
 
 
 

Standard Operating Procedure 
 
How to use Handshake 
 
Purpose 
This Standard Operating Procedure (SOP) provides step-by-step instructions for creating an 
account on Handshake, posting job openings, connecting with colleges/universities, and 
finding candidates for your job listings. Handshake is a platform designed to connect 
employers with job seekers, colleges, and universities. 
 
 
Creating an Employer Account on Handshake 

 
Step 1: Visit Handshake’s Website 

1. Open your browser and use this unique link to create an account and join 
honeygrow’s employer group: 
https://app.joinhandshake.com/employer_registrations/new?employer_invit
e_token=BWf7qKy7chD67Uu809OH603nsBqddSOr 

2. Click on the “Sign up for free” button. This will redirect you to the sign-up 
page. 

 
Step 2: Provide Basic Information 

1. On the registration page, you will be prompted to enter your email address 
and create a password for your account. Please use your store email address 
to create an account. 

 
2. Fill out user information for your account. 

https://app.joinhandshake.com/employer_registrations/new?employer_invite_token=BWf7qKy7chD67Uu809OH603nsBqddSOr
https://app.joinhandshake.com/employer_registrations/new?employer_invite_token=BWf7qKy7chD67Uu809OH603nsBqddSOr


 
 

3. Read, review and accept Handshake’s Employer Guidelines. 
 

 



Step 3: Verify Your Email 
1. After submitting your registration details, you will receive a verification email 

in your inbox. 
2. Click on the verification link in the email to confirm your account. 

 
 

 
Posting Job Openings 
 

Step 1: Access Job Posting Section 
1. After logging into your Handshake account, navigate to the “Jobs” section in 

the navigation bar. 
2. Click on the “Create job” button to start creating a new job listing. 

 
Step 2: Create Job Listing 

1. Job Description: Copy the relevant job description from 
https://www.honeygrow.com/jobs/.  

 

https://www.honeygrow.com/jobs/


2. Position Details: Enter the job title of the position you are hiring for and the 
position type. 

3. Location Requirements: Specify that the job is to be performed at an onsite 
location and enter your restaurant’s address. 

 
 

4. Time Requirements: Select Full Time for managers and Part Time for team 
members, and employment duration “Permanent.” 

 



5. Compensation & Benefits: Specify the pay range, benefits, and any other 
perks that come with the role. 

1. Refer to your job postings on honeygrow.com/jobs for the pay range. 

 
 

6. Categorize your Job: Select relevant job role groups (i.e. Food Service 
Managers, Miscellaneous Food Preparation and Service Workers, etc.) 

 
 
 



7. Candidate Qualifications: Select “This job requires US work authorization.” 
Do NOT select any other options. 

 

 
 

8. Choose Schools: Post to specific schools by searching by city in the 
dropdown menu or doing a quick search on Google. 

9. Application Process: Select an application open date and close date and 
enter the number of hires you are looking to make. Select which method you 
would like candidates to apply through. 

1. On Handshake: Applicants will apply directly through Handshake, and 
you will receive an email with each application. 

2. On a separate website (Recommended): Enter 
https://www.honeygrow.com/jobs/ in the External URL field to direct 
candidates to apply through our careers site. 

https://www.honeygrow.com/jobs/


 
 

10. Your Hiring Team: Select “Send email when a candidate applies” and 
“Feature {YOUR NAME} as available for candidate messages.” 

11. Select “Handshake Basic” Standard Plan. 
12. One Last Check: Confirm everything looks good before posting your job to 

Handshake, then select “Post Job.” 
 

 
Connecting with Colleges and Universities 
 

Step 1: Access the “Relationships” Section 
1. From your employer dashboard, navigate to the “Relationships” section and 

select “Schools”. This is where you can connect with educational 
institutions. 

2. Select “Your Employer’s Schools” for a list of schools that honeygrow is 
already connected with and approved to post jobs to. 

3. Select “More Schools on Handshake” to search for additional colleges and 
universities using Handshake. 



 
Step 2: Explore Campus Recruiting Opportunities 

1. After posting a job to a school, it will route to the school’s careers team for 
approval.  If your request is accepted, you will have access to posting 
opportunities on the college's portal. 

2. Some institutions may omer virtual career fairs or campus events where you 
can directly engage with students. 

 
 
Troubleshooting and Support 
 

• If you encounter any issues during the account creation process, posting a job, or 
navigating the platform, refer to the Handshake Help Center on Handshake’s 
website or reach out to hr@honeygrow.com.  

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

