Using Handshake

Welcome to Handshake, the University’s official job and career events board. Use
this to schedule advising appointments, RSVP for career development events,

and even apply directly to jobs and internships.

Log in at uchicago.joinhandshake.com

Get the job done .

Students .
T Click here, then use

Employers your CNetID and
Hire the next generation of talent. . .
password to sign in.

Career Centers
Bring the best jobs to your students.

Leamn More College Students and

Alumni Login

This is the Handshake homepage!

H

Jobs
Events

Employers

inbox € Make your profile stand out
Career center — Add key information to match with the most relevant
g e n Ice y jobs and opportunities.

On the left side of the em ployerS?
webpage, you will find
’ Reach ouft.

tabs that can be used
for navigating to the
job search engine,
events search engine,
employer search
engine, your inbox.

Attend an event

Learn more about employers or roles you're
interested in, directly from the source.

The University of Chicago Career Center —
View your school’s resources

From here, you can also
access the Handshake
“Career Center,” where
you can find more
resources and make
appointments with a
career advisot!




Make your profile stan

Add key information to match with the m

jobs and opportunities.

My profile

My jobs

My meetings

My decuments

My career interests

My reviews

Notification preferences

Attend an event Settings

Learn more about employers or rales yot

interested in, directly from the source.

w View your school’s resources

Switch users
Help
Terms of Service

Log out

What's it really like To work there?

Attend group sessions and events to learn things about companies you can't get online.

Virtual group session « 4 hr 30 min
Shanghai Online Careers
Fair 2023

=+ Imperial College London

View all events —

Message employers

Virtual group session « Multi-day

BCG Launch

Jul

Boston Consulting Group
(BCG)

Recruiters and hiring managers for these roles are open to messages from students.

Job - Full-Time

Financial W}
Administrator

Retirement Plans Department M...
Remote - Bala Cynwyd, PAand ...

™) JohnMNovak

Job - Full-Time

Havas Health & You A
Fellowship Program
(Finance)

Havas Health & You
On-site - Boston, MA and 4 mare

If you click the
profile icon in
the top-right
corner of the
page, you will be
able to access
more features of
the Handshake
platform.

If you scroll down, you
will find some
suggestions for events to
attend, opportunities to
consider, and employers
to connect with!

Virtual group session «1hr

L.E.K. Consulting Case
Workshop

LEK L.EK. Consulting

Job - Full-Time

Capula Analyst [N
Programme

Capula Investment Managemen...
On-site - New York City, NY and ...

3 Imogen Fricker



H Let’s have a closer look at the
navigation tools!

Jobs
Events
(49 »
Employers The “Jobs” page can be used to access
opportunities open to University
Inbox @ . . .
undergrads. Summer jobs and internships,
Career center academic year jobs, and post-graduation
roles can be found here!
Click “Jobs” to see this screen
" Jobs Search  Saved J'TQ ’
Jobs Search Q Q Location On-site/remote v L/"" Popular in your maJor\ > 9 Allfitters
Events —
Employers
258K jobs found I¥ Relevance v
Inbox @ . v
Career center =
mFUH-ﬂme Job Full-Time - Job
Analyst, Private Equity 0 - .
Advisory Analyst, Private Equity
Kingfish Group AdVisory

Remote - New York City, NY

... Kingfish Group

Remote - New York City, NY
[0 Full-time - Job

2024 Analyst, Private 0
Equity About the role

Press the “Job” tab
to search and filter all

the available jobs on
Handshake.

> Jobs  Search Saved ‘_L.Q g

Search Q Location On-site/remote v ~ Popular in your major > %5 Allfilters

256K jobs found

Press “Saved” to view and apply to

jobs you’d like to keep an eye out
for on Handshake.




H

Jobs

Events
Employers
Inbox

Career center

Let’s check on applications you’ve submitted!

Jobs

Search

25.6K jobs found

e

> 9% Allfilters

Search  Saved
Q Q Location On-site/remote v ~ Popularin your mg
I# Relevance - Step 1: Click on your profile image
My profile
My jobs
My meetings
- My documents
Make your profile stan
. . . M int t:

Add key information to match with the m v careerinterests

jobs and opportunities. My reviews
Notification preferences

Att d t Settings

end an even

Learn more about employers or roles yot .

. . . Switch users

interested in, directly from the source.
Help
Terms of Service
Log out

1-25 of 57 applications
Filters
Search A Entrepreneur in Residence, Education
'"T Salama bint Hamdan Al Nahyan Foundation
Enter a keyword... ) i Status: Pending

Application Type

+ Applied May 14

‘ + Add Application Type

| Research Analyst

[ Job (52)
[ Interview Schedule (5)

Status

~
Lsoherent  Coherent Economics

i Status: Pending
+ Applied Oct 11

+ Add Status

Interview: Research Analyst Interviews

~
Lroherent Coherent Economics

J Pending (44)
() Declined (6)

i Status: Declined
+ Applied Oct 11

Step 2: Select “My Jobs”

Be

15 Default~

Then you’ll be
shown a list of
opportunities
that you’ve
applied for!

Note: Some employers utilize Handshake for keeping track of applications, as well as
for informing candidates about their application status. Other employers do not use
Handshake for these purposes, and you may want to reach out to them directly if
you are curious about application you submitted to them.




Jobs

Search

Search

256K jobs found

Filters

On-site/remote Vv

Saved
Q Q Location
|5 Relevance ~
Filters
Job type
Full-Time Part-Time
Internship On-Campus Job + More

[ ] Interviewing on campus

Pay
Paid Unpaid

[:] Includes estimated pay

On-site/remote

[ | on-site

Work in-person

[:] Remote

Clear

-
25593 jobs found Show results

Use these criteria
to narrow your
search, such as by
job type, pay, and
on-site /remote
work model

Click here
to see all
£ filtering
options
~ Popular in your major > 5 Allfilters

To search for on-campus employment
opportunities, select “On-Campus”

Filters

Major

Add majors

Suggested

Public Policy

Qualifications

-

Keep scrolling down for more
advanced filtering options,

<

including employer
preferences for major, work
authorization, and more!

D Match all qualifications w

Work authorization
D Jobs that do not require US work authorization

D Jobs that are eligible for US visa sponsorship

D Jobs that are open to candidates with Curricular Practical Training (CPT) and/or

Optional Practical Training (OPT)

Clear

25593 jobs found w



Some more tips below!

administrative

2 jobs found IF Relevance «
Don't miss out!

New jobs are getting added all the time.
Save your search and be the first 1o know.

Part-time - On-campus

Administrative
Assistant (student) -
Office of Research...

University of Chicago
Remote . Chicago, IL

Part-time - On-campus
Student Manuscript 0
Editing Assistant

University of Chicago
Remote - Chicago, IL

Keep an eye on
the deadline!

Q (9 Location -1) <On-site.fremote v) ~ B

Click here on this
*bookmark* icon to keep
the opportunity on your
radar!

(It will appear under your
“Saved” tab.)

Part-Time - On Campus Student Employment

Administrative Assistant
(student) - Office of Research

Safety

f-r{ University of Chicago
@ Remote - Chicago, IL

About the role

Application deadline

If a position can be
completed remotely, it will be
noted here.

Information regarding the
possibility of remote work
may also be included in the
role description.

<

September 29,2023
12:00 AM

Company division

Posted date
June 26,2023

Estimated pay

$15.00-20.00 per
hour

Location type

Office of Research

Remote

Safety

(o) <

Click here to apply for a
position and upload
necessary documents!




Role Description

Student Administrative Assistant at
the Office of Research Safety

Under the supervision and direction of the Department Administrator, the
Student Administrative Assistant is responsible for performing various office
functions in the Office of Research Safety (ORS). The Student Administrative
Assistant will provide clerical support throughout ORS on a project basis, as
well as assist with maintenance of records and other related documents. The
student must be able to complete assigned work independently and with
accuracy after receiving oral and/or written instructions. This position will be
hybrid.

Responsibilities:
- Provide general office assistance (word processing, filing, mailings, etc.).

- Complete assigned special projects including file management, copy/scan,
data processing, Microsoft Office documents, etc.

- Assist with basic digital communications as assigned.

Scroll down to see more
< | | information about the
opportunity, including

View full description

You match some of University of Chicago's candidate

preferences responsibi]ities and
Employers are more likely to interview you if you match these employer preferences and
preferences: quahﬁcadons

v GPA + Majors

Note: Even if you don’t meet all
You match some of University of Chicago's candidate the preferences or qualiﬁcations,

preferences . .
sometimes you can still apply!
Employers are more likely to interview you if you match these

preferences:
v  GPA v Majors
X School Year Scroll further down
to see information
about the employer.
i i i Follow
About University of Chicago (_Fotow ) If you scroll even
turther down, you
Employees Industry Headquarters . .
will find a link that
10,000 - 25,000 Higher Education 970 E. 58th 5t., Ste. ..
303 Chicago, IL you can use to visit
60637 the employer’s
One of the world's premier academic and research institutions, the University HandShake prOﬁle'
of Chicago has driven new ways of thinking since our 1890 founding. Today,

UChicago is an intellectual destination that draws inspired scholars to our
Hyde Park and international campuses, keeping UChicago at the nexus of
ideas that challenge and change the world.

View full description



Pressing “Apply,” “Quick Apply,” or “Apply
Externally” on the posting will result in a
process prompt. You may be prompted to
upload application materials—which could

include a resume, cover letter, unofficial

transcript, and/or more; or you may be

prompted to navigate to an application portal
that is external to Handshake.

Apply to University of Chicago

Details from University of Chicago:

Applying for Administrative Assistant (student) - Office of Research Safety requires a
few documents. Attach them below and get one step closer to your next job!

1. Attach your resume

Search your resumes A I 0l Upload New

Recently Added

(Ken Leng_Resume_ZJs.ZOZS) <Ken Leng_Resume_12.9.2021>

Leng_Ken_Resume.pdf

2. Attach your cover letter

Search your cover letters v I LIl Upload New

Recently Added

(Ken Leng_Cover Letter [PHIMC).dnt:x)

You may select a
document that you have

(Cmr letter - Ken Leng,ChangingThePresent.pdi)

Select

3. Attach other required documents

uploaded onto Handshake Sottructions rom smpover; Colrss sohecul “Upload
in the past Search your other documents - Ior New” to
submit an
application

material that
you have just
put together!

You MUST submit all
the required documents

in order to apply!

Note: Pay careful attention to
any additional instructions!
Employers sometimes
require you to apply through
an external website.

When you are
ready to apply,
select “Submit
Application”




Federal Work-Study

Federal Work-Study jobs can be found on Handshake!

If you are Federal Work-Study eligible, your job search results will
automatically include jobs that are open exclusively to Federal Work-Study
eligible students.

Some important notes:

e Federal Work-Study can be used for most student employment
opportunities with on-campus departments.

o These opportunities will be marked as “on-campus
employment” and posted under a UChicago-affiliated
Handshake company profile (e.g., “University of Chicago”).

e Summer Federal Work-Study involves a separate application process
from academic year Federal Work-Study.

o If you would like Summer Federal Work-Study, please visit the
Financial Aid website for guidance on the application process.
You reach out to college-aid@uchicago.edu if you have any
questions upon reviewing their website.

e Not sure if you have Federal Work-Study? Visit the Student
Employment website for more information.



https://uchicago.joinhandshake.com/stu/employers/11363
https://financialaid.uchicago.edu/undergraduate/types-aid/federal-work-study-and-employment
mailto:college-aid@uchicago.edu
https://studentemployment.uchicago.edu/
https://studentemployment.uchicago.edu/

Thank you so much for looking at this guide!

For any additional guidance on how to use Handshake, feel free to reach out to
careeradvancement(@uchicago.edu, (773) 702-7040, and/or reach out to a career advisor
via email or appointment request!



mailto:careeradvancement@uchicago.edu

