
Creating your account 

Read through the Terms and Conditions 

Click the box stating you have read the Terms & Conditions & click 
Continue 

GradLeaders Instructions for On-Campus Employers

Page 4: How to create a job 
Page 9: How to create a payroll authorization 
Page 13: How to sort through applicants



Type in your department’s name and click Find. 
(You may not be prompted for this step if you are already added as a 

contact for your department) 

Fill in Company Contact Form 



Fill in point of contact (POC) information 

Click Save at bottom of page 



Creating a Job in GradLeaders: 

Click Job Postings  Click Add New 

This is where you create your job; it is important to fill in as much information as 
possible or your job may not be approved. 





Fill in Contact Information 

You have 2 choices for Job Application Method 

1. Apply through GradLeaders: This method allows students to apply via GradLeaders &
the employer can log in to see applicants resumes.
(You can choose how often GradLeaders notifies you of applicants)

2. Email: Allows students to email you their resume directly (They cannot see this email
address, they do not know where their applications are going)



*Note: By default, GradLeaders already asks students to upload their resume when they apply
to your job. You have the option to ask for an additional document to be uploaded  

(e.g., class schedule, certifications, transcripts) 

Click Save 

*Note: The minimum amount of time you can post your job on GradLeaders is 3 days

When in the job you have created you have the option to: 

• Edit job (all edits will come to our office for approval)
• View applicants (see below for the best way to view applicants)
• Expire job
• Refresh job
• Copy job posting (This will duplicate your job & repost it, with

approval)
• Cancel job



Once created, you will see your job is in a pending status, this will change to 
active once we have reviewed and approved it. You will be notified via email if 

your job is approved or needs modification. 

*Please add our email to your saved contacts to avoid it going to your spam
folder. 



How to Create a Payroll Authorization in GradLeaders 

Click Payroll Authorization Form 

Click Add Request 



Choose Payroll Authorization Form from the drop-down menu 

Fill entire form to completion 



Click Submit 



Re-open the payroll authorization you just created 

Select Ctrl + P to print form 



Sorting Through Applicants 

Open the job you want to look at 

Click on applicants 



Click on the 1st applicants profile to open it 

This gives you a snapshot of their resume & schedule (if requested) 



Cycle through applicants using the arrow keys in the upper right corner 

As you click through them, you can select students resumes that you want to 
come back to 

*You can also email the student directly from GradLeaders or forward their resume to a coworker via
the above options 

When you are finished selecting applicants, click back to return to the applicant 
screen 



As you can see, the applicants I selected are saved & I have multiple options: 

1. Export selected students to a CSV file

2. Print students’ applications

3. Email selected students




