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What is Handshake?



Handshake is UTEP's newest online employment database for students & 

alumni and its the nation’s #1 college-to-career network
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Handshake Overview 

Types of Positions Posted:
● Full-time/part-time positions in the community

● Internships with employers

● Professional (degree required 0-3 yrs. & 3+ yrs. experience) for graduates

● Student Employment - Hourly

● Work-study

● Professional Development Events
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Student experience sneak peek
● Students login with single sign-on

● Fill out their profile with their career interests*

● Browse recommended jobs and events using 

systems algorithm

● Message directly with employers

● Schedule advising appointments

● Apply for jobs and get interviews

● Get hired!

● Web & Mobile App

*Students are 5x more likely to be contacted by an 

employer if their profile is complete

Screenshots from the Handshake Mobile App
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Employers on 

Handshake

750k
employers of all shapes and sizes

100%
of the Fortune 500



Benefits of using 

Handshake Have your positions accessible to 

over 17,000 students and alumni

Generation of Technology: students 

are already online looking for 

opportunities. Mobile App 

Handshake will utilize the Single 

Sign-On system; students do not 

need to create a new login

Personalize job posting preferences 

and have resumes emailed to you



Creating Your Profile



Where can you 
access the login 
page?

Under the 
employer tab

utep.edu/careers



1Your Profile 2

• Use your UTEP email address

• Alma Mater is optional

• Personal info can be updated at 

any time
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Select No
Click I agree to the 

terms of Services and 

Privacy Policy



Creating Your Department Profile



What is an Employer 

Owner ?
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● The role of Owner is limited to one user per 

UTEP Department profile. This user has the 

ability to manage all roles, including editing the 

company's branding page and managing 

teammates in Handshake.

● The Owner is typically the person who 

originally created the company profile in 

Handshake, however, this role can be 

transferred to another teammate if needed. For 

more details, refer to How to Transfer 

Ownership.

https://support.joinhandshake.com/hc/en-us/articles/360004924973


If you cannot find 

your department, 

then click create 

new company
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Company Profile

Name must include UTEP in 

the front. 

For example, UTEP Career 

Center



Contact info- Department phone # 

and Department email address

Company Profile

Leave Blank

Tip: Copy & Paste from Job Mine

Select Higher education

Put Department Website

Add your office address



Undergoes Handshake & Career Center Approval



Requesting UTEP

Once approved, in the 

search bar, type The 

University of Texas at El 

Paso. Then click



Requesting UTEP

Click Request
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Additional Tip: What if I switch roles or leave the department?
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3. Scroll to the bottom of the page



How to Post a Job



Click Post a Job from your home dashboard



• Needs to be completed in one 

sitting

• There are 5 sections you must 

complete: Basics, Details, 

Preferences, Schools, Preview

• A company profile must be created & 

approved to post a job

• On-campus employment 

is automatically set to - " No US 

work authorization required (on-

campus employment)" for both hourly 

& Work-Study* positions.

• Students must be US work 

authorized for work-study



Choose Your Department

Select: Part-Time

Select Temporary

Select: "on-campus"

1. Basics
Include Work-Study in the title for all work-study 

positions.

For example: Work-Study: Employer Relations

Select: Yes or No



2. Details

Include the job description 

and qualifications 

Select the one that best fits 

your posting



3. Preference (qualifications)

Anyone can apply to 

the position, but you 

can filter applicants 

who meet your 

preferences

2.0 Minimum GPA 

requirement for 

UTEP



3. Preference (qualifications)

Select: mail every time a student applies.

Select: only send applicants who match 

preferences

Select the major 

categories that best fit 

your posting.

Include the names to receive the 

applicant's resumes



4. Schools

Post job to The University 

of Texas at El Paso.

Set Application Start date 

& deadline

UTEP 

Approval



Edit & Close & Re-open a Job 



Close & Re-open a Job
Select: Duplicate to make a copy 

of the job posting.

Note: will undergo an approval 

process

Select: Expire 

Job to close a job 

posting

Creates 

Unique Job ID

Select edit to make any 

edits at any time. Does 

not undergo approval

Click on Applicants to 

view the applicants



Writing Effective 

Job Descriptions





What do you need to 

put in the

Job Description Requirements



For Work-Study

Description:

*****This offer of employment is contingent upon the satisfactory outcome of your 

criminal background check and obtaining a personnel security clearance, in 

accordance with the university guidelines and grant/contract requirements. You will be 

required to complete forms and submit documentation establishing your eligibility to 

work in the United States within the first three (3) days of your employment.*****



For Hourly

Description:

*****This offer of employment is contingent upon the satisfactory 

outcome of your criminal background check and obtaining a 

personnel security clearance, in accordance with the university 

guidelines and grant/contract requirements. You will be required to 

complete forms and submit documentation establishing your 

eligibility to work in the United States within the first three (3) days 

of your employment.*****



They should include:

Job descriptions are designed to:

Give a description of the overall job duties

List responsibilities and skills needed



Job Descriptions Dont's:

Job Descriptions Do's:

Make it presentable and readable

Use jargon and leave out key details



Recap:

Action items:

❏ Create your account and create the department profile

❏ After profile has been approved, request to connect with University of Texas at El Paso

❏ Update Job Descriptions: need help? Email us iwork@utep.edu

❏ Encourage Students to activate their account

❏ Encourage any employer contacts you have to connect with our school on Handshake. 



Amey Gomez

Student Employment & Job 

Listings Coordinator

iwork@utep.edu

Extension: 7525

Contact US

mailto:iwork@utep.edu


Thank you!


