JUB’ Job Match Profile Instructions for

Unemployment Insurance (Ul) Claimants and
BENTER Re-Employment Services (RES) Participants
of WISCONSIN

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.)

J[]B @ pEN‘[ER Connecting Wisconsin’s Workforce
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Job Center of Wisconsin Terms of Use for Job Seekers

This Terms of Use Statement governs the way Job Center of Wisconsin collects, holds and uses data that you
may submit. Please be sure to read this entire Statement before using or submitting information. Job Center of
Wisconsin takes every precaution to protect the information of a user. When a user submits sensitive
information via the website, the information is protected both on-line and off-line.

Job Seeker Safeguards:

Personal Contact Information: Job seekers control the amount of personal contact information they want
made available to employers who access their résume.

User ID and Password: A job seeker establishes a User 1D and Password when signing up. This User 1D and
Password is required for all future access to their résumeé or saved job searches.

Privacy: A job seeker's personal data (userid, password, date of birth, Social Security Number) is NEVER
transmitted to employers.

Data may be used/shared with OTHERS under “secondary purposes” as long as:
* There Is adequate written assurance by the data reciplent on how the data will be used.

* The data is used solely for statistical research.
* The record/data is transferred in a form that is not individually identifiable.

Data may be used/shared by STAFF under “secondary purposes” for the provision of program support,
determination of program eligibility, referral for services, or reporting.

.

Fees: Employers may not charge a fee to provide a job seeker with access to a job referral or as a condition of
accepting a job.

* Labor Dispute: Employers may not use the service to recruit replacement workers in a labor dispute, either
through job postings or resumeé searches.

Résume Use: Employers may not use resumes from this site (whether received by searching or from the job
seeker responding to a job posting) for any purpose other than to fill an immediate job opening. Employers
may not resell or repost résumeés found on this site, whether in whole or in part.

Jobs Posted: Jobs posted must be for an immediate opening. Business opportunities are not considered
immediate openings.

Monetary Investment: Employers may not require a significant monetary investment by a job seeker to
obtain employment. Usual and customary licensing fees or certifications are acceptable. Application fees,
purchasing kits, and work-from-home plans are not acceptable.

.

Job Seeker Responsibilities

* Personal Information that you share: JCW enables you to upload resume content and share it with other
users or employers. The content that you upload, including transiations, may be accessible to other users on
ICW, If you choose to classify that content as 'shared'. You must exercise caution and common sense when
uploading your content, especially any personally identifiable information. At the very least you should
demonstrate the same degree of caution as when publishing your content by any means other than the
Internet.

At any time, you will be able to edit your profile information and erase any content you uploaded to JCW.
However, you will not be able to erase content that has already been copied or downloaded by
someone else.

Posting of Material: Job seekers are prohibited from posting or transmitting any material that is obscene,
scandalous, inflammatory, pornographic, profane, false, inaccurate, misleading, unlawful, threatening,
libelous, defamatory, or otherwise inappropriate language. The Wisconsin Department of Workforce
Development will cooperate fully with any law enforcement authorities or court order requesting or directing us
to disclose the identity of anyone posting any such information or materials.

Reporting: Job seekers are asked to assist us in maintaining the proper use of the system by reporting
employers who do not follow the rules they have agreed to as stated above.

Modifications

The Wisconsin Department of Workforce Development reserves the right to modify or amend this Statement at
any time.
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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 résumé. 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.

J [] B @ C E NTE R Connecting Wisconsin's Workforce
of WISCONSIN

Featured Tndrstres Efm oryrer ools Apout s |||:-|_': Ext

My Job Match Profiles / Résumée Posting Tool

How does it work?
1. Use the Job Match Profie/Résumé Poating Tool to create your Job Match Profile. This i how employers will find

you, ¥ou can create up to theeas Job Match Profiles,
2. Upload your own résumé to each Job Match Profile, or provide a websibe address where your réswmé is stored.

3. Choose the rdsumé you want employers to see,

[#] View More. ..
Chck on the Add button to start a new Job Match Profile.

To wark with an existang Job Match Profile, click on the checkbox to the left of the Reference Mumber. Mext, click
on 3 button to perform that function for the selected Job Match Profile. IF a button i insctive or "grayed” out it
means that function is unavaiable for the Job Match Profile you selected.

Use the Need help? link for detaded assistance.

Job Match Profiles Refarences | Cover Letter
Warnings for Job Seekers
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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
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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.

Screen Reader Yersion

Job Match Profile information saved. Your Job Match Profile is not yet completed.

lob Match Profile / Résumé Posting Too
Save | Delete |
Work wi ik ch il

Your session will time-out after 30 minutaes,

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

¥ View More...

An asterisk (*) denotes a required field.

51“'—"‘:! Inf Need help:
Employment Profile E
Emphumrm_ﬂmﬂﬂl Enter your employment summary. Employers can search all of these fields, so be
concige, yet thorough. aAll mformation should be career- or job-related.
Einp 3 . Use the Need help? link for detailed assistance.
Work Experience
* Professiona Accomphshed carpenter with more tham nine -
Step 4 Summary: yaars of relevant experiance in the fiald, —
Education Performance- diven leader with expertise in
carpantry, bluagrint reading, framing and -
Step 5 Text Lamik: 500 | Text Entered: 385
Availability
* Descrbe your Expanenced m: -
Slep 6 skills m detail: * Carpentry =
Finish/a * Blusprint reading
* Framing -

Taxt Lemik: 1000 | Taxt Entered: 182

Ceartific atsns,
L Eenses
Awarda:
Text Lemit: 300 | Text Entered: 0
#If you have a National Career Regdiness Certificate (MCRC), or if you acquire
one, do you want te share that information wnth employers?
@ ag
Mo
Looking to have your résumé or work application stand out from the crowd? The
ional ar i ri s 3 portable credential that helps buld

your canfidence and venfies that your skillz match the employer's needs.

MM
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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.

e r'--.-—-\_r_,..r“———-._\__,_,_fn\,._-—u-—-\.. —
* What type of job(s) are you looking for?

You must add at least one Job Category [you may add up to three).

Q*Net Online can help you find the best Job Titles to use

(et Job c;w_'{@

<< Back Continug ==

s |

Enter a job title and click on the Search button.

T Y g e VT Y e P o b e WGP NV ey
+ What type of job(s) are you looking for?

You must add at least one Job Ca

Q~Net Onling can help you find th

y (you may add up to three
st Job Titles to use

Job Category #1

Enter the Job Titla for the job you are searching for work as, and then click on the
Search button
* Job Title: ca ter 5 . 4

Chick on the arrow n the box to see the kst of posable matches best match

e If none a good match, try changng the Job k on the

* Category: -

Cli

ck on the arrow in the bo

oices, Chck on the one that matches

nuch expenence you

* Years ol
Experience:

i Comed

<< Back Continue >>

Save

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

e TN e I N L T P
* What type of job(s) are you looking for?

you may add up to three)
Job Titles to use

You must add at least one Job

O"Net OnLine can he

Job Category #1

ln for tha job you are searching for work as, and thaen chick on the

+ Job Title: carpenter Search

Click on the arrow in ossible matches. Click on the best match.

* If none o

Search buttol

* Category: Please select a Category 2R
Please select a Catego

how much e N€Rough Carpanters
Cab k and Bench Carps 8
Helpers-Carpenters tfo
Carpenters
C_M‘_:) EFvst-Lne Supensors of Construction Trades and E
{Drywall and Cailing Tile Installers
Construction Laborers
Inspectors, Testers, Sorters, Samplers, and Weigh
Tile and Marble Setters

* Years of
Experience:

<< Back Continue >>

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

MJP\%HMMMW’MJWW
» What type of job({s) are you looking for?

oa TLE i ak lma QY | ¥ 3

il Nz can belp you find the best Job Titles to use

Joh Category #1

bar the yo 1 1 k
Search butto

# Joh Title: Ccarpenter Sparch
- k 1
wone of the items is & good ma ] 1 an k
sarch buktn

& Caligory: Pleasa sakect 3 Cakagary |

& Yaars of

Epicriaibca: l}

i Lass than amd yaar
L " ¥

-2 yaars
3.5 paars
11.- 15 yaars m

Ware than 15 yaars =« Back Continue ==

Sme |

Click on the Add button.
mﬁw,wmﬂmwﬁh

* What type of job(s) are you looking for?
voul must add at least one Job Category (you may add up to thiea
Q"Hat Onling can haip you find the bast Job Tithes to use
Job Category #1
Enter tha Job Title for tha job you are searching for wark as, and than cick on th
Saarch buttan.
& Dol Title: Samwch
Click or - = th hes. Cick on the be stk
s Ifr th | rmak: h hez Job Title and k ar
S £t
* Coteqory: Construction Carpantars =
Chck on the armow in the box to ses the st of cheices, Click an the one that matche
how much axperience you have doing thi b
% Years of & - 10 years T| Wage and Career Info
Expesrienon:
{ m"ﬁ[_ Cance |
<< Hack Contnua ==

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.

R e T T e’
* What type of job(s) are you looking for?
You must add at keast ona Job Category (you may add up to three
D*Net Onling can halp you find the best Job Titles to use
Iob Category #1
Job Title: carpankar
Category: Con

Years of 6 - 10 yaars
FX.‘#PIﬂllfﬂ‘

tm ) e

Add Job Catm\::&'i

<< Back Continug >>

Save
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When you are done entering the jobs you are looking for now, click on the Continue button.

" T HWW~H‘MF_‘—'HﬂL~ Hﬂhwnﬁ
* What type of job(s) are you lunhmrﬁ::;r_—'

Yol must add ot kast one Job Cateqony [vou may 2dd uo T theaa
"] can halp you find the bast Job Tites o usa

Inh Categoryg &1

Job Tithe: CAPEnLal SUparisD

Category: First-Lins Suparvson of Consinec bor
Trashes and Exiracbon Worers

Finrs of & - 10 yaars

Experiemnce:

Joh Categary #3

Jab Tithe: carpenter
Category: COnstruChon Canenters
Fears of & - 10 years
Experience:

[ Jols Catagorny

<x Back Conlinu :h:-&

Step 3

Read the information on the Work Experience page, and then click on the Add Work
Experience button.

Sergan Beader Varglon
Joly Match Profile information saved. ¥Your Job Match Profile ks not yet completed,
lak Match Profile [ Résumé Posting Todol

Sre | Dwiere |

Work with My Job Match Profles
Wour sexsion will time- ot after 20 minutes,

Clicking the Save button ressts the time-out counter and extends yoor session time for anobher 30
minartes,

[ View More.,

An asterisk (*) denotes o reguired field,

s Heed help?
Contact Information
Work Experience
Emoployment profils | Desred Sdane g =
vour Dasired Salary & only deplayad on tha J0W Werk Application and tha
Step 3 [anonymois] 30W Match Profia. Desirad Salary is not a fiald that emplogers can
Wik Expserience uss to search for rerw amployes.
Step 4 Emphoyers iss kepwords to search tha Werk Esperinca falds. Ba spacifc and
Ecucaticn dataked about the dutkes you parformad in paEt and cumant jobs, ncluding
woluntaar axperknces, il approprate.
&Mi'u-i vour information wil appsar o vour résurd of work applcation in chronslagical
ordar. PMaass kst mformation rdated to your last 10 yaars of work axpanance.
S i o My snber up to 10 amgdoyars.
Einish/Activate Yeous nistist &0d ab leash e Work Exparience.
Lise Q"Net Online to help you find the b=st Posibon Title, and to help you
complete the Dubes/Responmbibes, Frovding detalsd mformabion will help
mmployers makch wou ko thsir open jobs
Usa tha Masd halp? link Tor dataied aesistance.
* | add wiark w
=< Back Cantinug >
B
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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.

Screen Reader Version

Job Match Profile / Résumée Pasting Tool

_ Save | Delete

Jock with M M. h 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,
[¥] view More...
An asterisk (*) denotes a required field.
Contact Information Henbhede!
Work Experience
EMD“ ment E(ng Dasired Salary: $ :—V_—]
Your Desired Salary s only displayed on the JCW Work Apphcation and the

(anonymous) JCW Match Profile. Desired Salary is not a field that employers can

Work Experience use to search for new employees

Step 4 Employers use keywo
Education dataded about the

volunteer expenences, if appropr

rds to search the Work Expenence fields. Be specific and
rformed n past and current jobs, ncluding

hes you g

! l | “ Your mformation will appear on your résumé or work application in
order. Please list mformation related to your last 10 years of work expenence. You
may entar up to 10 employers.

Finish/Activate You must add at least one Work Experience.

Use Q*Net Online to help you find the best Position Title, and to hefp you
complete the Dubies/Respongibilities. Providing detalled nformation will help
employers match you to their opan jobs

Use the Need help? link for detailed assistance.
* Employer ABC Construction a

Text Limit: 70 | Text Entered: 16

City: Deer Run
State: New Hampshire E]
X Position Title: Lead Carpenter
*¥Dates Employed: Start (Month/Year) E] 2007
End (Month/Year E' 2013
(Leave End blank if currently amy ad
¥ Duties/Responsibilites: Budder of custom homes valued at more than

s

$1 milhon each. Assisted foreman with training
carpenters and delegating work to employees,
based on matenal and worker requirements of
Text LUmit: 1000 | Text Entered: 711

When you have finished entering your information, click on the Add button

: << Back Caontinue >> J
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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.

I ader

Job Match Profile / Résumé Posting Tool

_Swe | _Duws |
Weork 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.

&l view More...

An asterisk (*) denotes a required field.

Contact Information Need help?
Work Experience

Employment Profie | Desived Salary: g =
Your Desired Salary 15 only displayed on the JCW Work Applcation and the

Step 3 {anonymous) JCW Match Profile. Desired Salary 8 not a field that employers can

Work Experience use to search for new employees,

Step 4 Employers use keywords to search the Work Expenence fields, Ba specific and

Education detaded about the duties you performed n past and current jobs, including
volunteer expenences, if appropnate.

m‘ Your information wil appear on your résumé or work application in chronological
order, Please st nformation related to your last 10 years of work expenaence. You
may enter up to 10 employers.

Step 6

Einish/Activate

You must add at least one Work Experience.
Use O¥Net Onling to help you find the best Position Title, and to help you
complete the Duties/Responsibilities, Providing detailed mformation will help

employers match you to their open jobs

Use the Need help? link for detailed assistance,

Employer ABC Construction
City: Deer Run
State: New Hampshire

Position Title:
Dates Employed:
Duties/Responsibilites:

Lead Carpenter

2007 to 2013

Builder of custom homes valued at more
than $1 million each. Assisted foreman
with traiming carpenters and delegating
work to employees, based on matenal and
worker requirements of specific jobs,
Examned and inspacted work progress,
equipment, and construction sites to
venfy safety and ensure specifications
wera met. Read blueprints and other
specifications documents to determine
construction requirements and plan
procedures. Coordinated work acbvibes
with other construction project activities.
Reported directly to foreman and
company owners. Expeditad project
completion by implemanting daily punch
kst and duties to be performed. Initially
hared a4 a carpenter, eamed promotion to
Lead Carpenter

CEa D (Rmow )

<< Back

I Continue >>

Updated October 9, 2013

10




When you are done entering all jobs you have had during the last 10 years, click on the
Continue button.

Screen Reader Version

Job Match Profile information saved. Your Job Match Profile is not yet completed.
Job Match Profile / Résumé Posting Tool

_Sae | _Deite |

Work with My Job Match Profiles

Your session will time-out after 30 minutes.

Clicking the Save button resets the time-out ¢ and your ion time for her 30
minutes.

¥l View More...

An asterisk (*) denotes a required field.

Gt Need help?

Contact [nformation
Work Experience

Step 2 %

Employment Profie | Desired Salary: 5 iz
Your Desired Salary is only displayed on tha JCW Work Apphcation and the

Step 3 (anonymous) JCW Match Profile. Desired Salary is not a field that employers can

Work Experience use to search for new employees.

Step 4 Employers use keywords to search the Work Expenence fields. Be specific and

Education detaded about the duties you performed in past and current jobs, ncluding
volunteer experiences, if appropriate

Avaiabiity Your information will appear on your résumé or work application in chronological
order. Please list information related to your last 10 years of work expernence, You
may enter up to 10 amployers.

Step 6

Einish/Activate You must add at least one Work Experience.

Use Q*Net Online to help you find the best Position Title, and to help you
complete the Dubes/Responsibilities. Providing detailed information will help
employers match you to their open jobs.

Use the Need help? ink for detaled assistance,

Employer ABC Construction
City: Deer Run

State: New Hampshire
Position Title: Lead Carpenter
Dates Employed: 2007 to 2013

Duties/Responsibilibes: Builder of custom homes valued at more
than $1 million each, Assisted foreman
with training carpenters and delegating
work to employees, based on matenal and
worker requirements of specific jobs
Examined and inspected work progress,
equipment, and construction sites to
vernfy safety and ensure specifications
were met. Read bluepnnts and other
specifications documents to determine
construction requirements and plan
procedures. Coordinated work activibes
with other construction project activities
Reported directly to foreman and
company owners. Expedited project
compietion by smplementing dady punch
kst and dubes to be performed, Initially
hired as a carpenter, earmned promotion to
Lead Carpenter.

CEa >

Employar: Skyline Customized Construction
City: Port Washington

State: Wisconsin

Position Titla: Carpenter

Dates Employed: 2003 to 2007

Duties/Responsibilites: Led a team of 15 carpenters m
customized constructon of special events
booths in major trade show venues
throughout the United States and
Canada. Coordinated construction with
the defvery of electricity and intermnet
service to booths. Installed carpeting and
hung signage inside booths, as well as
nside and outside the venue.

CEa ) CRmow
*(add Work Expenence)

<< Back l c«m%

S |

Updated October 9, 2013 11



Step 4

Read the information on the Education page.

Screen Reader Version
Job Match Profile / Résumé Posting Tool

] oo

W with Match Profil
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.

[¥] view More...

An asterisk (*) denotes a required field.

e . Need help?
Education

Step 2

Employment Profile & Highest Grade |:|
Completed:

%%amm Employers can search based on your educabion level! Be specific and provide
details about your education credentials

m—“l Educaton History will appear on your résumé of work applicabon in chronological
order. You may record up to 5 entrigs
Step s ) Usa the Need help? ink for detailed assistance.
Availability
#dd Education History
Step &
Einish/Activate

<< Back Continue ==

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

Screen Reader Versson

Job Match Profile / Résumé Posting Tool

Save Delete

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.

[# View More...

An asterisk (*) denotes a required field.

Step 1 Need help?
Education
Employment Profile | Highest Grade b7 S
Completed: T
High School Diploma/GED Equivalent
M!EHIE (perience Employers can s# Carificate or Diploma beyvand High Schoal fic and provide
details about yogErRTeE IR o]
‘Vocatonal Techncal Degres ¢
Educabion Histor prin chronakegical
WEEII:!IID i " Bachedors Degree “] 9
order. You may riMasters Degree
FhD
Step 5 Usa the Need haOther
Availabity :
Add Education Ii'sl.oﬁ
Step 6
Flnist .

<= Back I Continug ==
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If you want to list the information about the school you attended, click on the Add Education
History button.

TEEn I

lob Match Profile / Résomé Posting Toaol

S Diabete

Work with My Job Match Profise

Toar sessian will timse-aut after 20 minutes,

Clicking the Sawe button resets the time-cut counter and sxtends yowr session time for anather 20
o e,

[#] Vinw Mora.,,

An asterisk (*) denotes o reguired febd,

Education

3 can sewrch

A E ayars

datals about your edu
Step 4 Educabion History will a

ducats - appea

Ldusation Tor. Yo May record up o 5
Slep 5 Use the Meed help? ink for detaib iskar
Awallabiity -

|add Educabon el
B |
Eirishtctheate

= Bach Continu we
Euret

Enter the information about the school you attended. When you are done entering your
information, click on the Add button.

Screen Reader Version
Job Match Profile / Résumé Posting Tool
Save Delete

Viork with My Job Makch Profiles

Your sesslon will time-out after 30 minutes.

Clicking the Save button resets the time-out counter and your ion time for ther 30
minutes.

[¥! view More...

An asterisk (*) denotes a required field.

o= Need help?
Contact Information
Education
£ profi = Highest Grade Associate Degree =
Comp
SLGD_}!!‘E employers can search based on your education level! Be specific and provide
on credentials
Step 4 sumé or work application i chrons
Education
Step S Use the Need help? link for detaded assistance
Avallabllity
* School Name:  Thunderhead Techmcal Institute
Step 6 z -
Finish/Activate Start (Month/vear): (9 [¥] 2001

attended

(Month/Year s 3 2002
{Leave End blank if currently attending)

) of Carpentry

Text Limit: 100 | Text Entered: 9
Degree/Awards

Text Limit: 500 | Text Entered: 0

When you have finishad entanng your information, click on the Add button

<< Back Continue >>
Lo |
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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.

Scresn Raadar Yereon

Job Match Profile / Résume Posting Too
S Dsleta

ok with My Job Match Profikes

Your cassion will time-out after 30 mdnutes.

Choldng the Save button resets the tinee-out cownber asd extends your sesskon tine for anothers 30
e

 Wiew More...

An asterisk {*) denotes a required field.

Education

Empleyment Prefie # Highsst Grade Associate Dagrass L
complatad

| Education rw
<< Back Confinug =

S

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

Screen Regder Werdion
lob Match Profile / Résumé Posting Tool

_ 8o | Delte

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.,

E wiew More...

An asterisk (*) denotes a required field.

Step1 Heed help?
Contact Information
Education
Step 2
Employment Profile  |*Manhest Grade Associate Degres =]
Completed
Viark Expenence Employars can search based on your education bavel! Be speciic and provide
datais about your education cradentials.

Slep 4 Education His

résumé or work application in chrenalogcal

vil appear an

Education ordar. You may record up te 5 entnes.

Step S Usa tha Nead help? ink for detailed assistanca.
Thunderhead Technical Institute

Step 6 : 9/Z001 to 5/2002

Einish/Activate Carpentry

Degres/Awards:

Add Education Histary

<< Back le'mul‘-ﬁﬁ

Updated October 9, 2013 14



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.

n B r Version

Job Match Profile Résumé Posting

_Saw | Daste

Wrk 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,

= View More...

An asterisk (*) denotes a required field.

e Need help?
Contact Information
Availability
Employment Profile Ernplo Can Sear bazed availability sur 1 accurately enter
wh when 3 ar able t o
Step 3 Use the Need help? link for detailed assistance.
Work Experence
# Please indicate the county or counies where you will accept work:

Step 4
Education

? S5e
Availability Rock -

Rusk
Slep 6 EER =
Finish/Activate Sawyer N

Seleci g

Countias Selected

De-Select
# Are you 0 to relocate?

T T e e g e P

Out-of-state counties that border Wisconsin can also be chosen. They are listed
alphabetically with a prefix of Out of State.

An asterisk (*) denotes a required field.
Contact Information Heed heip?
Availabiivy
Step 2 ’ . tak
. Yo ke
Erpeniv 2ol ! and whan you ’
mu!:ﬂf e Ise the Need help? ink for detailed assistance
L1y t
Step 4
[Education
8 ,
Step 5 Countias Availabie
Availability Dconto
Dneida ' =
Shep & Dut of State - LA - allamakee r
[Einish/ ACTivate Out ol State - Lh - Claytan
Sqlw.{;!
ties Shlactad
Do-Satect_ |
o T i e S S Y S R
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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.

An asterisk (*) denotes a reqguired fickd.
Si=pl
NHCt dpmation Heed help?
Awailahility
R0 2 i}
Emglayment Profils
Work Experiance Haad hatp kT
M wl
*
Awailalaty Clark .
ol :
EE‘.LQ Crawiond
Selet [} %
DSt

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.

An asternsk [(*) denotes a reguired febd.
s Need help?
Contact Information

A aillabality
Sen 3 .
Emmboyment Brofile
Hen 3 Hesd help? link §
Work EXperience
Slepa
E i catiin
Aovailability Adams
Ashilained
Sms Bamon
Finighy/Aciivate Bayfald
Select
.E-:.l.urrl:na
Lrarea
Iz a
Saisk
De-Siedecd
& 1
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Choose the types of employment you are looking for, and the days of the week you are
willing to work.

Text Lemit: 300 | Text Entered: @

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.

T]

Taxt Uitz 300 | Text Entered: 0

=]

Heed help?

<+ Batk Conlinia -'-'{:}

=0
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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’. Remember: you must complete your
Job Match Profile within 14 days of filing for Unemployment Insurance.

Job Match Profile information saved. Your Job Match Profile is not yet completed.
Tob Match Profile / Résumé Posting Tool
Smw Ceiets |

Work with My Job Match Profiles

Four session will time-oq ter 30 mimutes,

Chcking the Save bulton resets the tme-out counter and extends yoar session time for gnother 30
r—

] Wiew Mare..

An asterisk (*) denotes a required field.
Finish / Activate

= Are you done entering ail of your infermation?

StEp 4 @1
Education

<« Back Frish |
£

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

Scraun Rasder Varain

lob Match Profile [ Résumé Posting Tool
Eam Dakie

ok with My Job Match B

Four seechon willl tinve-out after 30 minuies.

ClChing the Save btton resels i Eme- sl couvber and exteisds o session tine 1o anoter 30
[T

[ Vhaw M.

An asterisk (*) denotes a required fleld.

Finksh/Activate
M In this =tep you will make yourssf avaial

Work Expenience
Stepd
[Education
0 s Wit Empayars b match you b thesr jobs? Mo [nlomation
Unemployment [reursnce (U] Clemants must answer this queation Yes'
Step § v
m 1F you rmwer Wa' to the sbowe quastion, smployen wil mot b ables to fnd
ol
Alresady have a résume?
Upload your résum [ Gptional)
More Information
{only .doc, .docy and .pdf decumants up to 1024 KB can be upladed.)
pload rémamé Biowan
Link to your nésumié stored on the Internet (Optional}
More Information
IRttp: W SomeResumeSIbe . ComMyRasume)
1 )
=< Back Finish
Sae
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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.

J[]B @ E ENTER Connecting Wisconsin’s Workforce

Ahort Vs

LOGOUT | PERFORM A JOB SEARCH ()

Job Match Profile / Résumé Posting Tool
_Saw | _Dolta |
Work with My Job Match Profiles

Your session will time-out alter 30 minutes.

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

[#] view More,..

An asterisk (*) denotes a required field.

aisol Need help?
Contact Information
Finish f Activate
lin g In this step you will make yoursel! available and choase which résumé to dsplay
Employment Profile b0 amployers
Step 3 ) ® fre you done entering alf of your information?
Work Experience @ ves
Mo
Step 4
Education = Do you want Employers bto match you to their jobs? More Information
Unamgloyment Insurance (UL) Claimants must answer thes guestion "ves'.
otep 3
Availabity ® ves
Mo
Step6
Einish/Activate If you answer "Mo’ to the above quesbon, employers will not be able o find
yoas,

Already have a résumé?

Uplead your résumeé [ Optional)

%
{Only doc, daci¥and pdf documents up to 1024 KB can be uplaaded.)

Upload résumé [ &mné’&'
Link to your résumé stored on the Internet {Opticnal)
ere Information

(http:/fwww  SomeResumeaSite. comy MyRasume)

‘Websita
Addrass: {200 Characters Allowead. )

What do you wanl employers 1o see?
- =]

Click on the button below bo view your Résumé or Job Match Profile as
employers will sea it.

‘Whak Emphoyers Wil See|

<cBack | Finish

_se= |
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Select an option from the “What do you want employers to see?” menu, and then click on the
Save button.

Already have a résume?

Upload your résumé (Optional)
Morg Information
(Only .doc, .docx and .pdf documents up to 1024 KB can be uploaded.)
Uploaded Rasumé: Gaorge Radus_Busnass

Delate Uploaded Resumé ]
Analyst.doc

Link to your résumé stored on the Internet (Optional)
Morg Information
(http://www. SomeReasumeSite. com/MyResume )

Wabsite

Address (200 Characters Allowed.)

What do you want employers to see?

* Uploaded Résumé R
JCW Résumé (anorymous) Umé or Job Match Profile as
+JCW Résumé (with contact information

Uploaded Résumé

Website Address (URL)
N E——

<cBock | Finish |

Click on the “What Employers Will See” button to view your choice as employers will see it.

N M M e ST T Nt r Nl

Already have a résumé?

s

Upload your résumé (Optional)
More Information
{Only .doc, .docx and .pdf documents up to 1024 KB can be uploaded,)
§ R . Uploaded Résumé: George Redus_Business
Delete Uploaded Résumé @

Analyst.doc

Link to your résumé stored on the Internet (Optional)
More Information
{http://www SomeResumaSite com/MyResume)

Webs
Adc

{200 Characters Allowed,)

What do you want employers to see?
* |Uploaded Résumé -

Chck on the button below Lo view your Résumé or Job Match Prohe as

employers will seq it

What Employers il .{a

«Batkj Finish I
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George J. Redus

GeorgeRedus@sample.net 89 Harness Road
H: 608.555.1234 Darlington, Wl 53530
C:608.555.9876

Professional Summary

Contribute to the success of your organization by taking on responsibilities and applying demonstrated
analytical, predictive modeling, reporting, technical writing, training, customer service and project
management skills to drive productivity, increase efficiencies, enhance customer focus, and fulfill
informational needs.

Skills

* Project Management

* Technical Writing

* Development of Training Material
* Customer Service

* Data mining/Data Base Query

* Insurance Claim Operations

After clicking on the Save or Finish button, this message will appear on the screen, notifying
you that your registration requirements are met. Click on the Ok button to continue.

You have completed Step 3 of
Unemployment Insurance's Job Center
of Wisconsin registration requirements.

An email has been sent to you with helpful
information.

Ok‘!}

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 keep
your Job Match Profile from expiring.
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https://acc.jobcenterofwisconsin.com/

An email has been sent to the email address you provided in Step 1 of your Job Match
Profile:

From oboenternfwsconsindgdwd, wisconsn.ood Sent  Tue 1OB/2013 5:14 PM
Ta: GenrgeRedus narcie rel
ce
Subjedt: oty Certer ol Witconsin Job Malch Profile Completed
Cangratulations! This email canfirms that you have finished your Job Match Profile. -

As an Unemployment Insarance claimant who is required to register for work with Wisconsin Job Service using the Job Center of Wisconsin website, vou have completed those
requirements. You can confim vour status by checking vour My JCW dashboard by geing ta hitps:ace jobcentero fwisconsin com, logging in, clicking on Job Secker Tools, and then on My
JCW.

Tips for using your Job Match Profile

«  Spep 6 - Finish/Activate
o As an Unemployment [nsurance claimant you must answer the second question “yes’ so emplavers can match you to their job openings.
o Itisa good idea to preview your Résame or Match Profile. Click on the What Employers Will See button to view your information as employers will see it
+ Formatting
o Kesp vour contact information in Step 1 up-to-date.
o You can updare or change your information &t any time. Use keywords so emplovers can flnd vour résumé.
o You can format your Job Match Profile as a résumé or wark application, and print it or email it to an emplover. Go to the Job Match Builder | Bésumé Posting Tool and use the
buttons at the baottom of the page.
+ Email
o Your email system may perceive emails from emplovers via the Job Center of Wisconsin to be spam or junk If vour email program allows it, set it up to allow emails from
@ dwd wisconsin gov
o Do not mark Job Center of Wisconsin emails as spam, ar filter them from yvour email inbox! Many kinds of emails and notifications with important information are sent to you by
Job Center of Wisconsin.
o Remember to check vour email account frequently for emails from employers

Please read the Warnings far Job Seekers 1o help protect vou from potential virus threats and emplovment scams.
If you have any questions or comments, please contact the Job Center of Wisconsin Call Center

Email: JobCenerofWisconsin@dwd wisconsin gov

Tall-free Telephone: 1-888-258.0068

Good luck with wour job search, and thank vou for using Job Center of Wisconsin!
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