HOW TO POST
INTERNSHIPS
ON HANDSHAKE

Handshake is a career recruiting platform that connects employers with students and emerging professionals,
making it an ideal tool to post internship opportunities with students at Southern New Hampshire University

(SNHU). Follow the directions below to post an internship on Handshake:

Step 1: Create an Employer Account (if you Step 4: Include Position Details
already have an account, proceed to step 2)

e Use a straightforward title that students can
easily search for in Handshake
e Select “internship” as the position type

¢ Visit Handshake to create an account

¢ Follow these instructions to set up your

account
* Southern New Hampshire University Step 5: Add a Detailed Internship Description
requires a professional email address o

Summarize the role and responsibilities of the
and website to approve an employer intern
Highlight the training and mentoring that

students will receive

account. R

Step 2: Access Your Employer Account
and Navigate to “Post a Job” * Provide an overview of expected learning

outcomes, deliverables from the internship,

e Gotothe Handshake Employer Login Page

« Enteryour credentials to sign in and skills the intern will learn

¢ Include requirements such as major, relevant
skills, and GPA

Step 3: Navigate to “Post a Job” * Note if the internship must be completed for
e Click Post a Job from your home dashboard academic credit
or click Jobs from the left navigation bar to ¢ Add the internship location: on-site, hybrid, or
access the jobs page remote (options for flexibility often lead to
* Click the blue button, “create job” in the more candidates)
upper-right corner of the page ¢ |nclude start and end dates

¢ Note the hours each week and total number
of hours for the internship
e Share the application deadline


https://snhu.joinhandshake.com/login
https://career360.snhu.edu/channels/employer/
https://career360.snhu.edu/channels/employer/
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fapp.joinhandshake.com%2Femployer_registrations%2Fnew&data=05%7C02%7Ch.royce%40snhu.edu%7Cedab4242ba424bf99c8608ddef07b52f%7C2baef15bb8de423f9d8a46f3686d8848%7C0%7C0%7C638929538574983346%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=q3%2FqhoLRRwKtcoAIclcFTEWDeYhZsTuh5a%2BeBPseK5E%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.joinhandshake.com%2Fhc%2Fen-us%2Farticles%2F219133047&data=05%7C02%7Ch.royce%40snhu.edu%7Cedab4242ba424bf99c8608ddef07b52f%7C2baef15bb8de423f9d8a46f3686d8848%7C0%7C0%7C638929538575024100%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=KCnHfazaFcuc9uU3x%2FGQduly3rGEoB4bJfGNsnkQuTA%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fsupport.joinhandshake.com%2Fhc%2Fen-us%2Farticles%2F219133047&data=05%7C02%7Ch.royce%40snhu.edu%7Cedab4242ba424bf99c8608ddef07b52f%7C2baef15bb8de423f9d8a46f3686d8848%7C0%7C0%7C638929538575024100%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=KCnHfazaFcuc9uU3x%2FGQduly3rGEoB4bJfGNsnkQuTA%3D&reserved=0
https://joinhandshake.com/employers/
https://support.joinhandshake.com/hc/en-us/articles/218693198-How-to-Post-a-Job

Step 6: Set Preferences Step 9: Select Schools to Receive Your
Posting and Submit Posting

¢ |ncluding preferences helps attract

qualified candidates. Here are some e [f notyet connected, request approval
preferences you may consider including: from Southern New Hampshire
o Acceptable majors University
o Schoolyear e Chooseto postto all approved schools
o GPArequirement or only selected schools (e.g., Southern
o Work authorization requirements New Hampshire University)
e Review the posting for accuracy
Step 7: Be Transparent About Compensation * Ensure the posting is set to “Internship”

¢ Paid internships attract more * Click “save” and then “post job

applicants and create a more diverse Step!10: Manage Your Posting

candidate pool

¢ Clearly state whether the internship is
paid

e [f paid, include pay structure

e Editthe posting or extend the application
deadline if needed

e View applicants and download
application materials

¢ Close the posting once the internship is
filled

Step 8: Select an Application Method e Follow up with each applicant regarding

the status of their application

(recommended best practice to ensure a

e [funpaid, highlight the experience,
training, and mentoring provided

e Apply through Handshake or via an
external link

e Include application requirements positive candidate experience)

(e.g., resume and cover letter)

e Setan application end date

Important considerations regarding compensation:

According to the Department of Labor, internships at for-profit organizations must be paid when the
employer is the primary beneficiary of the internship, as determined by a number of factors. The factors can
be found on Fact Sheet #71: Internship Programs Under The Fair Labor Standards Act..

Regardless of whether the internship must be paid under the FLSA, the NACE Guide to Internships outlines
numerous benefits of compensating interns. Paying interns promotes equity by reducing financial barriers

that limit participation, acknowledging the value of the work interns perform, and building a more diverse
and inclusive entry-level talent pipeline.

Need Additional Support?
Southern New Hampshire University’s Employer Relations team is happy to assist you. Contact us at

hiresnhu@snhu.edu.

Review employer resources on Handshake and contact Handshake Support if needed: Handshake Help

Center for Employers



https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.dol.gov%2Fagencies%2Fwhd%2Ffact-sheets%2F71-flsa-internships&data=05%7C02%7Ch.royce%40snhu.edu%7C2059ddbaf66b4e57e70408de30ebd3b1%7C2baef15bb8de423f9d8a46f3686d8848%7C0%7C0%7C639001986602919269%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=0kLLybOdjj5QhKwweXR6TEQJvtvvVsrdxo4%2FRRCr38g%3D&reserved=0
https://nam02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.naceweb.org%2Finternships&data=05%7C02%7Ch.royce%40snhu.edu%7C2059ddbaf66b4e57e70408de30ebd3b1%7C2baef15bb8de423f9d8a46f3686d8848%7C0%7C0%7C639001986602940672%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=Ub9SJpbd8Z6xx%2FPduAcU%2BM6z0vJ8kIEDwzGMatlbJl4%3D&reserved=0
https://career360.snhu.edu/channels/employer/
mailto:hiresnhu@snhu.edu
https://support.joinhandshake.com/hc/en-us/categories/202707307-Employer
https://support.joinhandshake.com/hc/en-us/categories/202707307-Employer

