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Getting Started
Logging Into Illinois workNet

1. Go to www.illinoisworknet.com and click “Login” in the header.

) G

Login Sign Up

2. Login with your username and password. Using the My Dashboard menu select “Resumes” or click
on My Dashboard and then select the “Resume Builder” option.

2
ILLINOIS y
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Dashboard
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lllinois workNet®

Resume Builder
Login with your lllinois workNet account

Don't have one?
Learn about account benefits. Create, save, and share your resumes,
. Use these tools:
* Resume Templates
=+ Cover Letter Templates
Bookmarks + Portfolio Builder
« Interview Tools

User name:

Password:

Forgot Password?

Remember me?: [

Sign In Resumes

Page 3 of 24
This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. The product was created by the grantee and does not necessarily
reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information,
including any information on linked sites and including, but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. This

product is copyrighted by the institution that created it. Internal use by an organization and/or personal use by an individual for non-commercial purposes is permissible. All other uses require the
prior authorization of the copyright owner.

Tllinois workNet Centers are an Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request to individuals with disabilities at Illinois workNet Centers. Sponsored by
Tllinois Department of Commerce and Economic Opportunity.


http://www.illinoisworknet.com/

2 Illinois workNet Resume Builder — Resume Help
W(WorkN
e March 28, 2017 v3

Powered by Optimal Resume

—
americanjobcenter

Creating a New Resume

To begin a new Resume:

1. Click the Create New Resume button in your Document Center.

N
+ Create New Resume

Manage Your Resumes

Accounting ¥& i Detete
Caped Crusadert Y& il Dekete
Director Client Services il Detete
RESUME_BY_SAMPLE 0 Delete

RESUME_FROM_ SCRATCH 0 Deete

4’ Collapse (5)

2. Enter a name for your resume (names can include any combination of letters, numbers, and
spaces) and click Start Resume.

Name this resume

New 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.

L= of Cancel

3. Select how you would like to build your resume.
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Three Ways to Build a Resume
There are three options you can use to build a resume.

Note: Depending upon your institution's settings you may or may not see all three options. Some
institutions may have disabled one or two options.

Start from Scratch

This method will essentially load a blank page (with the exception of the header information

being pulled from your profile and automatically pre-loaded) and the user will have to insert
section titles and content.

“ Start From Scratch
To Start from Scratch:

Start adding sections and create
your resume from scratch

1. Click the Continue Button on the Start From Scratch box.

CONTINUE

2. Your document will open in a default style. Since the system is not copying a sample, it will
need to know what font to use, how to format the header, margins, spacing, etc. Your
institution will have designated a default style. You will be free to change these settings and
we will discuss this in the Styling Your Resume section on page 17.

Click on a section to begin editing your resume. Use the right sidebar to format your resume and find content assistance. Click here to download pdf help

£ Rename | Clone | & ReviewCenter (/) ResumeGPS  § Dewnload share  ©4 PrintPreview  [] ToDe 4. Switch Resumes
.75-8 5.75'
5 DOCUMENT
57 3
=l + STYLE RESUME

Bruce Wayne " FORMAT HEADER

% SPELLCHECK
& SHOW HISTORY

SECTIONS

X TOOLS

RESUME TPS

12 Wayne Manor Drive

123123 1234
Gotham, NY 21234

brucewayne@gmail.com

RESUME SAMPLES

RESUME VIDED TUTORIALS
SECTION INSTRUCTIONS
SECTION EXAMPLES

ACTION VERBS

EXPLORE CAREERS ™6,
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3. Click the Add Section button located in the Sections box on the right side of the screen.

S
£ SHOW HISTORY

X TOOLS

RESUME TIPS

There are three types of sections:

a. General Section - A general section contains a section title (e.g. 'RELATED
COURSEWORK', 'HONORS AND AWARDS') and room to add a description. You might use
this kind of section for, among others, a profile, skills, or honors and awards section.

Section Hame |

b. Experience Section — Add an experience section to display your relevant work
experience. The experience section will contain a section title, employer information and
room to discuss your job responsibilities and accomplishments. You can also add
additional employers and jobs to the section.

Section name. |

o [ I e ]

Employer URL (Optiona)
© show company description

[Job Title

") = Examples. | A Action Verbs | @ nfobytes

¢. Hybrid Section — A hybrid section contains a section title, organization name and date
range, and a text field for additional information. You may want to use a hybrid section if
you have gone to multiple educational institutions or want to discuss how you have
gained skills through non-work-related activities, like clubs or associations

Hybrid section name |

iB Z U H4-iiZiee @9 pes | A Acton verbs | &b
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4. Select the appropriate section type and click Select.

Choose the type of section you want to add from the options below.

General.Section Hybrid Section

Section Title Section Title Section Title
Employer o Date Rangs Organization Date Range
> Job -
s -
Employer o,  Dse Range &
Job

I's

SELECT SELECT

A general section contains a
section title (e g. "RELATED
COURSEWORK, 'HONORS AND
AWARDS') and room to add a
description. You might use this kind
of section for an objective, skills, or
honors and awards.

Add an experience section to
display your relevant work
experience. The experience section
wil contain a section title, employer
information and room to discuss
your job responsibilties and
accomplishments. You can also add
additional employers and jobs to the

A hybrid section contains a section
title, organization name and date
range, and a text field for additional
information. You may want to use a
hybrid section if you have gone to
multiple educational institutions or
want to discuss how you have
gained skills through non-work-

section related activities, like clubs or

assnriatinng

5. Repeat this for each section you want to add to your document.

Browse Section Sets

This method is essentially an outline and allows you to choose from a selection of Resume
Types that have associated with them suggested Section Titles called Section Sets.

To Browse Section Titles:

1. Click the Continue Button on the Browse Section Sets box.

“ Browse Section Sets

Select a set of sections and build
your resume

Work Experincs
Education

Haners and Awards
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2. Select a Resume Category and Resume Type to see the suggested list of Resume
Sections (Section Set). Once you have found the desired Section Set click the Continue
button.

. =~ c [N
A Browse Samples Browse Section Sets _ Start From Scratch
o Select a sample and edit it with your Seilect a set of sections and build your Start adding sections and create your
information resume resume from scratch

@ BROWSE SECTION SETS

‘Your resume should be organized into logical sections. On this screen you may browse different section sets and select one set for this resume
‘You can edit these sections later.

. Resume Categories . Resume Types . Resume Sections

 Students/iRecent Grads « Accounting/Finance

= OBJECTIVE
Experienced Professionals Administrative/Clerical

[ | »

Architecture/Drafting - Gaid Josar e

AutomotiveiMechanical . .
= RELEVANT EXPERIENCE

= ASSOCIATIONSMEMBERSHIPS

Basic Undergraduate
Business

Chronological S e
Co-op

= REFERENCES
Communications/Media

CrimimologyJustice -
Culinary

Curriculum Vitae

3. Your document will open in a default style with the aforementioned sections pre-loaded
for you. Since the program is not copying a sample, it will need to know what font to
use, how to format the header, margins, spacing, etc. Your institution will have
designated a default style.

4. Click each section to open the inline editing feature and enter your content, formatting
the text using the formatting toolbar if desired, and then click Save to exit the editor.

5. Repeat this for each section.

Ilcm an a section ta begin ediling your resume. Use the right sidebar lo format your resume and find content assistance. Click here to download pdf II
neip

3 b & . aralls s o, 1
- -
y——
il

Bruce Wayne
12 WWayne Manar Drive 123 123 1234
otham, NY 21234 brucewa: yne@gmail, com

Seation Hame.
Dbjective

| B s U e | M- QS e | 0

PROFESSIONAL SKILLS PROFILE
RELEVANT EXPERIENCE
ASSOCIATIONS/ MEMBERSHIPS
EDUCATIONAL BACKGROUND

REFERENCES
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Browse Samples

This method starts with a complete document, with appropriate but fictitious content, from
which you work backwards, editing and replacing content, to reflect your own background.

" Browse Samples
TO Browse Samples' 4 Selecta sample and edit it with

your information

1. Click the Continue Button on the Browse Samples box.

| CONTINUE |

2. Select an appropriate Category (Job Family) and Experience Level that match your
background. This displays samples for a variety of occupations within that
Category/Job Family and Experience Level.

3. Note also the Top 5 Tips For Writing Best-In-Class Resumes section on the right

side of the page. As the name suggests, this contains valuable tips for improving
your resume, including a list of keywords or tags you can include in your resume.

TOP § TIPS FOR WRITING
@® categories @® experience Levels @ JoP 5 TS FOR WRITING
Architecture and Engineering (20) & Mid Career (6 e are o .
"- 3 E
pha

Arts, Design, Entertainment, Sports, Experienced (8)
and Media (15)

Building and Grounds Clearing and

‘Community and Social Sarvice (14)

al (17) 2 Highlight your performance contributions to
23) the co... Read More

rary (17)

Click here to reveal the Tips Jri

I Financial Quantitative Analyst l | Human Resources Specialists ﬂ

CPA, CFO, CFA, CFS, CAS, BCE, CMT, MBA, NASD Series 7, 63 and cthar dasignations
o Manage ccat
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4. Click on a sample to magnify the view and examine the sample. If you like it, click

the Use This Sample button (otherwise click the X to close the view and select
another to examine).

19and

Bu Margaret Fontaine

v each
(95 48009 Hyland Parkway (70sf555-2002
Cor  Charlofte. NC 26210 Margaret Fontaine@domain.com
Cor ns to
. PROFILE ;
it 3 o o sk ooyt amsvon mionew o 1 O €XIE thee
work for the Anti-Money Laun dering Division at Sunrise Bank, with responsibility for crealing, reviewing, and valids
o models. Have contributed o improved accuracy of models, positive perfarmanice of financial departments, and ing Sample
to meet changing needs of organlzation
9 Sam  RiskManagement Statistical Modeling Data Mining
Simulation Design Indusiry Compliance Validation
PROFESSIONAL EXPERIENCE
Accoul

Sunrise Bank Charlotte, NC 2011 Present
RISK MANAGEMENT ANALYST
Serve In the Anti-voney Laundering (AML) DiviSionto créate and valldate fisk management models crving aiis on-level strategies. Before
being hired, department was experiencing an increase in ANIL erTors dus to oversight. Ater an increased focus on risk management,
department has turned around and performed at or ahead of organizational goals.
« RespONSIDIE 107 6 ewing Models for compliance with SEC and FINRA SLaNdards, Avised SUPEIVSOrs on changes 1o maintain acequate
compliance =
+ Served on an advisory group reviewing the patential risk of new mobile payments system being piloted by bank.
* Simulate, test, and validate models and solutions requested by management, and support with thorough analysis.

Regal Investments New York City, NY Summer2010
QUANTITATIVE ANALYST INTERN

Interned with the Small Business Division of a major global . Reviewe d and validated models for polential new m:
up ta $100m under the supenvisian of senior analysts.

EDUCATION
" Goorgetown University 2011
Mastor of Scionce in Mamematics and Statistics
University of Virginia 2008
@ sel Bachelor of Science in Economics
= Minor in Mathematics
+ Magna Cum Laude
+ Undergraduate Honars Frogram
Insura TECHNICAL SKILLS

5. After selecting a sample, click each section to open the inline editing feature and
enter your content, formatting the text using the formatting toolbar if desired and
then click Save to exit the editor.

GClick on a section to begin editing your resume. Use the right sidebar to formal your resume and find content assistance. Click here (o download pdf help.

L3 v 5 5 s S —
g Saer
o % SPELLCHECK
= 4
Bruce Wayne = suow wstomy
12 Wayne Manor Diive 123 123 1234 -
(Gatham, NY 21234 brucewsyne@gmai.cor & SECTIONS
Secton Nama 1 dD [ERCRLE =
PROFILE | @D rroressiona .0

[B] 2 u abe) - wa | i | 0 | 1= o |

cial Quantitative Analyst with 3 yoars of risk managemant oxperience, sceking 1o

% inte mow < 2 Fara raaantly wortor tha AN MAbeY LA dang Dusion at

iimmiaa Eank. wilh 1o apon ity Tor Craating. roviewang. and validating ek management models. Hara © ccinica i @
; 7 oadele, paritve perommanas of Eraciel Genatmenta, s mitaes

cantributed 16 improved accuracy of mod

10 desion new modals Lo mest changing neads of aranization [0 2 secton | = reoraer
Risk Management Statisiical Modeling Data Mining
Simulaiion Dosign Inhuatry Comphanco Valudation X ToOLS |
aEsuE TP

RUSUME SAMPLES

@ ucation

ESUNE VDE aLs
PROFE SSIONAL EXPERIENCE SECTION EXAMPLES

Sunrise Bank Charlotts. NG 2011 - Prasent AcTion veres

IRISK MANAGEMENT ANALYST e

v Laundering (AML) Division to craats and validate risk management medels driving
[division-lavel stratagies. Before baing hirad, department was expaiencing an incraase in AML arrors dus 1o
lovarsigl or an increased facus on risk management. departmant has tuned araund and performed at ar
lahead of arganizational goals

* Responsible fof reviewing models for compliance with SEC and FINRA standards. Advised supsnisors
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Working with Sections

The Resume Header

The Header is the top section of your resume that contains your contact information. If you
already filled out your contact information when you registered for an OptimalResume account,
the header will automatically contain that data.

You can modify or edit your header information by clicking on the desired field (phone number,
address, name, etc). 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 button.

g < - ., .
. Rename Clone. "‘ Review Center (. ResumeGPS & Downloag a Share. oﬁ Print Preview I] ToDo | - SwitchResumes
1 —

l.ll's al.ll'
B DOCUMENT

> STYLE RESUME

“ FORMAT HEADER
107 % SPELLCHECK
Bruce Wayne £ SHOW HISTORY

12 Wayne Manor Drive HOME PHONE I

Gotham. NY 21234 123 123 1234

|| Remove the field
I e entirely by clicking

PROFILE here

Financial Quantitative Analvst with 3 vears of risk i seekina to

For additional options, click Format Header in the right-hand toolbar. For more details on the
Format Header tool see page 18.
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Experience Sections

Experience sections organize your Employers, Jobs, Locations, and Date Ranges.
To Add/Delete an Employer/Job:

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 with which you are working in the
Sections box in right-hand toolbar.

B DOCUMENT
|i> STYLERESUME
|7 FORMAT HEADER
|5 SPELLCHECK
£ SHOW HISTORY

Bruce Wayne

12 Wayne Manor Drive 123123 1234

Gotham, NY 21234 brucewayne@gmail.com SECTIONS
PROFILE © rronue ®

Financial Quantitative Analyst with 3 years of risk management experience, seeking to transition

into new challenges in the field. Presently work for the Anti-Money Laundering Division at Sunrise Bank, [ PROFESSIONAL EXP...@

th responsibility for creating, reviewing, and validating risk management models. Have contributed to
improved accuracy of models, positive performance of financial departments, and initiatives to design new
models to meet changing needs of organization. 3

- Add/ Delete Emplo

EDUCATION ®

Risk Management Statistical Modeling Data Mining

+ Addi Delete Organization
'Simulation Design Industry Compliance Validation

o TECHNICAL SKILLS &
PROFESSIONAL EXPERIENCE

Sunrise Bank Charlotte, NC. 2011 - Presen

RISK MANAGEMENT ANALYST
‘Serve in the Anti-Money Laundering (AML) Division to create and validate risk management models driving RESUME TPS
division-level strategies. Before being hired. department was experiencing an increase in AML errors due to
oversight. After an increased focus on risk management, department has tumed around and performed at or BESUME SAUPLES
‘ahead of organizational goals. BESUME VIDED TUTORIALS
* Responsible for reviewing models for compliance with SEC and FINRA standards. Advised supenisors —
on changes to maintain adequate compliance. e
* Served on an advisory group reviewing the potential risk of new mobile payments system being piloted TR
by bank. -
* Simulate, test, and validate models and solutions requested by management, and support with ACTION VERBS
thorough analysis. T

This will display a window that makes it easy to modify your experience section.

e Click the Add Employer button to add another employer to the section.
e Click the Add Job at this Employer link beside each employer to add another job at that
given employer.

@ PROFESSIONAL EXPERIENCE

Add another job
with the same
Employer. For
example, you
were first hired

ADD EMPLOYER H Cancel as an Assistant
2 Manager and a

year later
promoted to
Manager -
different jobs at
the same
employer

= Sunrise Bank I  Add Job at this Emplovei

Job: RISK MANAGEMENT ANALYST

= Regal Investments
Job: QUANTITATIVE ANALYST INTERN

 Add Job at this Employer

a8 =

Add another Employer |
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When you add a new Job to the same employer you will be asked only for the Job Title, Job
Location and Date Range.

Job location @) I |Date range @ |

Job Title @

SAVE or Cancel

When you add a new Employer, you will need to enter the Employer Name, Job Title, Employer
Location and Date Range.

[Employer name H Employer Location | |Dale range |

{Employer URL (Optional) |

Job Title |

B 7 U oabe| M-:iiTiseiffin =Examples | A Action Verbs I & Infobyles
or Cancel

New Employers are placed by default at the bottom of your list of Employers. New Jobs will also
be placed at the bottom of the list of Jobs at that Employer.

Note: You can use the Reorder button in the SECTIONS box to drag and rop the newset

jobs/employers to the top of the list or to rearrange your jobs, employers, and sections into any
desired order. For more information on the Reorder button see page 15.
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To Add/Delete New Section

Powered by Optimal Resume

To add a new section, click the Add Section button and select which type of section to insert.
You can use the drop-down menu to insert the section exactly where you want it to be, otherwise
it will default to the bottom of the list and you can use the Reorder button to drag it where you
would like it to be.

Senve in the Anti-Maney Laundering (AML) Division to create and validate risk management models driving
division-level strategies. Before being hired. department was experiencing an increase in AML erors due to |

n\;‘ers;gh;, = SHOW HISTORY
B ADD SECTION o
on cha E SECTIONS ||
- Semec . i
by bar  Location| after Section| TECHNICAL SKILLS m © rcronue ®
* Simule PROFILE
thorou  Choose t gofore YoU ¥ pROFESSTONAL EXPERIENCE o PROFESSIONAL BXP...@

Regal Inve
QUANTITAT
Interned wit
for potentia

Georgetov
Master of &

University 4 generalsection contains Ada ience section to A hybri section contains a section e
Bachelor of .. ctign title (2.9, RELATED disp) elevant work title, organization name and date RESUME SAMPLES
Minorin Mz coupsewoRk, ‘HONORS AND expy  experience section  range, and a text field for additional —

: "u"‘:glgf[ AWARDS') and roomto add a will cONtain a section tile, employer information. You may want to use a BESUME VIDEO TUTORIALS

General Section

Section Title
-

-

=

description. You might use this kind
of section for an objective, skills, or
honors and awards.

EDUCATION

PROFILE

S4 PROFESSIONAL EXPERIENCE

E EDUCATION

TECHNICAL SKILLS
=

Date Rangs

Employer
Job i

information and room to discuss
your job responsibiities and
accomplishments. You can also add

hybrid section if you have gone to
multiple educational institutions or
want to discuss how you have

mn

7 FUKNMAI HEAUEK
%, SPELLCHECK
k2

o EDUCATION ®

+ Add/Delete Organization

4 TECHMICAL Swmie @)

SECTION INSTRUCTIONS

SECTION EXAMPLES

additional employers and jobs to the

cartinn

gained skills through non-work-
ACTION VERBS

calatad acthities like chihe ar

[T} o
Microsoft Office :

C++ <
Oracle Datavwo.
SAS

— EXPLORE CAREERS omet_
Miscrosoft Access

To delete a section click the X corresponding to the section and then click the Delete button.

& SECTIONS
o PROFILE ®

o PROFESSIONAL EXP__ 2y

joals.
2wing models for compliance with SEC and FINRA standards. Advised supenvisors :
tain adequate compliance.

ry group reviewing the potential risk of new mobile payments system being piloted

validate models and solutions requested by management, and support with

+ Add/Delete Employ|

o EDUCATION

+ Add/Delete Organizg

w York City, NY

o TECHNICAL SKILLS

RESUMWE TIPS

conomics
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Reordering Sections

To reorder your sections, click the Reorder button in Sections box in the right- hand toolbar to
display a schematic of the current layout of your sections.

. B . .

. REORDER SECTIONS/EMPLOYER/JOBS

division-level strategies. Before being hired, department was experiencing an increase in AML errors due to
oversight. After an increased focus on risk management. department has tumed around and performed at or
5

Powered by Optimal Resume

* SPELLCHECK
£ SHOW HISTORY

* PROFILE Q@ erone ®
o PROFESSIONAL EXP...®
= PROFESSIONAL EXPERIENCE
o ) + Add/Delete Employer/Job
E = Sunrise Bank With this function, you can change the
order of certain elements within your o EDUCATION -
¢ Job: RISK MANAGEMENT ANALYST resume.

& SECTIONS

+ Add/Delete Organiz
* Regal Investments You can reorder: - TR 1
]
¥ the sections of your resume 2 o TECHNICAL SKILLS

= EDUCATION ¥ the order of employers within a
‘work experience section

C & i i
0 St LSS ¥ the order of jobs at a particular
employer

A TOOLS

RESUNE TIPS

= University of Virginia
¥ the order of organizations in a

L
[ = TECHNICAL SKILLS hybrid section
h

RESUME SAMPLES
Drag and drop an item to change its
location. Click the + and - buttens to
expand or contract an object.

RESUNE VIDEQ TUTORIALS

SECTION INSTRUCTIONS

SECTION EXAMPLES

PNIN@ or Cancel ACTION VERBS

EXPLORE CAREERS omet,
ST IVISCTOSOM ACCESS

Drag and drop your sections into the desired order. Note that this window also allows you to
reorder employers and jobs. Click Apply to save your changes.

Editing Sections

Hover over any section. When the section turns orange, click on it to open the editor. When
you're finished editing, click Save to keep your changes or Cancel to revert to the original
content.

Section Name

Career Objective

or Cancel
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Editing Tools

When entering content, you will notice a toolbar above the editing field. This bar contains helpful
features to format and guide your writing.

I B 7 U abe| HU-:i=:c2ijgging = Examples | A Action Verbs | 2 Infobytes

Among the features are:
e Bold - bolds highlighted text.

o Italic —italicizes highlighted text Underline — underlines highlighted text.
e Underscore — underlines highlighted text.

o Strike Through - allows one to strike through highlighted text. This is more of an
editing tool one might use to provide feedback.

e Text Color - allows you to change text to a color selected from the palette.
o Bullets — adds a bulleted list.
e Hyperlink - inserts, changes, or removes a hyperlink to another website.

e Resume Table - inserts a table into your resume. You can set the number of rows and
columns for your table after clicking this button. Note that one can modify an existing
table by clicking into the table and then right-clicking to get a menu which will allow
users to add/delete rows and columns, and modify the column widths. One can also click
into a cell, then right-click and change the cell properties to center, left or right justify
text.

e Undo/Redo - removes/redoes any formatting applied to selected text.

o 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.

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

o 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.
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To style/restyle your resume, click the Style Resume button in the Document section of the
right-hand toolbar. This will open the Styling Palette. The Styling Palette is composed of a series
of tabs, most of which contain a drop down menu with various options.

B DOCUMENT

|~ STYLE RESUME
“ FORMAT HEADER
SPELLCHECK
SHOW HISTORY

\
anc
o
-
-

will
@ a pro-style, all of

Pre-Styles

Click on the Pre-Styles tab to apply a
pre-made resume style. Once you
decide upon the style you wish to use
click Apply.

Font Bullets Lines Spacing

@ Click on a style name below to preview how it will
affect your resume. If you choose to use a pre-style, all of
your custom settings will be overwritten

Custom Anthony
Carver Curie
Descartes Douglass
Earhart Edison
Emerson Franklin
Jackson Lewis Preferre..
Newton Zulu
Layout

Click on the Layout tab and use the
drop down menu to set margins,

document format

(standard or two

column), format

your header, Qg Oocumene wargins -
. . Document Margins

section titles and Top  Document Format

experience layout.

Pre-Styles Font Bullets Lines Spacing

Righ Section Title Layout
Experience Section Layout
Bottom: 5

Inch =]

=]

Unit:

Anthony
Curie
Douglass
Edison
Franklin
Lewis Preferre..
Zulu
Font

Click on the Font tab and use the drop
downs to format your header,
document, section title, employer and
job fonts.

Font

Pre-Styles  Layout Bullets Lines  Spacing

Document

Primary Font Type: &

Times New Roman | ¥
(7]

Accent Font Type: &, @ | Palatino Linotype Q

Bullets

Click on the Bullet tab to format your
bullet style and indent level.

Styling Palette X
Pre-Styles  Layout  Font Lines  Spacing

Bullet Style: &, @ oOn

Indent Level: &, @
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Lines

Click on the Lines tab and use the
drop downs to add/remove line of
various styles within your header,
under section titles, between sections
and between employers and/or jobs
within employers.

Styling Palette

Pre-Stles Layout  Font EuHets Spacing

Header Dividers

I

g Header Dividers
Line Section Dividers
Lin| Employer Dividers
Job Dividers
Line Under Name: <, @
Line Style: Mone

Line Under Address: <, @

Line Style: —— v‘\

Formatting Your Header

» STYLE RESUME
" FORMATHEADER
® SPELLCHECK
£ SHOW HISTORY

There are four header layout options.

To Format/Reformat your Header:
e Choose a header layout.
¢ Drag and drop individual information fields
into your chosen header layout.
e Click Apply when you've finished arranging your
information.

Notes:
e You can display your address on a single line
(horizonatal) or on 2 lines (vertical).
e You can add address and phone labels.
e You can include a secondary page header.

Illinois workNet Resume Builder — Resume Help

March 28, 2017 v3
Powered by Optimal Resume

Spacing

Click on the Spacing tab and use the
drop downs to add/remove spacing
within your header, between sections,
between employers and between jobs
within employers.

I

Styling Palette

Pre-Styles  Layout Font BuHets Spacing

Header Dividers

gy Header Dividers
Line section Dividers
Lin| Employer Dividers
Job Dividers
Line Under Name: <, @
Line Style: Mone

Line Under Address: <, @

Line Style: e—— v\

The Format Header link will open the Header Layout option
in the Styling Palette where you can change the appearance
of your header and contact information.

Styling Palette (%]
re- o acin

Click to Change Layout @

—— ]

Fields
Drag and drop Fislds into your ssiectad layout below

iz o3} Fhone 3 a5

Header Content@
Drag and diop header fckts
nere

Agaress Layout @ vertical  [¥]
Show Address Labels: @  [No []
Show Phone Lasels: @ (No [

One Space [w]

Secondary Page Header
[ Show Neme: @

Field Delimiter: @

[ Show Phone Number: @

[ Show Email: @

Line Under Header None -
Information: @
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Document Tools

Resume Tips

Select a job family (occupations grouped together based on type of work and skills required) and
view professionally written top 5 tips for writing a successful resume for that job family. Take note

of the keywords/tags.

@ TOP 5 TIPS FOR WRITING BESTIN-CLASS RESUMES a

Each industry has its own unique set of SIandards Tor resume writing. Select a job family Trom the e 1o view the 1op Tive things you need 1o

know to create a successful resume for that industry.
.Joh Families
—> _
1. Highlight your financial contributions to the company! -

Architecture and Engineering

Numbers are your #1 selling point, so be certain o highlight
contributions you've made to increasing revenues, sales, ROI,
EBITDA, gross profits, net profits and other measurements. And, of
course, also be sure to include measurable reductions in operating
and overhead costs, another key contributor to each company’s
bottom-line profitability

Arts, Design, Entertainment,
Sports, and Media

Building and Grounds Clearing F

3nd Sor ce

2. Highlight your performance contributions to the company!
Contributions such as gains in o=

management and organization §eroll for more content
financial , 50 be s

addition, you'll want to include things you've done to upgrade

Federal technology, train others, eliminate a redundant task or any one of

Food Preparation and Serving hundreds of ather things you may have potentially done to improve ~

Computer and Mathematical
Construction and Extraction

Education, Training, and Library

Farming, Fishing, and Forestry

Resume Samples

View professionally written resume samples, categorized by job family and Subdivded by experience
level from Optimal’s continually growing database of samples.

Note that your institituion may have displayed their own samples, or may have chosen not to display
some or all of OptimalResume’s default samples.

@ BROWSE RESUME SAMPLES BEemail 1 K1 B E3vore. I

All Samples -

TOP 5 TIPS FOR WRITING
¥ BEST-IN-CLASS RESUMES
1. Highlight your financial contributions to the
company! Numbers are your #1 selling point, so
be certain to highlight contributions you've made
toincreasing revenues, sales, ROI, EBITDA,
gross profits, net profits and other
measurements. And, of course, also be sure to
include measurable reductions in operating and
overhead costs, another key contributor to each
company's bottom-line profitability.

Architecture and Engineering (21)

Arts, Design, Entertainment, Sports, Experienced (8)
and Media (15)

Building and Grounds Clearing and
8;

. TOOLS

RESUME TIPS

" RESUME SAMPLES

RESUME VIDEO TUTORIALS

SECTION INSTRUCTIONS
SECTION EXAMPLES
ACTION VERBS

EXPLORE CAREERS ™%

Community and Social Service (14)
Computer and Mathematical (17)
Construction and Extraction (23}
Education, Training, and Library (19)

23 Samples

Accountants - EG

Accountants - EX

2. Highlight your performance contributions to
the co... Read More

Accountants - EX 2
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Section Instructions

Havging trouble knowing how best to include certain information? View the instructions to learn the
purpose of a section as well as tips on how best to incorporate your information into that section.

@ SECTION INSTRUCTIONS (%]

The purpose of a MILITARY BACKGROUND Section is to elaborate on the skills, +
training and knowledge you received while in the armed services. When in college,
were you in ROTC or the Reserves? Have you served in the Army, Navy, Marines,
Coast Guard or some other branch of the military? What was your rank and field of

A TOOLS

RESUME TIPS specialization? How can the skills and training you learned in the military advance
RESUME SAMPLES

Personal
your prospects of finding a civilian career? If you have service experience, then

M definitely put it on your resume! A military record can be indicative of such qualities

Personal interests

m

RESUME VIDEO TUTORIALS Profile and summary i e discio o " o ot hat
as leadership, determination, self-discipline and honer. It can also imj at youre a
| sccronpsructons || [——>  publications e ' e Py
E 'straight-shooter” and know how to follow pelicy and procedure.
SECTION EXAMPLES References
ACTION VERBS Relevant coursework Recent college graduates, or those recently returned from combat duty, can position
EXPLORE CAREERS et Relocation preference this information above the section holding education. Career Military Professionals
Skills/strengths transitioning to the civilian sector will want to highlight their information prominently

mn ARA Af b firnd s anbiane af thair rasima Laumiiare ke sarafiil af lmilidan: snasbil in

Section Examples

View examples for each kind of section on your resume (e.g. education, experience, honors and
awards).

@® SECTION EXAMPLES (]
« Students/Recent Grads Experienced Professionals M
Section Type . Examples
Honors and awards p ,
Licensureleertifications 0 The goal of an OBJECTIVE Section is to effectively state your M
X TOOLS I Mombershi purpose. Why are you writing a resume? What position do you wish to
emberships

attain? ... Read More
RESUME TIPS

il
il

RESUME SAMPLES

Entry-level position utilizing education and training in [field of interest here].

RESUME VIDEO TUTORIALS Personal interests To effectively facilitate all students learning in the area of mathematics while

SECTION INSTRUGTIONS Profile and summary acknowledging and accommodating various learning styles.

| SECTION EXAMPLES > Publications

ACTION VERBS References

Seeking a position as a [position or titi] in the industry, which
would make use of proven abilities in [list applicable skills here]

i

Opportunity leading to eventual [nanagement or position goal] in [your field]
EXPLORE CAREERS ot Relevant coursework

Management position in (Enter field.)

Relocation preference

Skills/strengths Seeking a position with a growing organization to make a positive impact on S
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Action Verbs

A list of 400+ action ve

"( TOOLS

RESUME TIPS
RESUME SAMPLES

Explore Careers

Opens a link to O*NET,

RESUME VIDEQ TUTORIALS
SECTION INSTRUCTIONS
SECTION EXAMPLES
EXPLORE CAREERS “™.

Illinois workNet Resume Builder — Resume Help
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rbs to help you describe your work experience.

@ ACTION VERBS [x]

When possible, you should begin each description, accomplishment or job responsibility on your resume
with an action verb. When you select a category, related action verbs will appear in the box to the right.

STRATEGIC WORDS accomplished

| »

» ORGF\NIZATIONAL achieved 3
"JORDS administered
ANALYTICAL WORDS
arranged =
TACTICAL WORDS [
assigned
attained

collaborated

communicated

consolidated

controlled

coordinated

an online database that contains hundreds of occupational definitions to

help students, job seekers, businesses and workforce development professionals to understand

today's world of work i

n the United States.

Use this to research occupation-specific information like relevant tasks, skills and abilities,
knowledge areas and more, to help target your resume for that occupation.

X TOOLS

RESUME TIPS

RESUME SAMPLES
RESUME VIDEO TUTORIALS
SECTION INSTRUCTIONS
SECTION EXAMPLES v
ACTION VERBS

! EXPLORE CAREERS "™t —>

Auditors. mDemand Description = Prepare, examine, or analyze accounting records, financial =
Budget Analysts noem]| ¥ Tasks statements, or other financial reports to assess accuracy,
SELECT & GONTINUE completeness, and conformance to reporting and procedural
g Business Continuity P nowledge standards. L
- Business Operations Sl = Report to management regarding the finances of
Claims Adjusters, Exanf| ~ Abiliies establishment.
Claims Examiners, Prof| ~ Work Activities « Establish tables of accounts and assign entries to proper
Compensation, Benefi Job Zone accounts.
Work Styles = Develop, implement, modify, and document recordkeeping
Wages & Trends and accounting systems, making use of current computer
| « Compute taxes owed and prepare tax returns, ensuring -

This workforce product was funded by a grant awarded

E JOB FAMILIES

By Job Family By High Growth Industry By Stem Discipline By Green Jobs.

Architecture and Engineering - onet"

Arts, Design, Entertainment, Sports, and Media o
Building and Grounds Cleaning and Maintenance Information
Business and Financial Operations = Provided By

,Cemmunity and Soci; E moc 0ew o
— OCCLBATIONS By Job Family By High Growth Industry By Stem Discipline By Green Jobs

Construction and Exy

Education, Training, + HKEESURtaRts mbDemand - ohet
it

Farming, Fishing, and Accountants and Auditors mDemand L

Food Preparation an: Agents and Business Managers of Artists, Performers, and Athletes Information

Healthcare Practition)

Appraisers and Asses -
e ReE _
s

Healthcare Support

Page 21 of 24

by the U.S. Department of Labor's Employment and Training Administration. The product was created by the grantee and does not necessarily

reflect the official position of the U.S. Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information,

including any information on linked sites and including,

product is copyrighted by the institution that created it.

prior authorization of the copyright owner.

but not limited to, accuracy of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. This
Internal use by an organization and/or personal use by an individual for non-commercial purposes is permissible. All other uses require the

Tllinois workNet Centers are an Equal Opportunity Employer/Program. Auxiliary aids and services are available upon request to individuals with disabilities at Illinois workNet Centers. Sponsored by
Tllinois Department of Commerce and Economic Opportunity.



[ ]
ILLINOIS
e workNet
CENTER
americanjobcenter

Illinois workNet Resume Builder — Resume Help
March 28, 2017 v3
Powered by Optimal Resume

Document Toolbar

The document toolbar allows you to manage your documents. Note that depending upon how your
institution has configured their site, you may or may not see all of the buttons below.

4 Rename  _ Clone

-
.2~ Rename

Clone

- .
& Review Center

L ResumeGPS

4 Download

Share

04 Print Preview

D To Do

4 Switch Resumes

“$ Review Center i_ ResumeGPS ! _'__ Download Share 95 Print Preview D To Do - Switch Resumes

Rename - lets you change the name of your resume.

Clone - creates an editable duplicate copy of your resume in the Document Center,
thereby allowing you to easily create multiple versions of your resume for different
opportunities.

Review Center (if enabled) — allows you to submit your resume (and include a
message if desired) to a career counselor for feedback. Depending upon your
institution’s configuration, you may also be able to select a Review Group and a
Reviewer from a series of drop down menus.

ResumeGPS (if available) — Selecting a resume to be your GPS resume stores it in a
resume bank and makes it available both for resume books as well as for employers
who may be searching the resume bank . For more information on ResumeGPS,
contact your Career Services department.

Download - allows you to download a hard copy of your resume into different
formats: PDF, HTML, Plain Text, and Microsoft Word Compatible (.rtf). Note that if
you are using a Mac and you download into .rtf format you will need to open the file
using MS Word and not the default TextEdit that a Mac usually uses to open .rtf files.
Share - allows you to generate a link that can be copy and pasted into emails, posted
on message boards, or shared on a variety of social networking sites, such as
LinkedIn, Facebook, and Twitter. When clicked a downloadable web version of your
resume will be displayed.

Print Preview — generates a PDF version of your resume allowing you to see how
your resume will appear in downloadable versions. More importantly, Print Preview
allows you to see whether your resume will require a second page, and if so, where it
will break.

To Do- allows you create a to-do list. Use this to record a reminder of things you
need to do, such as “proofread before sending to the Review Center”, or "add a
section called Other Work Experience”.

Switch Resumes — Clicking this button shows all of the resumes you have created so
far in the Document Center and allows you to switch the resume currently in the
editing mode.
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Post-production Tools

Editing your Resume

! RESUMES

3 Crostoowr To edit a resume at a later time, click the resume’s name in the
reate New rhesume

Document Center. This will bring you back to the editing page

Manage Your Resumes

Accounting &  oee where you can save new changes to your document.
Director Client Services ¢ @l Delete
New Resume @ Delete
RESUME_BY_SAMPLE @ Delete
& show Al (7)

Sharing your Resume

There are two ways to share your resume =
. . ) SHARE RESUME INSTRUCTIONS
quickly and easily: P

1. Copy and pasts the i

2. Click on the Share button,
such as Linkedin, Facebook,

The Share Button - Copy and paste the
generated link into a message and forward
it to career counselors or employers.

This is a public link, which can be viewed by
people without an Optimal Resume account.
Or, click on the Share button, where you can
post your resume on a variety of social
networking sites, such as LinkedIn,
Facebook,

Twitter.

| hipsjefiiewis.op comipreviewDoc. php? 324cH30d4463805482170852280c 2606985 |

Batman
128125 1234
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» Expertteam
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Professional Experience
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Create an OptimalWebsite

We recommend that you create an OptimalWebsite that contains your resume 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 OptimalWebsite help guide.

————
-l’r- Create New Website Batman
_’ -

Manage Your Websites

BWayneDentalAssistant @ Delete

CapedCrusader
ECDesigner

ElvisCostlleo

Education And Training

Questions?
Technical Support

Support is available, please contact the Illinois workNet team at info@illinoisworknet.com. Standard
business hours are Monday - Friday, 8 AM - 4:30 PM (CST).
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