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What we will cover

* Access your Account

* Document Center
* Skills Assessment
* Resume
* Letters
* Portfolios
* Video Resumes
* Websites
* Interviews
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www.illinoisworknet.com/resume

Resume Writing Guide

Prepare Your Resume

skills and abilite: 5 it needs to be as perfect as

{ A

Resume Writing Process

Use Your Resume for Interview Prep

g your resume can be i

into chunl

ting. That's why breakir

help make it easier
le.

s will find four articles on each step in the resume writing process. After this, you can also read

Customize Your Resume

Illinois workNet Resume Builder Tools
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Log-In to Access
Resume Builder
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Login

Sign Up
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Login with your Illinois workNet account

User name

Password

Remember me?
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1. Complete any
Contact
Information that
may be missing.

2. Enter your
Career
Preferences.

3. Hold CTRL for
Multiple
Selections.

4. Save.

5. You can change
Industry at any
time.

May 2017
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TRAINING » CONNECTING

DEVELOPING ILLINOIS* WORKFORCE

Home Document Center Search Jobs ACCOUNT Contact Help

M Update Your User Profile

0 IMPORTANT:

Please be sure to scroll down, agres to the "Terms and Conditions"
and click "Save and Continue"” button or your data will not be saved.

Contact/Login Information Career Preferences

@PTIMALRESUME.COM

THE OPTIMAL FIRST IMPRESSION

© Logout

& Congr i You have

registered at ILLINOIS WORKNET.
Some of the required fields from your profile are not completed. Please complete your profile now.

Career Prefel

ces.

* Preferred Indusiry:
% 5)

* Preferred Job Function:
(max. 5)

* Preferred Work Type:
(max. 5)

nold CTRL for multiple selection

|Academic

Accounting
Agricutture/Farming/Agribusiness
Architecture - Commercial
|Architecture - Landscape
Architecture - Other

hold CTRL for multiple selection

Accounting/Finance
Administrative/Clerical

Advertizing
Advertising/Marketing/Public Relations
Aerospaceiviation/Defense
Agricutture, Forestry, & Fishing

hold CTRL for multiple selection

CareerDegreed
Co-0p
Contractor
Externship
Fellowship

Full Time

Illinois workNet - Optimal Resume

' PREVIEW PROFILE

*=Required Field
Contact/Login Information

Full Mame *

®

Email *

(3

Address 17
| Address 2

(3

city ™

I3

State/Province *

®

Zip/Postal Code *

(3

Country ™

(3

/| Phone ™
Career Preferences

" Q) PTMALRESUME

-

DOCUMENT CENTER

o\work Net

SEARCHJOBS  CALENDAR  ACCOUNT  CONTACT

Document Center

ILEINOIS WORKNET

Website: hittp /www ilinoisworknet com

:
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* The Document Center offers
storage for files you create or
upload.

¢ Access it from the Resume home
page.
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Interview Prep
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Interview Prep

JAssessment done

M Letters done

</ Video resume done
MWebsite done
Interviews??

smerGanlanentzr

AR

‘;— Create New Interview

Manage Your Interviews

Mo Interviews
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Interview Prep

* Optimal Resume
offers you the
opportunity to
practice interview
guestions and
see/hear your

response

* Name your interview

=

W{@bricer

o CENTER

Home Document Center

New Interview
r Build your interview. Click here for help.

1. Name Interview

TRAINING « CONNECTING

DEVELOPING ILLINOIS’ WORKFORCE

Search Jobs Account Contact

2. Select Options

Help

BACK TO DOCUMENT CENTER

3. Adjust Camera & Micro|

7. NAME INTERVIEW

Name this interview

or Cancel

@) START INTERVIEW

Illinois workNet - Optimal Resume 10

. Select Interview Type

Final Interview (20)

Hiring Manager Interview (20)
Inappropriate Questions (10)
Initial Face-to-Face Interview (20)
Panel Interview (20)

Pressure Interview (20)
Screening Interview (20)

Custom Interview (build your own)

Interview Prep

. Behavioral Interview (;
- Briefly tell me about

_ Who is your role m

This gets to another level sbout goals,
achievements, skills,

strengths/ weaknesses, and team fit.
Displaying good communication and
interpersonal skills is critical.

LS
Would you conside
an individual contrib

:
(e . May 2017
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what is included

would like to practice

* Hover over the category to see

* Select the type of interview you
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Interview Prep

* Practice options include:
* Video —record your voice and image
* Audio — record your voice only Vg

* Text — Type your answers
* Just Listen — listen to the questions from the interviewers

Text
<€)
Just Listen
I'@'!‘Nt May 2017 Illinois workNet - Optimal Resume 12
Interview Prep
f g — o s laa

LBeame x Qewe 3 gue O Jo0u. 4. Seschicictews.

Briefly tell me about yourself. > After Selecting an interVieW type
— the number of questions in the
Playlist are shown in parenthesis

David, Optimal Resume

May 2017 Illinois workNet - Optimak RESUme /,/ . 13 @
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Interview Prep

* Choose the
audio/video and
connect to your
webcam

* Completed recordings
are noted with a green
flag

* Share your questions
with a career
counselor

.
e May 2017
Leigridilet

<merGiomertr

Adobe Flash Playsr Seitings

Camers and Micephene Access aQ

illincisworknet cptimslresume.com is
requesting sccess to your camers snd
microphone. If you dick Allow, you may
be recorded

B @ = E o)

Questions Playlist (20)
1al Resume CANDIDATE Dee Reinhardt

Would you consider yourself more of a team player or an individual
contribUtor?

< Rename

'y SHARE in 1 cxVIEW INSTRUCTIONS

There are two ways you can share your interview:
1. Gopy and paste the link below into a message and forward itto career counselors or emplayers. This
is your puslic link, which can be viewed by people without an Optimal Resume account.

2. Glick on the Share bution, where you can post your intenview on a variety of social networking sites,
such as Linkedin, Facebook, Twitter.

hitp i i 5454964871240-i242973
@ snnre oh a7
Illinois workNet - Optimal Resume 14

Resume GPS

:
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Resume GPS

* Open the resume
* Select Resume GPS
* Check the box to Opt-In

:" ) (ﬁ ResumeGPS y O,
Ry Clonogy| © didounicady

GPSR habl

) This is my GPS R

by employers and can be
included in resume books.

@ ResumeGPS
+* Dee - section set

Click on a section to begin editi
content assistance. Cl

ResumeGPS™ is a new program to help
employers notice you!

ing vour resume. Use the

QOPTIMAL
By placing your resume in the ResumeGPS
database. youll gve employers the chance
1o find and contact you with employment
opportunities

The ResumeGPS database is a collection of >
searchable resumes An employer searches
for the kind of candidate they're looking for
and sees matching resumes

About Resume GPS
if you'e a match, an employer can contact
you to set up an online mteniew of
videoconference. You can aiso exchange
messages with employers and see which
employers have viewed your profile

T —

57 If you'e worried about privacy, you can hide your contact information and make your resume
o Be unsearchable by any organization
deea re"’ﬁ rx;ﬂ;l:;;;lnmz?:zf;i:m your resume in the Resume Builder, and opt into the
mé\a‘ et May 2017 Illinois workNet - Optimal Resume 16
® merfanfuucemzr,
\
Resume GPS ——
2 o Hote: You may sill from ¥
e
O —
* After you opt-in complete: e
* Keyword Tags B |
* Location ——
A . “GPA [Pickons) .
* Photo > T y—
* Education Information [ — Wy :
* Career Preferences e :
* Check for: e
* Messages
* Statistics v _ STATISTICS
* Online Interviews =
* Video Conferences -
.mu: et May 2017 Illinois workNet - Optimal Resume 17
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Search Jobs in Optimal Resume

* Filter jobs by:
* What
* Where

Search Jobs & Internships

Jobs by Indeed

What: (e.g.job title, keywords or company name)

Home —  Filter Opportunities —  Jobs by Indeed

Where: (e.g. city, state or zip code:)

jobs by ‘indeed

Filter Jobs Reset Filters

.H@ Hhler May 2017 Illinois workNet - Optimal Resume 18
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Watch videos on each topic

* Resume Builder Series Videos
¢ https://www.youtube.com/watch?v=aN9VmjFBxYM&list=PLIkuU1ld xm vHJfUGpXTTYvVZF\ kan
* Accessing the Resume Builder on Illinois workNet \\\\
\

* Managing your Resume Builder Account

* Creating a Resume with the Resume Builder Tool

* Creating Cover Letters with the Resume Builder Tool
* Creating Portfolios with the Resume Builder Tool

* Assessments on the Resume Builder Tool

* Practice Interviews on the Resume Builder Tool

* Create a Video Resume

* Create a Personalized Website

e . May 2017 Illinois workNet - Optimal Resume 20

Thanks for watching |
OPTIMALRESUME.COM

THE OPTIMAL FIRST IMPRESSION

Questions may be directed to:
* lllinois workNet— info@illinoisworknet.com
To see archived videos:

i https://www.illinoisworknet.com/Qualify/Pages/Videos.aspx

http://www.youtube.com/illinoisworknet

To get information on our upcoming webinars, follow us on social media: \ !

May 2017 Illinois workNet - Optimal Resume
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