BAYLOR UNIVERSITY CAREER CENTER

Handshake Profile Completion Best Practices
Handshake is an online job search portal where you can search and apply for internships and
full-time opportunities. The employers who post jobs on Handshake are specifically looking to
hire Baylor University students. These employers will often search for qualified students who
have completed their profiles on Handshake to interview for their opportunities. Once you
complete your profile, you will be able to sign up for career events going on around campus,
where you can network with recruiters! More than that, when you are looking for opportunities,
you will be able to refine your search to your interests, and even see what other students have
to say about their experiences with the company. Overall, this is a great job search tactic that
only takes a few minutes to complete! Let’s briefly walk through how to set up and complete
your account:
To access your Handshake account, please follow the provided steps below:
1. Type in or copy the provided link onto your browser:
https://baylor.joinhandshake.com/login
2. Sign in with your Baylor Bear ID and password (Example: firstname_lastname)
3. Authenticate your sign in with DUO by pushing a notification to your phone or by calling
your phone
Starting from the Beginning:
•
•
•
•
•
•
•

After you sign in for the first time into Handshake, you will be prompted to complete a
survey (See Example One)
This survey is made up of 12 questions that will only take you a couple minutes to
complete
These initial questions will actually begin the process of completing your profile
After you answer each question, the bar at the top of your screen will change colors from
grey to blue
Make sure the entire bar is blue before you exit the survey
To edit your responses to this survey, click on your name in the top right-hand corner of
your screen
Then click on the “Career Interests” tab and complete the survey

Example One:
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How to view your Profile:
•
•
•
•

After you have completed the survey, you will be led to the Handshake portal homepage
To view your profile, click on your name in the top right-hand corner
A few options will appear in a drop-down box; click on the “My Profile” tab
Now, you can edit and improve your Handshake profile by adding additional information
to each section on your page

Next Steps to Completing your Profile & Improving your Score:
•

•
•
•
•
•
•

Your Handshake Profile is made up of 10 sections for you to upload and complete: My
Journey, Profile Picture, Education, Work & Volunteer Experience, Organizations &
Extracurriculars, Courses, Projects, Skills, Career Interests, and a Public Resume
When you fill out each section, your Handshake Profile Progress Bar will increase (See
the Progress Bar Improvement Guidelines on page 8 for further information)
This progress bar can be found under your profile picture and your name (See Example
Two)
If you completed the initial survey, your profile will already have some information
uploaded into several sections and a progress bar score of 35%
If you did not complete the initial survey, your profile will be blank, and you will have a
low progress bar score
Fill out each section on your profile page to the best of your abilities and by utilizing the
guidelines described in this packet
The goal is to reach a score of at least 85% Handshake Profile Completion

Example Two:

Handshake Profile
Progress Bar
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**Important Notice**
A strong resume is the foundation of a strong Handshake Profile
If you do not have a resume or it has not been reviewed by your Career Success
Professional, please make an appointment through the Career Center tab and the
Appointments tab on Handshake.
The resume template can be found by selecting the Career Center tab and the Resources
tab on Handshake. Make sure to type in your college to find resources specific to your
major.
Career Center Tab:

To schedule an appointment,
click on the Appointments Tab

To access the resume template
and other resources, click on the
Resources Tab

Resources Tab (Select your College):

Type in the name of your college
to access your career resources
and resume template
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How to Complete Each Profile Section Effectively
Step One: Upload A Resume
•
•
•
•
•
•
•
•

It is critical for your career search success on Handshake to upload a public resume on
your profile
To upload a resume (or any document) onto your Handshake Profile, click on your name
in the top right-hand corner
A few options will appear in a drop-down box; click on the “Documents” tab
This page will most likely be blank, click on the blue tab that says “Select from
Computer”
Search for your resume in your files, select it, and then click “Open”
Once it has finished uploading onto your profile, a screen will appear with a visual of the
document
Click on the green tab that says “Feature on My Profile” to make your resume public and
viewable by all employers
This is also a great way to automatically upload information onto your profile page and
increase your profile completion score

Step Two: My Journey
•
•
•
•
•

This is where you can provide a brief introduction to your profile page
This introduction should be only few sentences long and describes your most
employable qualifications and your skillset
Make sure to close out your introduction with a general purposeful statement (Example:
Passionately seeking a summer internship)
If you have written a Career Profile for your resume, this would be a great place to copy
and paste that information
If you have not written a Career Profile before, schedule an appointment with your
Career Success Professional (See on page 3)

Step Three: Profile Picture
•
•
•
•

Having a professional profile picture can increase your chances of an employer reaching
out to you for interview opportunities
Make sure to have a clean background with minimal distractions
Attire must be business casual, but business professional is preferred
See below for a few strong and poor examples of a professional profile picture:

Strong Examples:

Poor Example:
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Step Four: Work & Volunteer Experience
•
•
•
•

If you completed the initial survey or uploaded your resume, there may be portions of
your experience section already filled out
To edit this information, hover your mouse over each position and click on the pencil
icon (See Example Three)
Make sure to include the bullet points from your resume, this will add significant depth to
your page and employers will love to read more about your skillset (See Example Four)
To add more work or volunteer experience click on the “Add Work Experience” tab

Example Three:

Click on the pencil icon
to edit a position

To add more experience, click on
the Add Work Experience tab

Example Four:

Make sure to complete the
Description section
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Step Five: Organizations & Extracurriculars
•
•
•
•
•

If you are involved in or affiliated with a club or an organization, make sure to include it
on your Handshake Profile
Editing a position under this section is very similar to editing a work or volunteer
experience
Simply hover your mouse over each position and click on the pencil icon to edit the
position
To add more organizations or extracurriculars to your profile, click on the “Add an
Organization” tab
Make sure to fill out the description section to add more depth and information to your
profile

Step Six: Courses
•
•
•
•
•

During your time as a student at Baylor University, you will take many courses
It is highly encouraged to list some of these courses on your Handshake Profile
If you completed the initial survey, there may be a few of your courses uploaded onto
your profile
To add a course, simply click on the “Add a Course” tab (See Example Five)
Make sure to list only the most relevant courses to your major and career interests

Example Five:

To edit a course, click
on the pencil icon

To add a course, click on
the Add a Course tab
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Step Seven: Projects
•
•
•
•

This is where you can list any projects that you have completed in your classes or on
your own spare time
Make sure to give your project a name (Example: Senior Design Project or Neighborly
Recruitment Project)
Under the Position section, type in a title for your involvement in that project (Example:
Team Lead)
Then type out a description of a few things that you accomplished during that project
(This is formatted similar to your work and organization descriptions)

Step Eight: Skills
•
•
•

Lastly, complete the skills section on the left-hand side of your screen below the
progress bar
Begin adding skills to your profile by clicking on the “Add more skills” bar and typing out
a few attributes (See Example Six)
You can also add more skills by using the suggested skills section and adding the
relevant ones to your profile (See Example Six)

Example Six:

These are the skills that have
been added to your profile and
are viewable by employers

Handshake will suggest skills
to add to your profile

Type out a skill and add it
here

7

BAYLOR UNIVERSITY CAREER CENTER

Progress Bar Improvement Guidelines
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