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BEFORE GETTING STARTED 

1. Have your job description ready.
• Interested in starting an internship program? Click here to learn more. 

2. For student safety, be prepared to verify your company information and 
identity. 

3. If you need help, contact us at recruit@utep.edu



HANDSHAKE 
OVERVIEW 



What to Post in Handshake:​​
• Full-time/part-time positions
• Internships
• Professional development events:

• Career fairs
• Employer events ( i.e. information sessions & tabling )

HANDSHAKE OVERVIEW 

Handshake is UTEP's online employment database for employers to connect 
with UTEP students & alumni. This is the first step to recruit at UTEP.
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Access UTEP Talent: 
Reach to over 14,000* 

Students & Alumni

Targeted Recruiting: 
Create Personalized 

Job Postings 

Engagement Opportunities: 
Register for Fairs, Events, 

and Receive Email 
Announcements from the 

UTEP Career Center  

THE BENEFITS OF USING HANDSHAKE

* Active students & alumni accounts in Handshake 
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CREATING YOUR 
EMPLOYER 
ACCOUNT



Visit: UTEP.EDU/CAREERS

Access the Handshake 
employer login page 

Under Quick Links-
Employer Login
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CREATING YOUR EMPLOYER ACCOUNT

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



JOINING YOUR COMPANY PROFILE

• If your company is listed, 
request to join. 

• If your request takes longer 
than 3 business days, email 
recruit@utep.edu
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CREATING YOUR 
COMPANY PROFILE 



EMPLOYER OWNER

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

• The role of the Owner is limited to one user per company 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 recruit@utep.edu to transfer 
Employer Ownership to someone else.  
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CREATE A NEW COMPANY

• If your company is not listed, enter its full 
name in the search bar and click on

• + Create new company

1
2

COMPLETE ALL REQUIRED FIELDS
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COMPLETE COMPANY DETAILS 

SELECT YOUR INDUSTRY

400 CHARACTER LIMIT

COMPANY WEBSITE

PHYSICAL MAILING ADDRESS

INCLUDE YOUR COMPANY’S CONTACT INFORMATION: 
PHONE & EMAIL 

SELECT, IF IT APPLIES

UPLOAD PNG/JPEG

PROVIDE FULL 
COMPANY NAME
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SAFETY AND TRUST ARE OUR TOP PRIORITY 

The UTEP Career Center and Handshake teams are dedicated to protecting all 
users from fraudulent job postings. To maintain a trustworthy platform for our 
users, all employer accounts must be verified. Company information and 
identity of those using the platform to post events and jobs will be verified.

Your account will undergo two types of verification, powered by our third-
party partner, Persona:

•Identity Verification – Confirms your personal identity

•Company Verification – Confirms your business details
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VERIFY YOUR COMPANY

• Have the business 
registration number ready  

• If you do not have a business 
registration number, email 
recruit@utep.edu 
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VERIFY YOUR COMPANY INFORMATION

1

2 3 4

• Provide your business 
registration number (e.g., 
BRN, EIN, TIN, or your 
local equivalent)
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UPLOAD YOUR GOVERNMENT ID
1 2

3

• The UTEP Career Center can help you if your account does not get verified. 
• Contact us at recruit@utep.edu
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SEARCH THE UNIVERSITY OF TEXAS AT EL PASO

CLICK CHOOSE JOB

LAST STEP: CONNECTING WITH UTEP
Once your account is approved, the next step is to connect with UTEP
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NO JOB POSTING? 
EMAIL THE UTEP CAREER CENTER TO CONNECT
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POSTING A JOB



THINGS TO KNOW BEFORE POSTING A JOB
• All jobs must comply with the UTEP Career Center’s Employer Guidelines
Key Takeaways
1. Registration & Eligibility

o Employers must register via Handshake and comply with UTEP, UT System, NACE, and FERPA policies.
o Multi-level marketing, home-based franchises, and third-party agencies are not eligible to recruit on campus.

2. Job Postings
o Postings requiring upfront fees, unpaid roles without academic credit, commission-only jobs, or roles involving solicitation are not 

permitted.
3. Recruitment Activities

o On-campus recruiting must be coordinated through the Career Center (career fairs, interviews, info sessions, tabling).
o Solicitation, distributing flyers, or using students/student orgs to host events without approval is prohibited.
o No alcohol may be served at recruiting events.

4. Nondiscrimination & Professional Standards
o Employers must comply with EEO, affirmative action, SB 17, and nondiscrimination policies.
o The Career Center reserves the right to investigate complaints and may deny/revoke services if policies are violated.

5. Job Offers & Timelines
o Employers must provide students with at least two weeks to consider job or internship offers.
o UTEP discourages “exploding” or high-pressure offers.
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https://www.utep.edu/student-affairs/careers/employers/employers-guidelines.html


POSTING A JOB

Handshake Homepage
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INCLUDE THE JOB DESCRIPTION & 
QUALIFICATIONS

SELECT LOCATIONSELECT THE POSITION TYPE 

BASIC INFORMATION 



SELECT TIME REQUIREMENTS
SELECT PREFERRED 

PAY DETAILS 

TIME REQUIRMENTS & COMPENSATION   

SELECT ALL 
APPLICABLE 

OPTIONS 



ADD WHAT IS RELEVANT TO YOUR JOB POSTING

CATEGORIZE THE JOB



CANDIDATE QUALIFICATIONS 

Specify the candidate qualifications 

You can filter for the qualified applicants



APPLICATION PROCESS & HIRING TEAM 

In Email Settings, 
Select the 2nd option

Make sure to at least 
select Resume

Select all applicable 
options.



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 



VIEWING APPLICANTS & MATCHES



VIEWING APPLICANTS & MATCHES

You can invite students to 
apply to your job under 

"Matches"

You can message 
applicants



SEE YOU ON                       

Email recruit@utep.edu for assistance  

mailto:recruit@utep.edu

	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Slide Number 19
	Slide Number 20
	Slide Number 21
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33

