How to Post a Job

Create your employer account (if you haven’t already done so) using the SUNY Poly
employer link or this QR code:

1. 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.

« Review the tabs in the posting, with particular emphasis on Basics, Details, Preferences, and Preview
o All fields are required, except those that state "(Optional)™ next to the field name.

2. The Basics tab:

Job title

| Career Senvices Marketing & Media Assistant [Federal Work Stuchy]

Employer Type “SUNY Polytechnic Institute” and find your

‘ SUNY Polytechnic Institute, Office of Career Services | Office in the drop-down list

Mot sesing the company or organization you're locking for? Try searching for them or creating their account
Thiz list will automatically be updated to include them once they're approved at your school and have the

i

Post Jobs role.

T

Please Note: If the Emplover has the role "Post Jobs” and does not appear as an option, they may have

opted out of job editing capabilities. Please follow up with the employer dir

y if you would like them to
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post or edit a job. Once the job is creat will be able to add colleges and lakel requirements.

Job Type
) Intermship

) Cooperative Education

) Bxperiential Learning

® On Campus Student Employment
0 Fellowship

) Graduate School

2 Job

) Voluntesr

Employment Type
1 Full-Time
® Part-Time

Duration
® Permanent

) Temporary / Seasona


https://app.joinhandshake.com/login?school_approval_token=Xpw6VVzv8pMFMAlAOWnLB7yl4R_lnzbqGFJhwJiXVfvKJYr-ujcgew
https://app.joinhandshake.com/login?school_approval_token=Xpw6VVzv8pMFMAlAOWnLB7yl4R_lnzbqGFJhwJiXVfvKJYr-ujcgew

I= thiz a Work Study job? Note: Federal Work Study students work an

Wark study jobs are for eligible students only. average of 5 hours per week.

® Yes Student Assistants (Department funded) are

) Mo limited to 20 hrs per week.

Status Only those students who qualify for Work

) Approved Study will be able to view Work Study

® Pending positions.

Apply start “Apply Start” date for student applications

is typically August 1. The actual start date
for the student employee will be
determined by the Office of Human

2022-0E6-01 8:00 am

When students will be able to begin applving to this job

Expiration date

“Expiration Date” should be no later than the
last day of classes for the semester. The posting
will remain open and receive applications until
the expiration date. Once your hiring is
completed, you may change the expiration date.

2022-12-08 2:00 am

ur school to expire?

When would you like the current active posting at yo

Where should students submit their application?

o Apply in Handshake If you need to hire again in the spring, you can

extend the Expiration Date.

Job Title
e Fill in the appropriate title in this text field. Including “Federal Work Study” in the title
will help you differentiate between jobs that will not impact your dept budget [Federal
Work Study] from those that will impact your dept budget [Student Assistants] if you
have multiple positions. As long as an FWS eligible student wants to apply, any office
can hire a work study student employee!
Job Type

e Select “On Campus Student Employment”. This applies to both Federal Work Study as
well as any Student Assistant(s) you have funding to employ.
Employment Type & Duration
e “Parttime”. Federal Work Study students work an average of 5 hours per week; Their
awards are limited to $1,000 per semester. Student Assistants are limited to 20 hours per
week.
Duration (either option yields the same result, but you may be prompted for start/end dates for temporary
jobs)
o Permanent
“Is this a Work Study Job?”
e Yes (only Work Study eligible students will be able to view/apply)
e No (Department funded position; Human Resources will need to confirm with your dean
or director). Be sure to choose the correct answer here. There is a difference.



3. The Details tab:

Deacription
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Use your artistic flow - if you are creating a poeition for someone elze, you can note here who
the student’s supervizor will be and where they will be working.

+ Inciude known job duties
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How many students do you expect to hire for thia position?
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This number can be approximate and will not be d

Estimated salary
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Salary is usually Minimum Wage. It can be

higher for Student Assistant positions,
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based on your budget.

Utica, New York, United States

+ add another location

| Allow remote workers

Required decuments (Optional)

Keep it simple: just use the city, state of
your campus location

Resums

M evaar | attar

Add a Description for your job. List the job duties.

NOTE: In your job description, remind students that in order to complete the hiring process, Human
Resources requires TWO forms of ID when completing the 1-9. This includes a driver’s license or
other government/military/student ID, plus SS card, birth certificate or other official ID. A passport
will satisfy both requirements. It is helpful to include this in the description, as students typically will
not bring all forms of ID in the fall and mailing them can be risky.

How many students do you expect to hire for this position? Contact Career Services
(CareerServices@sunypoly.edu) if you need more than four Federal Work Study student employees.

Estimated Salary

Paid. All Federal Work Study student employees are paid minimum wage, which may
vary in NYS. Currently, the minimum wage in Oneida County is $15.50 per hour. It will
increase on 1/01/2026 to $16.00 per hour. Please note this when hiring non-work study
Student Assistants and adjust your spring term forecasts accordingly.



Job location
o UticaNY
o If any of the work will be remote, check the “Allow remote workers” box. This will
enable eligible students in fully online programs to apply where appropriate.

e Choose any Required documents for the job application (Résumé, Cover letter, etc)

4. The Preferences tab:

n Students who do not meet label requirements your career center specifies here will not be able to
apphly. Students who do not meet work authorization, graduation date, GPA, and major
preferences will still be able to apply, but employers will be able to clearly see, and filter between,
the applicants who match all of their preferences and those who don't.

Graduation date range (Optional)
Earlieat grad date Latest grad date

manth

£

| yaar b | mann b | | year b

ate blank

I gradustion d

Hiring alumni? You can leave earlie

School yeara (Optional)

Freshman

Sophomaore

Junior

Senior

MMasters

Doctorate

Alumni

Postdoctoral Studies

MMasters of Business Administration

First Year Community / Technical College

Second Year Community f Technical College

R R R

Certificate Program

Minimum GPA (Optiocnal)




Major categories (Optional)

] Arts & Design - 0 of 2 majors selected

] Businass, Entrepreneurship & Human Resources - © of § majors ssleciad

] Communications - O of 3 majors selected

] Computer Science, Information Systems & Technology - O of 8 majors selected

[] Engineering - O of & majors selected

] General Studies - O of 3 majors selected

[] Health Professions - O of 2 majors selecied

] Life Science - & of 2 majors selected

] Math & Physical Sciences - 0 of 3 majors selected

[] Social Sciences - 0 of B

These consalidate individual majors across every school on Handshake. Choose a specific major by school

The employer will not ses what labels you have chosen.

Applicant package recipients (Optional)

Mot seeing the recipient you're looking for? Create a new contact

¥ Jennifer Das
| Email & summary of all applicants once my job expires
Email every time a new student applies
W Send all applicants

—

() Only send applicants who match all preferences

Add optional Graduation date range, School Year, Minimum GPA, Major Categories if desired. This
will exclude students who do not meet these criteria from viewing and applying to your job.

Add Applicant Packages recipients. This is especially helpful if you are in a support position and posting
positions for multiple departments within your unit. This option is available when your post includes at least
one required document (résumé, cover letter, transcript etc).



5. The Preview tab:

#8012111 Career Services Assistant (Work Study) at SUNY Polytechnic Institute, Office of Caree...

Job Details | Edit  Applicants

EMPLOYER SUNY Polytechnic Institute, Office of Career Services # Edit
SUNY Polytechnic Institute, Office of Career
Services
EXPIRES STATUS APPLY START DATE EXPIRATION DATE
2023 Aug 1st 08:00 am 2023 Dec 14th 08:00 am
December 14th 2023 at 8:00 am Approved ¢
APPLICANTS INTERESTED IN INTERVIEWING ON CAMPUS? INFO
0 No Approved at an unknown time

Social Media

Job Roles

We were unable to find a job role recommendation based on your job description. Please choose applicable job roles to improve our ability to show
this job to the right candidates.
= Email See tips for writing effective job descriptions

‘Choose Job Roles

0 Utica, New York, United States w 1,000 - 5,000 employees 7 Higher Education industry Public company [9] $15.00-15.00 per hour
Paid &% Remote workers allowed

Label

Confirm that all the information appears to your satisfaction. If you're happy with the preview, click Save in the
lower right corner to save the job. Career Services will review and approve your job.

2

Once your position is posted in Handshake, you may review candidates using the blue “Browse Applicants
button on the left side. By clicking on each applicant, you can view their resume and other materials.

The Office of Career Services is located in Kunsela Hall in suite B101.

Create New Label

Preview Link

Roles and Responsibilities

. The Marketing & Event Coordinator will assist the office in the promotion of events, workshops and employer activities
The ideal candidate will construct bulletin board for the promaotion of student achievements or departmental events
The Coordinator will utilize social media to create unique and creative posts to engage students and employers
The Coordinator will assist with the set up and operation of the Career Fair each semester
Student will assist with Career Services events when needed

httpsi//sunypolyjoinhandshake.cor | [2a) | N
Some remote work shifts may be possible
Required Skills and Experience
Actions - Strong communication skills, both verbal and written

Ability to take direction and work independently
Understanding of social media and marketing

& Add an Applicant B Ability to work collaboratively
- Creativity in writing and display
I View & Add Notes

B ——— Preferred Skills

Design skills: PhotoShop, InDesign or similar (not required, but a plus)

Browse Applicants

Duplicate this Job DURATION
Permanent

Approve Again HIRING TEAM

Michael Badolato

Pin item JOB FUNGCTIONS
Otner
2 Fiag this Employer
SUNY POLYTECHNIC INSTITUTE, OFFICE OF CAREER SERVICES

The Office of Career Services at SUNY Polytechnic Institute is committed to educating and counseling students and alumni through the career development
process.

Attachments ——————— We are dedicated to supporting students through the exploration and discovery of major and career while preparing them for internships, community service,
employment and further education.
We connect our students and alumni to diverse organizations and employers to cultivate experience based education, experiential learning and employment

New Attachment oppaortunities that will transition to fulfilling careers.



Once a hiring decision has been made, use the drop down menu for each candidate to indicate their status. You

may choose from “Pending”, “Hired”, “Declined” or “Withdraw Application. This can be found on the right
hand side.

Showing All Applicants  EDIT # BExport CSV

Exclude Students That Do Not Match

[] SchoolYear or Graduation Date [} Minimum GPA
[ Major [ Work Authorization Status
1 First = Last Employer Preferences Statu Date 3
O * SUNY Polytechnic Institute, Office of Career Services ﬁ = E E Hired - 118722
O SUNY Polytechnic Institute, Office of Career Services m e E 8 Pending 10/12/22
—_— el — .
(] _ SUNY Polytechnic Institute, Office of Career Services H = == Hired - 9/13/22
O — SUNY Polytechnic Institute, Office of Career Services ﬁ = E E Hired - /622
E_ SUNY Polytechnic Institute, Office of Career Services ﬁ = E E Declined - 8/26/22
O — SUNY Polytechnic Institute, Office of Career Services ﬁ = E E Hired - 8/24/22
O — SUNY Polytechnic Institute, Office of Career Services ﬁ = E E Declined 8/1/22
Pending
Hired

Withdraw Application

Contact the student to inform him/her that he/she has been hired or has not been hired.

NOTE: Contact Human Resources to inform them of your hires and they will collect necessary student/job
information.HR will contact the student to schedule a time to complete the hiring paperwork and collect the
necessary documentation in order to determine the start date.

Remember- Students need two forms of ID in order to complete the 1-9. Remind them of this when you contact
them to offer them the position.

Adapted from https://support.joinhandshake.com/hc/en-us/articles/218693198



https://support.joinhandshake.com/hc/en-us/articles/218693198

