Step-by-Step Guide: How to Log In, Navigate, and
Apply for Jobs in Handshake

Your gateway to jobs, internships, and on-campus opportunities.

Handshake is CT State’s official job board connecting
students with employers. Use it to explore jobs,
internships, and career events. You can also apply for on-

campus positions, including Student Labor and Federal
Work-Study. Follow these steps to log in and start an S a e
exploring Handshake.

Internships | Interviews | Careers | Events | Resources

1. Go to my.ctstate.edu

ts, faculty and staff can access Banner Self-service (student, billing, financial aid, faculty, finance, etc.); DegreeWorks, the degree
lystem; Blackboard, the course management system; CT State email; and other support services and systems by logging into

ate. Those activities include, but are not limited to, registering for classes, accessing CT State technology, visiting New Student

htion, and much more.
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https://my.ctstate.edu

2. Log in using your CT State email address and password

Login Portal
Sign in

f\JeUD (e.g. FirstName.LastName[#]@ctstate.edu) ]

Can't access your account?

The Connecticut State Colleges and Universities
Information Technology (IT) resources are solely for
use by authorized users. By accessing this system
you are agreeing to abide by the Acceptable Use
Policy and related policies.

3. Click "VIEW ALL CARDS"

Q  VIEW ALL CARDS

Faculty Quick Links & Blackboard &
2 College Email / Blackboard
1
Q  Academic Catalog = Office 365 « Course syllabi, lectures, homework, etc.
Help Desk

« Support for students and faculty
il Course Evaluations Q Disability Support Training Videos



4. Click "Find cards"

= myCTState All Cards
[ Q Find cards ]’

browse classes wdce attendance class list class roster grade entry register for classes self-service
Alert Submission & Blackboard & Calend
Blackboard
= Course syllabi, lectures, homework, etc.
Help Desk =
@ « support for students and faculty
Training Videos

No Sections
Currently Mo Sections are Assigned
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= myCTState

Q career services X \
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6. Click "Handshake"

Career Services n

@ Focus 2 Career [ £ Handshake

Q_  Office Locations \

o About Career
Services

7. Log in using your CT State email address and password

Hello, job seeker

Enter your CT State Community College email.

|

Need help?

Your Handshake account is already created for you. If this is your first time, follow the prompts to
activate it.



8. Click your initials in the top right, then select “My Profile”

D

Dl

NV

My profile
My jobs
My meetings
Repl
i My documents
My career interests
View more
Notification preferences
Reliance Health, Inc. ﬁ' Reliance Health, Inc. 0
= Non-Profit - Other 3 | Non-Profit - Other .
School connections
irect Support Professional Service Coordinator - SOAR
18.54/hr - Full-time job $18.54/hr - Full-time job Settings
arwich, CT (Onsite) - 5 months ago Norwich, CT (Onsite) - 4 months ago
Switch users
Contact support
.
9. Complete your profile
DJ CT State Con‘-r"mr-ir-.-' College - ) Edit
0 followers- 0 following
@ Mew Britain, CT &8 Linkedin
About  Profile viewers
(@ Unlock a custom link %

Get a profile link that's better for sharing by completing at least 70% of your profile.
Right now it's at 20%.

What makes a profile complete?

Looking for +

& Only visible 1o you Make visible to other

r 4 T

A complete profile helps Handshake recommend jobs, internships, and events tailored to your
interests. Be sure your name, major, and school information are correct. Start by completing the
Looking for, Summary, Skills, Work Experience, Education.



Now that you have activated your Handshake account and updated your profile, it is time to explore.
Handshake is organized into sections to help you get started: your Feed for personalized updates,
Inbox for messages, Jobs for on- and off-campus opportunities, Events for career fairs and workshops,
People and Employers to connect and network, and the Career Center for campus resources. Use
these areas to discover jobs, internships, events, and on-campus opportunities tailored to you.

10. Explore your homepage

H Explore
(7] E)q::lore$tJ
O Feed asme CT State Community College
. View your school's resources
& Inbox @
& Job Reply to Shatura Hall from Booster?
obs
Bl Events
2 People ' New Top jobs for you
B Employers
Reliance Health, Inc. @ Relia
areer center B Non-Profit - Other W | Non-f
9 c t (]
Service Coordinator - Community Direct Supp
$18.54/hr - Full-time job $18.54/hr - Fu

Norwich, CT (Onsite) - 5 months ago Norwich, CT (Or

Not what you're looking for? Update career interests

i Suggested job searches

The "Explore" page is your personalized homepage in Handshake. It highlights jobs, internships, and
events based on your profile and activity. You will also see updates from CT State’s Career Center,
featured employers, and trending posts from other students. Use this page as your starting point to
quickly find opportunities and stay up to date on what matters most to you.



11. Click "Feed"

" Feed Foryou Saved

Explore

B Fecd

{hj Al Your 1

& Inbox a
Brandon Aguiar

ﬂ:l Jobs Promoted - Recruitment Market
Hear from our colleagues z

B Events impacted them! Personally,

leaders and mentorship for

~\ People ' New
B Employers

Career center

The "Feed" allows you to share social media type updates and interact with content from students on
Handshake from all colleges and universities.

12. Click "Inbox."

H Inbox
Explore
O Feed All Unread Archived
& Inbox o
. 8 <l Aug 19
G Job Digital Sourcing Specialist - Booster
obs
Hi DeWayne J..Welcome back to school, let's mak...
Bl Events
2 People ' New O s y Jul 30
8 Employers vae v o cograms - US. Navy
Hi T *, Your background in AS, General 5t..
= Career center
Jun 24
L
Cape Reserve
Hi Bt "' I noticed your profile, and it looks ...
‘ May 15
y Sr. Recruiter - Target
Hey | was impressed by your profile ..

Check messages from employers or Career Services. Use it to ask questions and follow up on
applications.



13. Click "Jobs"

" Jobs Search  Saved
Explore
O Feed Search jobs Q CT State collections Location Full-time job Internship
& Inbox o
10K~ jobs found Most relevant
=
fa Jobs . =
@ Want to see more relevant jobs? X H
() Events Update career interests
2% People ' New A
o, The Hartford Steam Boiler Inspection... I:I X PI
@ Employers HSB  physical Security Operations
Center Coordinator
T Career center ) C‘
$52-58K/yr - Full-time
Hartford, CT. 2wk ago Post
en CT State Capital ) . I:I X
CA Federal Work Study Financial
Aid Office Assistant
$16.35/hr - Work-study - Aug 21—Dec At

24

s T T —_

Search for on- and off-campus jobs, including Student Labor and Federal Work-Study. Use filters to
narrow your results.

14. To apply for Federal Work Study Jobs / On-Campus Employment, Click
“Explore”, then scroll down to “CT State Collections”.

hAFlvlb 7 LEMTSr 1 DWWV WAV B Ol WLt LW WWII W LIV
H o / Explore
© Explore
O Feed (CT State collections \
& Inbox o
tb Jobs Student Jobs - Federal Work-Study at
Middlesex
Events CT State Middlesex
2} People | New o 9 iobs
& Employers )
T Career center

If you are eligible for Federal Work-Study or On-Campus Employment, click on "Explore" and scroll
down to "CT State Collections". Select your campus to view the on-campus jobs available at your
location. Once you find a position you’re interested in, click the job title to view details and then select

"Apply”.



15. Click "Events"

H Events
Explore
O Feed
& Inbox
2] Search events Q
th Job
obs CT State collections  ~ Category Medium v Date ~
E Events
A People New
[ Employers
A {
T Career center 5 ,@
Career fairs Career center
at your school — employer events —
All events

Use the “Events” page to explore in-person and online opportunities, including career fairs, employer
info sessions, and workshops on resumes, interviewing, and skill-building.

16. Click "People"

H People
Explore

(]

Feed Q Search by keyword School ~ Employer Job role ~ = Filters

Inbox e

©

Jobs Peers you might know

&

Events

R l’eog!ﬁ New
E' Emp'uyers CT State '28 - AS, Genera
]
T Career center
. CT State '28 - AS. Genera
‘ CT State ‘25 - AS, Genera

Use the “People” page to connect with current students and alumni from CT State.



17. Click "Employers"

h Employers
@ Explore

Feed
& Inbox @

& Jobs Johnson & Johnson
Healthcare - 40.2K followers

B Events
@ Mew Brunswick, NJ (b 25000+ Ehb Public

ol

Search Q Employers you follow Location Industry ~ Employer

2 People  New

2] Employ@ Granite

GRANTE
Construction - 4.81K followers

= Career center
© 585 West Beach Street, Watsonville, Cali.. b 5,000- 10000 &

U.S. Department of Health and Human Services
Government - Local, State & Federal - 70.8K followers

@ Washington, DC th 25,000+ (b Government

By U.s. Coast Guard

Government - Local, State & Federal - 3.78K followers

® 2703 Martin Luther King Jr Avenue SE, Wa... th 25000+ (b Ge

Use the “Employers” page to connect with employers and search for jobs that they have posted to
Handshake. You can also use filters to customize your search.

18. Click "Career center"

@ Explore
O Feed

& Inbox o

Ebh Jobs

B Events

2 People ' New c‘l’ s‘I'A'I'E

EI | COMMUNITY COLLEGE
Employers

® Career centpy CT State Community College

Appointments — Resources —
Schedule time to meet with Read curated content from you
experts and build your career career center

Use the “Career Center” page to browse your campus career services center as well as the career
services resources available to you.



19. Click "Get the app"

It's better on the app

Evarything the wabsite does for on-the-go career support. Plus
reminders so you never miss a thing.

(@ Fop siore | [ B> Googeriey |

Download Handshake from the App Store or Google Play to search and apply for jobs, message
employers, and receive real-time alerts about opportunities and events.
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