
 

Posting an On-Campus Student Position Instructions 

 
 

UMBC uses Handshake for connecting students with job and internship openings, including 
on-campus opportunities. Handshake offers broad visibility, ease of job posting, and is the best 
way to get your job opportunities in front of UMBC students.  
 
If you have any questions, please contact careers@umbc.edu.  
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Creating Your Handshake Account 

The first step to getting your on-campus job into Handshake is creating an employer account 
using your UMBC email address. 
 

● Navigate to Handshake via the Careers website.  
● If you have used Handshake before, login using your UMBC email address and 

Handshake password 
● If you are new to Handshake, register as an employer using your UMBC email address 
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https://app.joinhandshake.com/edu
mailto:careers@umbc.edu
https://careers.umbc.edu/handshake/


 

 
 

● Register as an employer in Handshake by clicking “Register here” 
● Fill out the user information and click “Save and Continue” 
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● Read over the Handshake Employer Guidelines 
● Select “No” for third party recruiter 
● Check the “I agree to Terms of Service and Privacy Policy” 
● Click “Save and Continue” 
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● You will then get an email to confirm your account 
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Connecting to Your Department in Handshake 

● If your department already exists in Handshake, select to “request” to get connected. (Do 
Not select UMBC Career Center) 

● When your account is created an email is sent to your UMBC department account owner 
for approval. Once approved, there may be a short delay for Handshake to update 
before you can access your account. 

● You will receive an email that you have requested access to your department in 
Handshake 
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● Once approved by the department owner, you will receive an email  
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Creating Your Department in Handshake 

● If your office is not in Handshake, please follow the step-by-step tutorial video on 
creating a department or office for on-campus jobs.  

● Once your department is created in Handshake, you can use it for posting your 
on-campus job. 

To make this as seamless as possible, we are happy to create your account for you if you are 
having issues setting up your department in Handshake. Please email careers@umbc.edu once 
you have set up your account or if you need assistance.  

● Log-in to your Handshake Account 
● Click “Create New Company” 

○ If your department already exists in Handshake, simply click “Request” to be 
connected to that department 

 

● Fill in the required fields for your company 
● The company name will be “UMBC Department of Example” or “UMBC Example 

Department” 
○ Always use “UMBC” and then your department name 
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https://vimeo.com/729312159/dc738e37d1
mailto:careers@umbc.edu


 

 
 

● You will then go through our normal approval process 
● After approval, you can post your jobs 

 

Post an On-Campus Job on Handshake 

Once your account has been approved, you can post your on-campus jobs on Handshake. 

● Click “Post a Job” from your home dashboard, or click “Jobs” on the left navigation bar to 
access the Jobs page, then click the blue button “Create Job” in the upper-right corner of 
the page.  

 
You'll now be required to complete the requirements for posting. You also have the option to use 
the “Preview” tab to confirm your posting details. All fields are required, except those that state 
"(Optional)" next to the field name. 
 
Best Practice: The more fields you complete, the more well-defined your job posting will be! 
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Basic Information  

● Fill in the job description for the on-campus job. 

 
 
Position details 

● Fill in the Job Title 
● Select “On Campus Student Employment” for the position type 

○ If the position is an internship specifically, select internship 
● DO NOT check the Work-Study program box (see the Federal Work Study Instructions if 

you are posting a FWS job) 
● Click continue 
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https://careers.umbc.edu/wp-content/uploads/sites/221/2024/07/Post-a-Federal-Work-Study-On-Campus-Student-Position.pdf


 

 
Location requirements 

● Select “onsite” location 
● Add UMBC’s address: 1000 Hilltop Circle Catonsville, MD 21250 
● DO NOT select that the job is at a residential address 
● Click Continue 
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Time Requirements 
● Select part time 
● Enter the amount of hours available 
● Select Temporary or seasonal 
● Enter the estimated start and end dates 
● Click continue 
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Expected Pay 
● Fill in the expected pay per hour 

○ You can select a range or an exact amount 
● You can skip the additional compensation, benefits, & perks sections 
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Categorize Your Job 

● Select a job category 
● Click continue 

 

 
 
Candidate Qualifications 

● Work Authorization 
○ Select “This job does not require US work authorization”  

 

 
● Select the skills you are looking for 
● Select the school year you are interested in 
● Select graduation date  
● Enter the GPA you are looking for 
● Click Continue 
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Choose schools 
● Select University of Maryland, Baltimore County (UMBC) only as the school to post your 

position with 
● Click continue 

 
 
Application Process 

● Select application open and close dates 
● Select the number of students you plan on hiring from this job post 

 

 
 
 

● Choose how candidates will submit their applications. We recommend using Handshake, 
unless you are required to use an external website. It is very easy to sort and 
communicate with applicants.  
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● Select which documents are required for this position.  

 
 

Set Up Email Alerts 
● Select who will get email alerts. The job creator's name is listed first. You can also add 

other team members to receive emails by choosing from the dropdown.  
● If you haven't added them as a contact yet, there will be an add new contact option at 

the bottom of the dropdown. 
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Standard Plan 

● Select the standard plan. The premium plan is not available to UMBC departments. 
 

 

Review and Post Your Job 
● Check to confirm that all of the information is correct. If you're happy with the job 

preview, click “Post Job” in the upper-right corner.  
● Your posting will be sent for review and approval by UMBC Career Center staff 
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Finding Your Job 
● You can view your job anytime by clicking “jobs” on your dashboard menu. 
● If you want to share the job, copy the link from the URL bar. When students click that link 

it will look different for them. They will see all the information and be able to apply.  
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Student View 

● This is how the job will appear to students 
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