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HANDSHAKE 
OVERVIEW 



Opportunities in Handshake:​​
• Full-time/part-time positions
• Internships
• On-Campus student employment – hourly & work-study 
• Professional positions
• Professional development events: Career Fairs, Workshops, and events 

for your student employees

HANDSHAKE OVERVIEW 

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



• All students have a Handshake account, and they activate it with 
their UTEP credentials

• Available on Web & Mobile App

• Based on the student’s career interest, the system provides 
recommended jobs and events

• Message directly with employers​ (you can message students too)

STUDENT EXPERIENCE 



EMPLOYERS ON 
HANDSHAKE
+66k
Local & national employers of all 
shapes and sizes



Access to Talent Pools: 
60% of enrolled students 

are in Handshake

Targeted Recruiting: 
Create personalized 

job postings 

Engagement Opportunities: 
Register for fairs, events, 

and receive email 
announcements from the 

UTEP Career Center

Increase Student’s 
Sense of Belonging:

An opportunity to 
attend classes and 

work on campus 

THE BENEFITS OF USING HANDSHAKE



CREATING YOUR EMPLOYER ACCOUNT 



Visit: UTEP.EDU/CAREERS

Access the Handshake 
employer login page 

Under Quick Links-
Employer Login



CREATING AN EMPLOYER ACCOUNT

• Sign in with your UTEP email address & information
• Education History is optional 
• Personal Information can be updated at any time
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JOINING YOUR 
DEPARTMENT PROFILE 



JOINING YOUR DEPARTMENT PROFILE

• If your department is listed, 
request to join. 
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• If your request takes longer 
than 3 business days, email 
iwork@utep.edu



•  Accidentally requested the wrong department? 
• Select Cancel the Request 

3 JOINING YOUR DEPARTMENT PROFILE



CREATING YOUR 
DEPARTMENT PROFILE 



EMPLOYER OWNER
• The first person to create a company profile is assigned, 

Employer Owner 

• 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.​

•  Contact the UTEP Career Center at iwork@utep.edu to transfer 
Employer Ownership to someone else. 
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CREATING YOUR DEPARTMENT PROFILE

• If your department is not listed, enter its 
full name in the search bar, click the 
option + Create a new company

1
2

MUST COMPLETE ALL REQUIRED FIELDS
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CREATING YOUR DEPARTMENT PROFILE

NAME MUST INCLUDE 
UTEP IN THE BEGINNING  

FOR EXAMPLE, UTEP 
CAREER CENTER

SELECT HIGHER EDUCATION

400 CHARACTER LIMIT

DEPARTMENT WEBSITE

PHYSICAL MAILING ADDRESS

INCLUDE YOUR DEPARTMENT’S CONTACT 
INFORMATION: PHONE & EMAIL 

UPLOAD PNG, JPEG
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DO NOT CLICK 
CONTINUE

CREATING YOUR DEPARTMENT PROFILE

The Handshake Safety Team will 
verify your account and send you 

an email confirmation. 

Exit the page
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SEARCH THE UNIVERSITY OF TEXAS AT EL PASO

CLICK CHOOSE JOB NO JOB POSTING? EMAIL iwork@ utep.edu 
TO CONNECT

1

2

LAST STEP: CONNECTING WITH UTEP4

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



BONUS TIP 



1.SELECT YOUR NAME
2. SELECT USER 

SETTINGS

HOW TO LEAVE A DEPARTMENT 

3. SCROLL TO THE BOTTOM OF 
THE PAGE: SELECT LEAVE
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POSTING A JOB



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
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POSTING A JOB

HANDSHAKE HOMEPAGE
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INCLUDE THE JOB DESCRIPTION & 
QUALIFICATIONS

SELECT ONSITE AND PUT EL PASO TEXASSELECT ON-CAMPUS STUDENT 
EMPLOYMENT

*INCLUDE  “WORK-STUDY” AT THE BEGINNING OF THE 
JOB TITLE FOR ALL WORK-STUDY POSITIONS & SELECT 

1.BASIC INFORMATION 



SELECT PART-TIME & TEMPORARY

SELECT PREFERRED PAY 
DETAILS 

2. TIME REQUIRMENTS & COMPENSATION  

LEAVE BLANK



ADD WHAT IS RELEVANT TO YOUR 
JOB POSTING

3. CATEGORIZE THE JOB



MINIMUM GPA REQUIRMENT IS 2.0

4. CANDIDATE QUALIFICATIONS 

Students who do not meet the requirements will 
still be able to apply

Must specify the candidate qualifications 

You can filter for qualified applicants



5.CHOOSE SCHOOLS

POST TO UTEP



6. APPLICATION PROCESS & HIRING TEAM 

In Email Settings, 
Select the 2nd option

Make sure to at least 
select Resume. 
Tip: select other to have 
student forward their 
work-study award email 
to you. 

Job postings should 
expire after 1 month



EDITING, CLOSING & 
DUPLICATING A JOB



EDITING, CLOSING & DUPLICATING A JOB

Select Edit

Click on the 3 
dots to Edit, 
Close and/or 

Duplicate a job 
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Viewing Matches & Applicants



Viewing Matches & Applicants

You can invite students 
to apply to your job 

under "Matches"

You can View & 
Filter Applicants 

under  "Applicants"

Message qualified 
candidates 
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5. Viewing Matches & Applicants Student View 

Students receive invitation 
messages through their 

Handshake inbox and 
outlook email



CREATING EFFECTIVE 
JOB DESCRIPTIONS
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Give a description of the 
overall job duties

Job descriptions are 
designed to: Job descriptions 

Should include: 
A list of responsibilities 

and skills needed
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Job Descriptions Do‘s:

Make It Presentable and Readable 

Avoid Jargon

Add Key Details

• 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

Examples:
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JOB DESCRIPTION 
REQUIREMENTS 



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.*****

Work-Study Only
MUST BE FINANCIAL AID WORK STUDY ELIGIBLE

* * * * * * * * * * * * * * * * * * * * * * * *
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.

* * * * * * * * * * * * * * * * * * * * * * * 

6



SAVE THE DATE:

Work @ UTEP Job Fair
• Thursday, Sep 4, 2025, 10 a.m. - 1 p.m.
• UGLC Lobby ​
• Register on Handshake 

Career Expo
• Thursday, Sept. 18, 2025, 9 a.m. - 3 p.m.
• Friday, Sept. 19, 2025, 9 a.m. – 2 p.m.
• Don Haskins Center

Student Worker Training 
• Friday, October 3,2025 
• UGLC 
• Email iwork@utep.edu

Graduate and Professional School Fair
• Wednesday, Oct 1, 2025, 10 a.m. - 2 p.m.
• Tomás Rivera Conference Center



SEE YOU ON                       

Email iwork@utep.edu for assistance  

mailto:iwork@utep.edu
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