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Getting Started

Creating a New Resume

Home DOCUMENT CENTER

Search Opportunities Employers My A

»“ You are in the Document Center
Create a new document or manage your existing documents. Need Help?

= Create New Resume

Manage Your Resumes
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Naming a New Resume

“ New Resume

v Build your resume. Click here for help.

Select Language

BACK TO DOCUMENT CENTER

(] B American English [ & Spanish ] I#] canadian English [ B N French

Name this resume

[ Upload resume

If you already have a resume, you can upload it here. Note that you can't edit an uploaded resume,

but you can submit it to the Review Center.

#) START RESUME [[Id+1,1]

To begin a new resume, find the Resume
box in the Document Center and click
Create New Resume. You will be asked to
enter a name for your resume on the next

page.

Names can include any combination

of letters, numbers, and spaces. If
applicable, select the primary language
of your resume.
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Getting Started

Uploading an Existing Resume

On the naming page, you have the
BACK TO DOCUMENT CENTER option to upload a resume from your
computer that can be submitted for

review by a counselor, to ResumeGPS™

cannot be edited in the Optimal Resume

* New Resume
v Build your resume. Click here for help.

builder.
Select Language
=] B American English [ = Spanish [] I*| canadian English [} B0 French
Name this resume
| [ Upload resume |
If you already have a resume, you can upload it here. Note that you can't edit an uploaded resume,
but you can submit it to the Review Center.
#) START RESUME [L-Ide\ 10
Once you have named your resume, you will be able to browse a
variety of section sets and sample resumes, or start from scratch.
Home Document Center Search Opportunities Employers My Applications Calendar Account Contact Help

“ Test12 Log :
Select an option below to get started sttt el Mark McNasby

building your resume. Click here for help.

“ Browse Section Sets . " Browse Samples L Start From Scratch
Select a set of sections and build your = Select a sample and edit it with your Start adding sections and create your
% resume = information - resume from scratch.

oo
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Getting Started

Browsing Section Sets

= Rl S . Section sets are outlines of sections that you
can use in your resume. They are organized

building your resume. Click here for help.

-*. Browse Section Sets " Browse Samples o Start From Scratch .
N e TS O Satasang sasons samaorsme DY jOD level, such as Recent Graduate and
resume information from scraich

Experienced Professional, then by industry

® BROWSE SECTION SETS or career. There are dozens of section sets to

;::r ::u:is‘r:‘csmg :; Z"'Sﬁ!‘.‘fi :r.'v\u logical sections. On this screen you may browse different section sets and select one set for this resume. b r OW S e t h r O u g h .
Clicking on a Section Preset reveals its
N N i = canceR osuecTve sections in the rightmost box in the order

Agriculture = PROFESSIONAL EXPERIENCE .
i — = EbucaTion they would appear in your resume. The
Automotive/Mechanical = HONORS AND AWARDS .
aviton  RELATED couRsEwork Continue button below the example lets you
Basic Undergraduate

put those sections directly into your resume.

Chronological

Browsing Samples

:, Lo R Sample resumes, on the other hand, show

resumes in their entirety, from header

-’ Browse Section Sets * Browse Samples j Start From Scratch . ..
B e B S tasnp el iy e e Iayouts to section sets to writing samples.
resume information from scratch

® Resume samples are organized by industry
BROWSE RESUME SAMPLES . .. .
and job level. Clicking on a sample brings
e, up a preview of that resume. To use that

b Entry-lovel (1) 1. Highlight your financial contributions to the i i

o e Ek ] T e template in your own resume, click the Use
Arts, Design, & Entertainment (3 Experienced (1, be certain to highlight contributions you've made to h’ I b

e i This Sample button.

 Business & Finance (3
Community & Social Services (3) USE THIS SAMPLE
Computer & Math (3)

Construction (3)

Education & Training (3 KATRINKA LARSON
Farming (3) ‘Home Phone 804.555.6746 8785 Charlemont Road

Bedord, VA 24556
e Katsmith69295@aol.com
Food Preparation (3) L

Healthcare Practicioners (3) =
bl nian. g PROFESSIONAL QUALIFICATIONS

» Inventory Control & Mangement * Sales & Sales Management
3 Samples

 Purchasing & Vendor Relations » Customer Service Operations

Starting from Scratch

W& Test12
Click on a section to begin editing. You can only edit one section at a time.
" Tochange the layout of your document, hit the Style button. Click here for help.

If you chose not to add preset sections or work
from a sample, you will begin your resume by

sl Sessisl o)t issily IOssEsse L RisemLlIII—————.  Clicking the Add Section link in the right-hand
=9 & toolbar. You will select a section type to add to
R — § o your resume, at which point a new content field
Enarlan@opﬁma.lres\lmz.mm Ui SPELLCHECK will open.
919) 287-2699

1415 West Highway 54 [Address 2 Here] B SECTIONS
iApart 3t
Durham, NC 27707 I Reower

| X TOOLS |

RESUME TIPS
RESUME SAMPLES
SECTION EXAMPLES
ACTION VERBS

EXPLORE CAREERS ™.
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Working with Resume Sections

Resume Header

)

Mark McNashy

The Header is the topmost part of your
resume that contains your contact
information. If you already filled out your
contact information when you registered for
an Optimal Resume account, the header will

markm@optimalresume.com
(919) 287-2699

automatically contain that data. However,

1415 West Highway 54

if you wish to change your information,

you can do so by clicking on a piece of
information, such as the address or your

Apart 3t
Durham s | NC 27707
Country

r— ]

' SAVE REMO or Cancel

name. Once you're finished editing, click
Save to save your work. When editing a field

in the header, you also have the option to
remove the field by clicking the Remove

Resume Section Types

There are three types of sections you can add in a resume:

General Section

Saction Title
.‘

General Section - the most basic
parts of your resume, general
sections simply allow you to
enter a name and content. Most
sections, including Objective,
Education, and Skills, work best as
general sections.

Experience Section
Section Title
Employer 5 Date Range
Job
k
Employer «, Date Rangs
i e

Experience Section - Most
resumes should have at least
one experience section, which
generally refers to current and
previous jobs. These sections
are organized by employer, then
furthermore by individual jobs.
You can add employers and jobs
to this section as needed. When
you begin making an experience
section, you will only see a

few text fields at first. To enter

additional content, click the Add/

Delete Employer/Job link found
under the section title in the
Sections area of the right-hand
toolbar. You will have the option

to add or delete a job or employer

from the experience section.

button. For additional options, click Format
Header in the right-hand toolbar.

Hybrid Section

Saction Title
Organization
l‘

Date Range

Hybrid Section — This section

is the happy medium between
general and experience sections.
Like the experience section, the
hybrid section is organized by
Organization and you must add
them as needed from the right-
hand toolbar. However, the fields
for each individual organization
are less detailed than employers
and lack information such as
Employer URL and location.
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Working with Resume Sections

Experience Section

Experience sections are organized on several levels, first by employees, then
by jobs at specific employers.

PROFESSIONAL EXPERIENCE

EXXON OIL, CHEMICAL, ENERGY & RESEARCH COMPANIES, 1993 to Present
Distinguished management career in Exxons three largest operating companies. Promoted rapidly through a series
of increasingly responsible line and staff management positions as a result of strong managemeni performance and
measurable operating and financial results.

Employer

Production Manager - U.S. Energy Operations , Pittsburgh, Pennsylvania, (2005 to Present)

Member of 3-person Management Team leading all production operations for $400 million business unit. Focus on
enhancing the profitability of all product lines, with particular emphasis on new product development and
commercialization. Shared P&L responsibility.

* Delivered revenue growth of 11% annually and profit growth of 4%—5% each year.

* Redesigned the entire production planning process. Restructured and automnated inventory planning,
improved demand forecasting and supported a 50% sales increase with no additional inventory cost.

® Led cross-functional, cross-organizational project to establish an integrated global supply
planning/scheduling process and performance optimization model.

Production Manager - Chesapeake Chemical Plant, Chesapeake, Maryland, (2001 to 2005)

Fast-track promotion from Compounding Operations Manager to Reengineering Coordinator to Rebuild/Restart
Project Manager for 20,000 sq. ft., 450-employee production facility. Initially responsible for 45 employees and a 35
million annual operating budget for both on-site and contract operations.

* Improved reliability from 70% to 90%, increased production from 93% to 99.5% and reduced maintenance
costs 33%. Accelerated product development and cycle time.

» Introduced GMP into the operation and co-led successful 1ISO 9002 registration.

* Directed a 4-month speeial project to recover inventory following massive structural damage to a large
warchousing and distribution facility. Achicved all objectives.

Add/Delete an Employer/Job

& SECTIONS To add an employer to an experience section, or to add a job to an employer,
— click the Add/Delete Employer/Job link under the experience section in the

= PRODUCTION @1 right-hand toolbar.
MANAG. ..

= BROFESSIONALEXE. " @ That will display a window that makes it easy to adjust your experience
[+ AdaiDelete Employeriion | - section. Click the Add Employer button to add an employer to the section.
= EDUCATION @ Click the Add Job at this Employer link beside each employer to add a job at
that given employer.

+ Add Section il Reorder

When you add a new job or employer, it will be placed at the bottom of the
A TOOLS employer or the experience section, respectively. You can use the Reorder
button to rearrange your jobs, employers, as well as your sections.

RESUME TIPS

RESUM
SECTIC . PROFESSIONAL EXPERIENCE

2

ACTION » DAVENPORT COLLEGE il
EXPLOI Job: Executive Director - Institutional Planning, Research & Knowiedge Systems ]
= UNIVERSITY OF MARYLAND # Add Job at this Employer il

Job: A Director - Insti IR hand A nent ]

= YGL RESEARCH + Add Job at this Emplover i}

Job: Researcher / Business Administrator i

or Cancel

'+ ADD EMPLOYER
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Working with Resume Sections

Adding a Section

5.5 To insert a new section, click the Add Section

link in the right-hand toolbar. A new window
will open, and you can choose the location
+ STYLE RESUME of the new section in relation to another
 FORMAT HEADER section on your resume. Then select the type
u& SPELLCHECK of section you wish to add. Your new section
T will appear on the resume upon clicking the
[Address 2 Here] Select button.

+ Add Section i Recrder

Reordering Sections

=L . . .
To change the order in which your sections
g DOCUMENT appear, click the Reorder button in the right-
+ STYLE RESUME hand'toolbar. This wiII‘open anew w'indow
= FORMAT HEADER showing all of the sections curren‘tly in your
= resume. Drag and drop your sections into
-« SPELLCHECK the desired order. Note that this window also
allows you to reorder employers and jobs.
L 2 Here] = SECTIONS Click Apply to save your changes.
= PRODUCTION ]
MAMAG...

= PROFESSIONALEXP.. [

‘ + Add/Delete Employer/Job
= EDUCATION il

+ Add Section )il Reorder

Deleting a Section

= DULCUNEN To delete a section, click the trashcan icon

next to the section name in the right-hand
_* STYLE RESUME

= toolbar. You'll be asked if you are sure you
. FORMAT HEADER wish delete the section. Click Delete to
< SPELLCHECK proceed.
= EDUCATION
+ Add Section Jjj| Reorder
@mples Action Words Infobytes I '\ TOOLS
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Working with Resume Sections

Editing a Section

Hover over any section. When the section

Examples Action Words Infobytes . . . ..
faucaton | R T e O - orange, click on it to begin editing.
When you're finished editing, click Save to
® University of North Carolina at Chapel Hil keep your changes.

or Cancel

Editing Tools

Every section has fields for a section name and section content. When entering content, you will notice a toolbar above
the editing field. This bar contains helpful features to format and guide your writing:

1. Bold - bolds highlighted text

Italic — italicizes highlighted text

Underline - underlines highlighted text

Text Color - allows you to change text to a color selected from the palette
Eraser — removes any formatting applied to selected text

Bullets — adds a bulleted list

Link - inserts, changes, or removes a hyperlink to another website

© N U A WN

Resume Table - inserts a table into your resume. You can set the number of rows and columns for your table after
clicking this button.

9. Line After — adds an empty line after current content in editor
10. Line Before - adds an empty line before current content in editor
11. Remove Line Before - removes an empty line before current content in editor

12. Examples - opens the Examples menu, where you can browse sample content for a specific section. Available
sections are listed in the left box. Click on a section type to see examples for that section. If available, you can also
click the Add button next to an example to insert that example into your editor.

13. Action Verbs - 400+ verbs to help you describe your work experience

14. Infobyte - opens the Infobyte menu, where you can insert an Infobyte next to selected section. Infobytes appear
only in your online resume. They are small icons that can be moused over to reveal additional information about
your resume. These are a great way to elaborate on the sections of your resume without adding extra pages.
There is also an Examples section specifically for Infobytes if you are unsure of what to write.

‘oposals Group Presentations & Ed|t|ng a Table

4 Analyzer Spedifications, Reporti

jic Systems Process Improvement If you are working with a resume that contains
Cell 3

a table, you can access additional options by
right clicking on the table. You can add rows
and columns, as well as delete the table.

oft Word, Excel, PhotoShop and AutoCAD ~ "°" '

Column 4

or Cancel Delete Table

| Table Properties
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Document Settings

Style your Resume

il

Layout - Set the margins,
columns and header format for
your resume

STYLING PALETTE (%)

| Layout | Font | Bullets | Lines | | Spacing || Pre-Styies |

w | Document Margins
Document Margins
Top v Document Format
Header Format
Rightl Section Title Layout
Experience Section Layout
. C——

Lines — Add, remove, and change
lines used on your resume

STYLING PALETTE x

[ Layout| | Font | Bulets || Lines | Spacing || Pre-Siyies |

w | Header Dividers

P Header Dividers
Line | o tion Dividers
LIé £ mployer Dividers
Job Dividers
Line Under Name:
Line Style:

Line Under Address: “ @

Spellcheck

&2

~ STYLE RESUME
" FORMAT HEADER
*% SPELLCHECK

To style your resume, click the Style Resume
button in the Document section of the
right-hand toolbar. This will open the
Styling Palette. Click the pre-styles tab to
apply a pre-made resume template to your
document. Use the other tabs to customize

almost any aspect of your resume:

Font — Change the font and font
style for different parts of your
resume

STYLING PALETTE LX)

[ Layout || Font | Bullets | Lines | | Spacing || Pre-Styles |

w | Document

o Header Font
Prima Section Font
Employer Font
Job Font

Spacing - Set the spacing
between parts of your document

STYLING PALETTE 0

[Layout| [ Font | Bullets | Lines | | Spacing | [ Pre-Styies |

w | Header Spacing

Space biw Address and First Section: “s @

» STYLE RESUME
" FORMAT HEADER

i, SPELLCHECK

Bullets — Change bullet styles
and the level of indentation

Layout || Font | Bullets | Lines | | Spacing || Pre-Styles |
Bullet Style: “» @ @)

Indent Level: “ @ =

4§ [Ifyou're unsure of what a

" setting corresponds to, there

e is a magic wand feature

next to every setting that
highlights exactly where the
style changes will be applied.
Affected areas will be
highlighted in orange when
the wand is clicked.

Clicking Spellcheck will highlight in red
misspelled words in your document. If you
right click on a misspelled word, you can
replace it with the correct spelling or ignore
| the error and move on.

www.optimalresume.com - 877.998.7654 - support@optimalresume.com



Document Settings

Format your Header

v This link will open the Header Layout option
in the Styling Palette where you can change
. STYLE RESUME jche appearance of your header and contact
= information. There are four header layout
_ FORMAT HEADER options. Choose one, then drag and drop
"% SPELLCHECK individual information fields into your
chosen header layout. Also note that you
have the option to add a headline here. Click
Apply when you've finished arranging your
information.

Example

markm@optimalresume.com ¢ [Phone 2 Here]
(919) 287-2699

1415 West Highway 54 [Address 2 Here]
Apart 3t
Durham, NC 27707

STYLING PALETTE %)

| Layout || Font || Bullets | Lines || Spacing | | Pre-Styles |

[ w | Header Format = J
Click to Change Layout @ Divides your header into invisible boxes so
I B ithi
- I == = . . . you can arrange elements within each box
Fields @

Drag and drop fields into your selected layout below

Header Content &
Drag and drop header fields here: [ Apply |

Drag individual fields into a part of the
layout. Notice that each box can have its own
alignment. That is how we achieve the effect
where the name, email and phone numbers
" are centered, but the other information is
right and left aligned, respectively.

e
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Document Tools
& DOCUMENT Resume Tips

~ STYLE RESUME Select a job family (occupations grouped together based on type of

work and skills required) and view professionally written top 5 tips for

" FORMAT HEADER writing a successful resume for that job family

** SPELLCHECK

Resume Samples

- View professionally written resume samples, which you can sort by job
= SECTIONS family and experience level.

= EDUCATION

R Section Examples

+ Add Section jjj Recrder View examples for each kind of section on your resume (e.g. education,

experience, honors and awards).

: Action Verbs

RESUME TIPS
RESUME SAMPLES
SECTION EXAMPLES
ACTION VERBS

A list of 400+ action verbs to help you describe your work experience

Explore Careers

Opens the O*NET database, where you can find occupation-specific
information like skills and education required, and salary and growth

EXPLORE CAREERS "™ trends

Document Toolbar

" Test12

Click on a section to begin editing. You can only edit one section at a time.

Logged in as:

Mark McNasby

. To change the layout of your document, hit the Style butten. Click here for help.
-, L 1S - (S
. - &~ Oy PrintP .
e S o S0E RESMSCONRE O SORNOES 8 DR o SIOCETE ik SOOI

Rename - lets you change the name of your resume Print Preview — Shows an HTML version of your resume.

Clone - creates a duplicate copy of your resume in the
Document Center. Before cloning, you must enter a
unique name for your cloned resume.

This is how your resume will appear in downloadable
versions. More importantly, Print Preview shows how
many pages your resume will take up. To move to another
page, use the arrow buttons or the Go To Page feature.

Review Center (if available) - Allows you to send your You can also zoom in and out of your resume to see how
resume to a career counselor. Select your counselor from it will look from different ranges.

the drop-down menu, and include a message if desired.

Download - Download a hard copy of your resume into

ResumeGPS (if available) — Select the current resume different formats: PDF, HTML, Plain Text, and Microsoft
to be used as your GPS resume. Your GPS resume is Word Compatible.

made available to employers for searching. For more
information on Resume GPS, click here.

Switch Resumes - Clicking this button shows all of the
resumes you have created so far in the Document Center.
Click on a resume’s name to go to the editing page for
that document.
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Post-production Tools

Editing your Resume

Home DOCUMENT CENTER Search Opportunities Employers

+“ You are in the Document Center

Create a new document or manage your existing documents. Need Hel

B e B

== Create New Resume =& Crea
Manage Your Resumes Manage Youl
plain @ Y& il Delete aasaaaa
33223 ‘& 4 il Delete adsfa Y&
354535345345345 il Delete adsfafdsfads
7-27-09 il Delete aSassad
7-30-09 il Delete asdasd

Sharing your Resume

Bookmark & Share OptimalResume

E=1 Email =h Print

=5 Digg Facebook

© Twitter 3 Linkedin

s Favorites Google

{73 FriendFeed wa MySpace

¥ Live B More... (55)

Whal's this? 0 AddThis

i iy 14 i P L L hak 26

=

- Create New Website
Manage Your Websites
1111 il Delete
11111 il Delete
aaa2 il Delete
aaa2? il Delete
abe il Delete

To edit a resume at a later time, click the
resume’s name in the Document Center.
This will bring you back to the editing page
where you can save new changes to your
document.

Use the Share Button within the taskbar to
easily share your resume with your network.
Choose from a variety of different social
media sites, search engines, e-mail, etc.

We recommend that you add a resume

to your resume website in order to easily
share your resume online with employers.
If you haven't already, create a website in
the Website Builder and select your desired
resume from the list of available resumes.
For more information, refer to the Website
Builder help.
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