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Please go to https://jobcenterofwisconsin.com and login with your Username and Password
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... please click on the Register for Services/Update button to do so. After registering you

will return to the My JCW page and will then be able to create a Résumé or Work

Application.
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Add a Résumé/Work Application

1. Read the Job Seeker Terms of Use. Click on the | Accept button.

Job Center of Wisconsin Terms of Use for Job Seekers

This Terms of ke 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 mformation of & user. Whien & user submits sensitive infarmation via the
wabsite, the information is protected both on-Fne 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 résumé.

= User ID and Password: 4 job sesker establishes 2 User 1D and Password when signimg up, This User [0 and
Password is required for all future access to their résume or saved job searches.

Privacy: & job seeker's personal data is never transmitted with the User 1D and Password to employers
Fees: Employers may not charge & fes to provide & job seeker with access to a job referral or a5 & 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 réswumé searches.

.

Ll

Riésume Use: Employers may not use résurmés from thes site (whether received by searching or from the job seeker
responding to 3 job posting) for any purpose other than ta fill an immediate job opening, Employers may not resall
or repost résumes fourd on this site, whether in whole or in part.

= Jobs Posted: Jobs postad must be for an immadiate opening. Business opportunitiss are not considersd immediate
OpEnings.
= Monetary Investment: Employers may not requre 3 significant monetary investmant by a job sesker to obtain

afmployment. Usual and customary licensing fees or certificatons are acceptable. Apphbcation fees, purchasing kits,
and work-from-home plans are not acceptable,

Job Seeker Responsibilities

= Posting of Material: Job seekers are prohibited from posting or tramsmitting any material that is obscens,
scandalous, inflammatory, pornographic, profane, unlawful, threatening, libelous, defamatory, or otherwise
inappropriate language, The Wisconsin Department of Workforce Development will cooperate fully with any law
enforcemsnt authorities or court order requesting or directing us to disclose the dentity of anyone posting any
aueh information or materals.

Reporting: Job seekers are asked to assist us in maintaining the proper use of the system by reporting employers
wha do not follaw the rules they have sgreed to s stated sbove.
Modifications

The Wisconsin Departmant of Workforce Developmant reserves the right to modify or amand this Statement at any
i,

o

2. To begin creating a résumé/work application, click on the Add button on the Job Seeker
Profile.

Job Seeker Profile

Creating a résumé or work application enhances your opportunities for
obtaining employment, and allows employers to match yow to their job
Cpenings.

Select an item to work with by checking the box n front of the
reference Number. Mext, click on a button to perform that function for
thie selected item.

If & button is inactive or 'grayed’ out it means that function cannat be
perfarmad at this time.

Yiou may have up to 3 résunés/applications. You will have the choice of printing vour data as & rdsumé, or @ wark
application, & list of references, and 3 cover latter can also be created and printed.

Mnmﬁ!hppliuul:lnn| | References | | Cowver Lettar
Mo résumeés/applications found. Press Add to start a new Pésumé or Work Application.

Md% PreviewiProt | Email |

July 21, 2012 3



Click on the ‘Save’ button every few minutes to make sure the information you
enter is saved on your résumé. If you don’t save regularly, you will ‘time out’
after 30 minutes and vour work will be lost.

Use the Need help? links on each page to see examples and clarify what type of
information should be entered.

3. Fillin the information requested on the page, taking 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 reactive 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 on this page, click on the Save button, and
then on the Continue button.

Preview Application
Preview Résumé

Save

Work with My Pesumes/applications

Save early, save often. For your security, your session will time out after 30 minutes. Glicking the Save
button resets the timeout counter and extends your sesslon time for another 20 minutes,

The Job Center of Wisconsin résumeé and application feature accomplishes two things simultaneously. Enter your
mfarmation once, and create both a work application form or a résume, or both, You will be able to choose which
item to format and print after you have entered your information. Be sure to review your information for accuracy
spelling, grammar, and capitzlization errors.

You may have up to 3 résumés/applications, and you can also create a list of references, and a cover letter

An asterisk ( *) denotes a required field.

Step 1 Need help?
Contact information
Step 2 First Mame Pally
Emplovment Frofile
Last Hame Klock
Step 3 Middle 1
Work Experience % Ema
pollyklock49@sample. nat
{abcddef.com
Step 4 Dor't have an email?
Education
Street Address 10 1000 Nautical Way
Step S : Street Address 2
Bovailability i
ity Fond du Lac
Step 6 State Wisconsin W
Finish/Activate Zip: 493t
Horme Phone (920)555-123¢
(999 555 1234
alt Phone: .
{990 E55 1234 hen click here

Sane L
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Fill in the information requested on the page.

Select the occupations you are searching for work as now. Do not list previous occupations
unless you are searching for that type of job now.

1. Job Title:

* Category:

®Years of
Experience:

* Type in the Job Tite and click on the Search button.
* Choose the best mgtch from the Citegury drop-down m

* If none of the itemg on the Catego
Title and clicking of the Search bufton again.

* Indicate the years of work experiefjce you have for each Occupat

y drop-down menu is a

Use O¥Net OnlLine to helpbc\u Finl:rl:he hes.l:#:-h Title.

h 4
|jourr‘|alist |
Y
Please selgct an Occupational Category.

Please sele:t an Occupational Catego
Reporters agd Comrespondents
Poets, Lyrigjsts and Creative Writers
Radio and Tlevision Announcers
Broadcast Mews Analysts

Camera Opdrators, Television, Video, and Motion R
Photographdrs

Communicafions Teachers, Postsecondary

English Language and Literature Teachers, Postse

Select up to three Occupational Categories that you are interested in:

od match, try changing the Job

Category.

v ““Wage and Career Info

Less than one year
1-2years

3 -5 years

G- 10 years

11 - 15 years

Mare than 15 years

When you are done entering your information on this page, click on the Save button, and
then on the Continue button. (See example on next page.)
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Connecting Wisconsin's Workforce

LOGOUT | PERFORM A JOB SEARCH X

Help Exit

JOB@®) C

o Wl

ENTER

SCONSIN

Home About s

Creen r \Wersiol

Résumeé fApplication

Save early, save often. For your security, your session will time out after 30 minutes. Clicking the Save
button resets the timeout counter and extends your session time for another 30 minutes.

The Job Center of Wisconsin rdsumé and application feature accomplishes two things simultaneously. Enter your
infarmation once, and create both a work application form or a résumé, or both. You will be able to choose which
item to format and print after you have enterad your information. Be sure to raview your information for accuracy,
spelling, grammar, and capitalization emars.

You may have up to 3 résumés/applications, and you can also create a list of references, and a cover letter.

An asterisk (*) denotes a required field.

Step 1 Nead help?
Contact
Information Employment Profile

* Ohjectve: |Sasking a full-tme position where I can utiize |
Step 2 !rnv 15 years of joumnalism experience,
Employment |
Profile | |

Text Limit: 500 | Text Entered: 88

Work Indica_te any txpen’enced newspaper joumalist with i\]
Experience spacific skills jexcellent credentials. Experienced =

that you have: investigative journalist. First-rate interviewing

Step 4 skills and t=chniques. Environmental columnist »
Education Text Limit: 1000 | Text Entered: 204
Step 5 Certifications, I?Magaz'me Colummnist of the Year in Colorado, |
A I i Licenses, 2005 |
Awards:

|
mﬁ ) Text Limit: 300 | Text Entered: 48
Finish/Activate

%x1f you have 3 National Carser Readiness Certificate (NCRC), or if you acquire

one, do you want to share that information with employers?
®ves
Ono

Locking to have your résume or work apphcation stand out from the crowd? The
r di rtifi is a portable credential that halps bwld
your confidence and venfies that your skills match the employer's needs.

Select up to three Occupational Categones that you are interested in:

* Type in the Job Tite and chick on the Search button.
# Choose the best match from the Category drop-down meni

* [f none of tha itams on the Category drop-down menu is a good match, try changing the Job
Tide and clicking on the Search button again.
* Indicate the years of work expenence you have for each Occupation Category,

Use O*Net OnLing to help you find the best Job Tite.

1. Job Tita: [journalist | Search I
% Category: |Reporters and Correspondents =]
*Years of [11 - 15 years Wage and Carsar Info

Expensence:

2. Job Title: [newscaster | Search i

Category: [Raum and Talevision Announcers '_',|

Years of [1- 2 years ¥ | \Wage and Career info

Experence: -

3. Job Title: [ |

Categary: [ >

Years of l =

Exparienca: Then click here
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5. Fill in your desired salary, if you wish (not a required field).

To add your work history, click on the Add Work Experience button.

An asterisk (*) denotes a reqguired field.

Work Experience

Employment Desirad Salary: 3 -

Yaour infarmation will appear om your réaumé ar work application in chromological order, Please list informaton
related to your last 10 yesrs of work axpsrisnce. ¥You may snter up to 10 employers.

Experience | [Add Work Exparienc, EI“"*”E‘-{}

Step & <« Back Continug »=

Fill in the requested information. Click on the Update button to save this employer’s
information. Click on the Save button at the top or bottom of the page to save your
réesumé/work application.

Work Experience

Desired Salary:  5(55000 || Per Year v

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

*Employer: Green Earth Today Magazine

Text Limit: 70 | Text Entered: 26

City: [Golden |
State: |Colorado v
% Position: |Co|umni5t

Use D*Net Online to help you find the best Position title. The link also contains information
to help you complete the Duties/Responsibilities. Providing detailed information will help
employers match you to their open jobs.

#Dates Employed: Start (Month/Year): 2003
End (Month/Year): 2008
(Leave End blank if currently employed)

% Duties/Responsibilities: Environmental columnist for a bi-monthly
regional magazine.

Text Limit: 1000 | Text Entered: 59
{ Update i‘}; Cancel )

When you are done entering all of your work history (up to a maximum of 10 employers),
click on the Save button, and then on the Continue button.
July 21, 2012 7



Connecting Wisconsin's Workforce

f

Résumde fApplication

ik with 4 AT

Save early, save often. For your securily, your session will time out after 20 minutes. Clicking the Save
button resets the timeout counter and extends your session time for another 30 minutes.,

The Job Center of Wisconsin résumé and apphcation feature accomplishes two things simultansously, Enter your
infarmatbion ence, and create both a work appbcation form or a résumé, or both. You will be able to choase which
item to format and print after you have entared your information. Be swre to review your information for accuracy,
spefing, grammar, and capitalization emors,

You may have up to 3 résumés/applications, and you can also create a bst of references, and a cover latter,

Reésume Saved
An asterisk (*) denotes a required field,

Informmation Work Experience
Deswed Salary: {55,000 | |Per Year [

Step 2
Emw Four information will appear on your resume o work application in chronodogecal osder, Please list information
M rebated to your last 10 yesrs of work sxperencs. You may sater up to 10 sm,

Emplayer: Denwer Timas
m City Denwver
m " State: Colorado
Expenience Positien: Raportar

Dates Employed: 2008 to 2012
2iep 4 Duties/Responsiblitias: Environmental, local news, and human
Education interest reporter for 3 large daidy

= O
newspaper. Circulation: 250,000

Step S R (Femowe )

Employar: Graan Earth Today Magazina
Step © City: Golden
Einish/Activate | stare: Colorado

Position: Columnist

Dates Employed: 2003 to 2008

Duties,Responsibilities: Envronmental columnist for 3 bi-monthly
regeonal magazne

Employar: KCWH-TWV

Ciby: Colorado Springs

State: Colorado

Pogition: TV Raportar/Weekend Anchor
Dates Employed: 2000 to 20032

Duties/Responsibiities: Reported on assigned stones, mainly local
events and human nterest, Weekend
anchor for the 5:00 p.m. and 10:00 p.m
newscasts, Occasionally filled in 28 anchor
through the waak.

Employar: Loaville News Leadar
City: Leadville

State: Colorado

Position: Reporter

Dates Employed: 1996 to 2000

Duties/Responsibilites: Coverad local and regional news stones
for & small weekly newspaper. Circulabon:
3500

Add Waork Experience

July 21, 2012 8



6. Select your highest level of education from the drop-down menu.

To add schools you attended, click on the Add Education History button.

An asterisk (*) denotes a required field.

Step 1 Heed help?

n ni n .
Education

=iep 2 ® Highest Grade  |Bachalors Dagrea =
Profil Completad

atep 3 Edweation History will sppane on yaur rdsem o work application in cheonoksgieal

Mﬂ_ﬂm erder. You may record wp to 5 entries,

Add Education H|5- Ty
Step 4 e

<< Back Continua = |

Fill in the requested information. Click on the Update button to save this school’s
information. Click on the Save button at the top or bottom of the page to save your
résumé/work application.

July 21, 2012 9



When you are done entering all of your Education History (up to a maximum of 5), click on
the Save button and then on the Continue button.

@ Connecting Wisconsin's Workforce
(BN

Hrma Inh Saeker Tools Emplover Tonls A, I He

Résumeé f Application

Sawve early, save often. For your security, your session will ime out after 30 minutes. Clicking the Save
bution resets the timeout counter and extends your session time for another 30 minutes.,

The Job Center af Wisconsin résumed and applicabon feature accomphlshes two things simultanaowsly. Enter your
informabon once, and create both 3 work applicatien form or 3 résumé, or bath, ¥ou will be able to choose which
item to format and print after you have entered your information. Be sure to review your infarmabon for accuracy,
spalling, grammar, and capitalizabtion erors.

¥ou may hava up to 3 résumds/apphcations, and you can also craata a list of references, and a cover lattar.

An asterisk (*) denotes a required field.

2ten 1 tieed help?
Contact [nformation
Education
Stepd ® Highsst Grade  |Bachelors Degres ]
Employment Profile Compheted
Step 3 Educatine History will appesr nn your résuma or work application n chroralogical arder, You
Work Experence mmy rmcord up b § emtres.
® School Name:  [Colorado Collzge |
mm Dalu:d . Ctart (Month/Yaad): \':l |
attendead: ; 1n
End [Month/Year): | || |
Step 5 (Leave End blank if curently attending)
Bovailability Cowrsa{s) of  [lournalism
Situdy:
Stepb
Dol Text Limit: 100 | Text Enterad: 10
Dagres/ Awards: [lournalism Student of the Year
Text Limit: 500 | Text Enterad: 30
.
! E Then click here
\dd Educabion Histohy
ek ] Y ."'D'hJ
m o

saw |\
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7. Select the county(ies) where you are willing to work by clicking on the county name, and
then on the Select button.

Choose ‘yes’ or ‘no’ to answer the relocation question, based on your willingness to move
somewhere else for a job. Do not choose ‘yes’ unless you are willing to move for a job.

Click the checkboxes for the type(s) of employment you will accept.

JOB @) CENTER

LOGOUT | PERFORM A JOB SEARCH

e

Home—Job Seeke Employer Tools Abouttrs Help

Screan Reader Varsion

Preview Application
Preview Résumdé

Hesume )/ J"-:-.!|I' Al

Save Delete

Work with My Résumess/ Apphcations

Sava aarly, sava often. For wour security, your session will time out after 30 minutes. Clicking the Save
button resets the timeout counter and extends your session tme for another 30 minutes.

The Job Center of Wisconsin résumé and apphication feature accomplishes two things simultansously. Enter your
miformation ance, and create both 3 work apphcation form or a résumé, of both. You will be able to choase which
ibem to format and perint after wouw have entared yowr information. Be swre to review your information for accuracy,
spaling, grammar, amd capibalration armoEs.

“fou may hawve up to 3 résumés,applications, and you can also create a kst of references, and a cover letter

An asterisk (*) denotes a required fickd,

Step | ) Meed halp?
Contact Information
Availability
Step 2 xPleass ndicate the Nty of counties where you will accept work
Employment Profile
Step 3 @ salected Counties
Waork Experence Counbes Availabla
Adams -~
Ashland
EEMEE]EEII'EI Barron
Bay field bl
Step 5 _Seeat |
Dare
ME'EEE Milwd aukes
Rock
Dle-Selact
Are you willing to relocatae?
O ue
Typ={s) of Employment wou are looking for: (Check all that apply
Orart-Time
DP‘-':". Tima Temporary
F Fuil-Time
CFull-Time Temgerary
Oon call
Oon call Temporary
[ project tr
Ointe
Oapprentice
S e S i, e, = L SN oy Sl
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Click the checkbox(es) for the days of the week you are willing to work.
Click the checkbox(es) for the shifts you are willing to work.

Choose ‘yes’ or ‘no’ to answer the transportation and driver’s license questions.

MWMMW

Work Day Check all that apply

Monday-Fnday

0 & e

Monday

Mon-Standard (Explanation required below

rooEEOOO0O0

Taxt Lmat: 300 | Taxt Entared: 0

@k all if

Taxt Lmat: 300 | Text Entared: 0

Then click here

<« Back | I Continus > DJ;‘

b
Sava L

When you are done answering the questions, click on the Save button, and then on the
Continue button.
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8. This is the last page of the résumé/work application creation process.
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, change your answer from ‘no’ to ‘yes’, and click on the Save button.

An asterisk (*) denotes a required field.

Step i } Heed help?
Contact Information . h
Finish /Activate
. fyo addad alf ¢ tished
| nt Profil with your inf selact 'Mo' and
return L pe 1t i Ipdate or
Step 3 add maore detail to your information
Waork Experence
If you're nat sure, you can & t "Moo’ then k on the Praview Apg abion or
P sume links im the wpper right comer of this page. If you are satisfied
El!ﬂﬁ_ Yas® o conbinue,
Education
* are you done entering all of your Information?
=slep s Oves
S @ Na
Step &
Einish/Acti
=< Back Finish
Save

This question determines whether you have completed your résumé/work application or not.
Unemployment Insurance & Re-employment Services customers:

To meet the Unemployment Insurance Division’s requirements, the question must be
answered ‘yes".

An asterisk { * ) denotes a required field,

Stop 1 Nead halp?
Contact Informaticn
Finish/Activate

M x It you hawe added 2% of Your InNToemation s Steps 1 thirough 5, and are satished
Employment Profile with the way viour infarmation b " as' Otherwite seinct "Na' and

return to Steps 1 throwgh § inish entering your information, or to updsts or

Step 3 add more detall to your infarmation

i the Pravview & ppic-ation o

Dane It DL &8 S Ti8 e

Education
Yo must answer this
Step S @ va question 'yes' to
Awadlability Ciru complets yonr réesumeé.
Step 6
Einish/ Activate
el e e T VY - o m S -
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When the first question is answered ‘yes’, a second question appears.

Amn asterisk (*) denotes a required field.

step 1 Heed help?
Finish / Activate

Step 2 If yoii hawe added al of your Formata i Stepga 1 thrawgh &, and are aatiafiad

ir information appears, selact "Yas', Otherwise salect "No' and

1 through 5 to finish entering your information; or to update or

IF yoi're miDt swre, you can selact 'No’ thean click on the Praviaw Agphcation of
Rasumea ks in Hhee rer of this page. IF you are satisfiad,

EE:F Prawviaw R upp=ar nghit cor
= select "Wes' bo conbnus
= are you done entering all of your information?

ONe

= . 0o Wou want Employars ta mateh you ta their joka?
Einish/Activate & v

[ Praview Your Match Profile i
W—M&' e PN L T

Select ‘yes’ or ‘no’ to answer the question (there is explanatory text below the Preview Your
Match Profile button), and click on the Preview Your Match Profile button.

If you answered the second question ‘yes’, your Match Profile will be displayed. This is what
the employer will see. Carefully review it for spelling, formatting, and content errors.

Match Profile

Looking far work in: Dane, Mlwaukes, Rock Counties
Wilkng tx Ralocabe

OBIECTIVE

Seeking a full-time pasition where I can utilize my 15 years of journalism experience.
WORK EXPERIENCE

Raporter

2008 to 2012

Caluminist

2003 to 2008

T Reporter/Weskend Anchor
2000 o 2002

EDUCATION
Highast Grads Completed: Bachalors Degres

Course(s) of Study
Jourmalism

DCCUPATION PREFERENCES

Radio and Television Announcers: 1 - 2 years
Reporters and Correspondents: 11 - 15 years
Desired Salery: $55,000.00 Per Year

CERTIFICATIONS, LICENSES, AWARDS

Magamne Colummist of tha Year in Colerade, 2005
SKILLS
Experiznced newspaper jourralist with excellent credentials. Experienced investigative journalict.

First-rate interviewing skills and technigues, Enveanmental calummist fer Geeen Barth Today
magazine,

AVAILABILITY

Full-Time, Project/Contract

Shift(z): Marrengs, Afternaons, Evenings, Weekand
Work Dayis): Monday-Friday, Saturday, Sunday

Has Transportation Available

Hase & ‘alid Drivers License

Updated 07F15/2012
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If you answered the second question ‘no’, you will see the following message. Employers
will not see anything, and employers will not be able to match you to their job openings.

An asterisk (*) denotes a required field.
Stepl Heed help?
Contact Informatian .
Fimish / Activate
51512 ~ If you hawe added af of yvour information o Steps thirough: &, amd are sat d
Employment Profile with the way yo Yos', Otherwise selact "No’ and
rebem to Steps 1 through § to finsh entenng your mformatbion, or to update or
Step 3 add more detail to your information
Work Exparance
If you're not sure, you can sekect 'No' then chok on the Praview Application or
4 Prandigw Besume links thae wppar rght cormer of P 8, If yvou are satesfied
E'E'LE - select "Yas' to continue
# Ara you dona entering all of your information?
Availability =
ME..I!! tiv.at ® Do you want Emplyyers to mabch you to their pbs?
l_ Pravigw Your Match Plbllle_{i}
W T Y TS T——— P T i, iy

{= Job Center of Wisconsin [UAT] - Preview - Windows Internet E... |Z||E|fg|
23 3 (2B

AT = E [+
O — % https _v s ] I

File Edt Wiew Fave & X @Snagit E Iﬂ‘ x %Convert - Select

{3 Favarites {;“5

] pad
(% Job Center of Wisconsin [, ‘& * B | m=n v Page - Safety -

Preview Unavailable

Thiz candidate has chosen not to dizplay his/her preview at this time.

< | >
Done o Trusted sites 3 - ®|io0% -

You can view your information formatted as a résumé and as a work application by clicking
on the links near the upper right corner of the page. It is a good idea to review both now for
spelling, formatting, and content errors.

JOB @) CENTER

Jobr- Seaker Tools Employer-Tools Abour e Help

LOGOUT | FERFORM 4 JOB SEARCH

Preview Application

Save aarly, save often. For your security, your sescion will time aul after 30 minutes. Clcking the Save
button resats the timeout counter and extends your session time for anothar 30 minutes |

P — P 7 P P i, P i i P

Sorgan Reader Wersion

Resume f Applcation

Save Delste

Work with My Resumés/Apphc ations
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When you are done answering the questions and reviewing your work, click on the Save
button, and then on the Finish button.

@ Connecting Wisconsin's Workforce
B@LNES e

Hefre 164 Qo '.'.-..|.|--._...| Toanls ol Help Ewrt

Résumé / Application

Save early, save often. For your security, your session will time out after 30 minutes. Clicking the Save
button resets the meout counter and extends your session time for another 30 minutes.

The Job Center of Wisconsin résumé and applicaton feature accompkshes two things simultaneouwsly. Enter your
information once, and create both a work applicabon form oF a résurma, or bath, You will ba abla to choogs which
item ko format and prnt after you have entered your information. Be sure to review your mformatson for accuracy,
spelling, grammar, and capitalizabon errars.

You may have up to 3 résumés/applcabons, and you can aiso create a list of references, and a cover letter.

An asterisk (*) denotes a required field.

Step 1 Heed help?
Contact [nfomation
Finish/ Activate
Step 2 IF you have added a¥ of your mformation in Staps 1 through 5, and are satisfied
Emplovment Profile with the way your informabion appears, select "¥es'. Otherwise select 'Ne' and
raturn to Steps 1 through & to fnish enterng your information, or bo update or
Step 3 2dd more detai to your information
If wou'ra mok sure, you can select "No’ then click on the Preview Apphcation or
5 4 Preview Resume inks in the upper nght comer of this page. If you are satisfied,
salact "Yes' ko conbmue.
Education
= Are you done entering all of your information?
Step 5 ®ves
Aualabity O no
m Do you want Employers to match you to their jobs
®ves
Do

[ Preview your Match Profile |

Click on the Preview Your Match Profila button to view your Match Profila as
employers will see it

If you answer "Yes' to this question, review your Match Profie carefully. If you
are not satsfied with the way your mformabon appears, return to Steps 1
through 5 to update or add more detad to your information. Employers will be
able to wiew your Match Profile and contact you by email. ¥our email address will
not ba displayed to the employer, and you will reman arnsnymaous unless you
decide bto respond to the employer's email message. Be sure to keep your email
address in Step 1 up-to-date

If you answer "No' to this question, employers will not be able to see your
Match Profila, will fot be able to match you to ther job openings, and you will [ Then click hare

not receive emails from employers.
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After clicking the Finish button you will return to the Job Seeker Profile page, where you can
view the status of your résumé/work application (click on the Need help? link for an
explanation of the information displayed on this page).

JOB @) CENTER

Home

GOUT | PERFORM & JOB SEARCH

¥ob Sesker Tools

Employer Tools

Help

Heed help?

Tip:

Click hers 1o complete or update your
Salf-Assessmeant Survey. You need to

Creatmng a resume o work application enhances youwr opportunities for
obitaming amploymaent, and allows amployers to match you to thair job

OpEnings complete the survey in preparation for
Salect an item to work with by chacking the box in front of the Jab Falr Screening session. .

Referance Number. Next, click on a button to perform that function for
tha salacted itam.

Another Tip:

¥You may have up to 3 rdsumés/ applications. You will have the choice of printing vour data as a rdsumd, or a work
apphication. A list of references, and 3 cover letter can also be created and printed

If & butkon & nactive or ‘grayed’ out it maans that funcbon cannol be
performed at this time

|Résumé/Application

References Cowver Latter

Referenca

Mummilser

Emplo

Can Vew?

Dbjectryea Status Completed Updated e I.I:r!rlll-w“
' | Vigws

= 2156 Seeking a full-tene pasition ACve ﬂ 07202012 Yes o Q
whara 1 can ubéze my 15
yaars of journalsm
experience
Vewlipdate | Add | Copy Delste |  PrewswPrint Email |

To view your status in Job Center of Wisconsin, click on the My JCW link and view your
Dashboard.

My JCW

welcome Polly, to My JCW, your personalized view of Job Center of Wisconsin

You kst vesited us 719/ 2012 11:18:57 AM

Current Status [/ Dashboard

GCreate am account, Register for services. Complete a résume or Fill out a Self-

work application.

Assesment Survey.

All job seeker
CUuSTomers must

All pob seeker

Cusbomers must

July 21, 2012

w w;ulha-.-e ( \-r'__n 3-||'= . ( You have S— vou have NOT
reatad an racistared with .
complated 1 i et filled out
account Job Servica i I e

RgEsumié
Applicaton(s

Encouraged for all

complats this stap. omplete this step

LS W SR g, bl custemers. Required customers, Required
Reqis ter for Sarvices far Unamploymant fior g-amploymant

ipdate Insurance (U1} and Re

-emple b Services

Why we naad yaur RE ustomers -
Social Sacurity Salf- Azgasmant
Numbes Rdgume or "Work Suireay
Application
- e S i R a2 gy P NS

Work

a Salf

-Assessmant Survey

and saved

Encouragad for all




Finally, please check your email account (the one you used in Step 1. of your résumé/work
application) for an email from JobCenterofWisconsin@dwd.wisconsin.gov confirming that
you now have a résumé/work application.

An a =) denotes a required field.
tead help?
Contact information
Step 2 , First Mame Pally
Ladl N Klack
Stepd Middle ]
Wark Exparience mE polbykiock 22 @dsampla . net ]
Step 4 n =mail?
el A o e R Y Y
From: jabcantenafvasconsirn@ided. weoorein, oo Senki Tha STHSE0IZ 125 AU
Ta sy ik TIE A nat
o

Subject:  Job Center of Wisconsin ResumeWork Applcation

Congrandations! This emal confirms that vou have finsshed vour Resume Work Application. You do not need to do anyvthing firther at this time
Tips for using the Resume Work Application function

In Step § - Fmish/Activate, you must answer the second question "yves” if vou want employers o be able to match you to ther job openings.  Emplovers will be
able to view vour Match Profile and contact vou by email. Be sure to keep vour email address up-to-date

I vou do not want emgloyers to match vou to their jobs, snswer the second question 'no’. Employvers will naot be abls 1o view vour Match Profils, and vou will
not recerve emails from emplovers

Tt is & good idea to preview vour Match Profile (in Step § - Finsh Activatz) and Resume (use the Ink in the upper right comer of any of the Resume Wark
Apphcation steps), to view vour mformation as emplovers will ses it It is also a good idea to preview vour Work Applcation (use the Enk i the upper night
comer of any of te Fesome Work Applcation steps), to view vour apphcation as emplovers will see it

The Subject line of emads from emplovers will be Job Center of Wisconsm Emplover Contact’. Your email svstem may percene emads from emsplovers via the
Job Center of Wiscansm to be spam or junk If vour emad program allows it, set it up to allow all emails from & dwd wisconsin gov’. Remember to check vour
emadl acoount frequently for emails from employers

I you hanve awy questions or comments, please contact the Job Center of Wisconsin Call Cemnter

Email: JobCenterofWisconsm & dwd wisconsin gov

Toll-free Telephone: 1-888-158-0966

Good kck with vour job search, and thank you far wsmg Tob Center of Wisconsin!

Copy a Résumé/Work Application

1. Click on the Copy button on the Job Seeker Profile.

Rasuma/Application Refarences Covar Letter

o 2156 Seeking a full-time position Activa Yes oT/en/z012 YB5 0 1]
where [ can utilize my 15
YERArS |:| FournaEsm
?kl: Srgnce
!
Wi Lipdat e Add Copy E} Delete | PrevimaPrind E miail
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2. A copy of your existing résumé/work application is displayed. Most fields will be pre-filled
with the information from your existing résumé/work application. You will need to complete
these fields:

Step 2 — Objective

Step 5 — Counties where you will accept work
Step 5 — Willing to relocate?

Step 6 — Both questions

3. After you click on the Save button the first time, the copied résumé/work application will be
assigned its own unique identifier and will appear on the Job Seeker Profile.

Rasuma/Application References Cover Letter

¥, 31843 Seaking short-tarm wnting Ackive Mo 721012 HNo
projects and frea-lance
wriling apporturnties Tor
websites, newspapars and

M3GAZINES.
Seeking a full-time position
wihar Uil my 15 p - o
O 2156 frere I,':a' 08 520 i Active Yes 07,/20,/2012 Yes D
years of jowrnalism
axpanence,
hewaUpdate {} Addd | Copy Dielate PreiewPrint Ernail

Click the checkbox for the résumé/work application, and then click on the View/Update
button to return to the résumé/work application.

4. Carefully review the information listed in every step to be sure it is accurate for this
réesumé/work application. Update, add, or delete information as needed.

When you are done answering the questions and reviewing your work, click on the Save
button, and then on the Finish button. You will return to the Job Seeker Profile.

5. Please check your email account (the one you used in Step 1. of your résumé/work
application) for an email from JobCenterofWisconsin@dwd.wisconsin.gov confirming that
you finished your résumé/work application.
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Delete a Resumeé/Work Application

1. Click the checkbox for the résumé/work application you want to delete, and then click on the
Delete button.

Rasuma f Application References Cover Letter

Saeking short-tarm wnting Acte
projpects and free-lance

winting opportunities for

websitas, newspapers and

Magazines.

Seaking a full-time position
where I can utiize my 15

Al 2156 Active ¥as 07 20/2012 ¥Yes o 0
years of jowrnalism
axpanencs.
WiewdUpdate At Caopy Dietate PreviesPrint Ernail

2. This dialog box will appear. If you are sure you want to delete your résumé/work application,
click on the OK button.

r ﬂl

You are about to delete the selected Résumeé)Bpplication.
H‘-\/ Is this what wou want to do?

Click O to delete the record.

Click Cancel to return to your Résumeé)application lisk,

[ Ok m[ Cancel ]

3. Your resumé/work application is deleted.

Rasuma/Application Refarences Covar Letter

[# 2156 Seeking a full-time positon Active Yes o 20e01s ¥as I i)
where [ can utilize my 15
years of journaksm
BHEMNENCE
“WieweLipdat e Add Copy Dlete PriswimaPrind E mial
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Preview or Print a Résumé/Work Application

1. Click the checkbox for the résumé/work application you want to view or print, and then click
on the View/Print button.

Résumé/Application References Cover Letter

- 31843 Seeking short-tarm writing Active Mo
projects and free-lance
winhing opgortunities for
websitas, newspapars and
FSATINES.

Seeking a full-time position
whera I can utilize my 15

O 2156 years of journalism Active ¥as 07/204/2012 Yes o i}
expenenca,
WiewUpdate | Add | Copy Dietate F‘remewprml[:!} Ernail |

2. Select what you would like to print, and in what format. (The Need help? link explains the
format choices.) Click on the Preview/Print button.

Click the fink to
, return to the Job

Presview P :
Seeker Profile.
ok with My Résumés/Apphcations

What do you want to Pant?
&) pasume

) pplication

Select a format:
CHmaL Oword &poF

%

PraviésP nint

3. The File Download dialog message will appear. Click on Open if you wish to print; click on
Save if you wish to save the file.

x|

Do you want to open or save thas file?

I:w MNarme:  Resume, pdf
e Typs  Adobe Acrobst Document
Fram  acc.jobeenterolwisconsineom

[ Dpen- [ Save ] ': Cancel
ks

; ‘Whie Rles rom the Intemet can be useful, some fles can potentiall
harm your compuber. [F pow domok frust the source, do not open of
save this file Whal's the rick?
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4. To print, click on the Printer icon, which will look like one of these images, or similar.

==

Email a Résumé/Work Application

oy

1. Click the checkbox for the résumé/work application you want to email to someone, and then

click on the Email button.

References Cover Letter

Rasuma/Application

d 31843 Seaking short-tarm writing ACtivie Mo Mo ]
projects and free-lance
writing opportunities for
wehsites, newspapars and
Fiagazmes.
Seaking a full-time position
where 1 can utilize my 15 - o = - ~

O 2156 years of journalism Active Yes 07,/20/2012 Yes o u}
axpansnce,

iewalpdate Add Copy Dielate PreiewPrint

Eeriail {l%

Fill in the fields with the appropriate information, taking care to spell the employer’'s email
address correctly. Select what you want to send, and in what format. (Click on the Need
help? link for explanations.)

Claa nalar)
Click the link to
return to the Job
Seeker Profile.
ck_wath my RS urmis, s ppie atidh

*Ermployer Email

Address

* Subject:
Refer To:

Meszags;

What do you want to s
2 Rasuma

O application

Please make 3 selector
:'. ower Letter
DOraferences

Select a format:
OrETRL
' vard

& POF
o you want to se

COho

HRBigCompany.net

Resume Submission

Stalf Writer Position, #154891

zood aftermoon, #
attached please fimd my resume for the above
Job opening with your comgany. My contact =

Taxt Lwmit: 1000 | Text Entered: 194

=nd

i if you would akso like to nclude either or both of the following options:

i a copy to yourself for your recards?

Send
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3. Some job seekers have reported that when they click ‘yes’ to send a copy to them, that they
do not receive the copy.

Some email providers perceive emails with the same email address in the From: and CC:
fields to be spam and block the copy (CC:). Email providers that job seekers have reported
to us are RoadRunner, AOL, Juno, and NetZero.

4. Click on the Send button. The page is redisplayed. The Send button is now inactive, and to
the right of it the message Email Sent is displayed.

5. Sample email sent to the employer:

i L Sank: Won TI32012 200 AM
I‘-“ HREEgCompsny ned

:nya-r Ripee: Sbrission

Altachments; L resume,pof (5 K}

Fefer to: Staff Winter Position, #154831

Good afternoon,

Attached please find iy resume for the above job apening with your company. My contact information is listed on mvy resume. | loak fonsard 1o hearing
from you

Pally Klock

Tiou are recendng this email from a prospectee Job candedate via the Job Center of Wisconsin website: hitps face jobcenterabesasconsin comy

6. If you wish to send the same email to another person, click on the New Email button.

Need help?
Click the link to -

return to the Job
Seeker Profile.
with my Résuemes/app atigns

*Employer Email HRABigCompany.net
Address
* Subject: Resume Submission
FRefer To: Staff Writer Position, #154891
Meszage! Good aftermaoon, -

attached please find my resume for the above
job opening with your company, My contact

Text Lenit: 1000 | Text Entered: 194

What 30 yau want to send?
& Resume
C applicatian
5@ make a selecton if you would akso ke to include either or both of the following options:

|_:CJ'.'=T Letter
Oreferences

Select a format:

Crward

@ poF

Do you want to send a copy to yourself for your records?
'.;\ Yes

(e ]™

| Emall sent

Newe Ernail [
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7. The Subject, Refer To, and Message fields remain the same (be sure to update them!). The
Employer Email Address field is blank. You will also need to select your choices on the
bottom of the page.

Wwork with vy Pésumés/épplications
¥ Emplayer Email
Address;
& Cyhject Pesums Submission
Refer To Staff Writer Pasitian, #154891
Messags aoed aftemoon, A

Attached please find my resums for the above
{iob opening with your compary. My contact =
Tert Limit: 1000 | Text Enterad: 104

What do you want to send?
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