
How to Post a Job  

 
STEP 1. Click Create Job from your home dashboard or click Jobs on the left navigation 
bar to access the Jobs page, then click the Create Job button in the upper-right corner of 
the page. 

 

STEP 2.  Enter the basic Job Description information. Please use this space to add the 
following: 

• Purpose or role of the position with the College/Department/Office 
• Job description/duties 
• Minimum Qualifications 
• Anticipated work schedule (Example: M-F between 8:00AM – 5:00PM) 
• On Campus Location 
• Supervisor name  

 

STEP 3. Enter the Position Details: In this section you will enter the Job Title, select the 
Position Type and indicate whether the job is Work-Study Program funded. 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

STEP 4. Enter Location of work. Please note, 
work study students must be supervised. 
Students may work Hybrid or Onsite, but not 
100% remote. Make sure to enter the physical 
address for Onsite location. 

 

STEP 5. Enter the Time Requirements.  
To  include number of hours available work 
time per week/moth, employment type and 
employment dates. Please note, student jobs 
are part-time, temporary appointments. All 
temporary appointments expire on June 30th 
of each fiscal year. 

 

STEP 6. Enter Compensation and Benefits 
information. GRC pays student workers 
hourly at WA State Minimum rate, plus cost of 
living allowance when applicable. Please 
note, student employees are not eligible for 
any additional compensations, perks or  
benefits other than state mandated paid sick 
leave.  

 

STEP 7. Categorize Your Job. You can select 
up to three groups. 

 

STEP 8. Enter Candidate Qualifications. 
Please note, student jobs require US work 
authorization. Green River College does not 
provide US visa sponsorship.  

 

STEP 9. Choose Schools. Your employer 
account should be linked to Green River 
College, however if you do not see Green 
River College as a chosen school, please use 
the search field to add Green River College. 



STEP 10. Add Application Process data 
include application open and close dates 
(these is the date range that will be used to 
advertise the job and allow students to 
apply for the job), number of potential 
hires, how candidates will submit 
application material, and additional 
required application documents (resume, 
cover letter, transcript, other: Student 
Employment Application). 

 

STEP 11. Choose Your Hiring Team and set 
up notification and messaging settings. 

 

STEP12. One Last Check and your done. 
Once you have selected to post the job, it 
will be sent to the GRC Handshake Admin 
team to review. The job must be approved 
by a GRC Handshake Admin before it will 
be available to students on Handshake.   

https://www.greenriver.edu/students/pay-for-college/financial-aid/student-employment/Student%20Employment%20Application.pdf
https://www.greenriver.edu/students/pay-for-college/financial-aid/student-employment/Student%20Employment%20Application.pdf

