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Free Online Career Plan and Resume 
Building Tools to Help Students

Reach Their Career Goals

September 2019

Presentation Materials Available at https://qrgo.page.link/Q9ojo.

What are some of the 
challenges you face 

while helping students 
with career planning?

SHARE YOUR EXPERIENCE

https://learningapps.org/display?v=p26za3k2k19

1

2

https://qrgo.page.link/Q9ojo
https://learningapps.org/display?v=p26za3k2k19


9/6/2019

2

ILLINOIS WORKNET: BENEFITS FOR STUDENTS AND ADVISORS

• Students access resources and 

tools to help them explore 

careers, training, and skills 

needed to reach their training 

and employment goals.

• Advisors have access to the 

same resources and tools in 

addition to instructor guides 

and partner tools to recover 

passwords, view student 

assessments, plans, saved 

resumes, and more.

• All resources are FREE.

AGENDA

Illinois workNet Tools & Guides

Resume Builder Demo

Customer Support Center Overview

Career Plan Builder Demo

Next Steps

Advisor/Instructor Tools

Student View 

Career Plan Demo
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STUDENT TOOLS: GETTING STARTED

Students must have an Illinois workNet account in order to use personalized tools.

Go to 

www.illinoisworknet.com 

to Sign Up for an Illinois 

workNet account.

STEP ONE

Verify your Illinois 

workNet account 

via email.

STEP TWO

Go to My Dashboard, 

then select the 

Dashboard icon.

STEP THREE

MY DASHBOARD: GETTING STARTED WITH MY CAREER PLAN

Student View
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https://www.illinoisworknet.com/
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MY CAREER PLAN: START WITH A STEP-BY-STEP APPROACH

Self-Access:
• Students access and update 

pre-populated steps.

Staff-Assisted:
• Staff have the ability to 

update pre-populated steps 
or add other steps/services 
through Customer Support 
Center Tools.

Student View

MY CAREER PLAN: START WITH A STEP-BY-STEP APPROACH
Student View

7

8



9/6/2019

5

MY CAREER PLAN: START WITH A STEP-BY-STEP APPROACH
Student View

MY CAREER PLAN: START WITH A STEP-BY-STEP APPROACH
Student View
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MY CAREER PLAN: EXAMPLE RESOURCE LINKS
Student View

MY DASHBOARD: EMPLOYMENT 101
Student View
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EMPLOYMENT 101: STEP-BY-STEP APPROACH

Employment 101 is a self-

guided tool to help 

students develop a plan to 

reach their career goals.

Student View

INSTRUCTOR GUIDES AVAILABLE:

• Prepare a Career Plan

• Prepare a Job Search Plan

EMPLOYMENT 101: THE GUIDE

STEPS WITH INTEGRATED RESOURCES:
• Articles
• Searches
• Tools
• Videos 
• Link to View Plans

SIDE BAR FOR:
• Career Planning
• Job Search Records
• Goals and Notes

Student View
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Skills and Interest Surveys

EMPLOYMENT 101: INTEGRATED TOOLS 

Source: Illinois Career Information System (CIS) brought to you by Illinois Department of Employment Security.

STUDENTS COMPLETE THE CAREER CLUSTER INVENTORY STUDENTS AND INSTRUCTORS CAN VIEW RESULTS

Student View

Source: Illinois Career Information System (CIS) brought to you 
by Illinois Department of Employment Security.

Research Careers, 
Wages & Trends

Explore Options In 
Career Pathways

Learn About Required 
License/Certification 
and Training Programs

STUDENTS

Learn About Wages, 
Job Opportunities, 
Working Conditions, 
Required Skills & More

EMPLOYMENT 101: INTEGRATED TOOLS 
Student View
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Research Training

*Source: Illinois Career Information System (CIS) brought to you by Illinois Department of Employment Security.

WIOA APPROVED TRAINING PROGRAMS PUBLIC & PRIVATE TRAINING PROGRAMS*

EMPLOYMENT 101: INTEGRATED TOOLS 
Student View

Guides:

Job Skills Guide

Digital Literacy Guide

Resume Writing Guide

Social Media Guides

EMPLOYMENT 101: INTEGRATED TOOLS 
Student View
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Resume Builder

Find Jobs Tools

JobFinder Illinois JobLink

EMPLOYMENT 101: INTEGRATED TOOLS 
Student View

EMPLOYMENT 101: CERTIFICATE OF COMPLETION
Student View
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EMPLOYMENT 101: SUPPORTING RESOURCES

• Guide for Using Employment 101 Customer Guide (PDF)

• Employment 101 Overview for Customers (PDF)

• Employment 101 - Career Plan Instructor Guide (PPT)

• Employment 101 - Job Search Plan Instructor Guide (PPT)

https://www.illinoisworknet.com/partners/Pages/Assessments.aspx

MY DASHBOARD: RESUME BUILDER
Student View
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https://www.illinoisworknet.com/DownloadPrint/Using%20Employment%20101%20pre-post-assessments%20-%20customer_FINAL.pdf
https://www.illinoisworknet.com/DownloadPrint/Get%20Started%20in%20Employment%20101%20Flyer.pdf
https://www.illinoisworknet.com/DownloadPrint/Instructor%20guide%20-%20Career%20plan.pptx
https://www.illinoisworknet.com/DownloadPrint/Instructor%20guide%20-%20Job%20search%20plan.pptx
https://www.illinoisworknet.com/partners/Pages/Assessments.aspx
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OPTIMAL RESUME: RESOURCES 

Resume Writing Guide
• Get Prepared

• Start Writing

• Customize Your Resume

• Use Your Resume for 
Interview Prep

• Illinois workNet 
Resume Builder Tools

• More Articles 

Resume Builder – Helps create a clean, professional-looking resume. 
You can start a resume from scratch or choose from over 500 samples 
to use as a starting point.

Letter Builder – Helps create a professional letter. This includes any 
job-related letters, such as cover letters, thank-you letters, and job 
acceptance letters.

Portfolio Builder – Lets you create and organize a portfolio of your 
past projects.

Self-Assessment Tool – Lets you take different assessments and save 
the results. You can use them to assess and identify your skills, 
strengths, and accomplishments.

Interview Prep – Lets you practice your interviewing skills in real time. 
You can respond to a set of common interview questions and record 
yourself doing so.

Video Resume Builder – Lets you create and record a video version of 
your resume. You can also create a script to be read to you as you 
record, if you like.

Website Builder – Helps you create a personal website for yourself. 
You can add materials you’ve already made (such as resumes, letters, 
and portfolios) to your website.

Resume Builder tools can be found in your Illinois workNet account. 
Simply login and click on “Resumes” under the “My Dashboard” 
menu. After this, you’re ready to start building!

OPTIMAL RESUME: ACCESSING YOUR ACCOUNT

Go to 

www.illinoisworknet.com

and Login to your Illinois 

workNet account.

STEP ONE

Select Resume Builder.

STEP TWO

Go to My Dashboard.

STEP THREE
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https://www.illinoisworknet.com/Pages/Article.aspx?articleID=186
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=187
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=188
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=189
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=190
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=191
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=192
https://www.illinoisworknet.com/
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OPTIMAL RESUME: GETTING STARTED

• Complete any contact 
information that is missing.

• Enter your career preferences.

• Hold CTRL to select multiple 
items.

• Click Save.

• You may change Industry at 
any time.

26

OPTIMAL RESUME: DOCUMENT CENTER

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

• All documents created within Optimal Resume can be accessed 
from your Illinois workNet Dashboard at any time.

• Access from the Resumes button on the homepage toolbar.
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OPTIMAL RESUME: DOCUMENT CENTER

Select from a variety of documents/content to manage

Today, we will focus on the 
Resume Builder Section!

OPTIMAL RESUME: RESUME BUILDER

• From Document Center, select 
Create New Resume, name your 
resume, then click Start.

• Upload an existing resume.

• You can not edit a resume 
you upload.

• If you use standard resumes with 
your customers, you can send 
them to info@IllinoisworkNet.com
and Optimal will upload them 
into their system as a template 
that can be used.

27
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mailto:info@IllinoisworkNet.com
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• Three options are available to create a new resume:

• Browse Samples – Provides templates to select a resume (540 samples are 
available).

• Browse Section Sets – Provides section headers, you complete filling in the rest of 
the information.

• Start From Scratch – For experienced resume writers, you will have a blank 
template.

OPTIMAL RESUME: RESUME BUILDER

30

• Pick from an industry category and experience level.

• Samples appear at the bottom of the screen.

• Look at the sample thumbnail views. 

• Review a full-size sample.

• When you find one you wish to use, select Use this Sample.

Browse Samples

OPTIMAL RESUME: RESUME BUILDER
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OPTIMAL RESUME: RESUME BUILDER

• After making your selection, the 
builder automatically enters your 
contact information.

• You can edit different areas with 
your information.

• The edit tools allow you to:

• Style your resume

• Format

• Spellcheck

• Edit, reorder, or delete 
sections

• Learn offered tips and 
instructions

Browse Samples

https://learningapps.org/display?v=pcyxwd17c19

GROUP ACTIVITY

31

32

https://learningapps.org/display?v=pcyxwd17c19


9/6/2019

17

• Letter Builder helps build 
letters the same way as the 
Resume Builder

• Access letters from the 
Document Center

• Select Create New Letter 
• Choose from an existing letter

OPTIMAL RESUME: LETTER BUILDER

• Access from the 
Document Center

• Compile your collateral 
materials in one place 
for easy access

OPTIMAL RESUME: PORTFOLIO BUILDER
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• Manage your assessments 
from the Document Center

• Select any assessment you 
created to make edits

• Delete the assessments 
you no longer need

OPTIMAL RESUME: ASSESSMENTS

• Select the skill and category to add your anecdote in the box.
• After entering your comments, you can return to any 

assessment and edit or add.

OPTIMAL RESUME: SKILLS INVENTORY
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• Create multiple assessments by industry or Job Family
• Select an occupation from the associated O*NET listing
• Review the O*NET job details to include appropriate 

descriptions in your assessment
• After selecting options, the screen allows you to add 

your Skills and Abilities (as shown on the previous two slides)

OPTIMAL RESUME: ACCOMPLISHMENT SHEET

• Complete the 
assessment process 
by adding your 
Proficiencies

• Select Add in the 
Proficiency column

• Indicate the level of 
Experience

• Rate your 
Experience

OPTIMAL RESUME: PROFICIENCY LIST
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• Optimal Resume offers the opportunity to practice interview 
questions and see/hear your responses

• Select Create New Interview
• Name your interview

OPTIMAL RESUME: INTERVIEW PREP

• Hover over the category to see what is included
• Select the type of interview you would like to practice

OPTIMAL RESUME: INTERVIEW PREP
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Practice options include:
• Video – Record your voice and image
• Audio – Record your voice only
• Text – Type your answers
• Just Listen – Listen to questions from 

interviewers

OPTIMAL RESUME: INTERVIEW PREP

After selecting an interview, type the number of questions in the 
Playlist as shown in parenthesis.

OPTIMAL RESUME: INTERVIEW PREP
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• Choose the audio/video and connect to your webcam
• Completed recordings are noted with a green flag
• Share questions with a career counselor

OPTIMAL RESUME: INTERVIEW PREP

• The Video Resume 
gives viewers an 
opportunity to see 
how you present 
yourself

• Video Resumes are a 
current technology 
tool in which you share 
2-3 minutes about 
your career

OPTIMAL RESUME: VIDEO RESUME
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Two options are available:
• With Teleprompter – Provides a script to create and read 

during your recording
• Without Teleprompter

OPTIMAL RESUME: VIDEO RESUME

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

• Use the Website 
Builder tool to create 
your own branded 
website through 
Illinois workNet

OPTIMAL RESUME: WEBPAGE BUILDER
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SHARE YOUR EXPERIENCE

What types of tools 
would be helpful to 

communicate with or 
provide career planning 

guidance to your 
students?

PARTNER TOOLS: THE GUIDE

www.illinoisworknet.com/partners

Step 1

Step 2

Advisor View
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CUSTOMER SUPPORT CENTER: GETTING STARTED

Partners must have an Illinois workNet partner account.

Go to 

www.illinoisworknet.com 

and Login to your Illinois 

workNet account.

STEP ONE

Invite students to join your 

Customer Support Center group.  

When they accept the invitation, 

they are immediately added to 

your group.

STEP TWO

Go to My 

Dashboard.

STEP THREE

Advisor Login

• Career Plan will be prepopulated with basic 
goals and steps.

• Customize goals and steps based on the 
student’s assessment results.

• Use the Career Plan as a communication tool.
• View student’s saved items in Illinois workNet. 

.

CAREER PLAN TAB:

Access Career Plan Builder

CUSTOMER SUPPORT CENTER: PARTNER TOOLS
Advisor View
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• View student’s saved resumes, cover 
letters, interview practices, assessments, 
and webpages.

OPTIMAL RESUME TAB:

View Student Employment 101 Results

CUSTOMER SUPPORT CENTER: PARTNER TOOLS
Advisor View

FOLLOW US!
Subscribe to our Newsfeed or check us out on 
Social Media.

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP PINTEREST

HOME: https://www.illinoisworknet.com/

EMAIL: info@illinoisworknet.com

CSC Guide: https://www.illinoisworknet.com/partners/Pages/Customer-Support-Center.aspx 

The Illinois workNet® Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities. 
All voice telephone numbers may be reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. 
Department of Labor’s Employment and Training Administration. For more information please refer to the footer at the bottom of any webpage at illinoisworknet.com. September 2019 v4
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https://www.pinterest.com/illinoisworknet/
https://www.linkedin.com/groups/4794123/
https://www.linkedin.com/company/illinois-worknet
https://twitter.com/ILworknet
https://www.facebook.com/illinois.worknet
https://www.youtube.com/illinoisworknet
https://www.illinoisworknet.com/
mailto:info@illinoisworknet.com
https://www.illinoisworknet.com/News/_layouts/15/listfeed.aspx?List=%7b8A063B1D-128E-454C-9670-8993606DDDCD%7d
https://www.illinoisworknet.com/partners/Pages/Customer-Support-Center.aspx

