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Resume Writing Process

Resume Writing Guide

Prepare Your Resume

A resume is required for most jobs. Employers will look at your resume to get a summary of your
education and work experience. It is a critical document because it is used to decide if you will get an

interview. It provides a first impression of your skills and abilities. That means it needs to be as perfect as
possible. & 5

Writing your resume can be intimidating. That's why breaking it down into chunks can help make it easier

to tackle. S n

Below, you will find four articles on each step in the resume writing process. After this, you can also read [ TN
about our Resume Builder tools. —_ — —_

More Articles

Resume Builder
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GET STARTED

* Consent — agree to use the tool.

e Profile —fill in the information to
start making your resume.
e Contact and Personal Info

Resume Builder

Ihave read and agree to the SkillsFirst Terms and Conditions and Privacy
Policy.

Our Terms and Conditions and Privacy Policy have been updated.
We're making these updates to clarify our terms and ensure that they

remain transparent for you, as well as to cover new SkillsFirst
products, services and features.

Thank you for being a SkillsFirst user!

§ SKILLSFIRST <o tinssvioriest

MASTER YOUR STORY

llinois Worknet > People > Marcell Leviis

Organization Men Dashboard

Welcome M ]
It's time to Master Your Story.

g
ChatGPT

practical guide Master create better documents

Story

ersonal Galleries

. Cover Letts Career Advice

Settiny

(0]

B Uploadheader picture

Here are some things you can do today.

Createaresume

Createa cover letter

Createapitch

Createaportrolio

Tokea practiceinterview

‘Watch career advice videos

Take a short career assessment

lllinois workNet® is sponsored by the Department of Commerce and Economic Opportunity. 4



mpetencies
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Add File
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Add Pitch

Add Portfolio

Add Interview
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Avatar Picture

der Pict

Lewis » Access Management

Profile Access Management

Access Management
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Profile Access Management
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@ Browse Competencies at your organization

Marcell Lewis's Competencies

Knowledge Competencies e

No knowledge added.

Hot Technology Skills e

No hot technology skills added.

Browse O*Net Competencies

Transferable Skills e

No transferable skills added.

Abilities Competencies e

@ Browse occupations at your organization

Marcell Lewis's Occupations

& Occupations (0) a

No occupations

Personal Galleries

Career Advice 2

(0]

Interview Answers W Interview Question Pitches

Illinois workNet® is sponsored by the Department of Commerce and Economic Opportunity.

Portfolios




DO SO MUCH!

Two ways to find your flow!
Guides to help you get there.

From your Dashboard:

* Create aresume

* Create a cover letter

* Create a pitch

* Create a portfolio

* Practice Interviewing

* Get Career Advice

* Take a Career Assessment

Resume Builder

Organization Member Dashboard

Welcome M !
It's time to Master Your Story.

How to
start P

ppractical guide

Master
story

Personal Galleries

Cover Letters

Interview Answers
©

0

create better documents

Career Advice 7“/1_

0

Interview Question | GAO
Answers

0

Here are some things you can do today.

Create a resume

Create a cover letter

Create a pitch

Create a portfolio

Take 3 practice interview

Watch career advice videos

Take a short career assessment

Interviews

Portfolios
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RESUMES

* Browse resume templates
e Create from scratch

* Upload Resume

* Edit Samples

Resume Builder

Keywords:

@ Browse resumes shared by your organization

Q  Search

Faith based demo

Plainfield demo

Create Resume

combination @ e

Upload Resume Edit Sample

Choo:

functional sample

o Y, AV 2 Select Select

Start from Scratch

Choy

and
nt

ent

Select

Cancel
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c OV E R L E TT E R S ® Browse cover letters shared by your organization

* Upload a letter
e Edit a Sample — 19 samples
* Create from Scratch Keywords: Q  Search

Letters 2of2 Browse Cover Letters Add Letter LT Create.. =

NETD Website cover
o Jata Q Q s

Create Cover Letter X

© O ©

Edit Sample Start from Scratch
d

Upload Cover Letter
Uploas -

Select.

Select. Select

Cancel
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CAREER ADVICE

25 career advice lessons available

Resume Builder

Transferable Skills Lesson 1: Transferable Skills

Learn about the concept of transferable skills and how to use them to your advantage.

Published: 7 SkillsFirst HQ on Tue, Sep 20, 2022, 5:50 PMET

Transferable Skills Lesson 2: Top 10 Tips for Transferable Skills

Things to remember about transferable skills.

Published " SkillsFirst HQ on Tue, Sep 20, 2022, 5:48 PMET

Cover Letter Lesson 1: Cover Letters and Notes

Learn how to write effective cover letters or cover notes

Published: " SkillsFirst HQ on Mon, Aug 15, 2022, 10:28 AMET

Cover Letter Lesson 2: Top 10 Tips for Cover Letter and Notes

Key takeaways for writing effective cover letters and notes.

Published: " SkillsFirst HQ on Mon, Aug 15

10:25AMET

Interview Lesson 1: Researching an Employer

Learn how to conduct pre-interview research and come to the interview fully prepared.

Published: f SkillsFirst HQ on Tue, May 17, 2022, 8:34 AMET

Interview Lesson 2: Interview Appearance

Make a powerful first impression with the right interview attire.

Published: " SkillsFirst HQ on Tue, May 17, 2022, 8:10 AMET
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FILES

Add files

Transcripts

Brochures

Examples of work
References

Information on jobs
Information on career paths

Resume Builder

O*MNET Data

(Occupation

Competency

Type

Folder

Profile Data

Shared
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INTERVIEWS > ANSWERS > QUESTIONS

Interviews - 1019 samples
Answers — how did you answer

Interview Questions — 12,238 sample questions

Interview Question Answers —how would you answer those questions

Behavioral Interview 1

D =

terview explores

¥ s

Behavioral Interview 2

j’ This interview explore:

F skills

Behavioral Interview 3

7 This interv

Consulting Intervi

or a con:

7

Dental School Interview 1
& Interview to 2ain admission to dental sc

vyou'll perform

u'll perform on the job by examining at your past experiences and behavior.

e job by examining at your past experiences and behavior. ’/

5

Resume Builder

Avendor just told you that they can't supply you with needed inventory to maintain production levels. How would you handle this?

Are customers always right?

Published: §  SkillsFirst HC

Are there any activities involved with field social work that you'd prefer not to get involved with?

Published: " SkillsFirst HQ on Thu, Sep 10,2015, 5:23 PMET

Are there any activities that you may have difficulty with in this role such as maintaining online production logs or inspecting machines for malfunctions?

Published: " SkillsFirst HQ on Thu, Sep 10,2015, 5:23 P!

Avre there any advances in technology or restorative materials that have you excited? What are your predictions?

Published: 9 SkillsFirst HQ on Thu, Sep 10,2015, 5:23 PM ET

F  skillsFirs

\
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PITCHES

Find pitches from different types of jobs
and modify to fit your individual needs.

Resume Builder

Dee Reinhardt

Mypitch
Dee Reinhardt
Crestey Q Idea Builder | Social MediaStratesist | Digital Marketing Consultant | Public Speaker | Linkedin
4 Trainer | WordPress Guide
Tue Augs AMET
Updated:

I help small businesses understand the how and why of marketing with soci i o est for your
business? 1 do. | ean teach you what to dowith them, create contes create and post for you. Let me design, build
or remodel your current WordPress website or social presence.

> Comments (0)

ur message

Notes 0

Tag with occupations, competencies, or gallery items.

‘ Add Tag ~ ‘

No notes added.
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Account Manager Career Portfolio

PORTFOLIOS

Review portfolios in the resume
builder to find one to model yours
after. A ke

er portfolio should showcase your skills and experier

§ S

Resume/CV (0 Items)
A detailed resume highlighting your education, work experience, skils, and achievements 25 an 2

Cover Letter (0 ltems)
A cover ltter that demonstrates your nterest n the field and how you can contribute tothe saL_

O3 Add Folder H

Personal Statement 0 tems)
stement cutining your caree objectives, i, and strengths 5 3 account mandger.
) Comments (0)

Sales Performance Metrics 0 ftems)

A summary ofsales performance metrics, inchuding sales revenue. customer acquisition,retention

Account Management Projects (0 Items)
Exampies of account management pro
Enter your message

Technical Skills (0 tems)

Alistof technical skl related to account management, auch 35 proficiency in CRM software e

Certifications (0 tems)

Anycelevant certifcations such as Cert Certified Account Manager..

Professional Development (0 Items)
Alistof professionsl development activities you've engaged in such a2 ttending conferences. wo.

[l Notes o Lettes of Recommendaton O ems)
e

Tag with occupations, competencies, or gallery items.

& Occupations Notes o

Sales Managers

No notes added.

No notes added.

TZ7YTSY
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FOLLOW US! @

Subscribe to our Newsfeed or check us out on Social Media

ILLINOIS o
o WorkNet
CENTER
HOME: https://www.illinoisworknet.com/ . %
EMAIL: info@illinoisworknet.com a m e rl ca nIObce nte r

-

MORE INFO: https://www.illinoisworknet.com/Qualify/Pages/Resume.aspx

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP  PINTEREST
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