STUDENT EMPLOYMENT

HOW TO DUPLICATE A JOB POSTING

e Login to Handshake and select jobs on the left side pane or if you
see it on your screen click that as well.

e Once you select the job your screen will look like the screenshot
below. Once you select the job your screen will look like the
screenshot below. From here, select the three dots at the top right-
hand corner, and then it will drop down to show different action
items. You will select "Duplicate Job”.

Edit job

Duplicate job

Close job

e Once you select duplicate, you will be able to edit the job as if you were
posting it for the first time. Carry on as if you were posting a normal job.
Give the new position 2-3 business days to be approved.

e If this is off-campus work-study please email the Off-Campus Work-
Study Coordinator.

CONTACT US: uta.edu/careers studentemployment@uta.edu
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