CENTER

. @ Illinois workNet Resume Builder — Assessment Help
e WorlkNet

March 28, 2017 v3

Powered by Optimal Resume

—
americanjobcenter

Table of Contents

GOEEING STAMTEU...... ettt s s bbb 2
Logging INtO IIINOIS WOTKINET ........cueeieiieecree ettt ssnes 2
Creating @ NEW ASSESSIMENT ...ttt ss st sss st st s s ssen s s s ssenseen 2

SKIllS INVENTONY ..ottt sttt sttt s s 4

Creating @ SKillS INVENTOIY ...ttt ss sttt ssss sttt snses 4
ACCOMPLISNMENT SNEET ...ttt ees 6
Creating an AcCOMPlISNMENT SHEET ...t 6
PrOFICIENCY LISt .ottt bbb bbb 8
Creating @ ProfiCIENCY LISt ...ttt ettt 8
POST-PrOAUCTION TOOIS ..ottt bbb 10
EITiNG YOUI ASSESSIMENTS......oeieeieeeeieeieeie ittt ettt st sssn s 10
SNAMNG YOUT ASSESSMENTS .....ovveueerierrieeeseeieeee ettt s st ssss s st ssse st ss e ssse st ssss e ssnses 10

TECNNICAI SUPPOIT .ottt st bt 11

Page 1 of 11

This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. The product was created by the grantee and
does not necessarily reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or
implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness,
usefulness, adequacy, continued availability, or ownership. This product is copyrighted by the institution that created it. Internal use by an organization and/or personal use by
an individual for non-commercial purposes is permissible. All other uses require the prior authorization of the copyright owner.

Illinois workNet Centers are an Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request to individuals with disabilities at Illinois workNet
Centers. Sponsored by Illinois Department of Commerce and Economic Opportunity.



. @ Illinois workNet Resume Builder — Assessment Help

W(WorkN

e March 28, 2017 v3
Powered by Optimal Resume

—
americanjobcenter

Getting Started

Logging Into Illinois workNet

1. Go to www.illinoisworknet.com and click “Login” in the header.

) G

Login Sign Up

2. Login with your username and password. Using the My Dashboard menu select
“Resumes” or click on My Dashboard and then select the “Resume Builder” option.

[
My Dashboard =

o\v_v‘c: rkNet
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Resume Builder
lllinois workNet®
Dashboard
Create, save, and share your resumes.
Login with your lllinois workNet account
Use these tools:
Don't have one? R T lat
Learn about account benefits. £sume Tempiates
» Cover Letter Templates
User name: « Portfolio Builder
+ Interview Tools
Bookmarlks
Password:

Forgot Password?

Remember me?: [

Sign In Resumes

Creating a New Assessment

If you are thinking of changing careers or are entering the workforce for the first time,
OptimalAssessment is a great place to start.

Skills Assessments can help you identify and present your transferable skills and abilities
to prospective employers and are especially helpful for creating targeted resumes and
cover letters, and preparing for job interviews.

To create a new assessment:
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1. Click the Create New Assessment button.

2. Select the type of assessment. There are 3 Types of Assessments:

ﬂ ASSESSMENTS & SELECT ASSESSMENT TYPE

LN
Je ICreate New Assessment I Skills Inventory
Identify and describe your marketable skills and abilities

Manage Your Assessments

Accomplishment Sheet

AccShestAccountant? Accomplishment Sheet
ProfList Identify and discuss relevant accomplishments for specific occupations
ProfListAccountant

Skillsinventory1
Proficiency List

Identify and discuss occupation-specific skills

¢ Skills Inventory — This is a tool which allows you to research all of your
marketable skills from a list of common professional skills. The Skills
Inventory is a broad assessment of your abilities that is not targeted to
any specific job or career. This is best used as a brainstorming activity
prior to writing your resume

¢ Accomplishment Sheet — An Accomplishment Sheet allows you to list
accomplishments you have that made use of specific skills and abilities
related to a specific job or occupation. Accomplishment sheets are a
great addition to your OptimalWesbite!

¢ Proficiency List — This assessment allows you to show your level of
proficiency (novice, intermediate advanced) with tools, technology and
equipment rrelated to a specific job or occupation

3. Enter a name for your assessment. Names may only contain letters, numbers,
underscores, and dashes. Names must also be a minimum of 3 characters and
click Start Assessment.
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Skills Inventory
Creating a Skills Inventory

Create a skills inventory if you want to brainstorm about your skil
terms.

1. Click the Create New Assessment button.
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Is and abilities in general

2. Select Skills Inventory, name the Inventory and click Begin Assessment.

b SELECT ASSESSMENT TYPE

Identify and describe your marketable skills and abilities Give the Skills Inventory a name

— Skills Inventory 1
Accomplishment Sheet

Identify and discuss relevant for specific or Cancel

Proficiency List
Identify and discuss occupation-specific skills

3. Modify your grids to reflect your background and ex

E NEW SKILLS INVENTORY
Skills Inventory

%) BEGIN ASSESSME!

perience.

Two grids will be displayed — one called SKILLS and another called ABILITIES. The
rows in each grid will be prepopulated with the assorted skills and abilities, such
as Coordination or Written Comprehension, pulled from the O*Net database. The

colums will consist of various contexts, like Jobs/Intern
Experiences, within which one claims to have a particu

ships or Interests/Life
lar skill and/or ability

2 Rename . Delsis Clone 5 B3 s [ Teme |4

+
71 % Judgment and Decision Making Add Add Add Add
7] & Management of Financial Reso: Add Add Add Add
[] ® cooranation Ada Aga Ada Aaa
[] % critical Thinking Adg Add Aga Ada
] & wegotation Ada Ada Asa ada

Review the different Skills and Abilities. If you are not

SKILLS (35)

clear what a particular skill

or ability means, simply mouse over it to see an explanation.

SKILLS (35)

DELETE DELETE DELETE DELETE DELETE

Jobs | Service | Volunteer  Memberships | Interests | Life
SKILLS " ioowore Courses  Internships Work Activities Experiences
-« - - + « +> -

[} & Judgment and Decision Making Add Add Add Add Add

] % Management of Financial Resources Add Add Add Add Add

Add Add Add Add
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Should you find skills or abilities that do not apply, select them using the check

box and then scroll down and click the Delete Selected Skills (Abilities) button
to remove them from your grid.

SKILLS (35)

DELETE DELETE oELETE DELETE DELETE

Jobs Service /Volunteer  Memberships / Interests /Life
SKILLS /sonicre Courses  Internships Work Activities Experiences
>« - >+ -+

[] ¢ Judgment and Decision Making Add Add Add Add Add
[] 4 Management of Financial Resources Add Add Add Add Add
‘- ‘Coordination Add Add Add Add Add
D 1§ Critical Thinking Add Add Add Add Add
@ Negotiation Add Add Add Add Add
[T] % Active Listening Add Add Add Add Add

scroll to see the rest of the table

@g Operation Monitoring Add Add Add Add Add

[C] & Troubleshooting Add Add Add Add Add

Technology Design Add Add Add Add Add
DELETE SELECTED SKLLS

Add custom skills and/or abilities by clicking the Add More button. Enter the
custom skill and click Add Skill button to add to your grid.

EXPERIENCES [iisee
SKILLS (18)

3 EO B3 =3 2=

Jobs | Service / Volunteer Memberships / Interests / Life
SKILL 3 "o ucre Courses Internships Work Activities Experiences
- - - - - - -
) Add skill (x]
§ Mathematics Add Add Add

Skill name:  Customn Skill|

Add Add Add

£ Critical Thinking Add

1 Active Listening

Review the different column headings in the Experiences section. Should one or
more not be applicable, remove them using the Delete Selected Skills button.
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Add different experience columns should they be applicable. For example,
perhaps many of your skills and/or abilities were honed in the military. Add a
new column called Military Experience by clicking the Add More button; enter
the new column name and then click the Add Experience button.

Adds a custom column
SKILLS (35)

RIENCE - [ Assiisre

DELETE DELETE DELETE

Removes

SR e e e ey this
SKILLS 250 mose Courses  Internshi VLR RN 1Y (x] Experiences col umn
+ e
Experience name
'] % Judgmentand Decision Making Add A39 | wilitary Experience Add
D § Management of Financial Resources Add Add Add

4. Add content by clicking the Add button to open a free text editor into which you
can add evidence as to why you claim to have a certain skill or ability within a
certain context(s). Click Save after entering your content.

SKILLS (35)

DELETE DELETE DELETE DELETE DELETE
TR T E= EE == == [ caere |
* Managed a retail store for 5 years Service | Volunteer Interests / Life Military
+ Was treasurer of the UNC Club SKILLS /asouoke Courses  Jobs | Internships Work Experiences Experience
[Boecer team (2010 - 2013) p—— - - > & - - -> -
§ Judgment and Decision Making Add Add Add Add Add

§ Management of Financial Resources Add

Add Add Add

@ _—
|

5. Repeat this process for all of your skills and abilities.

Accomplishment Sheet

Creating an Accomplishment Sheet

An Accomplishment Sheet allows you to display a unique graphical representation of
accomplishments you have that have made use of specific skills and abilities related
to a specific job or occupation.

1. Click the Create New Assessment button.
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2. Select Accomplishment Sheet, name the Accomplishment Sheet and click Begin
Assessment

E SELECT ASSESSMENT TYPE

E NEW ACCOMPLISHMENT
Skills Inventory

Identify and describe your marketable skills and abilities

Give the Skills Inventory a name

> Accomplishments 1 | %) BEGIN ASSESSME!

Accomplishment Sheet
Identify relevant for specific

or Cancel

Proficiency List
Identify and discuss occupation-specific skills

3. Select the Job Family of which your target occupation is a member and then select
the target occupation from the resulting alphabetized listing.

P sos ramies P occupations T —
— -
-

mmnocmn: (IR seiecr s conmue

4. Modify your grids to reflect your background and experience.

As with the Skills Inventory, two grids will be displayed — one called Skills and
another called Abilities. The rows in each grid will be prepopulated with the
assorted skills and abilities relevant to your identified target occupation based on
the O*Net database. The colums will again consist of various contexts, like

Jobs/Internships or Interests/Life Experiences.

SKILLS (18)

DELETE DELETE DELETE DELETE DELETE

Jobs | Service / Volunteer  Memberships / Interests / Lite

SKILLS 66 uoke Courses Internships Work Activities Experiences

- + - * -+ - -+ -

[[] & Mathematics Add Add Add Add Add
] § Active Listening Add Add Add Add Add
[l % critical Thinking Add Add Add Add Add
] % monitoring Ada Ada Ada Add Add
']  Judamentand Decision Making Add Add Add Add Add
[F] § Active Learning Add Add Add Add Add
[F] § Reading Gomprehension Add Add Ada Add Add
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Review the different Skills and Abilities. If you a re not clear what a particular skill
or ability means, simply mouse over it to see an explanation. As with the Skills
Assessment, should you find skills or abilities that do not apply, select them using
the check box and then scroll down and click the Delete Selected Skills
(Abilities) button to remove them from your grid.

Review the different column headings in the Experiences section. Should one or
more not be applicable, remove them using the Delete Selected Skills button
and add any different experience columns should they be applicable.

5. Click the Add button to open a free text editor into which you can add
accomplishments based on that particular skill or ability within that certain
context. Click Save after entering your content

SKILLS (18)

sooni servcervoumser wemoerings) | ierest/ine
SKILLS e e - e EXPERIENCES [
- SKILLS (18)
C ’ e S
o E

SKILLS s R Internships  Velunteer Work perences
A - - + & - -

P Mathematics

P Active Listening Add Sl Mathomatics
Expenience Courses

£ eritical Mhinking ] A —_ B Mathematics
B ru 2 [E]

£ Monitoring § Actve Listening

§ Judgment and Decision Making I Critical Thinking
P Active Learing I Monitoring
I Reating Camprenension

P Systems Analysis

6. Repeat this for all of the skills and abilities in your grid. A completed
Accomplishment Sheet can then be used to demonstrate relevant skills to
employers as part of your OptimalWebsite.

Proficiency List

Creating a Proficiency List

Create a proficiency list if you want to identify specific occupation-related
competencies that deal with tools, technology and equipment.

1. Click the Create New Assessment button.

2. Select Proficiency List, name the Proficiencly List and click Begin Assessment.
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& SELECT ASSESSMENT TYPE

E NEW PROFICIENCY LIST
Skills Inventory

Identify and describe your marketable skills and abilities Give the Skills Inventory a name

Accomplishment Sheet —>  Proficiency List % BEGIN ASSESSMEN
Identify relevant i for ifi

= or Cancel

Proficiency List
Identify and discuss occupation-specific skills

3. Select the Job Family of which your target occupation is a member and then select
the target occupation from the resulting alphabetized listing.

E JOB FAMILIES E OCCUPATIONS By Job Family By Hoh Gowh sy ByS|

Bomand (0 sills)

Managers of Artists, Performers, and Athletes (70 skills)
ors of Real Estate (0 skills)

Real Estate (70 skills)

ors (70 skills)

% o (70 skills)

Analysts. owmend (70 skills)

nd Serving Related

umand (0 skills)

Gemand (70 skils)
ts (70 skinls)

4. Modify your grids to reflect your background and experience.

As with the other two assessments you will see a list of alphabetized
skills/proficiencies relevant to the identified occupation. You can customize your
grid by adding or removing proficiencies. Select those proficiencies you do not
wish to display scroll down and click the Delete Selected Skills button. Click the
Add More button to add your custom skill/proficiency.

5. Click the Add button and select your proficiency level from the drop down menu
(novice, intermediate, advanced) and the further rate your skill level using the
appropriate metric in the drop-down menu.

PROFICIENCIES [anuonre _I; Proficiency Level -y Comment

- 2 ]

Skill. 10-key calculators

§ Abacus Tax Software \dd
Describe your proficiency level.
Accountants Templates dd
’ Level Intermediate '/ ZJ
¥ Accounting compliance  Rate your skill: | 5| Years of exparience _"K dd
SJ dd

£ Accounting fraud det
| [eae .
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6. Click the Add button to enter a comment or explanation of your proficiency
rating.

PROFICIENCIES /isouose _I; Proficiency Level Wiy Comment

san s
§ 10-key calculators. Intermediate ﬂ
5.Years of experience
{ 1089 ProsSoftware Aad Add
{ Abacus Tax Software ) Add
Proficiency: 10-key calculators.
1 Accountants Templates JAZZ-It! Bz u N2 |E] = Add
» Worked at Bank of America in
) ) o) processing for 5 years
 Accounting compliance software _J + Worked as bookheeper for local Add
convenience store for 1 year
1 Accounting fraud detection software Add
§ Accounts payable software Add
{ Accounts receivable software @ Add
+ APPlIFan cathuars adn

7. Repeat this for all of the proficiencies in your grid. A completed Proficiency List
can then be used to demonstrate to employers the tools and technology with
whch you are proficient as part of your OptimalWebsite.

Post-Production Tools

Editing your Assessments

ﬂ ASSESSMENTS

N To edit an assessment at a later time, click the
il create New Assessment assessment’'s name in the Document Center. This
Manage Your Assessments will bring you back to the editing page where you
TR B Delete can save changes to your assessment.
AccSheetAccountant2 @ Delete
Profiency List 0 Delete
ProfList @ Delete

Sharing your Assessments

There are two ways to share your assessments e, T e

quickly and essly el

There are two ways you can share your skills assessment:

1. Copy and paste the link beiow into 8 message and forward It o career counselors or employers. This
Is your public link. which can be viewed by peopie without an Optimal Resume account

2. Click on the Share button, where you can post your skills assessment on a variety of soclal

The Share Button - Copy and paste the i i i k. Dt s
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generated link into a message and forward it
to career counselors or employers.

This is a public link, which can be viewed by
people without an Optimal Resume account.
Or, click on the Share button, where you can oo
post your resume on a variety of social

networking sites, such as LinkedIn, Facebook,

Twitter.

Create an OptimalWebsite - We recommend that you create an OptimalWebsite that
contains both your Accomplishment Sheet and Proficiency List in order to easily share
your credentials online with employers. If you haven't already, create a website in the
Website Builder and select your desired documents from the list of available resumes,
letters, assessments, portfoilios, etc. For more information, refer to the Website Builder
help guide.

- Create New Website

Manage Your Websites

BWayneDentalassistant B pelete
CapedCrusader @ oeiere —

resume  letter  portfolio  skills

I Bruce Wayne

SKILLS

ECDesigner
ElvisCostiieo

Technical Support

Support is available, please contact the Illinois workNet team at info@illinoisworknet.com.
Standard business hours are Monday - Friday, 8 AM - 4:30 PM (CST).
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