
Employer User
Guide to



Welcome to Handshake!

Thank you for your interest in recruiting at Daemen University, Amherst, NY. We
can’twait for youto get connectedwith ourstudentsandalumniwhoarelookingto
work for organizations likeyours.

Weare excited to be able to provide you and your organization with free access to
Handshake, our online career management system. Handshake allows you to easily
interact with our students and alumni, post your open positions, and register to
attend our Careerand



Create Your User Account

Select the Employer account type from the options presented.

Fill out all the information requested and then click Sign Up. To expedite your company approval process, you
should enter your complete First Name, Last Name, Phone Number, your personal Job Title, Company Address,
Telephone Number, Email and website URL. Please note, user account requests using gmail, hotmail, yahoo,
outlook, or other public email services will slow your approval and make it harder to connect to your company’s
profile.
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Register: Click on this link to create your account daemen.joinhandshake.com and click on “Sign Up for An
Account”.







Create Your User Account . . . Continued

Next, you will choose schools you want to connect with. Use the filters on the left side of the screen to narrow
down schools by rank, region and location. To request to connect with individual schools, click the + button to
the right of the school. Then click Next: Finish.

If you are not automatically connected with your company you will see a pending page. To learn more about
being in a pending status at a school, read the article “What is pending status at a school?” Approving new
employers is done by Career Services’ staff and can take 2
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Note: Once you log-in to Handshake, you will be directed to your profile and you may begin posting your
opportunities.

Create Your User Account . . . Continued
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Troubleshooting Tip: What to do if you accidentally joined the wrong company





https://support.joinhandshake.com/hc/en-us/articles/219133107


Post a Job . . . Continued

Once you're finished with Job Basics, choose Next along the bottom of your screen. Next we'll go through

https://www.mapbox.com/geocoder-feedback/


Post a Job . . . Continued

Choosing a job location in the United States, will open up an "Eligibility for international students" section
Select either of the options that appear, or read more about them with the additional links provided within the
product.

• Finally, if you'd like for a student to submit documentation in Handshake, you can select documents to require
students to submit with their application (TIP: If you're having students apply via your Direct ATS and don't
want them to apply in Handshake at all, we recommend not selecting any documents here. If checked, these
documents will prompt an applicant to first apply with these in Handshake.)

Once you're finished with Job Details, choose Next along the bottom of your screen to reach the Job Preferences
tab: Note: none of the preferences you add to this page will block students from applying for your job. But we
will show you candidates that meet all of your preferences, and those who don't. You can learn more in our
article on Job Preferences. Also note: all of these preferences are completely optional.

• Add a Graduation date range for your job by specifying the earliest and latest graduation date for qualified
applicants. Prefer to qualify students by School Year - like Freshman, Sophomore, Junior? You can select the
link below to toggle to that option instead.

• Add a Minimum GPA value.

• Choose which Majors would make a student qualified for your job. This step is discussed in more detail below.
Finally, configure who should receive Applicant Packages, and with what frequency. We've also added
additional details on this below
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https://support.joinhandshake.com/hc/en-us/articles/218693208-Job-Requirements-


Post a Job . . . Continued

• Setting up your Major Preferences: So by choosing "Computer



In the image on the previous page, Agriculture Education and Health & Physical Education have been removed 
from the Education Major Category leaving 8 of 10 majors selected.

If you know of a very specific major at a school that you'd like to choose instead of our mappings, choose the 





Post a Job . . . Continued

You're all set! Choose Save on the bottom navigation to create and review your job:
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Search for Student Resumes
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Log into Handshake and click the Students tab. Locate and check the box next to Daemen College.

Use  the check  box, drop-down, and fill-in filters to find the students of your choice. Click Show Advanced 
Options and check Has Public Resume.

To download a resume, click the box next to the student’s name and click Download Resumes. To download 
multiple, click the box at the top or click Select all and click Download Resumes.
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