
Pro tip - you can build your profile out from an existing resume - 
make an appointment in Handshake to sit down with one of our 
Career Advisors or Peer Career Advisors to review your resume!

Helpful Resources 
in Handshake
Scan the QR code to check out the
resources that the Career Center
has to offer - specifically the
Resume Writing Guide and Cover
Letter Writing Guide! You can also
navigate from your profile in
Handshake to ‘Career Center,’ then
‘Resources.’

Completing Your Handshake Account

Why is it important to complete your Handshake profile? 
Your Handshake profile could be visible to employers, students, and alumni across all of
Handshake (see privacy settings to adjust visibility)
 Optimize your experience of Handshake, and avail yourself of the job, internship, and higher
education opportunities, by creating a complete profile 
Gives your prospective connections a snapshot of your relevant educational, work, and life
experiences, and demonstrates your ability and willingness to put this all together in a
digestible form

What is Handshake?
Simply put, Handshake is a platform that allows students to connect with employers, schedule

appointments, register for events, and apply for internships and jobs.



Pro tip - Pay attention to events in
Handshake for Headshot Days at the

Career Center

1) Claiming Your Handshake Account
Every Union student is set up with a Handshake Account
The Handshake Application can be accessed through ‘My Apps Dashboard,’ and you can sign in using
your Single Sign On Credentials

2) Upload a Profile Picture!
Any picture where you are dressed nicely,
smiling, and in front of a neutral
background

3) List ‘Education’

Be sure to add your high school as well as
your college education



4) List ‘Work & Volunteer
Experiences’

All of the jobs that you have held (there is no
limit)
In the job description section, you can use 
bullet points to highlight what you did or skills
you cultivated on the job

5) List ‘Organizations & Extracurriculars’

6) List ‘Courses’

Major relevant courses



Pro tip - Pay attention to events in
Handshake for Resume Roundtables

at the Career Center

7) List ‘Projects’

Projects from major relevant courses

8) List ‘Skills’

Skills relevant to major
Can be both hard and soft skills

9) Upload your resume in ‘Documents’



9) Finally, fill out ‘My Journey,’ ‘Your Interests,’ and ‘Personal Information’
 

‘Your Interests’ is your
opportunity to select what kind
of jobs and where 

‘Personal Information’ is where your contact information (email) is displayed - with the option to
select pronouns and demographic information 

‘My Journey’ is a blurb
about you - what motivates
you, what are your skills,
and what are your short-
term and long-term goals?


