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Student Employment through Handshake

Re-Posting Old or Expired Positions:

1. Login to Handshake at https:/app.joinhandshake.com

Get the job done .
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2. Click Jobs in the left navigation bar
3. Locate the job you would like to duplicate (re-post).

Tip: Use the tabs at the top of the job postings table to switch displayed results for Active postings,
Expired, All, Declined, or Not posted (drafting) — use the column headers to sort the results in
ascending/descending order. Positions you are re-posting should always be Expired.

i Handshake

jiewing all Sprinkle Dreams jobs Edit this

Expired Al Declined  NotPosted | Divisions -

Social Media Manager & s 8r19/2021

Manager - B2B Customer Succass Team & licants /28/2021

Bakery Production Manager & s TI2B/2021

Kitchen Oparations Manager & s 6/2/2021

Front Counter Attendant & 2 s 5/1B/2021

Pastry Chef :! applicants 162019

4. Click the job you would like to duplicate
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5. Within the Details section of the job, click More Actions in the upper-right corner and select
Duplicate job

i Handshake h - Help-  TinaReynolds =
Mar i
Manager - B2B Customer Success Team
Dupli joby
Job #3267 « Created 7/28/2021 by Tina Reynolds « Expires 11/11/2021 / R
Proview ob
Details Schools Matches Applicants (0)
Labels
Job Roles Edit
Add label
Create new label
Customer Success Managers and Sales Representatives of Services
Notes
View and add notes
Basic Information
Locations Compensation Tracking Code
Scranton, Pennsylvania, United States Paid N tracking code added
racking cod
Duration
Permanent
Applicant Package Recipients
. " . e . .
6. The screen will then load to the "Basics" tab within the job posting
i Handshake Q Search.. BT o warwowed =D o < Tim ramoroes

Manager - B2B Customer Success Team

Where should students submit their application?
® Apply in Handshake
Apply through external system

Jab title

Manager - B2B Customer Success Team

Company Division (optional)

Allow students ta view my profile and message me on this job?
st ' file an this job and message me to ask about this role. ¥

Job Type
® Job

Delete

7. We strongly recommend reviewing all of the details before you post the job. Some key areas to
review are:
o Title: We recommend updating the title before posting it to help differentiate between the
original job posting and new job posting.
e Apply Start Date & Apply End Date: Review the default dates that your job application
window is set to start and expire and update as needed.
8. Click Save in the lower-right corner of the screen to save your changes. The request will be sent
immediately upon saving.
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