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Defining “Handshake”:

Handshake is a job board that several public colleges and universities within the Commonwealth of
Virginia are using to accept job postings from businesses and agencies and then share them with job-
seeking students and alumni. The service is free for businesses and agencies to use; schools pay a fee to
use Handshake which varies depending upon the size of the institution.

Login Information:
Website Link: https://app.joinhandshake.com/login

The agency will need to establish an e-mail and password to login. There can be only one account for
each agency, so ensure that the e-mail used is a lasting one that can be used by multiple authorized
people.

The Agency’s Profile

When an agency creates an account on Handshake, they must first establish their profile. This step is
crucial because this is a key factor for the schools to determine if the account created for the agency or
business is legitimate. For example, the DHRM profile has the agency logo as its profile picture, and
provides links to the agency’s home site and Twitter page.

School Approval

In Handshake, the agency must first select the school from a dropdown menu to post their jobs. After
picking and submitting a request to post jobs, the agency has to wait for the request to be approved.
The approval timeframe varies depending upon the school. Once the school has approved the agency,
the agency is free to post jobs to the college or university’s page.

Creating the Job Posting
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Pictured above is an example of how handshake will look once you are logged in. To post a job simply
select the “Post a job” button on the center-left field of the screen.



https://app.joinhandshake.com/login

Step 1: Identifying the Job

New Job

*Job title
Virginia Department of Health Professions- Senior Investigators - Headguarters

+add an ATS [ job code to matct ains applicant tracking system (this will not sync applications

*Where should students submit their application?
Apply in Handshake
® Apply through external system
Website or Applicant Tracking System URL

https: jfvirginiajobs. peopleadmin.com/postings /138248

+ add instructions for external applications

Display your contact information to students?

Mameonly @ Don'tshowmyinfo

rJob Type

rmship

= Education

Experiential Learning

sus Student Employment

ship
> Schoo
® Job
Violunte

*Employment Type
® Full-Time

Part-Time

Duration

® Permar

Temporary

Is this a work study job?

Yes @ No

Preferences Schools ‘ Preview

Cancel Details

Pictured above is the 1st step of the posting process on Handshake. For the sake of accuracy, this tool will
show the example of a real job position that is being posted. For where it asks where should students
submit their application it is recommended that “apply through external system” is selected, with an URL

for the job posting.




Step 2: Job Details

* Description
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Senior Investigators - Headquarters

Health Care Compliance Specialist Il
Enforcement Division
Dept. of Health Professions
Positions: #00312/#00352 Pay Band: 5
Hiring Range: $53,590 - $67.500
Application deadline: 02/11/19

DUTIES: These sworn non-exempt positions enforce the rules and regulations of the Department’s 12
health regulatory boards, as well as all associated Virginia statutes and federal laws. Principal duties

includas indanandantlu invastinatina a variste af cormnla of allemad vinlatinns saainst haslth cara
ycan copy and paste a description direct ro o el
* Job function
* | Healthcare Services X w

Approximate salary

& Paid Unpaid
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Q0 Per year ¥

* lob location
Henrico, Virginia, United States of America
+ add another location

Allow remote workers

Eligibility for international students (non-US citizens or permanent residents)
*Would you sponsor a work visa for the right candidate?

Yes (@ MNo

* Are you willing to hire candidates that are tempaorarily authorized to work for a defined pericd in their field of
study? (e.g. for a job / internship under OPT/CPT)

Yes (@ MNo

Required documents
Resurme
Cover Letter
Transcript

Other Document {e.g. work sample, course schedule, or other misc documents)

Schools

OlEs - - e

In the second step, it is recommended the agency copy and paste the full job description- job title and salary included

” u

into the description field. The “Approximate Salary” can be set “per hour,” “per month” or “per year.” As a range cannot
be inputted into the field, it is recommended the agency inputs the lower range of the salary or range. I.E. input $25 if the

position pay can be $25-533.




Step 3: Preferences

©® Students who do not meet your work authorization, graduation date, GPA, and major preferences will
still be able to apply, but we'll highlight which ones den’t match (and let you filter them out).

Graduation date range

Earliest grad date Latest grad date

manth v rear v month v pear v

Hiring alumni? You can leave earliest graduation date blank.

School years
[ Freshman
[ Sophomore
[ Junior

¥ Senior

¥ Masters

¥ Doctorate
¥ Alumni

¥ Postdoctoral Studies

Minimum GPA

Major categories

[0 Agriculture, Food & Horticulture - 0

[ Arts & Design - 0 of 17 majors selec

[O) Business, Entrepreneurship & Human Resources - 0 of 24 majors se

I |C| |..>&u.:;\:er'nne’r. Qof?

O Computer Science, Information Systems & Technology - 0 of 10 major

O Education - 0of 10

o Engineering - O of 19 majors selecte

[ General Studies - 0 of 3 majors selected

[# Health Professions - 17 of 17 majors selected

D CD C=ED 0 CD &

[0 Humanities & Languages - 0 of 12 majors selecte
[ Life Science - O of 14 majors selected

O Math & Physical Sciences - O of 4 major

[0 Matural Resources, Sustainability & Environmental Science - 0 of 1Tmajors se

O Social Sciences - 0 of 9 mz

55 every school on Handshake. Choose a specific major by school
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Shown to the left is the 3 step of
the Handshake process. This section
is entirely optional, and allows the
agency to determine what student
academic year is desired for the
position. Although it is to the
discretion of the agency whether to
leave this section blank, narrowing
the categories will more likely result
in a successful candidate pool. The
posted job in this exercise pertains
to the health professions field,
which is why that category and
soon to graduate, or graduated
students were selected.




Step 4: School Selection

New Job

Job postings

Cancel < Basics Details Preferences m Preview

Global apply start date @ Global expiration date @
our schools to add job postings 2019-02-05 3:20 pm ] 2019-02-111:59 pm =
Find More
Interview on
Schools campus? Apply start date Expiration date

li ii Virginia Union University & | 2019-02-05320 pm % 20021159 p ]
Virginia Tech & 2019-02.05320pm & | @ 209-0zunsep =
@/CU virginia Commonwealth University & | 2019-02-05320 pm & % 2019-02mm59p =
A
ﬁﬁi‘ii University of Virginia @ 2019-02-05320 prr B & zovoznnsep &
['IPVI University of Mary Washington & 2019-02.05320pm a &  cowoznnsep ]
W O 2o o2 osszoe ® | owe
=2
FADFORD - Radford University & 2019-02-05320pm & @ covozansep =

m Longwood University 'ﬁ' 2019-02-05 3:20 prr B % 2019-02-111159p ]

I

m James Madison University 'ﬁ' 2019-02-05 3:20 prr B % 2019-02-111159p B

§oronae e
hﬂ\SON George Mason University wr 2019-02-05 3:20 prr B | % 2019-02-11:59 p ]
@ Christopher Newport University '#' 2019-02-05 3:20 pm ] ':':' 2019-02-1111:59 p ]

In the 4™ step of the process, the agency chooses from a list of the schools that it has been
approved by to post a job. Selecting “add all schools” will ready every school that the
agency has been approved by for posting. When selecting the application dates, it is easiest
to select an exact time by clicking the calendar icon that is in the fields. Keep in mind that
although the schools may have approved the agency, each job posting that is submitted
to the school will be vetted for approval before it is posted.




Step 5: Preview

ew Job

Jobs New Job

@ Preview how your job content will look to students before you post it.

Virginia Department of Health Professions- Senior Investigators -
Headquarters

dhrm

Virginia Department of Human Resource Management

Q@ Henrico, v rginia, United States of America & Full-Time Job

E Government - Local, State & Federal 285100 - 250 employees

Bi Applications open on February 5th, 2019 at 3:20 pm @ '

Job Description s

Senior Investigators - Headquarters
Health Care Compliance Specialist 11
Enforcement Division
Dept. of Health Professions
Positions: #00312/#00352 Pay Band: 5
Hiring Range: $53,590 - $67,500
Application deadline: 02/11/19

See More v

About Virginia Department of Human Resource Management s
Headquarters Website Division
James Monroe Bldg, 101 N 14th St12th f... www.dhrm.virginia.gov MNo division

The Virginia Department of Human Resource Management is the central human resource agency for state government dedicated to
providing a broad range of leadership, services and guidance to the Commonwealth and its stakeholders

Basics Details Preferences

Gonee! B Sehools m m

Once all necessary information has been entered, the posting can be previewed before submission. The
preview represents what the student would see when applying for the job. Once save is selected, the
selected schools will review the post for approval. Once approved, it will remain posted until the date
that has been set for expiration.




Final Step: Acceptance Screen

#2400704 Virginia Department of Health Professions- Senior Investigators ...

Job Preview job posting

Edit Details Expire Job

Duplicate job

Applicants

Review O Applicants

Requested a few

Job Details Edit

Posted to 10 Schools

o 4 approved postings

o & pending postings

@ This job is live to students until February 11, 2019
at 11:59pm.

Radford University e e Pending Mone =
- seconds ago
Approved a few seconds # Target More Schools
Virginia Tech a{?c? cvedatewseconds  Approved  Mone =
Longwood University R(:‘_L}LIES?E.‘dI?fE‘W Pending Mone =
- seconds ago
Labels
Eir_gin'.‘j._(;ommonwealt}‘ I_?e_ques?.c—;dafew Pending M =
niversity seconds ago
James Madison University R(:‘_L}LIES?E.‘dI?fE‘W Pending MNone = Mo labels h
seconds ago
University of Mary Approvedafewseconds  pppoved  None =
Washington ago pp - | |
George Mason University f’\pp'oved & few seconds Approved  Nane =
h ago Create New Label
Virginia Union University Q,ftf'o"‘*da fewseconds  Approved  None =
University of Virginia R(:‘_L}LIES?E.‘dI?fE‘W Pending Mone =
= seconds ago
I View & Add Notes
Christopher Newport Requested a few Pending e =

University

seconds ago

Tracking Code

Virginia Department of Health Professions- Senior Investigators - Hea
o Favorite Job

Virginia Department of Human Resource Management No tracking code added

Al m it dlir Al
Social Media

Once the posting is saved and finalized, the site will display the approval status of the
posting. The status settings are Approved, Pending, and Declined. The schools typically
review the position within a day of it being posted.




Tracking:

JObS viewing all Virginia Department of Human Resource Management jobs Edit this m Create Job
Home

My Profile ) : .
Active Expired All | Declined NotPosted viewsy (25D sob
Company Profile —
2400570 'v'i.r.gin_a Ds::'r:ait“"eqt f;"HeaIth Professions- Wage Senior &0 Virginia Tech 2/11/2019  Approved No
Investigator- Southwest
2400570 i\:'li;_ciin a Dt:z'::_a;‘z;:_'}rj:l::_l-iealth Professions- Wage Senior ao James Madison University 2112019 Approved No
2400570 'v'irgi"n ia Dt::ca;t"'er.ﬂ f.“'ul-iealth Professions- Wage Senior a0 Radford University 2/1j2019  Approved No
Investi r- Southwest L 8
Search Students 2400704 Virginia Department of Health Professions- Senior Investigators a0 Radford University 2/1j2019  Approved ik
- - Headc ers = =1ty A k
Schools ?
Gontacts 2400570 Virginia Department of Health Professions- Wage Senior ao 2112019 Approved Mo
2400570 i\:'li;;iin a Dtr?_ag;;::}[-t.r;i--'_'ealth Professions- Wage Senior ao Wirginia Commonwealth 2/1/2019  Approved No

University

Events 2400704 }""_'i’i';‘jﬁ:‘u:g'er1t of Health Professions- Senior Investigators a1 Virginia Tech 2/11/2019  Approved Mo
Interviews 5400704 'v';_agl_nﬂa D_tj_'"_‘art.v--ent of Health Professions- Senior Investigators g ;v‘lu:_g!n é_'?“”""crv.-ealtl‘ 2/11/2019  Approved o
Fairs -Headquarters University
2400570 l\;l”g”‘tld De"agtb":l:-‘"]if;;_ﬁea'th Professions- Wage Senior a0 Longwood University 2/11/2019  Approved  No
2400704  Virginia Department of Health Professions- Senior Investigators &0 University of Virginia 2/11/2019  Pending No

- Headquarters

2ap0704  Virginia Department of Health Professions- Senior Investigators &0

- Headquarters George Mason University 2/1/2019  Approved Mo

2400570 partm f:"nt of Health Professions- Wage Senior &0 University of Virginia 211/201%9  Pending Mo
- or- Southwest SHIVETSIL E 4 LU :
2400570 Virginia Department of Health Professions- Wage Senior &0 George Mason University 2/11/2019  Approved No
Investigator- Southwest . o R :
AR Virginia Department of Health Professions- Wage Senior Ve | i | rigere i ]
2400570 Investigator- Southwest [-10] Virginia Union University 2/11/2019  Approved Mo
2400704 Wirginia Department of Health Professions- Senior Investigators ao0 Longwood University 2112019 Approved No

- Headquarters

IS iR D (Pt e e S i James Madison University  2/11/2019 _ Approved  No

Once the job is uploaded, the posting can be tracked by selecting “jobs” on the left side of the screen. On the jobs
screen the information about current and expired postings can be viewed. As shown above, the agency can view
which schools have approved a posting, as well as how many students from that school have currently applied for
the position. Note that the agency can click the blue icon under “Applicants” to see the names and status of the
students who have applied for the position.




