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OUR AGENDA 

Building a Resume  

 Templates 

 Styles 

 Tools 

 Actions 
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BUILDING A RESUME 
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RESUME BUILDER 

 From the 
Document Center 
– Select Resume 
Builder 

 Select Create New 
Resume to get 
started 

 Select one of your 
existing resumes to 
edit or delete  
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RESUME BUILDER 

Create a new 

resume 

Upload an 

existing resume 

 You cannot edit 

a resume that 

you upload 
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RESUME BUILDER 

Three options are available to create a new resume 
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145 Templates, Sections only, Start from Scratch 



RESUME BUILDER 

Browse Samples  

 provides 

templates from 

which you can 

select a resume 

to use 

145 total 

samples are 

available 
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RESUME BUILDER 

Pick from the industry 

category and 

experience level 

Samples appear at the 

bottom of the screen 
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RESUME BUILDER 

Review the sample 

thumbnail views 
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RESUME BUILDER 

Review a full-size 

sample 

When you find 

one you wish to 

use, select Use 

this Sample 
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RESUME BUILDER 

 After making your 

selection, the builder 

automatically enters 

your contact 

information 

 You can edit the 

different areas with 

YOUR information 
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RESUME BUILDER 

Examples 

Action Verbs 

 Infobytes 

Help you with suggestions to make your resume 

stronger 
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This is a great 

way to include 

a problem, 

action and 

result that 

helped you 

save the 

employer time 

or money. 



RESUME BUILDER 

 Experience 
allows you to 
add: 

 Employer Name 

 Employer Location 

 Employer website 

 Company 
Description 

 Date range of 
employment 

 Job Title  

 Job Description 

 Use WYSIWYG tools  
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RESUME BUILDER 

The edit tools help you: 

 Style your resume 

 Format 

 Spellcheck 

 Edit, reorder or delete 

sections 

 Offer tips and instructions 
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RESUME BUILDER 

Tools help you 
make your 
resume 
unique. 

 Formatting 

 Spell Check 

 History 

Sections 

Resources 
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RESUME BUILDER 

Reorder the 

sections 

Reorder 

bullets 

within a 

section 
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RESUME BUILDER 

 The Skills Section 
helps you by 
allowing you to 
include key terms 
and phrases from 
your industry 

 Pull terms from 
your My Skills 

 Make use of the 
ONET tool to help 
you add the 
proper keywords 
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RESUME BUILDER 

Using the My Skills section links you to the items from 

your Skill Inventory 
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RESUME BUILDER 

 While in the resume builder you have additional tools 

 Rename, Clone, GPS, Download, Share, Print Preview, To Do, or Switch Resumes 

Illinois workNet Resume Building Tool - http://illinoisworknet.com 



RESUME BUILDER 

GPS - Opt-in to 

share with 

employers 

Download 

your finished 

version 

Share by email 

or other system 
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RESUME BUILDER 

Preview the print 

version 

Make a list of things 

To Do for your 

resume 

Switch between 

resumes in case 

you need to make 

multiple changes 
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QUESTIONS 

For more information: 

Email – info@illinoisoworknet.com 

Visit us at:  
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