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Icebreaker: What are you looking to learn today?
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Benefits of OCE



OCE:

● Hourly positions
● Part-time positions
● May or may not be connected to 

Federal Work Study
● May include: contracted roles for 

external vendors, international 
students with visa requirements, 
non-tuition assisted graduate 
students, and more 



Benefits of configuring OCE

● Drives student engagement in Handshake and 
with your office 

● Helps students develop career readiness and 
technical skills

● Encourages cross-functional collaboration with 
faculty and departments across campus 



Company vs. Division 



Option 1: 
Company Model ● Each department is set up as their own 

separate company profile within 
Handshake

● Each campus department/office will 
manage their own staff and postings

● Your account manager will have to open up 
a set amount of domain spaces (such as 
@university.edu) for each company

● The experience for on-campus employers 
with the company model will be very similar 
to those employers who are not affiliated 
with your campus.

Recommended for larger, 
distributed campuses. Each 
individual department is a 
separate ‘company.’

More Autonomous - Less 
Centralized



Option 2: 
Division Model ● Each department/office will be created as a 

division in a single shared company 
account. 

● Divisions are not associated with contacts 
or users - instead connected to:

○ Jobs

○ Fair registrations

● Each staff member is able to see and edit 
jobs across the entire company profile. 
Recommended to include division name 
again in job title.

● Users can use divisions to filter and build 
saved search views

Typically more common with 
smaller / centralized campuses 
with on-campus employment 
coordinator

Centralized with One Point of 
Contact



Configuring a Company Model
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Configuring a 
Company Model
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● Identify a core list of departments and 
offices that will need to create their own 
company profile

● Provide Handshake with the number of 
domain spaces you’d like available for these 
on-campus employment profiles

○ If you have 100 departments, 
we will open 100 domain 
spaces

● Determine any guidelines or company 
naming conventions you’d like campus 
employers to adhere to

○ EX: All companies will be titled: 
“University Name: Department 
Title” 



Configuring a 
Company Model
(cont’d)
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● Identify a POC for each department 
who will act as the company owner
○ One or two individuals (usually 

an office admin) will post on 
behalf of the entire department 

● Send an email introduction to those 
these department POCs when you're 
ready to launch, letting each of them 
know about this upcoming switch.



Configuring a Divisional Model
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Configuring a 
Divisional Model
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● Identify the main POC(s) who will manage 
the company profile.

○ This is typically one or two 
individuals (usually an on campus 
employment or work study 
coordinator in the Career Services 
office) who will manage staff 
requests and assist in posting on 
behalf of departments.

○ This POC should be looped into your 
core implementation team to 
understand the core philosophy and 
trainings of Handshake



Configuring a 
Divisional Model
(cont’d)

16

● This POC should create an Employer 
account connected to their Career 
Services profile (recommended)

○ Having both a Career Services 
profile and an Employer account 
can be beneficial to understand 
the view (and troubleshoot) from 
both perspectives.

● POC should then create a company profile 
○ Include a descriptive title so staff 

members who request know 
exactly which profile they are 
connecting to when they connect

○ Once profile is created, you can 
create Divisions by going to 
“Company Settings” and then 
“Divisions” 

https://support.joinhandshake.com/hc/en-us/articles/115011549548
https://support.joinhandshake.com/hc/en-us/articles/115011549548
https://support.joinhandshake.com/hc/en-us/articles/115011549548
https://support.joinhandshake.com/hc/en-us/articles/219133057
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Creating Divisions
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Email Example to Department POC’s:



Employer Roles



Employer Roles
On-Campus Student Employment in Handshake

Owner Recruiter

They are the main point of contact for an 
on-campus employment ‘company’. This 
user has the ability to manage all other 
staff, and edit the company's branding 
page. 

These individuals are able to post jobs, 
interviews, and events. 

They do not have the ability to manage 
other staff or edit the company page. 
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Federal Work Study



What are the 
options here? ● Career services offices can give on-campus 

employers the ability to post specific work 
study eligible only roles

● Career services offices can indicate within 
their student sync whether students are 
‘work study eligible’ or not

● On campus employers, (if permitted by 
career services) can post roles that are 
targeted to “work study eligible” students



Work Study 
Question #1
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● Do you want to enforce work study 
eligibility for on campus employment 
opportunities?

○ If yes, then sync in “work study eligible 
field” and give “post work study” 
permission to OCE employers. 

○ If no, then we recommend NOT giving on 
campus employers the ability to post 
work study roles as non-eligible students 
would appear unqualified for these 
postings 



Work Study 
Question #2
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● Do you want work study roles to be 
invisible to non-work study eligible 
students?

○ If yes, check the “Enforce Work Study”  in 
the Details or your School Settings

○ If no, then no additional action is 
needed. 
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Employer Perspective
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Student Perspective



Resources
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OCE Setup Flow

Setup 
Employer 
Account(s)

Internal 
Conversation

Decide on 
Company vs. 
Division Model Import/Label

Internal 
Training/Communication

Test



Helpful 
Resources



Helpful 
Resources On Campus Employment Options in Handshake

How to Manage Work Study in Handshake

Company Model Configuration

Divisions Model Configuration

Email Templates

https://support.joinhandshake.com/hc/en-us/articles/360005589413-On-Campus-Employment-Options-in-Handshake
https://support.joinhandshake.com/hc/en-us/articles/360003935494-How-to-Manage-Work-Study-in-Handshake
https://support.joinhandshake.com/hc/en-us/articles/360005590433
https://academy.joinhandshake.com/on-campus-student-employment/1329037
https://academy.joinhandshake.com/on-campus-student-employment/1329037


Q+A



Close out: Do you have any action items coming out of 
today?
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https://app.sli.do/event/fiAPrgSy1Wn18HQgAW1kfA 

NOTE: Please take 1 min 
to complete the brief 
survey that will get 
prompted for you when 
you exit zoom! 

https://app.sli.do/event/fiAPrgSy1Wn18HQgAW1kfA

