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Welcome to Handshake!

Thank you for your interest in recruiting at the University of South Florida, Tampa. We
can’t wait for you to get connected with our students and alumni who are looking to work
for organizations like yours.

We are excited to be able to provide you and your organization with free access to
Handshake, our online career management system. Handshake allows you to easily
interact with our students and alumni, post your open positions, and register to attend
our Career and Internship Fairs and recruiting events.

If you don’t already have a user account and company profile in Handshake, you'll need

to do this first. If you already have a Handshake account with another school, you'll want
to use it to connect with USF Tampa. Let’s get started!

IN THIS GUIDE

3 ... CREATE YOUR USER ACCOUNT

7 ... CREATE YOUR COMPANY PROFILE

Q ... POST A JOB

11 ... FIND CAREER FAIRS AND EVENTS

12 ... SEARCH FOR STUDENT RESUMES

13 ... BEST PRACTICES

NEED HELP?

We created this guide to provide you with the information you need to get started
with Handshake. If other questions should come up, or if you want to learn more about

recruiting on campus at USF Tampa, please don’t hesitate to contact our office; we're
here to help!

Telephone ... (813) 974-2171
Email ... RecruitUSF@usf.edu
Online ... usf.edu/RecruitUSF
View This Guide Digitally ... handshakestart.usfcs.info
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CREATE YOUR USER ACCOUNT

Visit handshake.usfcs.info. Click No Account? Sign up here.

Find jobs better,
together.

Students
and launch the best

Employers

Career Centers

Select the Employer account type from the options presented.

Sign Up

‘What kind of account do you want to create?

Student / Alumni EMployer | —if—

Fill out the information requested and then click Sign Up. Please note, you should enter your company email address
to expedite your approval process. User account requests using gmail, hotmail, yahoo, outlook, or other public email
services will slow your approval and make it harder to connect to your company’s profile.

¥ handshake

Sign up as an Employer One Trusted, Integrated Network

Recruit top students from over 700 University

Email Address (use your work email) otners

20e+++@bookshopdreams.com

Password Confirm Password

Enter your recruiting interests and alma mater to help us better understand how you’'ll use Handshake. Your phone
number will not be shown unless you choose that option on your profile. Then click Next: Employer Guidelines.

Fi handshake

Welcome to Handshake Rich, Validated Data
@ 550k business students



https://app.joinhandshake.com/login?school_approval_token=hsDoj5FM38w2tEWRKFRJe-pw-MFVtawL5KlOtcaRMn-QUuKDHiAvoA

CREATE YOUR USER ACCOUNT ... CONTINUED

Read the Employer Guidelines, Terms of Service, and Privacy Policy.

If you are not a 3rd party recruiter, select No. Then, click Next: Confirm Email.

Handshake Employer Guidelines

platform. To. 3
agree to the following general guidelines, in addition to our Terms of Service:

Keep Your Commitments: When you mak

Be Accurate and Trustworthy: Tellthe truth about (eep Your Commitments: When you make y

o company.yout toam andtche [obs avalable. commitment to school or student, keepit. Ifyou can't,

ur, / your team an vail

v pany. v J workto provide a fair and equitable path for affected
students.

Be Fair: Do not discriminate based on ethnicity, Keep Student Info Confidential: Guard student
national origin, religion”, age, gender, sexual itwere your own. De
orientation, disability or military / veteran status or lack personal information without the prior consent of a

thereof. student.

In addt t NACE Principl

By continuing, you agree to the Terms of Service, acknowledge you have read the Privacy
Policy, and agree s
from toyour

Title Vil
relgious ie.a ministry).

If you are a 3rd party recruiter, select Yes, then review and agree to Handshake's 3rd party recruiter policy.

Are youa 3rd party recruiter working on behalf of anather company?

for. T
aswell as the a of: p to
another party without the written consent of the student.

/' the party

By continuing, you agree to the Terms of Service, acknowledge you have read the Privacy

Policy, and agree ployer Guidelines. You
from Handshake related to your jobs and on campus activities. PR  \jex: Confirm Email

“£swith EEQC's Title VI, primarily
religious fie. a ministry).

You are just one final step away from creating your useraccount. You should receive an automated email from Handshake
at the address you used during the registration process. You must click the link in this email to confirm your account. If
you don't receive a confirmation email, please reference the steps outlined in this article.

i handshake Help  LogOwt

Didn't receive the email?

1. Is molly+123@acme com your correct email
without typos? If not. you can restart the sign
up process

2 Check your spam folder

3 Add
handshake@notifications. joinhandshake.com

Great! You've successfully signed up for Handshake. to yeur contacts
4 Click here to resend the email
We've sent you a link to confirm your email address. Please check
your inbox. It could take up to 10 minutes to show up in your Still having trouble?

inbox.
Contact us

When the email arrives, click the Confirm Email button to verify your account.

handshake Need Help?

Confirm your email address on Handshake

Hi Jade ,
Welcome to Handshake! Please confirm your email address to get started:

Confirm Email

If this is a mistake, you can cancel the registration at any time.

HAVE QUESTIONS?
Email us at supportiioinhandshake,.com or check out our upcoming webinars
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CREATE YOUR USER ACCOUNT ... CONTINUED

When you click the Confirm Email button in your confirmation email, you will be brought back to Handshake where you
will connect with your organization or company.

i handshake Help  Zoe~

Click the Join button if Handshake was able to find your Step 3 of - Join Company VeSS E I
organization. If a company appears, but is incorrect, please

follow the on-screen instructions shown under “Not your Frdendomyourcamzany A:h:;';’
company?” e

Showing 7 results

Once you click “Join” you may get a notification that you

. . Handshake
are pending approval from another staff member in your Curstoybog st 90 ncolog s iengan e Usery
remote Houghten, Miehigan, covered by 200 inches of snow a year
company. For more information, view the article “What is a oo gt oy et o
silicon Valley. And we watched friends and extremely qualified
upendinq ” Status at my Company? ” zl,:i-;;xslmgg\-mstanmsucnm-vs We set out o help every

2601 Mission St, San Francisco, CA 94110, USA |
hitp:/ljoinhandshake.com

_ I_j

Handshake University Student Employment

i handshake LaE

)

Demo employer account

Thank You for Signing up for Handshake! Mountain View; CA, USA | ttp:foinhandshake com

Your Current Status:
Pending approval at Handshake
Pending connections with 1school

Your approval request has been sent to the Account Administrator(s) at Handshake: 5.
Jones, S.Sood, Z. Fluger, C. Hart, J. Pomales, H. Dudek, B. Gergen, and J. Wyzgoski. As soon
as you're approved, we will notify you via email.

If no company prepopulates, use the search bar to find your company, as pictured below. If your company does not
exist, you can click “Create New Company.” Read the article “How do | create a company profile?” to learn more about
completing your company profile in Handshake.

i handshake RED

Find and join your company Areyous part ofadivision
within this company?

No problem. First join this
Search for your company Search company, andthen you'llbe
abletaset up your division

within it

Gan'tfind your company?

Create New Company

® ® ®
I N

Searchforyourcompany  Connect toschools to Getapproved by the
then request to join recruit from schools or the company's

staff
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CREATE YOUR USER ACCOUNT ... CONTINUED

Next, you will choose schools you want to connect with. To post positions, register for fairs, or search for students,
you must be connected to a school. Use the filters on the left side of the screen to search for the University of South
Florida. To request to connect with the University of South Florida, click the + button o the right of the school logo.

We also recommend connecting with our two sister campuses, the University of South Florida St. Petersburg campus
and the University of South Florida Sarasota-Manatee campus. To do so, you will need to search for both and add each

of them separately on this screen.

R—— —
MySelected (1) Clear

Filter Schools by
Showing 301 results

@ ‘Amaranta University o Region -
sz Palo Ao, Calfornia - 10,000 students - #1Top Public Scho, A Micwest
/| Northeast
Cornell College o 2 south
Ithaca, New York - 25,000 studens - #1 Undergraduate En
] West
Cornell University o
Ithaca, New York - 30,000 studants - Top 10 Enginaering U. et s
University of Michigan o Rank N
Ann Arbor, Michigan - 43,626 students - #1 Regional Univer.
Andover College °<___
Clawson, Michigan - 0 students
=23 Johns Hopkins University o
Abilene Christian University o
San Francisco, Californa - 12,345 studants - Top 500 Libera.

When you are done adding schools, click Next: Finish. Please note that once you complete this process you will become
a pending employer. Approving new employers is done by Career Services’ staff and can take 2-3 business days
depending on the volume of requests. Until your employer request is approved, you cannot post internships or jobs.
To learn more about being in a pending status at a school, read the article “What is pending status at a school?” If our
staff has any questions about your organization, we will contact you via Handshake.

Once your employer request is approved, you will receive an email from Handshake.

handshake 0000

You're in!

Hello,

O

Good news! You have been approved to post jobs, post events, create
interview schedules, search students at University of South Florida

You're now well on your way to activating your university network and
unlocking a world of possibilities!

can change your nofification preferences. If you don't want to hear from us
un from all Handshake notifications

Once you log In to Handshake, you will be directed to your profile and you may begin posting your opportunities.


https://support.joinhandshake.com/hc/en-us/articles/221599427-What-is-pending-status-at-a-school-

CREATE YOUR COMPANY PROFILE

To create your company profile, begin by searching for an existing profile.

If your company doesn’t appear in the search results, click Create New Company. You will be taken to the following
page where you create your company profile.

i handshake

Step 3 of 4 - Join Company

Find and join your company
Zoe's Bookshop

Showing O results

Nao results found.

To add your company’s logo (small square photo):

1.
2.
3.

Click Add a logo.

Click Upload New Image.

Select the logo image you'd like to use from your
computer files. Please keep in mind that a 1:1
(width to height) ratio is best for your logo with a
minimum size of 150x150 pixels and maximum size
of 400x400 pixels.

Click Select image.

Click Save.

To add your company’s branding image
(rectangular website banner):

1.
2.
3

Click Add a branding image.
Click Upload New Image.
Select the logo image you'd like to use from your

computer files. Please keep in mind that a ratio
between 4:1and 5:1(width to height) is best for your
branding image with a minimum size of 1200x300
pixels and a maximum size of 2000x500 pixels.
Click Select image.

Click Save.

Help  Zos~

Next: Connect to Schools

Areyoua part of a division
within this company?

No problem. First join this
company, and then you'll be
able to set up your division
within it.

Can't find your company?

Create New Company

sa
1 handshake Help  Zoe ~
Start your company profile Logo preview
This is how your company's
. . . . . . name and loge will display
Add a name, images and other important details to build your company’s profile B "
profile or jobs.
Company *
Name
Company
Logo £
Add alogo
Company Hamo
This is the main image associated with your company. Make it count!
Banner
Image #
Add a branding image

Industry *

This is the background image that will display on the profile.




CREATE YOUR COMPANY PROFILE ... CONTINUED

Scroll down to the area of the page where you can add basic information about your company.

Enter your company’s information.

Required:

1. Company name
2. Website

3. Phone

4. Location

5. Description

Additional options to help students research your company include:
1. Company size

2. Public email

3. Business pitch

4. Social media account information

You can also allow the following options:

Auto Approve Staff
Click this to enable any user with a confirmed email address from your company domain name to be automatically
approved when they request access at your company. (To manually approve all staff requests, leave this box unchecked).

Allow Student Messages
Click this to allow students to initiate conversations with your company through the Handshake platform. (Leave this
box unchecked if you want students to contact you via email or other off-platform channels).

Click Create New Employer when you are finished entering your company information. You will then be taken to the
employer landing page where you will be able to create job postings and events.

You may edit your company information at any time after you have created your account if you are listed as the
account owner. To learn more about how to edit your company information, read the article “How do | edit my company
information/settings?”



https://support.joinhandshake.com/hc/en-us/articles/115011972127
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POST A JOB

Once you have been approved to post positions at USF, there are two ways to post a job:

1.  On the homepage of your Handshake account, click Post a Job

i handshake Q Search..

Home © Post a Job

My Profile

Company Profile f# Jobs

You have not distributed
any jobs to a school yet

© Request an Interview © Create an Event

fEI Interview Schedule Postings

glnivlrsity of Sseuth  Approved

orida
Approved April 12th 2019
at 42 am

University of South  Approved
Florida op
Approved April 12th 2019

Your Employer's Schools =

Help~

Employer Pranam~

(5] Upcoming Events

You have not RSVP'd to
any upcoming events.

at¥:33am

OR

2. Click the Jobs tab and click Create Job

Employer Pranam

Create Job
VIEW BY School

i handshake Q Search..

Jobs viewing all Unive obs Edit this Type to search

Home
My Profile

Active Expired All Divisions ~

Company Profile —

Declined Not Posted

selectin

g Expired, Declined cr Not Posted above

There are four required pages of the job posting form: Basics, Details, Preferences, and Schools. You can use the
toolbar at the bottom to navigate between pages on the job post form. While these pages contain both required and
optional fields, we highly recommend completing all fields. Some of the fields you should expect to complete include
Job Title, Job Type (job vs internship), Employment Type (full-time vs part-time), and Duration.

Details  Preferences  Schools Next >




POST A JOB ... CONTINUED

Once you have finished editing your job posting, select the University of South Florida from the drop down menu
using the arrow button and click Create to post your job. If you would like to post this job to the University of South
Florida St. Petersburg campus and University of South Florida Sarasota-Manatee campus (recommended), you will
need to select them individually here. Schools will only be visible once you have been approved at that school.

Job postings

Global apply start date €@ Global expiration date €
I'.: earch your schools to add job postings b Set global start =] Set global expiration =)

University of South Florida
University of South Florida Sarasota-Manatee

University of South Florida 5t.Petersburg

Choose the schools where this job should be posted

At the University of South Florida, your job will be posted automatically and will be visible to students upon clicking
Create. At other institutions, your position may need to be approved before becoming visible to students.

You can add other schools to job postings even after it was initially created. To do this, return to this screen and click
the + button next to the school’s name.

If you need more assistance, please see the “How to Post a Job* article.



https://support.joinhandshake.com/hc/en-us/articles/218693198

FIND CAREER FAIRS AND EVENTS

When you are logged into Handshake, click on the Fairs tab on the left menu bar and search for the University of South
Florida. This will show all of our upcoming events.

ii handshake Q Search..

Career Fairs
Home

My Profile
) University of South Florida
Company Profile

Show Followed Cnly? e No

T LOCATION

~ SCHOOL
U University of South Florida (2)

View All

Search Students

Schools -

Find more
Contacts

I Include Past Fairs

! Show Registered Only

Events |-/ sShow Open for Registration Only

Interviews Date

Fairs From -

Click on the name of the fair you are interested in and review the information and attachments provided. The
attachments provide details concerning parking and other important information about the event. If you will not be
attending the event yourself, please forward this to the representatives that will be attending.

To register, click “+ Register” on the upper left corner of the page.

For more information, please read the article “How do | register for a career fair?”



https://support.joinhandshake.com/hc/en-us/articles/218693348

SEARCH FOR STUDENT RESUMES

Log into Handshake and click the Students tab.

Locate and check the box next to the University of South Florida.

i handshake Q Search
Students
Home
My Profile
- Filters CLEAR
Company Profile
& Save these Filters = My Saved Filters
Keywaorc
School "

B University of Central Florida

Sez dents ( University of Illinois at Urbana-Champaign

Schoals # University of South Florida {35,415)

Contacts U Florida Intemnational University

Wiew all

School Year .
Events
Interviews U Seniar (15,149)
Fairs H Jurier (5,205)

O Alumni (4,960)

Use the check box, drop-down, and fill-in filters to find the students of your choice. Click Show Advanced Options
and check Has Public Resume.

Department GPA

From.

Documents oy

¥ Has Public Resume

Hide Advanced Options

To download a resume, click the box next to the student’s name and click Download Resumes. To download multiple,
click the box at the top or click Select all and click Download Resumes.

Students
Filters CLEAR O 1of2studentsselected  Selectall | Download Resumes More ~
& Save these Filters = My Saved Filte
E Rocky Bull
University of South Florida, Freshman 20 = USF Student Finance Association

Rocky Bul Psychology == Unknown Employer




HANDSHAKE BEST PRACTICES

NEW RECRUITERS - RECRUITING HISTORY
Wondering what the previous person in your role has completed in the past using your current company profile? Under
the Events, Interviews, Jobs, and Fairs tabs, you may search for past registrations and postings.

Events On-Campus Interviews Fairs
Review past events posted to schools.  Review previously conducted, Preview past registration information
completed interviews. for fairs attended by your company.
Ranges ~ Other ~ Other v Followed Only ¥} Include Past Fairs
¥ Include Past Events ¢! Include Completed Interview Schedules ¥ Show Registered Only
Jobs

View all jobs posted, including expired, active, and : : e
. ] P 9 €xp ) . Expired All Declined Not Posted Divisions
declined. Can be a great way to see which positions have

been shared and to which schools.

MAKE YOUR JOB POSTING STAND OUT Your Unlimited Career Growth Opportunity
Want to attract more potential candidates to your job - :

posting? Use some of the tips below to highlight and

Vision for The Role

i

structure your job posting.
- Contrast: Highlight words and sections using

boldface, italics, and underlining
- Repetition: Keep your organization’s message Your Impact:
consistent by using words and phrases in the posting :

that align with its culture and values
- Alignment: Organize the job posting by using

formatting tools Skills & Experience:

- Proximity: Space out sections of the posting to make
it easy to read and follow

Special Note: Job Functions Feature

Handshake uses machine learning - kind of like how Amazon and Facebook do for ads - but for jobs. This means that
the time you spend constructing your job posting goes to good use! All the keywords that you enter are used to help
surface your posting to the right students, based on what they’ve shown an interest in before, and how their skills and

experiences align.

The Job Functions feature works in a similar way; by choosing the appropriate job functions for your posting, you'll be
helping Handshake get your post in front of the right candidates.
Job function
x| Accounting | | * | Administration | | x | Community & Social Services
x | Fundraising & Event Management | | x | Human Resources | | x | Political Organizing / Lobbying X
x| Research | | x | Writing / Editing | | * | Other

This will help students interested in specific functions search for your job.
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HANDSHAKE BEST PRACTICES ... CONTINUED

STUDENT SOURCING FEATURES & MESSAGING

Within Handshake, you may search for students at schools your organization is connected with, if you meet certain
criteria*. Searches will only return results for students who have chosen to make their profile and data public. You can
select a number of built-in filters, or use the public resume download button, messaging tool, or search bar to search
for specific keywords, like “Python” or “sales.”

Filters CLEAR (2)

) 1-2of 2students Sortby: 1F Relevancy ¥ < 11 >
Save These Filters O Rocky Bull
University of South Florida, Freshman '20 & USF Student Finance Association 2% Nolnvolvement Listed
Search N Psychology & Unknown Employer
Q |Rocky Bull ) J
—

*Criteria for Sourcing:
- Only companies who have a trust score above 80% may source students
- Companies can contact up to 100 students per recruiting season
- There are two recruiting seasons every year: the first is January 1 - June 30; the second is July 1 - December 31

EVENTS & FAIRS TAB

Companies have the options to share events with schools. Events that may be shared with the university can be on
your organization’s campus, on the school’s campus (be sure to contact your school’s career center prior to posting),
or can be done virtually.

Using the fairs tab you may search for fairs and other opportunities to explore in detail.

COMPANY BRANDING/BANNER IMAGE

Try to pick an image that shows off who's there, where you are, or what you do. This should be a branding-type image
that correlates with your company’s values, incentives, culture, or other aspects that make your company unique. An
ideal example can be found below and dimensions can be found on Page 7 of this Guide.

COMPANY NAME (£ GROWIH,

SLOGAN CHARITABLE.
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