
Business and Communications Virtual Career Fair 
Step-by-Step Guide 

 

 
What do to ASAP:  
 

1. Complete your Handshake profile to the best of your ability. Aim for a 100% completed profile. 

 
 

2. Polish your résumé.  
 

3.  Upload your now updated résumé.  

 
4. Go to privacy settings and set it to “Community.” Setting your privacy to “community” is the only 

way to allow you to participate in sessions and access your résumé for the virtual career fair.  
(Reference the screenshot on the next page.) 



 
 

5. Fill out the work authorization section. 

 
 

6. Go to your “Documents” and set your resume to “Visible” for employers to access your document. 
This step is very important! Setting your document to “Visible” is the only way to allow employers to 
access your résumé for the virtual career fair.  
 

 

 
 

 
7. Set up your notifications so you don’t miss important messages about the career fair. 

 

 
 



 
Now that your profile is all set, it is time to REGISTER for the career fair. You will not be able to participate in 
the event without completing the following steps!  
 

7.  Under “Events,” select “Career fair” and type “Business” in the search bar. The 2020 Virtual Business 
& Communications Career Fair will pop up. 

 
 

8. Select this event and click “register.” 
 

 
 

Whew! Now that your profile is complete and you have registered, you are able to participate in the fair. 
 
Employers may select how they want to participate in the event: group sessions and/or holding 10-minute 
1:1 sessions. It is completely up to the company how it wants to engage with students. 
 
Group Sessions: These sessions are an opportunity to learn more about the company and roles at the 
organization. We highly recommend signing up for group sessions with employers of interest. If you have 
signed up for a 1:1 with the employer, attending a group session will help you prepare. 

• Duration: 30 minutes 
o You can join the group session at any time during the 30 minutes.  
o You must register for the session in order to attend, but you can register up until the start time 

of the session. 
 
1:1 Sessions: These are 10-minute sessions with a recruiter from a company. The recruiter will be able to 
access your résumé through your profile (because you changed your privacy settings in step 4!).  

• Duration: 10 minutes 



o Employers can set preferences for 1:1 slots. If you are unable to register for a 1:1 session it is 
because you didn’t meet the employer’s set preferences. In this situation, we suggest attending 
a group session (see above) to have the opportunity to meet the recruiter.  

 
9. Sign up for the group and/or 1:1 sessions that interest you. On the event listing, click on “available 

sessions.” (Reference the screen shot on the next page.) 
 

 
10. Search for employers of interest to sign up for a group and/or 1:1 sessions that fit your schedule. 

Here’s an example of what a session might look like: 

 
Once you have set your schedule, you can go to the “Your sessions” tab for a complete listing.  

This is where you will need to go the day of the event to get access to your sessions.  
 

 
11. On the day of the career fair, go to the “Your sessions” tab and click “join video” to participate in the 

session.  



 


