 
Type the city where the work will be performed.  
 
 
Remote Work Requirements (for remote and hybrid): 
Remote work for student positions must be completed 
within the US. For questions about out-of-country work, 
contact the Central Payroll office. 
  
 
Job is located as a residential address:  
Disregard this checkbox, this does not apply for UO student 
worker positions. 

 

https://hr.uoregon.edu/flexible-work-arrangements-policy-and-guidance
https://hr.uoregon.edu/flexible-work-arrangements-policy-and-guidance


   
 

   
 

Time requirements 
 

How much will the student work? 
Select the appropriate option for the position. 
 
Notes: 

• Student workers are limited to working twenty-five 
(25) hours/week combined for all student positions 
during any term in which they are enrolled in classes. 

• Due to visa requirements, international students 
may not work more than twenty (20) hours per week 
while they are taking classes.  
 

Hours (optional): 
Denote how many hours the employee is expected to work. 
This must be in alignment with the information on the 
position description.  
 
Employment duration:  
Select the “temporary or seasonal” option for all student 
worker positions. 
 
Estimated start/end dates: 
Input the start and end dates that are listed on the student’s 
position description. 
  
Notes: 

• Unless otherwise specified upon hire, all UO student 
worker appointments conclude at the end of the 
academic year (end of spring term). Appointments 
can be extended or renewed via reappointment. 

• Students must be provided with a 14-day notice 
period for all new appointments, unless a specific 
start date was communicated in the job posting. 

 

 



   
 

   
 

Compensation and benefits 
 
All UO student worker position postings must include 
information on compensation. When determining pay for 
student positions, always refer to the Student Worker Wages 
and Compensation Guide webpage.  
 
Expected Pay: 
For most student worker positions, “Exact amount” should 
be selected. Input the appropriate amount.  
 
For positions that receive a monthly stipend, select “per 
month” under Rate. (Note: Stipend positions are not 
included in the UOSW bargaining unit. To learn more about 
the classification requirements for stipend positions, 
contact your department’s HR.) 
 
 
Additional compensation (optional): 
These options do not apply to student employment.  
 
 
Benefits (optional): 
Select only the “Paid sick leave” option for hourly student 
positions. All hourly student workers, including those with a 
work-study award, accrue paid sick leave. Stipend positions 
do not receive paid sick leave. 
 
 
Perks (optional): 
These options do not apply to hourly student employment.  
 
 
Additional benefits (optional): 
Leave this section blank.  

 

https://hr.uoregon.edu/student-worker-wage-and-classification-guide
https://hr.uoregon.edu/student-worker-wage-and-classification-guide


   
 

   
 

Categorize your job 
 
Job role groups: 
Because Handshake is used more broadly to help students 
identify jobs, this list is not well curated for on-campus 
employment. However, this function may allow students to 
narrow down their job searches. 

 
You may choose up to (3) options from this list. Choosing 
one option is fine.  
 
Note:  

• Try to come as close to the position type as possible 
– examples would be “Office and Administration 
Support Workers”, “Recreation worker”, “Computer 
User Support Specialist”, or “Retail Salesperson”. 

• Unfortunately, you cannot type in your own text and 
must select from the pre-set options. 

 



   
 

   
 

Candidate qualifications 
 
Work authorization:  
Select the correct option for the position. Most on-campus 
hourly positions require US work authorization. For 
information on work authorization, go to the Student Worker 
Hiring and Job Posting webpage.  
 
Skills (Optional): 
This section is intended to be used for tech skills such as 
“10-key Typing” and “3D Design”. However, you can type in 
other required skills such as “Spanish proficiency” or “photo 
editing”.  
 
School year (Optional): 
Is it not recommended to select any option in this section. 
Information in Handshake may not accurately reflect a 
student’s class standing, and thus this may prevent an 
otherwise qualified candidate from being considered. 
 
Latest graduation date (Optional): 
It is not recommended to use this section, instead, rely on 
the ‘position end date’ in the time requirements section. 
 
Major group (Optional): 
Is it not recommended to limit a student’s eligibility based 
on their major. Additionally, Handshake may not accurately 
reflect a student’s major and thus this may prevent an 
otherwise qualified candidate from being considered. 
 
Minimum GPA (Optional): 
We discourage having GPA requirements for student 
employment positions.  

 

https://hr.uoregon.edu/student-worker-hiring-and-job-posting
https://hr.uoregon.edu/student-worker-hiring-and-job-posting


   
 

   
 

Screening questions 
 

These questions are a useful tool for screening applicants 
based on their qualifications and/or eligibility. Departments 
are not required to use screening questions, but may select 
up to three. If you opt to use screening questions, they must 
be based on the qualification and/or eligibility 
requirements outlined in the position description. They 
will all be presented as yes/no questions. For each question, 
you must identify which answer is preferred (default is ‘Yes’ 
for all except the custom field). Students will not be able to 
see which answer is preferred. 
 
Overview of options: 
• Degree: Applicable when preference is given to students 

pursuing a specific major.  
• Certification/License: Such as a driver’s license or a 

food handler’s permit. May be inputted as “Do you have 
###, or the ability to obtain one by [DATE]?” 

• Language: For positions that require proficiency in 
another language, such as a language tutor or bilingual 
guide. The specific language(s) must be inputted. 

• Location: This question will most likely be apply to in-
person positions not located in Eugene. 

• Work schedule: This screening question will likely apply 
to most student worker positions, especially if there are 
requirements related to scheduling or availability. 
Examples include “on weekends”, “during academic 
breaks”, or “15 hours/week between 9:00-5:00 M-F”  

• Custom: You may type in one ‘yes/no’ question. Options 
may include attendance at mandatory trainings, a 
required skill/experience, or work-study eligibility. Make 
sure this question does not screen applicants in or out 
based on a protected characteristic.  

 



   
 

   
 

Choose schools 
 

Because this is an on-campus position, it can only be 
posted to the University of Oregon.  
 
Note: 

• UO student positions are technically open to 
students from other institutions. However, priority 
must be given to UO students. This means that 
non-UO students can only be hired after reasonable 
efforts to recruit qualified students at UO have been 
exhausted. 

 

 



   
 

   
 

Application process 
 

Application open date: 
State when students can start applying for the position.  
 
Application close date: 
Per the UOSW CBA, all open positions must be posted on 
Handshake for at least seven (7) days except in extenuating 
circumstances. 
 
Number of hires: 
Select the number of positions you are hiring for through this 
listing. This section is for internal record keeping only. 
 
How will candidates submit applications?: 
We recommend having applicants apply on Handshake as it 
creates a standardized experience for students and it is an 
effective way of organizing application materials. However, 
you can have students apply through another platform if you 
would prefer. This is permitted in the UOSW CBA, as long as 
the position is advertised on Handshake. 
 
Additional required documents on Handshake: 
Select which materials will be required from applicants. If 
you select “Other”, you can type in instructions. 
 
Note: 

• The UOSW collective bargaining agreement 
discourages supervisors from requiring cover letters 
as this creates additional barriers for applicants. The 
university is also discouraging cover letters for 
professional staff searches.  

• Consider alternate methods for evaluating 
applicants, such as resumes, short answer 
questions, writing samples, etc.  

 



   
 

   
 

Hiring Team 
 
Job Owner: 
This is the person who is posting this position. You can 
change who the job owner is by selecting “Remove” and 
typing a new name. 
 
Note:   

• Only UO staff who have a Handshake account and 
who are a member of your Employer Profile can be 
made a job owner. 

 
Messaging availability: 
Selecting this gives candidates the option to message you 
through the job posting. These messages will appear on the 
Handshake platform only, not your uoregon email address. 
 
 
Email settings: 
These are various automatic email messaging options. 
These settings apply for the job owner, not the applicants 
who apply. 
 
 
Hiring team members: 
You can add another member of your staff to be on your 
hiring committee by sending them an invitation through 
Handshake. You can only add individuals who are a member 
of your employer profile on Handshake.  

 

Review Job Posting Details 
 
This is the final opportunity to review information before it 
gets published.   



   
 

   
 

Add Position Description as Attachment  
 
After the position has been posted, you will need to upload 
the formal Position Description as an attachment.   
 
Instructions: 

1) Navigate to the Jobs tab on the lefthand sidebar.  
2) Find your job posting.  
3) View the Job Details tab. 
4) Click Edit Attachments. 
5) Click New Attachment. 
6) Upload the Position Description with the Choose File 

button. 
7) Name the file in Handshake and click Create 

Attachment. 
 

 

 
 


