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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

:
d"!f et May 2017

smerGnlanentzr

g

lllinois workNet - OptimatR€sume

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

¢ Access it from the Resume home
page.
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Video Resume

@r}gﬁt May 2017 Illinois workNet - Optimal Resume 8
Video Resume
ngDED RESUMES
* Video Resume gives viewers the
‘I‘ Create Video Resume opportunity to see how you present
Manage Your Video Resumes yourself
NoVideo Resumes * Video Resumes are a current
technology tool in which you share
2-3 minutes about your career
s /
:@"kut May 2017 lllinois workNet - OptimakR&sume
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New Video Resume
Build your videa resume. Click here for help.

1. Name Video Resume 2. Select Recording Mode

E NAME VIDEO RESUME

Name this Video Resume

|

Video Resume

* Select create your resume
* Name your video resume

or Cancel
A - - # o
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® et ; &~

Dee basic video
Selectan option below to continue building your video resume,

1. Name Video Resume 2. Select Recording Mode

Video Resume

* Two options are available

With Teleprompter
Create a script thatyou can read while
rrrrrrrrr

v CONTINUE

Without Teleprompter
Begin recording your video resume without a
seript

v CONTINUE

* With Teleprompter — provides a
script that you create to read
during your recording

* Without Teleprompter

»
) . May 2017
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Dee basic video

In the next few steps, you will create a script that you can read as you record your video resume.
Your script will appear in the teleprompter and scroll as you record your video. Begin by giving your

script aname

1. Name Video Resume 2.Create Script

Name this script

|Welding scripf

3. Adjust Camera & Microphi

. CREATE NEW SCRIPT

Video Resume

your script

! May 2017
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* With script — allows you to name

Video Resume

* Optimal offers types of
scripts from which you
can choose, or

e Start from scratch

Dee basic video

Select an option below to get started building your script. Click here for help.

1. Name Video Resume 2. Create Script

3. Adjust Camera & Micropt§

“ Browse Script Types .

‘ Wiew descriptions of different script
types with paragraph examples

Start From Scratch

Start adding sections and create
your script from scratch

Gt . sy

\ * Networking
* Thank You Py

~ * Follow-up £
+ Application Letter

‘ + Decline Job Offer
+Accept Job Offer

'+ CONTINUE

Illinois workNet - Optimal Resume 13
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Video Resume

* Browse Script types
provides a synopsis
of the type of video
resume this would
create

* Select a type

* Basic categories are
opened

m . May 2017
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@ BROWSE SCRIPT TYPES

. Script Types

Broadcast
+ Industry
Employer

Jobilnternship

@ BROWSE SCRIPT TYPES

. Script Types

Broadcast
Industry

« Employer
Job/internship
Graduate School

Scholarshin

industry video that their

Students and alumni wha are interested in working for a particular
emplayer, butwho have not identified a specific position with the
organization, should consider creating an employer video that
discusses their employment objective and key qualifications in
three minutes or less. An employer video should complement your
traditional resume and should emphasize aspects of your

d it

background

InTRODUCTION
OBJECTIVE
QUALIFICATIONS

CLosinG

minute or
ment
sible
= 8
— U can
® INTRODUCTION @ Eeess
® OBJECTIVE L priate video
® QUALIFICATIONS 8| [Bifeview
= CLOSING L]
+ 400 Section
ai Reorder

X TOOLS

SCRIPT EXAMPLES
ACTIONVERBS
EXPLORE CAREERS

Illinois workNet - Optimal Resume
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Students and alumni interested in a particular industry, but not
necessarlly a specific employer, should consider creating an
abjective and key
qualifications in three minutes or less. A basic knowledge of the
industry is a must make sure you take the time to learn aboutthe
inclicteu hafara unit hanin. A indici vdan chauld enmplement

e an
quite short,
s your
e shortest
med, or
fore, itis
ore you

Video Resume

* Select the type of script
* Select the paragraph

* Examples are provided
from which you can add
to your script

wEN L May 2017
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@ SECTION EXAMPLES

. Script types
I st

+ Introduction

¥ Br
Industry Obijective
Employer Qualifications
Job/internship Closing

Graduate School
Scholarship

Hello, my name is [name], and | am ¢
@"-l‘ ‘. seeking employment in the field of [fi

taking the time to view my videa resu

Hello, my name is [name]. | am curre
chool] with 3 double major in [majc
ery interested in working in either th
ame] industry as an entry-level [pos
he time to view this brief [duration of
highlights some of my key qualificatii

Hello, my name is [name] and thank
my [position of interest] video resum:
spring of 2007 frem [school] with a m
[minor], and I'd like to briefly highlight

Illinois workNet - Optimal Resume
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Video Resume

* Add the paragraphs and
then edit to include your
name and specific
company information

3
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InTRODUCTION

Hello. my name is Dee Reinhardt, and | am a recent graduate of ACME Academy seeking employment
in the field of welding. Thank you for taking the time to view my video resume today.

OBJECTIVE

My experience at ACE Welding as an intern, as well as my studies in welding, make me an ideal
candidate to work in either the CNC or ARC welding areas of manufacturing industries. In addition, |
have previous experience in production in the shuttlevalve industry. so | know what it takes fo succeed
and | have a clear appreciation of the demands of the job.

‘QUALIFICATIONS

1am a very driven person and am an asset on any team. During high school. a friend and | started our
own consfruction business that we worked over the summers. By the second summer, the business
had expanded to bring in over $15.000 in revenue, doubling our initial target. Expanding this local
business necessitated the development of advertising skills as well as strong customer service skills. In
college, | have continued to develop these skills by working part-time as a production assistant for a
local manufacturing company. The summer of my sophomore year, | worked with [past company] as a
research intern. tasked with assisting the senior researchers with new development projects. The
analytical skills | have gained as a researcher and the communications skills | have gained working with
customers allow me to be a versatile and adaptable employee. Additionally. | speak conversational
Spanish and am experienced in supervising a small team of individuals.

CLosing

Thanks for taking the time to view my video resume today. | would love to share my passion for welding
ith your company. so please contact me at 217-303-5866 or dee@welding.com fo schedule an
interview. | look forward to you hearing from you. Have a great day!

Illinois workNet - Optimal Resume 16

|

# INTRODUCTION
® OBJECTIVE
® QUALIFICATIONS

]
-]
-]
# CLOSING ]

+4dd Section
dl Reorder

X TOOLS

Video Resume

Dee basic video
Before you begin recording, find your camera and microphone devices in the drop-down menus
below.

1. Name Video Resume 2. Create Script 3. Adjust Camera & Microphone

JUST RECORDING MEDIA I

* Upon completing your script, XS TOST CATERA —ETOETITETS

adjust your camera and
microphone

* You must approve access for e
Illinois workNet to access
your camera and microphone

.
&N Hguer  May 2007

-
smerGanotecntcr

Choose driver

Logitech HD Webcam C615 (046d | v

4. Start Recording

Illinois workNet - Optimal Resume 17
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Video Resume

* Look at the video sample —
* |s your background acceptable?
* |s the lighting favorable?

* Should you move the camera up or
down?

* Make adjustments as needed.

* Test the audio
* |s the microphone picking up your
voice?
* |s the microphone picking up
background sounds?

Q ADJUST RECORDING MEDIA

Choose driver

Logitech HD Webcam C615 (0484 | v

Video Test
T

) _.. May2017 lllinois workNet - Optimal Resume

(® CONTINUE VIDEO RESUME ) or
ADJU V ROPHON

Recording Device:

Default

1. Make sure your microphone is connected
to your computer.
2. Speak comfortably into your microphone.
3. Adjust volume until your normal speaking
voice remains around 50%.

Choose driver

==

Video Resume

[23 RECORD WITH TELEPROMPTER

* When all items are
appropriately adjusted,
you can test the
teleprompter

* Text size can be adjusted

* Scroll speed can be
adjusted

* Ready — Press Record
* 3 seconds till start

TeLuIUIn:
¥ fiame Uideo Resume 2.Create Script

Teleprompter - Introduction

o V-V
NS T
© resrseeeo R R

Recording Section 1 of 4

m) . May2017 lllinois workNet - Optimal Resume
T

3. Adjust Camera & Microphone 4. Start Recording

Candidate

NEXT SECTION |»

19
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Video Resume

* After you record a
segment using either
method, you have an
option to:

* Play
* Redo
* Save

* After Save, the next
section can be
recorded

3
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RECORD WITHOUT TELEPROMPTER

,

» PLAY REDO # SAVE

VAN

> PLAY REDO * SAVE

Illinois workNet - Optimal Resume

D VIDEO RESUME STYLIST

Timeline

N .. May2017
TR

Video Resume

. Select Skin

* After all sections are recorded:
* Add bullet points by section
* Select a background video skin color

/.

lllinois workNet - Opgma’*F(e/sLme
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E. VIDEO RESUME STYLIST

Increase Brand Awareness
Improve Customer Service
Enhance Engagement

Video Resume

Select Skin
* In your bullets:

* Use keywords
¢ Use action verbs

cmerEinfomemer

Illinois workNet - Optimat RESume p 2 22 @

Video Resume

* Preview your final
video as it will appear
on your personal
website

smerGanotecntcr

Dee Reinhardt

Dee Reinhardt

Certified Social Media Strategist

PLAY B NEXT SECTION B

|
Illinois workNet - Optimal Resume 23 “ @
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Website Builder

e .. May 2017 Illinois workNet - Optimal Resume 24

Q WEBSITES

q Create New Website

Manage Your Websites

Mo Websites

Website Builder

* One of the best ways to be found is
to have a website

* Use Website Builder tool to create
your own branded website through
[llinois workNet

D
Z
3
2
S
N

smerGnlanentzr
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Website Builder \
2\A

it | BACK TO DOCUMENT CENTER |
Build your website. Click here for help. HAl TOLLLL EGTLETIEY

* Name your website

1. Hame Website 2. Select Content 3. Select Template

__./nAmME WEBSITE

Name this website

| (% START WEBSITE

or Cancel

.
) .. May 2017 lllinois workNet - Optimal Resume 26

Website Builder

* Select the pages that you wish to appear on your website
* Enable the sections from which you want to add documents

LE } ADD PAGES TO YOUR WEBSITE

I lm . LETTERS .PORTFOLIOS \

# Enable Order | 1stPage v ' Enable Order | 2nd Page v | # Enable Order | 3rdPage v

® Dee - manufacturing Basic Cover O Dee
© Dee - section sel @ Dee2 §

@ Dee -browse sample
& SKILLS GVIDEO RESUMES

¢ Enable Order | 4th Page ¥ ¢ Enable Order | 5th Page ¥

@ Dee$ ® Dee basic video

:
m) .. May2017 lllinois workNet - Optimal Resume 27
§
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Website Builder

* Select a template
* Multiple colors
* Multiple layouts

m . May 2017
soiprigyer
amerEirfatwentzr

LE \ SELECT WEBSITE TEMPLATE

Compromise Optimal Blue 1

Thunder Earthy

——
Selet  ©Zoomin Selet  ©Zoomin Select  ©Zoomin Select  ©Zoomin
Environment Optimal Gray 2 Steel Accent

m——
e —

Selet  ©Zoomin Select

© Zoomin Select  ©Zoomin Select

©Zoomin

_|Blajn

Illinois workNet - Optimal Resume 28

Website Builder

* Enable a sidebar to
include your social
media profiles

* Twitter
* LinkedIn
* Blog

wEN L May 2017
e wpHCToE
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1. Name Website 2. Select Content 3. Select Template

L?‘ WEBSITE SIDEBAR

[ Enable Sidebar

Add a widget sidebar with links to your social media profiles and sites like Linkedin and Twitter, and your blog
Drag and drop a widgetta determing its order in the sidebar

L?‘ WEBSITE SIDEBAR

# Enable Sidebar

Add 3 widget sidebar with links to your social media profiles and sites like Linkedin and Twitier, and your blog
Drag and drop a widget to determine its order in the sidedar

Add Widgets

O § Oswere Joa, Iake itvery easy for visitors to share your website with others

t [so! aFriend B £ .| Hake itvery easy for visitors to share your website with ofhers

t VEGile Linked[d

Tt [V Ewitker Add Widgets i
| myspace’ ERE MCET N ] Make it very easy for visitors to share your w
t ("o facebook @ 4 (" Linkedff)| Ertrthe URLforyour Likedin ofle
— L T ntosww linkedin comin/deereinhardt

t |Vt flickr
-] @ NS S T e T
[nite miTime2Wrkt
@ vesmy  facebook| M the URLforyour Facebook profle
t ("5 e e
" O % [1eaFrend B &£ .| Make it very easy for visitors to share your ws
Illinois workNet - Optimal Resume 29
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Website Builder

\\ \

* Upon completing the sidebar and pages Activate Website

£ Rename  x Delete . Clone [J ToDo @ AddPasskev s Preview 4 Switch Websites \\
‘ Change Tem;gla:e | Customize Sidebar HITS: 0 \

URL: hitp:fiillingisworknet confidentialresume.com/DeeBasic!

4 The website sidebar has been successfully updated!

0 Add PassKey 3‘ Preview | 4. Swilch Websites

Add pages to your website | Change Template ® DEACTIVATE WEBS' =

URL: http-/illinoisworknet.confidentialresume.com/DeeBasi

|
z
After activation — view hits or make changes N

. =
. May 2017 Illinois workNet - Optimal Resume 30 @

Website Builder

RESUME PORTFOLIO SKILLS VIDEQ RESUME

* View your website \

¥ Portfolio

DEE2

S el Gomeall S AkOaD  eses

SKILLS (35) EXPERIENCES

Create a cover ks
letter that can be
used as your
introductory page.

.....

. 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 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 32

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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