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Getting Started with Handshake

What is Handshake?
Handshake is a career platform used by the University of Cincinnati where students, career centers, and recruiters
come to meet, talk, and share opportunities.

Who may have a Handshake account?
All current students who are enrolled at the University of Cincinnati may have an account. Additionally, all UC
alumni may have a Handshake account.

How do | log into Handshake?
Current Students
If you are an enrolled UC student, a Handshake account has likely already been created for you.
1. Go to https://uc.joinhandshake.com
2. Click on University of Cincinnati Login.
3. Log In with your UC username and password.

Alumni
If you have never had a Handshake account and would like to request one, please follow these instructions:
1. Go to https://uc.joinhandshake.com
2. Click on Sign up for an Account and select Student/Alumni.
3. Complete the request form, including your M number, so we can confirm your status and approve your
account.
4. Please allow 2-3 business days for your account to be processed.

Handshake Homepage
The homepage (see image 1) shows your dashboard, which includes relevant jobs and events based on your career
interests. The top navigation bar includes tabs to additional Handshake functions.
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Image 1: Handshake Student Dashboard



Updating Your Profile
Updating your profile is the first step you should take in Handshake. This will ensure the content you receive is
customized to your interests.

Institutional Profile
If you are a current student, your basic profile information is imported from Catalyst. You may choose to update
numerous profile sections including your Name, Class Standing, and Education information as well as Work
Experience, Organizations/Extracurriculars, Courses, Projects, Get to Know Me, Skills, Documents, and Social Links.
1. From the For You page, click Your Name on the top navigation bar.
2. Select My Profile.
3. To edit a section, click the pencil icon.
4. You also have the option to make your profile visible or hidden to employers on the right side of the page.
Making your profile hidden from profiles means that they will not be able to interact with you.
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Image 2: Student Profile

Adding Professional Documents
You may choose to upload documents to your profile, such as resumes, cover letter, transcripts, etc. This expedites
the process to apply for opportunities through Handshake.

1. From the For You page, click Your Name on the top navigation bar.

2. Select Documents.
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Indicate Your Career Interests
Handshake uses machine learning to customize opportunities based on your interests. Help the system learn more
about your goals by completing the Career Interests section.

1. From the For You page, click Your Name on the top navigation bar.

2. Select Career Interests.
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Image 4: Career Interests Page

Set Notification Preferences

Let us know how you would like to be notified about various parts of Handshake, including Events, Interview
Schedules, Jobs, etc.

From the For You page, click Your Name on the top navigation bar.

Select Notifications.

Click Edit Notification Preferences on the middle left side of the screen.

From here click, or unclick, the checkmarks to indicate how you would like to receive notifications.
Notifications are only within the website.
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Settings & Privacy
We understand how important privacy is. There are a few settings in Handshake which allow you to indicate who
may see your profile.
1. From the For You page, click Your Name on the top navigation bar.
2. Select Settings & Privacy.
3. From here, you can indicate who may view your profile, share responses to work authorization questions,
and enable high contrast mode.
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Add your Handshake events, appointments, and more to your calendar by using the following URL. Your calendar will
automatically be updated when Handshake is updated. You can also download a static (not automatically updated)
iCalendar file if you'd like.
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Jobs
We receive hundreds of new opportunities every week, including full and part-time jobs, internships, co-ops, volunteer
roles, experiential learning opportunities and fellowships.
1. From the homepage, click Jobs on the top navigation bar.
2. Search by job title, employer, or other keywords or click items from the “Popular searches for __ major” for
job titles popular among your major.

You may also find it valuable to use our What Can | Do With My Major? resource.

w

Select Filter for additional search options.
4. To apply for positions, click Apply, or to save jobs for later, click the star.
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Saved Searches/Search Alert
If you would like to receive email or in-app notified when new opportunities that meet your criteria are posted, you
may create a saved search.
1. From the homepage, click Jobs on the top navigation bar.
2. Enter your criteria (job title, employer, keywords, etc.) and click Create Search Alert.
3. Edit how frequently you would like to be notified (daily or weekly) and if you would prefer to receive an
email and/or in-app notifications.

4. Click Save.
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Applications

You may also view which applications you have completed and your status in the process.
1. From the homepage, click Jobs on the top navigation bar.
2. Next, choose Applications.
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Employers
Handshake has over 250,000 employers in the system! You may be interested in researching companies prior to
submitting an application, attending a career fair, or dropping into an on-campus information session.

1. From the homepage, click Jobs on the top navigation bar.

2. Next, choose Employers.

3. You may narrow the results, using the various filters on the left side of the screen.

On-Campus Interviews
UC hosts employers on campus to interview undergraduate and graduate students from all academic departments
for full-time positions. Each employer determines specific qualifications and the application process.

Types of Interview Schedules
1. Open schedules are first-come, first-served. Eligible students who meet the employer's requirements submit
an online resume and sign-up for a specific time slot.



2. Preselect schedules allow all students that meet the employer's requirements to submit an application and
be considered for an on-campus interview. After the employer reviews applications, they will "preselect"
students who are invited for an interview.

3. Other schedules allow employers to fill their own schedules from career fairs or information sessions.

Events
Events provide opportunities to connect with employers through information sessions, workshops, as well as mock
interviews and networking sessions.
1. From the For You page, click Events on the top navigation bar.
2. From here, you have the option to view and register for upcoming events.
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Career Center
Schedule an Appointment
You may choose to schedule an appointment to meet with a career coaching appointment or your co-op faculty
advisor. Please note: If you do not see an appointment type to meet with you co-op faculty advisor, reach out to
them to see how they accept requests for appointments.
1. From the For You page, click Career Center on the top navigation bar.
2. Select Appointments followed by Schedule a New Appointment.
3. Choose the appointment type and select an available timeslot.
Note: Appointments may not be scheduled less than 1 day from the requested appointment start time.
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Image 12: Appointment Scheduling Page

4. Complete any pre-appointment surveys, if applicable.

Resources

Looking for information on what careers are commonly pursued by people with you major or need advice on how to

write a resume? Check out this section for content shared by UC faculty and staff.
1. From the For You page, click Career Center on the top navigation bar.

2. Select Resources.
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What Can | Do With This Major? by Ellie
Bridges

Finally, a convenient website that helps you connect
majors with careers by outlining common career areas,
typical emp , and ies to ize career
opportunities. Keep in mind that the in.

How to Write a Resume by Ellie Bridges
An effective resume is more than a list of your skills and
experience. It is often the only source of information a
potential employer will have when deciding whether or
not to invite you in for an in..
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Students
The students tab allows you to see profiles shared by other UC students.
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10 LinkedIn Tips for Students & New
Grads by Ellie Bridges

Linkedln is the werld's largest professional network with
more than 562 million users in more than 200 countries
and territories worldwide. Former LinkedIn guru, Omar
Garriott, offers 10 tips for stud.



Need Help?
It is important to us that you feel comfortable using Handshake. If you have questions, here are a few ways to get them

answered.
1. From the For You page, click Your Name on the top navigation bar.

2. Select Help.
3. Browse through the frequently asked questions and responses.
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4. If you didn’t find an answer to your question, please visit our Peer Career Coaches during Walk-In Hours or
call Patti at (513) 556-3061 or Ellie at (513) 556-0318.



