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* Document Center
* Skills Assessment
* Resume
* Letters
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* Video Resumes
* Websites
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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

=)

Login

Sign Up

3&grk Net*

CENTER

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

:
d"!f et May 2017
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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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Letter Builder
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Letter Builder
LETTERS
N * Letter Builder helps you build
“% Create New Letter letters in the same way as the
Manage Your Letters Resume Builder
Mo Letters * Access letters from the Document
Center
* Select Create New Letter
* Choose from an existing letter
R May 2017 1l kN ) /
W%Ejtm y inois workNet - OptimakResume
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~ % New Letter

—  Build your letter. Click here for help. e e

% NAME LETTER

Name this letter

Ll Upload letter

If you already have a letter, yau can upload it here_ Note that you can't edit an uploaded letter

@) START LETTER [EIEeiTIG|

N .. May 2017

Letter Builder

* After selecting Create new letter

* Name the letter
* Select Start Letter

* Option to upload a letter
* Uploaded letters cannot be edited.

lllinois workNet - OptimakR€sume ~ 10

Letter Builder

* Basic Cover

Click here for help.

* Options include:

= Browss the samples below and chose one to edit with your information.

* Samples
* Types
* Start from Scratch

= information

+" Browse Samples
Select a sample and edit it with your

“ Browse Letter Types

View descriptions of different letter
A types with paragraph examples

n «Networking
«Thank You
‘ «Follow-up

«Application Letter

. start From Scratch

Start adding sections and create your
letter from scratch

> « Decline Job Offer
=Accept Job Offer
A
it . May 2017 Illinois workNet - Optimal Resume 11
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Letter Builder

* Browsing displays samples based upon Categories & Experience Le

“ Basic Cover

Browse the samples below and chose one to edit with your information

Glick here for help.

Browse Samples
Select a sample and edit it with your
informatiorn

@ BROWSE TER SAMPLES

’Cntegorie:

All Samples
Broadcast / Inqui
Eollow-Up (4

ob Fair (2]
Posting (6

 Networking (4)
Reference (4)
Referral (4]
Thank-You (4}

* Browse Letter Types
View desariptions of different letfer ypes with
paragraph examples

.Experienue Levels

Entry-level (2)
Mid-Career (1
Experienced (1

°

o Start From Scratch
Start adding sections and create your lefter
from seratch

TOP 5 TIPS FOR WRITING
I BESTIN-CLASS LETTERS
PURPOSE: NEtworking Leners are witien to alen
your personal and professional contacts that
youre in the marketplace for 3 new position and

Would appreciate ther help and any referrals or
contacts they can offer. They also work towards
xpanding your network by adding new contacts
and sharing Information

1. Write “familiar” I6tters to your first tier of
network contacts. Yourfirsttier of network
contacts are people tha... Read lore

) . May 2017
Wprig et
erertiomenr
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Letter Builder

* Browsing Letter Types provides types of letters with sample paragr

* Basic Cover
Select an option below o get started
building yout letter. Clck here for help

: Browse Samples
Select a sample and edit it with your
information

L n a o
Deoe Reinhardt

* Browse Letter es o Start From Scratch

View descriptions of different letter types with
paragraph examples

Start adting sections and create your lefter
from scratc

@ BROWS TTER TYPES

Broadcast Letter
Specific Job Response

If you have not gotten a respanse fiam an employer for some time
following an inteniew, consider crafting a follow-up letter to remind
them about the inteniew and to inquire about your status as an

applicant. A follow-up letter reaffims your organizational skills and

Hetvrorking professionalism. In it, is important to express your continued
Reminder interest in the position, as well as to highlight any significant points
Thank Yo discussed during the interview that the employer might have
+ Fellow-up forgottan. A followi-up lstter should always be courtsous and should
not criticize the employer for neglecting to contact you
Acceptance

SELECT

:
it . May 2017 Illinois workNet - Optimal Resume ool
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Letter Builder

* Sections are offered with sample language to use

Broadcast Letter
Emplover Inquiry
Specific Job Response
Networking
Reminder
Thank You

+ Eollow-up
Acceptance
References

@ Letter types

o Introductory
Paragraph
Content Paragraph
Closing Paragraph

in the introductory paragraph of a follow-up
letter, remind the reader of when you
interviewed and of your continued inferest
in the position. Show that you enjoyed
meeting with the employer and share
some of your favorite paris of the
interview.... Read More

Thank you for interviewing me for the [position name]
position last week. | leamed a lot from our meeting,
and | enjoyed meeting you and your staff in person.
From our interview, my interest in working for
[company name] has strengthened greatly.

@) Add

Linanild lika tn thank vni fartakina tha tima aut af unor

May 2017
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Dee Renhardt

[Titke] [First Name] [Last Mame]
{Job Titke]
[Orgarization o Company Name]
|Address Line 1]

[Address Line 2]

[CtylState] [Postal Code]
[Couriry]

[Greeting]

B L U Y@l

May 2017

[¥ou have selected fhe lefler fype Follow-up. Click here fo el starie wiln your lefier. Afler the editar
‘appears. click on the “Exampies” button to see exampies associated weh Ihe letier fype that you have

| woued i £0 thank you for taking the time out of your schedule for our formal interview |ast week
Hopetully, 1 was able 1o show how my qualiicalions and experience woukd be a greal fi for [company
name]. | appreciated the opportuny 5 meel wih you in person and discuss my resume n detail

STAELETTER

lllinois workNet - Opt[mal—RJ

Letter Builder

The editing tools included are the
same across the platform:
* Examples
* Action Verbs
Infobytes
Style
* Formatting
WYSIWYG

Tools —
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Letter Builder

«" letter from scratch
b

0759 2075
& DOCUMENT
075" —

|Dee Reinhardt

Titke] [First Name] [Last Name]
lob Ttke]

(Organization or Company Name]

[Address Line 1]

Address Line 2|

City[State] [Postal Code]

(Country]

[Gresting]

[Sincerely,

[Dee Reinhardt

. May 2017 Illinois workNet - Optimal Resume

Portfolio Builder

:
i . May 2017 lllinois workNet - Optimal Resume 17
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Portfolio Builder

.PORTFOLIOS

¢ Access from the Document Center

W Create New Portfolio * Compile your collateral materials in
Manage Your Portfolios one place for easy access
Mo Portfolios

) .. May 2017 lllinois workNet - OptimakR&sume

Portfolio Builder

* Name the portfolio

TN e DEVELOPING ILLINOIS’ WORKFORCE

Search Jobs

Home Document Center Account Contact Help

pewkortiolio BACK TO DOCUMENT CENTER
Build your portfolio. Click here for help.

1. Name Portfolio 2. Add Projects 3. Add Files 4. Portfolio

!- NAME PORTFOLIO weLp Getting Started

Watch this video for an overview of the

Name this portfolio Portfolio Builder

Dee @ START PORTFOLIO . o
QPTIMALRESUME.COM
or Cancel
TH IMAL FIRST IMPRESSIO N
)
it . May 2017 Illinois workNet - Optimal Resume 19
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Portfolio Builder

* Select from a Template or Start from Scratch
Dee2

Select portfolio template sample. Click here for help.

1. Name Portfolio 2. Select Template 3. Add Projects

“ Browse Templates % Start From Scratch

Create your portfolia fram an existing Create your portfolia fram scratch
‘ template without a template

¥ CONTINUE ' CONTINUE

Dee Reinl rmnil

4, Add Files

© Logout

5. Portfolio

" . May 2017 Illinois workNet - Optimal Resume
s workhet
 crersitomerr
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Portfolio Builder

Dee2
Selact porfolio tamplate sample. Click hara for help.

1. Name Portlolio 2. Select Tomplate 3. Add Projects

o Start From Scratch
Create your portfolio from scratch without a
template

Greate your portfolio from an existing

:Browse Templates
tomplate

@ BROWSE PORTFOLIO TEMPLATES

Your portfolio should be organized inta logical sections. On this screen you may browse different partfalio templates.
You can edit the portfolio projects and files later.

.Pomolio Templates

Admissions Portfolio
Chrensleaical Portfolio
Creative Portfolio

File Cabinet Portfolio
Eunctional Portfolio
Professional Portle
Qualifications Portioli

4. Add Files

5. Portiolio

> e
Q Fighiat May 2017 Illinois workNet - Optimal Resume 21
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. FILE CABINET PORTFOLIO

e —

Coumud  Communiy Sarvs  Laasunin

Job and Internship Files

B maagemant asgnmans N

v Sty ey

Writing Samples

Portfolio Builder

* Multiple options are available

e it o v o
= il s

[ ——

~ Websites

. May 2017

IMlinois workNet - Opti

£%Writing Samples  :; Graphi

e i 2 PowerPoint Pi

(#) ADD PRO:CT

* The Portfolio
starts with the
basics, but you
can include
specific projects

. May2017

1 Add projects Click here for help.
. ADD NEW PROJECT

Hame this project

Describe this project

LB 4 0 |-} S e o i3

%) CONTINUE / ADD FILES [ErgeTita)

Illinois workNet - Optimal Resume

B EXISTING PRO.

All Your Projects

4 Writing Sample:

+ Graphics

+ Websites

4+ PowerPoint Presentations
+ Videos

11
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Upload a file or add a link

Add a file to the portfolio !
to a website

ILLINOIS WORKNET ATIM PRESENTATION

Add File
# Upload File [ Link to Website
Choose Fila | No fi chosen

Add File
[m] U|\Ioad File ¥ Link to Website

Hame this fiie
—
Describe this file

B I U M- (EE e D

Special viewing requirements.
L8 L 9 deiiriis Sl i

RETURN TO PORTFOLIO

May 2017 Illinois workNet - Optimal Resume

+Ggrigier
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Add special notations

¥ ILLINOIS WORKNET ATIM PRESE!

Add File
@ Upload File [ Link to Website

File
@@ wh_ATIM_Logo_RGB_web_1390941626.png
30.0KB

& Download x Delete

Name this file

[eTittiogo

Describe this file

(B I U ke Hr Pe 0

logo for the ATIM program in .png formaf

Special viewing requirements

B I U e v =

CEIES or cancel

TE—
24

Portfolio Builder

* Store files by project

4AddFiles ¥ Edit Project

x Delete Project

Illinois workNet ATIM presentation

Created a seried of PowerPoint presentations for the Accelerated Training in lllinois Manufacturing for More

Images (1)

File Name Description Requirements Action

s ATIM logo logo forthe ATIM program in ilore  nia

(%) DELETE SELECTED

Image Gallery Display Mode: ® List ' Grid ©' Mosaic

H List Display ™ Grid Display ™ Mosaic Display

4 Download  View & Edit

:
it May 2017 Illinois workNet - Optimal Resume
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Watch videos on each topic

* Resume Builder Series Videos
¢ https://www.youtube.com/watch?v=aN9VmjFBxYM&list=PLIkuU1ld xm vHJfUGpXTTYvVZR 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 lllinois workNet - Optimal Resume 26

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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