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Disability Benefits Estimator Resume Builder

Use this tool to estimate your Create, save, and share your
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THE DOCUMENT CENTER

* Access to all parts of the tool

* Top menu provides access to:
* Job Search through Indeed
e Calendar of Optimal Trainings
e Account Information Details
e Contact to Optimal Resume
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Website: http://w

ime searchable by employers! Follow 3 easy steps.

€ ) Looking for a job? Make your resul 5 Play Vid
I W -onrrovos

(N S
= Create New Resume ﬁ- Create New Letter sk Create New Portfolio

Manage Your Resumes Manage Your Letters Manage Your Portfolios

oooooooooo

)
& ASSESSMENTS INTERVIEWS GVIDEO RESUMES

S
llj- Create New Assessment ‘;‘ Create New Interview *’ Create Video Resume
Manage Your Assessments Manage Your Interviews Manage Your Video Resumes

No Assessments

[;4‘ WEBSITES

- Create New Website
Mana Websi

No Websites.

3@@@



ASSESSMENTS

ﬂ ASSESSMENTS

e Three assessment tools:
* Skills Inventory

e Accomplishment Sheet
* Proficiency List Manage Your Assessments

a
Il:l- Create New Assessment

* Suggested items based upon profile = NoAssessments
information

e Add snippets that provide brief ABILTIES (6 B
examples

SKILLS (@mwoe) e
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PORTFOLIOS

* Compile a “folio” of:
* Documents

Pictures

e Links

Presentations

* Create more than one
* By project
* Byjob

HOW TO MAKE AN OPTIMAL FIRST
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| l Gabi the Puppy

.PORTFOLIOS

_* Create New Portfolio

Manage Your Portfolios

No Portfolios

(@) USE THIS TEMPLATE

., CREATIVE PORTFOLIO

Websites  Photography  lllustrations ~ Videos  Audio Samples

Websites

Include any links ta your online work in this project. This could include: websites you have designed or maintained. articles you've written, a personal or

professional blog, or links to work you've contributed online. More

A1)  Images(0) Documenis(0)  Videos(0) AudioFiles (0)
File Name Description
y MyOptimalCareer nia

Photography

If your career path requires photography skills, use this project to demonstrate your camera and composition abiliies. If your photos are already hosted on
another photo-sharing website, such as Flickr or Picasa, consider using the hyperlink tool to link More

Al(1)  Images(l)  Documenis(0)  Videos(0)  AudioFiles (0)

File Name Description

On weekends, | volunteer at a More na & Download _ View

Writing Samples  Presentations

Hyperfinks (1)

Requirements Action

nia " view

Hyperiinks (0)

Requirements Action
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RESUE

* Options:
 Start from Scratch
* Use Headings

e Use Templates by Industry and
Experience

.
_-'- Create New Resume

Manage Your Resumes

No Resumes

* Editing Tools:
* Style and Format
* Spellcheck
* Tips, Suggestions and Instructions

HOW TO MAKE AN OPTIMAL FIRST 6
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LETTERS LETTERS

* Functions similarly to Resumes
Create New Letter

.

* Eight types of letters

. Manage Your Letters
* Three experience levels

No Letters
e Save, copy, share

@ SECTION EXAMPLES (%]

. Letter types . Paragraphs . Examples
Broadcast Letter v Introductory in the introductory paragraph of a follow-up
Paragraph letter, remind the reader of when you

Employer Inguiry

Content Paragraph interviewed and of your continued interest
Specific Job Response Closing Paragraph in the position. Show that you enjoyed |
Hetworking meeting with the employer and share
Reminder some of your favenite parts of the
o interview.... Read {fore
Thank You
+ Follow-up Thank you for interviewing me for the [position name]
position last week. | learned a lot from our meeting,
Acceptance and | enjoyed meeting vou and your staffin person.
References From our interview, my interest in working for
[company name] has strengthened greatly.

Luaeanild lika tn thank vnn far takina tha tima oot of wnore

HOW TO MAKE AN OPTIMAL FIRST 7 QO
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VIDEO RESUME

cVIDEO RESUMES

* Requires a web cam
. Teleprompter option &" Create Video Resume
* Highlight sections with text Manage Your Video Resumes

No Video Resumes

HOW TO MAKE AN OPTIMAL FIRST
IMPRESSION
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WEBSITE Q WEBSITES
e Combine all Resume Builder

. : .. - Create New Website
features into a website (similar to

LinkedIn) Manage Your Websites

* Design selections No Websites

l—? | SELECT WEBSITE TEMPLATE

Compromise Optimal Blue 1

I

Environment OptimalGray2 ~  Steel ~ Accent

HOW TO MAKE AN OPTIMAL FIRST s OO
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INTERVIEWS INTERVIEWS
* Practice Interviewing

_ G- Create New Interview
* Listen only

* Audio only Manage Your Interviews
* Video/AUdio No Interviews

* 9 Types of Interview Questions
T

* 20 questions per interview session To— -aneﬂmumeabw
* Provides question and correct answer | g snags mevw 20) ]

Inappropriate Questions (10) This gets to another level about goals,
achieverments, skills,

Initial Face-to-Face Interview (20) strenaths/weaknesses, and team fit.
Displaying good communication and P4

Panel Interview (20) interpersonal skills is critical.

. Behavioral Interview (|

Behawvioral Interview {20)

Pressure Interview (20)

Screening Interview (20)

w
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Custom Interview (build your own)
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RESUME GPS

‘Q- Update ResumeGPS Prafile B watch video Turoria

:
* Opt-in from tool bar on resume e —————

Check this box to make your contact information private. Note: You may still receive messages from employers who view your resume.

* Complete the information

Tags are a smartway to categorize your documents Upload a professional photo for employers (optional)

You can assign mutiple tags to a particular document e No fils chosen

* Add Tags (comma separated) ?

— EDUCATION INFORMATION:

* Check your: o e

M?{f"a'is’;) () (BBA) Marksting

[ (BBA) Marketing and Operatians
) IVI e S S a e S : [ (BBA) Operations & Information Management
— N [ (BS) Hospitality and Tourism Management
g LOCATION: ) (AAS ) Computer Technician / Network &

oy g System Admin Emphasis

() (A.AS.) Early Childhood Education

* Statistics o e

.ka [Pick One] v
Experience:

—CAREER PREFERENCES: “Work Status:

* Online Interview requests

[Pick One] v

S v Lang“ﬂe[;:i";; [ Afrikaans
Willing to | [ Albanian m
relocate: () American Sign
Work type: [ Career/Degreed ) Amharic
'. Show only: . 25\ 5 oeop [ Arabic
MESSAGES [iowllsssages 7 M sTATISTICS e i
[ Externship g Assyrian
. [ Fellowship
Mo Messages Mo organizations have clicked on your resume. o
[0 Internship
Opento

volunteering:

Status:

= ONLINE INTERVIEWS D VIDEOCONFERENCES

Mo online interviews Mo videoconferences have been scheduled.

HOW TO MAKE AN OPTIMAL FIRST 11 OO
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CUSTOMER GROUP ACCESS

* From lllinois workNet “My Dashboard” s ou sssmen ot . igh el cveniew et oo st for your

e Partner Tools

* Customer Groups
* Select Group
e Select Customer in Group

View or Review Optimal Activity

HOW TO MAKE AN OPTIMAL FIRST
IMPRESSION
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A& My Dashboard = Messages (4) M Bookmarks OResumes skills & Interests

Partner Tools

Assessments Dashboard

customers in lllinois workNet. The links provide a filtered list of customers who meet the criteria for that
@ section of the dashboard. These include skill and interest surveys, Employment 101, NOCTI 21st Century
Skills, Observational Evaluation, and Worksite Evaluation.

Customer Groups/Customer Support Center

Customer Groups provide an interface that allows all lllinois workNet partners to provide assistance and
guidance to customers through lllinois workNet. Partners can view customer assessment results; view

Customer

Groups customer saved plans; and communicate with the customer.

L CUSTOMERS - PROFILE

m Public Profile Groups Assessments Optimal Resume :

workNet ID 175839 Optimal Resume
Is Active Yes
View saved resumes and more. Optimal Resume is free to Illinois workNet customers and partners. Tools include a
Joined 9/20/2010 resume builder, letter builder, portfolio builder, assessments, interview tools, and more. Learn more
Role Workforce Professional NOTE: If the customer's Optimal Resume items are not showing up (and they have them in their account), make

sure the email in their Optimal Resume profile and Illinois workNet profile match.
Reset Password Send Me: e

Show[ 10| entic e

Name “ Type Date Created Date Last Updated  View Options
Chelsea Test Resume Resume 5/31/2014 5/31/2014 Web - RTF -
for Print PDF
Chelseas-Test Website 6/7/2016 6/7/2016 Web

Clones Resume 2016 Resume 2/13/2016 2/13/2016
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Prepare Your Resume

ILLINOIS WORKNET RESOURCES "

» www.illinoisworknet.com/resume
YouTube Playlist . S—

your education and work expenence. It is a critical document, because it  used to determine i
view, It provides a first impression of your skills and abilities. That means it

Career, Wages & Trends

e st o Pathay. f you recetse W

you will get an in
needs 10 be s perfect as possible.

.
How-To Instructions st
Use a format that best highlights your education and work experience.
Are customized for each job using keywords from job description.
| f +aghight technical and soft skl using action words and 3 postie fone
Select a Format
. . Types
Links to useful articles " it congmr Tk el
ce. or those with gaps in employment.

© Indude credentials and certficat
expenience. or

Use information that is accurate and up-to-date.
froe from errors,
» Chronological - Outlines educational and work experience in 3 time fine.
* Combination - Combines some of the features of functional and chronological resumes. It
highiights skils and experiences as wel as 3 brief job history,

Sections

Header - Include your name and contact information.

Objective - Put together 3 couple of ines that summarize the job that you are apphing for

and what you can bring to the position.

« Experience - Show that you have experience with being responsibke and working with
others. This section usually inchides employment dates, organizatio .

brief description to show the skis you used i the position and hoy

11 1 (gancanen Illinois workNet JobFinder
« www.illinoisworknet.com / Jobs e |

s
 Associotions/Memberships
held.

include all positions that y
ions/Licenses - Show that you have evidence of k

 www.illinoisworknet.com/QualifyArticles

2 wiedge A successtul job search begins with an overall Good job search strategy. Your goalis ot to find every job posted on the inteet: Use the lfinois workNiet
iterns that are relevant to the job for which you are apphying.

 www.illinoisworknet.com/ExploreCareers

When you list your experience, highlight your skills using:
 Action words Keywords: Search Radius: Location:
 Keywords from the job description, and
« Industry terms

.
L] - - Youcanickde sl it you havedevoped rough o st wok
. e e bk o el sk

Present your skills and experience in a way that shows you added val
or group. Employers want people who will help achieve their mission. sh

net.com/SiteAdministration/Groups/Default TECEIINS . e

® Are you clearly overqualified for 7 You may wi consic Satelite Rockderd
e o ety ot r o o iy o i specot ngere 3 Moo, Su .’

- any narme Only within m

nformaton 10 the employer does ot wonder wiy you are ap et . i ™
. « It you are qualified foe the job, highlight more than just your techai ol Mg o migon < Chioa. R  sad 9
[ ] - Showease yous workplace soft skl Employers need pecple who = i | 2 » ® wted S
work ethic and positive attitude. Y o o o
ver's license. Applicants must a o
Overall make sure you: s 5 PFT) and be physicall - © S
. « A bonsst sbout your sils te 3 825c ield Training Cours
« Show that you have the academic, technical and softskills to be suc ©
Get Started Bcomnguan 4

Login to your inois workNet account to access the Resume Bulder and

from your dashboard] You can also find ado ILLINGIS _ Ownpaitn o0

i sample re:

Related Articles

Work Ethi inderstanding the

ture Skills M
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http://www.illinoisworknet.com/resume
https://www.illinoisworknet.com/Jobs
https://www.illinoisworknet.com/Jobs
http://www.illinoisworknet.com/ExploreCareers
https://apps.il-work-net.com/SiteAdministration/Groups/Default/

FOLLOW US! @

Subscribe to our Newsfeed or check us out on Social Media
ILLINOIS

o WorkNet’

CENTER
/ﬁ‘ HOME: https://www.illinoisworknet.com/ . —
0 EMAIL: info@illinoisworknet.com a merlca nJObce nter

a MORE INFO: www.illinoisworknet.com/resume

7@ in) e (0

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP PINTEREST

IMPRESSION

HOW TO MAKE AN OPTIMAL FIRST 14 @@ @


http://www.pinterest.com/illinoisworknet/
http://www.linkedin.com/groups/Illinois-Virtual-Job-Club-Network-4794123
https://www.linkedin.com/company/illinois-worknet
http://twitter.com/ILworknet
https://www.facebook.com/illinois.worknet
https://www.youtube.com/illinoisworknet
https://www.illinoisworknet.com/
https://www.illinoisworknet.com/resume
https://www.illinoisworknet.com/News/_layouts/15/listfeed.aspx?List=%7b8A063B1D-128E-454C-9670-8993606DDDCD%7d

