THE MBA GUIDE TO HANDSHAKE
Welcome to Handshake! This guide is designed to help you navigate the Handshake platform with ease. Be
sure to familiarize yourself with the important resources and policies found on the last page.

HOW TO SIGN ON TO HANDSHAKE
1. Go to https://bu.joinhandshake.com/login
2. Click “Boston University Student Login”.

3. Log in using your Kerberos username and password.

This is what your homepage should look like:

SETTING UP YOUR PROFILE
Next, you will be prompted to start filling out your profile. Some of your profile information is pre-populated
by BU and is not able to be changed. You should add your undergraduate education, work experience, etc.

Build your profile faster by uploading your resume:
• You can upload as many resumes and cover letters as you want to Handshake. Learn how here.
• You can opt to have your document visible to employers. Click the “Feature on Profile” button after
uploading your resume or click the “Visible” circle next to the document desired if you have uploaded
more than one.
• You can complete your Handshake profile using a resume by selecting “Build Profile from Resume” when
uploading your resume.
Please complete this step or Handshake will not show you relevant opportunities. The more you use Handshake
and tell the platform about your career needs/interests, the more targeted your search results will be.

PROFILE SETTINGS: HOW DO YOU SET UP YOUR WORK AUTHORIZATION?
1. Go to the drop-down menu below your name on the top right corner of the page.
2. Click “Settings & Privacy”.

3. Next, scroll down to the “Work Authorization” section.
4. Answer the questions in the box.

If you don’t answer them when you setup your profile, you will be asked these questions upon your first
job application through Handshake.
Your answers will be saved for future applications.
Note: If you check the box that says “prefer not to answer these questions”, you will show up as NOT FULLY
QUALIFIED for all positions.
The employer will be able to see that the reason you are not fully qualified is because you did not answer
the questions.

International students: If you are an international student who can work in the US and will need
sponsorship to work in the US after your OPT has ended (after graduation), you should answer “YES” to
both questions.
If you will need sponsorship to work in the US after your OPT ends, you should answer “YES” to the second
question, even if you have a STEM extension.
If an employer chooses to interview you because you indicated that you will never need sponsorship, and that is
not true, it will reflect poorly on you as a professional and on the MBA program.
You can see the Help Center’s information on Updating Work Authorization for more information.

PROFILE SETTINGS: HOW DO YOU SET UP YOUR NOTIFICATIONS?
1. Click the round icon on the top right corner of the page to view the drop down menu.
2. Select “Notifications”.

3. Click “Edit Notification Preferences”.

On this page you can edit your notification preferences by checking and unchecking your preferences.
They will save automatically.

Think carefully about how you want to receive notifications when selecting your preferences. Employers
post many important opportunities on Handshake that you don’t want to miss out on. Be extra mindful of
notifications after initial set up, which includes checking your junk or spam inboxes for emails.

PROFILE SETTINGS: HOW DO YOU SET UP YOUR CAREER INTERESTS?
1. Click the round icon on the top right corner of the page to view the drop down menu.
2. Select “Career Interests”.

On this page you can set up your career interests by answering all of the questions provided. These
questions will ask about the type of jobs, roles, industries, and job functions in which you are interested.

Please complete this step or Handshake will not show you relevant opportunities. The more you use Handshake
and tell the platform about your career needs/interests, the more targeted your search results will be.
3. Once you have completely filled out the “Career Interests” section, click the “Save My Career Interests”
button on the bottom right corner of the page.

Note: If your career interests change, you can edit your answers at any time.

HOW DO YOU SCHEDULE AN APPOINTMENT AT THE MBA CENTER?
1. Click on “Career Center” on the top right corner of the page.

2. Click “Appointments”.

3. Click “Schedule A New Appointment”.

4. Select “Questrom MBA Center” and choose an appointment type.

You will be taken to the next available appointment times once you have selected a category and type.

5. Select the Appointment Medium that works best for you.

5. Enter details about the appointment in the “What can we help you with?” section.

7. Click “Request” at the bottom of the screen. You will be taken to the overview of the appointment where
you can cancel the appointment or add comments before it is finalized.

HOW DO YOU SCHEDULE AN APPOINTMENT WITH AN INDUSTRY RELATIONS
MANAGER (IRM)?
1. Similarly to the process outlined above, go to the drop down menu below “Career Center” on the top
right corner of your homepage and click “Appointments”.
2. Then click on “Schedule A New Appointment”.
Initially, the only appointment type which may be available to you will be a 15-minute Touch-Base
appointment. This will allow you to introduce yourself, ask a brief question about an event, or clarify recruiting
timelines. Only after you have worked with you career coach in the MBA Center, and they have referred you to
an IRM, can you schedule a 45-minute appointment.
3. Select “Questrom Feld Center”.

4. Pick an appointment type.

5. You will be taken to the available appointment times once you have selected a category and type. Click
on a date and time that works for you.

6. Select the Appointment Medium that works best for you.

7. Enter details about the appointment in the “What can we help you with?” section and then click
“Request” at the bottom of the screen.
8. You will then receive confirmation of your appointment and be taken to the overview page for it.
Note: For virtual appointments, the Zoom link can be found on the bottom left side of the overview page,
under “Where”.

HOW DO YOU REGISTER FOR QUESTROM EVENTS?
1. Click “Events” at the top navigation bar to see all events.

2. To search for events, use the search bar at the top left of the page.

Note: To search for MBA events, click “All Filters” add the “MBA Event” label.

3. Click on the event title for more details.
4. To save an event, click the icon on the upper right corner of the event.

5. To register for an event, click the dark blue “Register” button on the right side of the page.
Once you’ve clicked it, the “Register” button will turn grey to show that you are registered.
To withdraw from an event, click the grey button so that it reverts back to dark blue.

Registering for an event means you are going to show up, NOT that you are merely expressing your interest.
Names of all registered students are sent to company representatives and Questrom’s No-Show Policy will be
enforced.

HOW DO YOU REGISTER FOR WORKSHOPS?
1. Select “Events” from the top navigation bar.

2. Click “All Filters”.

3. Select “Workshop” under “Event Type”.

4. To register for a workshop, choose the one wish to attend and follow the steps outlined above for events.
Registering for a workshop means that you are going to show up, NOT that you are merely expressing your
interest. Questrom’s No-Show Policy will be enforced.

HOW DO YOU SEARCH FOR JOBS & INTERNSHIPS?
1. Click on “Jobs” on the top navigation bar.
You will be taken to the “Job Postings” page. From here, there are various options available to view
available jobs and narrow your search.
If you want more relevant opportunities or content shown to you, be sure to have completed your career
interests. Over time, Questrom will “learn” your preferences based on your usage.

2. To search for jobs using keywords or locations, use the search box at the top of the page. Enter a few
keywords or the location and click “Search”. All matching results will be provided.

3. Click “All Filters” to refine your search (i.e. Job Type, Job Function/Industry, Work Authorization).
To filter by MBA Jobs, scroll to the bottom and add “MBA Opportunity” to “Labeled by Your School”.

Note: If you would like to save a job or employer, click on the icon in the upper right corner.

HOW DO YOU SIGN UP FOR AN INTERVIEW SLOT AFTER BEING SELECTED?
1. Click on “Jobs” on the top navigation bar.

2. Click “On-Campus Interviews” to see a list of company on-campus interviews. You will receive a
notification from Handshake if a company has selected you for an interview.

3. After scheduling an interview, students may swap slots with other students. For more details, click here
to see the Handshake guide to Interview Slot Swaps.

For questions regarding on-campus interviews and the application process, please contact
questromcareers@bu.edu.

HOW DO YOU UPLOAD YOUR TARGETED SEARCH PLAN (TSP) TO HANDSHAKE?
1. Click the round icon on the top right corner of the page to view the drop down menu.
2. Select “My Profile”.

3. Scroll down to the “Documents” section and click “Upload”.

4. Click “Select From Computer” and select your TSP.

5. Click “Add Document”.

Note: Once you have added your TSP, do NOT click “Feature on Profile”. Doing so would make your TSP
visible to employers who are looking at your Profile.

WHERE CAN YOU FIND MORE CAREER RESOURCES?
Explore the Handshake website by using the toolbar at the top – search jobs, events and resources.
Under Career Center, go to “Resources” in the drop-down menu.
Here you will find important policies and guidelines, including:
• Policies – BU Career Centers
• Be a Savvy Searcher: Internship/ Job Search Tips and Precautions
• The Student’s Guide to Working with Third Party Recruiters
You can also find many exclusive, external career resources which the University has invested in for BU
students.
• GoinGlobal and Vault are two strong career intelligence forums.
For any additional questions you can visit the Handshake Help Center.
Note: A Handshake app is also available for download on mobile devices.

CONTACT INFORMATION
Questrom MBA Center
http://questromworld.bu.edu/grad/
mbacenter@bu.edu
617.353.7800
Questrom Feld Center for Industry Alliances
https://questromfeld.bu.edu/
questromcareers@bu.edu
617.353.2834

