
Adding an Attachment to a Job 
If you'd like to add an attachment to a job, you will need to first create the job posting itself. 
Once this is done, you can go back to it to add any attachments. Learn more on how to create a 
job posting here. 

• To add an attachment to your job posting, first click on Jobs in the left hand navigation bar, 
and then click directly on the name of the job to which you'd like to add the attachment to.  

 
 

• From here, scroll to the very bottom of the page, and click on New Attachment 

 

https://support.joinhandshake.com/hc/en-us/articles/218693198-How-do-I-post-a-job-


• Next, add a public name for the document, which is what students and career services staff 
will see attached to the job. 

• Then, click Choose File to upload the attachment. 

 

• Once you have selected your document and it has been added, click on Create Attachment. 

 

• This will bring you to a screen that tells you your attachment was successfully created and to 
refresh your page to view. Once you refresh the page, you'll be able to see your attachment, 
edit, or download it.  

 



 

Deleting an Attachment on a Job 
If you have an attachment on a job posting that you'd like to remove, you can certainly do so by 
following these steps. 

• Click on Jobs in the left hand navigation bar 
• Click directly on the name of the job you wish to remove the attachment from. 

 

• This will bring you to that job's overview page. Scroll to the very bottom of this 
page. Click directly on the word Attachments. 



 

•  This will bring you to the Attachments page for this job posting. From here, click on Edit of 
the attachment you'd like removed.  

 

• From here, click on Delete to delete the attachment from the job posting. IMPORTANT 
NOTE: Once this has been selected, this will immediately delete the attachment and 
there is no way to retrieve it later.   
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