Job Match Profile Instructions

Read the Job Seeker Terms of Use. Click on the | Accept button. (The Terms of Use only
appears the first time you access the Job Match Profile.)
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Getting Started

Click on the View More links and the Need help? links to read additional information about the
Job Match Profile process.

e Be as thorough and complete when creating your Job Match Profile as you would be when
you prepare a réesumé. You will be selected for review by employers based on the
information on your Job Match Profile, not your uploaded or web-linked résumé.

e You can ‘copy and paste’ from your résumé into the appropriate fields on the Job Match
Profile.

e Use good grammar and complete sentences when creating your Job Match Profile.

e Spelling counts. Fully spell out all words and phrases. Do not use acronyms without
spelling out what the acronym stands for.

e Liberally use keywords that employers will search for in your Job Match Profile.

e Click on the Need help? links on each page when you have a question or unsure about how
to enter information.

JOB @) CENTER

LOGOUT | PERFORM A JOB SEARCH

Job Seeker Tools Featured Industries Employer Tools About Us Help Exit

Need hejff

How does it work?

1. Use the Job Match Profile/Résumé Posting Tool to create your Job Match Profile. This is how employers will find
you. You can create up to three Job Match Profiles.

2. Upload your own résumé to each Job Match Profile, or provide a website address where your résumé is stored.

3. Choose the résumé you want employers to see.

[ view MO!—%-
Click on the Add button to start a new Job Match Profile.

To work with an existing Job Match Profile, click on the checkbox to the left of the Reference Number. Mext, click
on a button to perform that function for the selected Job Match Profile. If a button is inactive or 'grayed’ out it
means that function is unavailable for the Job Match Profile you selected.

Use the Need help? link for detailed assistance.

Job Match Profiles | ‘ References ‘ ‘ Cover Letter

Add Preview/Print | Email |

Warnings for Job Seekers
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To begin creating a Job Match Profile, click on the Add button.
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Step 1

The information displayed is defaulted from the information you provided when you
registered. Any of the information can be updated or changed. Take care to spell everything
correctly.

You must have a valid email address. It is a required field. If you have an email address but
haven’t checked it recently, try to access your email to make sure your account is still active.
If your email account is not active, you will need to reactivate it or create a new one. Be sure
that your email address is spelled correctly.

Check your email account regularly (every few days). The Job Center of Wisconsin
website and employers will be communicating with you via email.

When you are done entering your information, click on the Continue button.

Screen Reader Version

Save

Work with My Job Match Profiles

Your session will time-out after 30 minutes.

Clicking the Save button resets the time-out counter and extends your session time for another 30
minutes.

[& Hide Details
Use the Job Match Profile to ensure that when employers look for candidates, your résumé is what they see.

* Be thorough! The more information you put in the Job Match Profile, the more likely you will rise to the top.

* List all the skills, work history, and education that you can. The more complete your Job Match Profile, the more
likely an employer will find you!

An asterisk (*) denotes a required field.

Step 1 2
. p?
Contact Information Need hel
Contact Information
Step 2 . . o ' )
Employment Profile Enter any missing information in the fields below. Review your information for
accuracy, spelling, grammar, and capitalization errors.
step 3 Use the Need help? link for detailed assistance.
Work Experience
#First Name:
Step 4 William
Education #Last Name: Eastwood
Middle: E
Step 5 #Emal
Avallability mail: . williameastwood@sample.net
(abc@def.com)
Step 6 Don't have an email?
Finish/Activate Street Address 11 560 Georgian Way
Street Address 2:
*City: Deforest
*State: Wisconsin E
*Zip: 53532
Home Phone: (608) 555-2156
(999 555 1234)
Alt Phone: (608) 555-3345
(999 555 1234)
Continue >>-{};
Save

Updated October 9, 2013 4



Step 2

Whenever you click on the Save button or the Continue button, your Job Match Profile is
saved and the 30 minute time-out period starts over. Note the message that appears at the
top of the page.

Be thorough and complete when adding information in the Professional Summary and Skills
fields. Use lots of keywords that employers would use to search résumés for people with
your skill set.

Click on the Need help? link for more information about what to include, and what not to
include, in a Professional Summary, and for examples of how to list your skills.
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Select up to three jobs that you are looking for now. This is not your work history. Do not list
previous jobs unless those are jobs that you are looking for now. Click on the Add Job
Category button.

Enter a job title and click on the Search button.

Click on the drop-down menu and select the best match from the list.

Updated October 9, 2013 6



Click on the drop-down menu to select the number of years of experience you have.

Click on the Add button.

To add another job title, click on the Add Job Category button and repeat the steps on
pages 6 and 7. You can add up to 3 jobs.
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When you are done entering the jobs you are looking for now, click on the Continue button.

Step 3

Read the information on the Work Experience page, and then click on the Add Work
Experience button.
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Enter the information about one of your past jobs in the fields provided. Be thorough and
complete when adding the Duties/Responsibilities, and use lots of keywords that employers
would use to search résumés for people with your skill set. When you are done entering
your information, click on the Add button.
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To add another job, click on the Add Work Experience button and repeat the instructions on
page 9. You can add up to 10 employers.
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When you are done entering all jobs you have had during the last 10 years, click on the
Continue button.
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Step 4

Read the information on the Education page.

Click on the drop-down menu and select the highest grade you have completed in school.

Updated October 9, 2013 12



If you want to list the information about the school you attended, click on the Add Education
History button.

Enter the information about the school you attended. When you are done entering your
information, click on the Add button.
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To add another school, click on the Add Education History button and repeat the
instructions on page 13. You can add up to 5 schools.

When you are done entering all of your information, click on the Continue button.
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Step 5

Select the county(ies) where you are willing to accept work. Click on the county name in the
Counties Available list, and then click on the Select button.

Out-of-state counties that border Wisconsin can also be chosen. They are listed
alphabetically with a prefix of Out of State.
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Multiple counties can be chosen at the same time by clicking on a county name, then

pressing and holding the Ctrl key, selecting an additional county or counties, and clicking on
the Select button.

After selecting the county(ies) where you will accept work, review what is listed in the
Counties Selected field to make sure your choices are accurately reflected.

Answer the question about your willingness to relocate. Do not choose ‘Yes’ unless you
are willing to move for a job.
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Choose the types of employment you are looking for, and the days of the week you are
willing to work.

Choose the shifts you are willing to work. Choose ‘Yes’ or ‘No’ to answer the transportation
and driver’s license questions. Click on the Continue button.
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Step 6

If you are done entering all of your information, select ‘Yes’ to answer the question.

If you are not done, select ‘No’. When you are done entering all information, come back to
Step 6 and change your answer from ‘No’ to ‘Yes'.

When the above question is answered ‘Yes’, the remaining questions appear.

Updated October 9, 2013 18



If you want to upload your résumé, select the file by clicking on the Browse button. You can
learn more about the process and find answers to your questions by clicking on the More
Information link.
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Select an option from the “What do you want employers to see?” menu, and then click on the
Save button.

Click on the “What Employers Will See” button to view your choice as employers will see it.
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After clicking on the Save or Finish button, an email will be sent to the email address you
provided in Step 1 of your Job Match Profile:

Keep your Job Match Profile up-to-date and ‘fresh’ looking to
employers!

e Logon to JobCenterofWisconsin.com every 1-2 weeks and go to
your Job Match Profile.
e Review your information in each step and click on the Save button.

This will refresh the ‘Last Updated’ date that employers see, and will
keep your Job Match Profile from expiring.
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https://acc.jobcenterofwisconsin.com/

