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r HANDSHAKE OVERVIEW

Handshake is UTEP's online employment database for students & alumni.
Connecting them to career opportunities.

Opportunities in Handshake:
e Full-time/part-time positions
e Internships

* Professional positions
* Professional development events: Career Fairs, Workshops, and events
for your student employees

UTEP

UNIVERSITY
CAREER CENTER Handshake



STUDENT EXPERIENCE S
foranee Teprotestes
o All students have a Handshake account, and they activate it with o
their UTEP credentials

Hire from car schosal
I:I '.il'-. Lo :_: I.-.I'u".'

 Available on Web & Mobile App

A .ﬁ.u'-Er‘!.r- Comhbs Labs
HE Saftware

 Based on the student’s career interest, the system provides Mabile Enginesr - Campaigns
recommended jobs and events o e

tMes=age Pamela

» Message directly with employers (you can message students too) s
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Local & national employers of all
shapes and sizes

GENTER FOR

ebav COMMUNITY
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it
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|
~

YCVS ”
bOX Health. match =B  Hubspit

M&I Bank Vanguard ESTEE LAUDER @ Entering @ Student
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THE BENEFITS OF USING HANDSHAKE

Access to Talent Pools: Targeted Recruiting: Engagement Opportunities:
60% of enrolled students Create personalized Register for fairs, events,
are in Handshake job postings and receive email
announcements from the

UTEP Career Center

UTEP

UNIVERSITY
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Increase Student'’s

Sense of Belonging:

An opportunity to
attend classes and
work on campus




CREATING YOUR EMPLOYER ACCOUNT

UTEP
UNIVERSITY
CAREER CENTER B 2R EE



Visit:

UNIVERSITY CAREER CENTER

STUDENTS » EMPLOYERS =

QUICK LINKS

STUDENTS LOGIN

EMPLOYERS LOGIN

CONNECT WITH US

The University of Texas at El Paso

University Career Center
103 W Union Building

500 W University

El Paso, Texas 79968

HANDSHAKE » INTERMNSHIFS » EVENTS/WORKSHOPS ~ INFORMATION FOR » ABOUT Q, MY UTEP RESQURCES FOR ~ QUICK LINKS »

SCHEDULE YOUR APPOINTMENT

LEARN MORE

UNIVERSITY CAREER CENTER

Partners in Career Success, Welcome to the UTEP Career Center.

We invite you to explore the key educational resources we have to offer, from on-campus student employment,
internships, professional development sessions with employer partners, to networking opportunities with

employers and alumni,

We are ready to help you? Visit us online and in-person. Go Miners!

<n e
Qo8 @h & Trey

UTEP
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Access the Handshake
employer login page

Under Quick Links-
Employer Login



a CREATING AN EMPLOYER ACCOUNT

3

1 2 Complete your profile, Jennifer
: Dias!
Sign up for free | :
M / Double your candidate engagement when you complete your user profile.
Create an account to post your job—and gain access to more than 15 million .“
verified students and alumni. User profile photo (optional)
First name Last name Verify your email! Check your
inbox. JD
Click the link we sent to your email to confirm your account. rg\')\
Job title
Work email Didn't get the email? If lee@sprinkledream.com is not the correct email,
please restart the process, check your spam, or contact us for additional
help. Q

Types of candidates you're looking for

Password
Search to add Q,

You can add more later.

Phone number
By clicking "Create account”, | agree to the Handshake Terms of Service and

have read the Privacy Policy.

Education history (optional)

. School name Graduation year
Already have an account? Log_in !

Q 2025 v

My school is not listed, let me type my own.

e Sign in with your UTEP email address & information
PY Education History iS OptiOnal /:;;y;:n?;hird—partyrecruiterworkingonbehalfofanother e e
[

Personal Information can be updated at any time

UTEP
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e JOINING YOUR DEPARTMENT PROFILE
- - - Create or join your company

create or iOin you r compa ny Create or iOin your company 100% of Fortune 100 companies rely on us to hire their future workforce.

100% of Fortune 100 companies rely on us to hire their future workforce. Company name

100% of Fortune 100 companies rely on us to hire their future workforce.

Company name

UTEP Engineering Technology Center ®Q

Company name

Search Q f—l '—‘ .
UTEP Diana Natalicio Institute for Hispanic Student Success
it ici itu r Hispani udent Su r—

0 -
El Paso, TX PR ——

UTEP Engineering Technology Center

, UTEP Engineering Technology Center i ’
Continue Higher Education
UTEP COLLEGE OF NURSING

@ £l Paso, TX (b 10-50employees (h Public @ http://etc.utep.edu

=T

UTEP Vice President for Student Affairs VPSA

" El Paso, TX

EA!. UTEP InSPIRE: Institute for Scholarship, Pedagogy. Innovation and Researct I Request to join I

UTEP Criminal Justice and Security Studies

El Paso, TX

e |f your department is listed BE an
El Paso, TX
)
UTEP Political Science and Public Administration
O O South Plymouth, NY
re q u e St to J O I n ° UTEP Liberal Arts Center for Instructional Technology (LACIT)

Lagt

El Paso, TX

- UTEP Registration and Records v
§

e |f your request takes longer
than 3 business days, email

i W O rk u .t e e d u Your request to join the company is under review.
p ) Your request to join Sprinkle Dreams has been sent. We'll send you an email as soon as you're approved.

UTEP ® o o

T UNIVERSITY © oo
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© JOINING YOUR DEPARTMENT PROFILE

Your request to join University of Texas at El Paso (UTEP) is under review

Your request to join University of Texas at El Paso (UTEP) has been sent. We'll send you an email as soon as you're approved.

If you made this request accidentally, you canjcancel the request

» Accidentally requested the wrong department?
o Select Cancel the Request

UTEP ® 06 o
UNIVERSITY cos
" CAREER CENTER S o0




CREATING YOUR
DEPARTMENT PROFILE
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© EMPLOYER OWNER

 The first person to create a company profile is assigned,
Employer Owner

e The role of the Owner is limited to one user per UTEP
Department profile.

 User has the ability to approve and deny teammate requests, edit
the company's branding page, and manage teammates in
Handshake.

e Contact the UTEP Career Center at iwork@utep.edu to transfer
Employer Ownership to someone else.

UTEP

UNIVERSITY
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a CREATING YOUR DEPARTMENT PROFILE

Create or join your company

100% of Fortune 100 companies rely on us to hire their future workforce.

Create or join your company

100% of Fortune 100 companies rely on us to hire their future workforce.
Company name

Company name

UTEP Department of Histon ® Q

utep history department ® Q

—|— Create new company “utep”

-+  Create new company "UTEP Department of History"

e0 utep history department

Create company

o If your department is not listed, enter its
full name in the search bar, click the Complate commany dotails
Option + Create a new com pany 73% of candidates are more likely to apply after seeing behind-the-scenes

employer details. These details will show up on your company brand page.

® 6 0 ©°

e 6 0 ©o

umvmsnv s
" CAREER CENTER coee




. e CREATING YOUR DEPARTMENT PROFILE PHYSICAL MAILING ADDRESS -

Address

Complete company details 4

73% of candidates are more likely to apply after seeing behind-the-scenes
employer details. These details will show up on your company brand page.

\ Company name

UTEP Department of History

Enter full address or city/state/country. Entering full address will accelerate the verification
process.

Public phone number (optional)

This is used by our Handshake partner institutions for further verification.

My legal company name is different from company name. Public company email (optional)

Company logo (optional)

This is used by our Handshake partner institutions for further verification.

Upload logo
Company size
This is used as the main thumbnail image associated with your company.
n 10 - 50 50 - 100 100 - 250 250 - 1,000 1,000 - 5,000
Industry
5,000 - 10,000 10,000 - 25,000 25,000+
q Q
Company type (optional)
Website
m Private Government
q http://
Description

l

UTEP

T UNIVERSITY
2 CAREER CENTER




@ CREATING YOUR DEPARTMENT PROFILE ‘

Ed [=] =

Verify your company DO NOT CLICK
Please have the following information ready for automatic verification of your CO NTI N U E /

company.

(2] Business registration number

You'll need to provide a business registration number (e.g., BRN, EIN, TIN, or your d
local equivalent). XI e p ag e

Don't have a business registration number? Contact our support team for
RR

Instructions. This will delay your company verification process.

@ Government ID

You'll need to provide a picture of your government ID. The Handshake Safety Team WI”
verify your account and send you

an email confirmation.

UTEP

UNIVERSITY oo

CAREER CENTER ¢ oo



6 LAST STEP: CONNECTING WITH UTEP

Once your account is approved, the next step is to connect with UTEP

The University of Texas at El Paso

UTEP

UNIVERSITY
T CAREER CENTER

LOCATION
500 West University Avenue, El Paso, Texas
79902, United States

TYPE Post jﬂ'b to connect

Public
Once a job is posted and approved at this school, you'll be able to message students and post events. If you don't have a job to post but would still like to engage, you

may also email the school to request approval.

UTEP
SIZE Choose job

10,000 - 25,000 students

MNMICKMNAME

MISSION

1ITED i s ssemsrAakhamsioes marklisa rass el

S R N0 J0B POSTING? EMAIL iwork@ utep.edt
UNIVERSITY TO CONNECT

CAREER CENTER
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‘G HOW TO LEAVE A DEPARTMENT

Help v Amey Gomez v

Your profile
w 7 9

Favorites filter off Help Amey Gomez v
User settings
% Teammates
SuneYys %
Switch users
W Create an Event
[=»

Sign out

Leave Employer

o LMesrnaty o 1oxiad &1 Bl PSS (U TEF) [iot yodar ﬁl‘l‘.l:lllj-rlul";' You SR il Ehiim Bnd Sonad:Sl wilh B Raraent Srmiplceasl SCCoUNL,

UTEP ‘ m
UNIVERSITY - .

CAREER CENTER



POSTING A JOB
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**© THINGS TO KNOW BEFORE POSTING A JOB

* Jobs go through the Career Center's approval process
 All jobs posted in Handshake must comply to SB.17
 Work-study jobs are available to all students in Handshake. Make

sure to verify candidates' eligibility with the Financial Aid Office

* You can save the job posting as a draft and continue later
» The Career Center has resources for job descriptions

UTEP

UNIVERSITY
CAREER CENTER
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- © POSTING A JOB

B

@i‘; Create job Efcg‘o Register for fair & Create event B Create post (/& Open home feed

No active jobs, upcoming events or career fairs

Looking to hire? Create a job and get in front of candidates.




1.BASIC INFORMATION

Basic information Position details Location requirements
Where should candidates expect to work?
Job description Copy description from existing job Job title - ~
Be sure to include specific skills you're looking for, minimum requirements, and | | El:l @ @
expected responsibilities.
' Onsite Remote Hybrid
Tips for good job titles:
o . . . _— . Ermpl ks Ermployee works f Employes wark
B I H - ;_ @ I: . Spe.ll u::-ut. words instead of using abbreviations (*Senicr” instead of “Sr7). pzz;}r?rir;spzciﬁc q:fEITEEl cris e c;nrfbirt:E;nﬂ-;fsnis .
* Avoid using all caps. location. and remote.
» Avoid numbers or special characters. \_ Y,

» Keepit concise at 2-5 words.

Onsite location

Position type
. Add the city and state wher Is located. If you're hiring in multiple cities, include
(L) Job them all,
[::‘:] Internship E] More than 50 locations
o On Campus Student Employment ‘ Q
lif_':] Other | El Paso, Texas, United States
& —
s Automatically fill in the rest of this job post using the job description. You'll get
to confirm everything's correct before posting.
E] Work-5Study program D Job is located at residential address

UTEP

T UNIVERSITY
2 CAREER CENTER




rZ. TIME REQUIRMENTS & COMPENSATION

Time requirements

How much should candidates axpeact 1

el | sl B bl ] s Pl L ek

©

o Temporary Or séasonal

Estimated start date

-
1L WY

Q)

Full time Part time
20 hours par wess of mors Laes than 30 hours psr weak
HOUrs (ogtiona
T2 hours per | week
Employment duration
Permaneant

Estimated end date

2024-01-O &=

=

| | 2025-01-0

UTEP

T UNIVERSITY
2l CAREER CENTER

G
~

" ’ Rangs
R

Compensation and benefits

What should candidates expect to earn?

Expected pay Don't show pay
Jobs lecatad in jurisdictions that reguirs a pay range (incleding jobe pariormsd

ramately from thoas juriedictions) must include pay on the job post.

te Amount Currancy

| Bar hour e | | el | | usD W

(=] Additional compensation [opticnal)

|; Signing bonus | | Bonus | | Commission | | Tips | | Equity packags %

] Benefits (cptional

| Madical || Vision || Dantal || Paid tima off || Paid sick lagve |

|; Parantal leavs | | A0k} rmatc:h | | FS5& or HSA plans | | Lifa insurance |

| Dizsability insurancea || Student loan repeymeant || Tuition reimburesmsant |

| Ralocation s=sistance || Commuter assistanca || Pet insuranca |

& Perks (opticnal)

| Lzarning stipsnd || Home office stipand || Carear devslopment

|f Gym mambearship |

Additional benefits [cptional

Hewve more to offer? Add & link to your company bsnsfits pags.

| hitps:iwenswebsite.com |

=




3. CATEGORIZE THE JOB

Categorize your job
Tell us the type of job you're hiring for by adding job role groups.
Job role groups

Saarch by job robs or job role group. Add up to 3 groups. Learn more or requesat a neww

job rnole group.

e.q., Accountants, Electricians, Marketing Managers - ‘

Dffice and Administrative Support Workears

Back

UTEP
UNIVERSITY
" CAREER CENTER




Candidate qualifications

4 C a N D I D a TE U a I I F I C a TI 0 N S Add your must-have qualifications to refine your candidate matches.
®

What vou're looking for

Add up to 7 skills. We'll use these to show candidates at a glance
what you're looking for.

Skills
Q

craative » || Communication » || Problem Solving » || Teamwork »

K Must specify the candidate qualifications Woec e ] Game 3¢ ot oGt Gration

K Students who do not meet the requirements will ) () () (55 ()

| Mastars of Businees Administration || Doctorete || Postdoctoral Studise |

L]
l St I | | b e a b | e to a p p Iy | Cartificate Program | | First Year Community f Technical Collags |

| Sacond Year Community / Technical Collegs || Mumni |

You can filter for qualified applicants ot it i

Month aar

y | | »
Major groups (opticna
Major grou mbime rslatsd majors from swvary echoo! on Handshaks, Choose majors
by schoal

Minimum GPA (cptional)

T i i

e e ar b R w1 e
- ] e i S THa3 Sioecilic i d
— T,
. &

UTEP Back Continue
UNIVERSITY =3

CAREER CENTER




9.CHOOSE SCHOOLS

Choose schools

Where would you like to post your job?

@ Because this is an on-campus job, it can only be posted to the school
for which you are an on-campus employer.

X

Choose schools

=
=
=

Permissions

The University of Texas at El Paso

UTEP
UNIVERSITY
" CAREER CENTER



6. APPLICATION PROCESS & HIRING TEAM

Your hiring team S K |n Emall SEttIngS;

Application process St up your hiring team o keep evenyone informed, and manage how they

=t LTI ] = e
SLENE UpOaies

-
Ahat's tha armlice - wimene mrr P
Whnat's the application window and processy

s o Select the 2nd option

Company division (cotional)
[ 2024-05-06 06:00 AM GMT-8 B | “ompany divisions srs mansged by your sdministretor. Your Riring tsam

S | a K Job postings should

[ 2024-11-08 06:00 AM GMT-7 =) |

e expire after T month

[ ) Amey Gomez Add profile Ei) Remove g
| 1 | et Sl s photo

Mezssaging availability Make Sure to at |eaSt
Hnwwillf:andidatsubmitappli-u:.arinns? Give candidetss the option to measage you through the job post Messages

i R roim camorarse wWill NoT Count 2gamel your meaaage lim

— it rd f o o Select IteSUIIle.
cking

On Handshake O a separate website

Kieap all your applicatione in one Enter a webaits o
placs Syatem UR

s Jomme Tip: select other to have

Additional required documents on Handshaks

Send summary email once application period closes

| N student forward their
Send email when a candidate applies WO rk_S.t u dy awa rd e m a i |

Transcript

Other
Hiring team members (ootionsl) Invite new teammats t O y O u
[ ]

Back m Choose team member Q |
Save as draft Post job "
= =

UNIVERSITY
CAREER CENTER

| UTEP




EDITING, CLOSING &
DUPLICATING A JOB
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T

— Jobs

Work- Study: Career Center Employer Relations Student

Assistant

Job #890118 » Created 4/172024 by Amey Gomez » Closes 5/13/2024

Owverview

UTEP

UNIVERSITY
CAREER CENTER

Schools Matches Applicants () Job details

Basic information

# Edit

Summary: Join the Employer-Relations team and enhance your leadership, problem-
solving, communication, confidence, teamwork, and critical thinking skills This position
supports the efforts of the University Career Center with its mission of providing
programs and services that help prepare students and alumni with their career
development. Don't miss this chance to level up your career and take charge of your
professional journey!

Job description
The job start date will be after May 132024

Statement of Duties and Responsibilities:

View full description

Position details # Edit

Il Fitla

© EDITING, CLOSING & DUPLICATING A JOB

Edit job

Duplicate job

Close job

Labels

Add label
Create new label

Notes

View and add notes

On Campus Interviews

You have no on-campus interviews
scheduled for this job.

Attachments

Mo attachments yet

[ Edit attachments ]




Viewing Matches & Applicants

UTEP
UNIVERSITY
CAREER CENTER B 2R EE



&£

9 Viewing Matches & Applicants

Peer Career Advisor (Liberal Arts)
Job #9900117 « Created 5/1/2025 by Moises Buenfil « Closed 5/15/2025

Overview Schools Matches Applicants (29) Job details

Search by name Q Matching qualifications v Status v °< Filters
Name C School C Major Qualifications Status T Application date
Fabiola Gomez fe DOVeBIrorIoesat  cogich 3of3 @ Pending  5/9/2025 G
Overview Schools Matches Applicants (29) Job details
1 selected. Select all 29 [£ Message candidates > Manage labels More
= Name C School Major Qualifications Status Application date
Fabiola Gomez E:‘sal;g”e“'w ORI ab e e lich 30f3 @ Pending  5/9/2025 B

UTEP

UNIVERSITY
CAREER CENTER
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Explore

Feed

Inbox €3

Jobs

Events
People New
Employers

Career center

8% Get the app

UTEP

5. Viewin

Inbox

All Unread Archived

a
&
&

MD

RM

UNIVERSITY
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Lillian Hanna Sep 20, 2023
Talent Acquisition Specialist | - Freeport-McMoRan

Hi Amey - Just following up on my last message...

Fabian Handy Sep 19, 2023
USCG Officer Recruiter - U.S. Coast Guard

The College Student Pre-Commissioning Initiativ...

Andrew Perez Sep 7, 2023
Division Recruiter - Vulcan Materials Company

Good Morning Amey,| am the Southwest Divisio...

Michael Dayoub Aug 16, 2023
Hiring Manager - MDZ Menswear
Hi there We hope this email finds you well. MDZ ...

Shay Shimizu Aug 11, 2023
Recruiter - Apple
Hello,Please read if you're interested in a part-ti...

Roberto Maldonado Feb 2, 2023

Talent Acquisition Specialist - General Dynamics
Information Technology

Hi, Below are permanent positions available at G...

Private user Feb 2, 2023
Today's the day! CISA will be onsite at the Spring...

Roberto Maldonado
Talent Acquisition Specialist - General Dynamics Information Technology

Roberto 1:02pm
Hi, Below are permanent positions available at GDIT!

Please apply to either the full time or part time Bilingual Customer Service Representative in El Paso, TX positions below.

Work from home (Weekends off)

Training is 3 weeks onsite and is paid

GDIT pravides all the equipment

%16.20 an hour

Texas resident living 60 miles of El Paso, TX Call Center.
Must be a U.S. Citizen

Apply here:

Full time "Bilingual Customer Service Representative”

https:/fwww.gdit.com/careers/job/881e59381/spanishenglish-bilingual-customer-service-representative-el-paso-m-f-no-weekends-1620hr/

g Matches & Applicants Student View

Thu, Feb 2, 2023

Monday thru Friday hours of operation are from 6:00 am to 7:00 pm,

Part time "Bilingual Customer Service Representative”

https://www.gdit.com/careers/job/b121c4594/part-time-spanishenglish-bilingual-customer-service-representative-el-paso-m-f-no-weekends- 1620hr/

Not a good fit for you? Please forward this email to friends and family, that are searching for a fantastic career. Thank you!

Regards,

Type a message

Aa

&2

Not interested




CREATING EFFECTIVE
JOB DESCRIPTIONS
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You'll do what I tell you to do and like
it.” Could you be more specific?”

UTEP

UNIVERSITY
CAREER CENTER

'VE ALWAYS I WAS FOOLED
WONDERED WHY | 3 THE JOB
YOU DECIDE DESCRIPTION..
TO BEA

“That’s not in my job description.”




Job descriptions are

designed to: Job descriptions

Give a description of the Should include:

overall job duties A list of responsibilities

and skills needed

UTEP
UNIVERSITY
" CAREER CENTER



Examples:

o Utilize critical thinking and problem-solving skills to verify
and research new employers, contacts, and jobs in
Handshake by using online websites and database.

* Assist with front desk coverage as needed, to include:
answering the phone, providing information of services,
and interacting with students, employers, and visitors.

 Create flyers and advertisements for upcoming
recruitment visits, events, and job openings using an info
graphic software programs.

* Demonstrate professionalism in dealing with sensitive
and confidential information

UTEP
UNIVERSITY
" CAREER CENTER



JOB DESCRIPTION
REQUIREMENTS
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All On-campus Job
Postings

*****This offer of employment is contingent upon
the satisfactory outcome of your criminal
background check. In accordance with the university
guidelines. 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.*****

UTEP
UNIVERSITY
2 CAREER CENTER

Work-Study Only

MUST BE FINANCIAL AID WORK STUDY ELIGIBLE

b g b b b b b b b b b b b b b b b b b b b b b ¢

WORK-STUDY QUALIFICATIONS
To apply to a work-study position, a student must:

- have applied for Financial Aid
- be enrolled full-time
- maintain a 2.0 GPA minimum
- have need available

Please contact the Financial Aid Office for additional
information at 747-5204.

P b b b b b b b b b b b b b b b S b b b b b b ¢



SAVE THE DATE:

Work @ UTEP Job Fair Student Worker Training
e Thursday, Sep 4, 2025, 10 a.m. -1 p.m. * Friday, October 3,2025
e UGLC Lobby e UGLC
 Register on Handshake e Email iwork@utep.edu

Career Expo Graduate and Professional School Fair
e Thursday, Sept. 18, 2025,9 a.m. - 3 p.m. » Wednesday, Oct 1, 2025, 10 a.m. - 2 p.m.
 Friday, Sept. 19, 2025,9 a.m. - 2 p.m. e Tomas Rivera Conference Center
* Don Haskins Center

UTEP
UNIVERSITY
" CAREER CENTER




SEE YOU ON Handshake

Email iwork@utep.edu for assistance

UTEP

UNlVEHS”‘Y IN OFFICE AND VIRTUAL | @utepcareers
915-747-5640 | careers@utep.edu m Utep.EdUlcareers
CAREER CENTER _ oD

Union Building West, Room 103


mailto:iwork@utep.edu
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