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Introduction 
Handshake is the primary career networking platform used by CCD students to connect 

with employers, discover opportunities, and build professional relationships!  

 

Objective and Goals 
By the end of this instructional step by step guide, students will have an activated 

Handshake account accompanied with a completed profile and training for how to outreach 

industry, apply for jobs and access career resources.  

Did you know? 
Student who has completed 100% of their handshake account will be entered into a 

drawing to get free SWAG and school suppliess 



1. Activating Your Handshake Account 
Activating your account is the first step to using Handshake.   

How to activate your account through Navigate 360 
Step 1: Log in to your Student Navigate360 Portal 

Step 2: On the left-hand side of the screen scroll down the menu and click the 

Handshake link 

Step 3: Enter your Student email address 

Step 4: Click send one time code 

Step 5: Type your first and last name in the type box under “What should we call you?” 

and then click continue 

Step 6: Enter one time Code and verify  

Step 7: Enter Community College of Denver  

Step 8: verify your phone number by adding your phone number 

Step 9: Answer the Handshake prompts about your career goals and location 

Step 10: Turn on Job alerts! 

Step 11: Click “Start Exploring!” 

 

How to activate your account online 
Step 1: Open Browser 

Step 2: type https://app.joinhandshake.com/join  in the search 

Step 3: Enter your student Email address 

Step 4: Click send one time code 

Step 5: Type your first and last name in the type box under “What should we call you?” 

and then click continue 

Step 6: Enter one time Code and verify  

Step 7: Enter Community College of Denver  

Step 8: verify your phone number by adding your phone number 

Step 9: Answer the Handshake prompts about your career goals and location 

Step 10: Turn on Job alerts! 

Step 11: Click “Start Exploring!” 

 

https://app.joinhandshake.com/join


 

 

 

Tips & Best Practices 
TIP: Answer the Handshake prompt as accurately as possible! 

 

 



3. Building a Professional Profile 
A profile that is at least 70% complete increases visibility with employers and ensures 

accurate job matches in Handshake 

Numbered Procedure 
Step 1: Click your name initial in the top right corner of the handshake explore page 

Step 2: Click Profile in the drop-down menu 

Step 3: Under overview edit the following profile section: 

 Looking For 

 About 

 Skills 

 Work Experience 

 Education 

 Courses 

 Organizations 

 Projects 

 Languages  

Step 4: Click your initials at the top right corner of the page 

Step 5: Chose Settings on the drop-down menu 

Step 6: Click account access 

Step 7: Click add Email 

Step 8: Type in your personal email address (different from your student email) and click 

save 

 

 



 

 

 



Tips & Best Practices 
TIP: Make sure to update your profile overview after each semester to keep employers up to 

date with your educational progress 

TIP: Adding your personal email address means you can use Handshake after you graduate!  

 



4. Uploading Career Documents 
Upload your resume and cover letter to support applications and networking!  

Numbered Procedure 
Step 1: Click your initials at the top right corner of the webpage 

Step 2: Click Documents 

Step 3: Click Upload New Document 

Step 4: Upload Resume into the Document Files 

Step 5: Give it a name and choose Document type 

Step 6: save your Document 

Screenshot Placeholder 

 

Tips & Best Practices 
TIP: Need resume and cover letter support? Use Quinnicia! 

TIP: Make your document visible to employers to help them find and match you with 

relevant jobs 

 



5. Following Career Pathway Collections 
Collection is where the Career Connected Learning Program highlights employers and job 

postings based on CCD Pathway and Careers. Follow collections aligned with your academic 

pathway and career interests so that you can be updated with opportunities that align with 

your degree!  

Numbered Procedure 
Step 1: Click Career Center on the left side of the webpage 

Step 2: Click Collections 

Step 3: Chose the career collection that aligns most with your interest. 

Step 4: Click Follow at the top right of the collection page 

 

Tips & Best Practices 
TIP: Follow more than one collection if you are still undecided 

TIP:  

 



6. Connecting with Employers 
Use employer search tools and filters to identify professionals in your field. This is a great 

way to satisfy possible informational interview assignments or follow up with employers 

after a career fair!  

Numbered Procedure 
Step 1: Click “employers” on the left side of the screen 

Step 2: Use the filter feature to find employers within your interested location, industry 

and size 

Step 3: Click on the employer and click follow on the employer profile page 

Step 4: 

 



Tips & Best Practices 
TIP: Scroll to the bottom of the page to identify people who work for the company, follow 

them if you are interested in learning more about their role! 

TIP: Use clear and respectful communication. 

TIP: Respond promptly to employer messages. 

TIP: Proofread all written communication. 

 



11. Student Assessment & Completion Checklist 

☐ Activated Handshake account 

☐ Added personal email address 

☐ Completed at least 70% of profile 

☐ Uploaded resume 

☐ Followed degree/pathway collection 

☐ Identified at least three employers 
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