Saving Your Résumé/Work Application

When you are on the Job Seeker Profile and click on the Add or Copy button to begin a
résumé/work application, you must complete four required fields before you can
successfully save your Résumé/Work Application. Please do the following:

e Enter your email address in Step 1, if it is not already listed. Click on the Save
button.

Step 1 . Need help?
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e In Step 2, enter your Objective. Click on the Save button.
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e In Step 5, select the county or counties where you are looking for work. Click on the
Save button.
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¢ In Step 6, answer the question 'no’. Click on the Save button. The résumé/work
application is now saved.
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e Click on the 'Work with My Résumés/Applications' link near the top of the page,
which will take you back to the Job Seeker Profile.
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Save aarly, save oftan. For your sacurity, your sassion will time oul after 30 minutes, Clicking the Save
button resets the timeout counter and extends your session time for another 30 minutes,

Tha Jobr Center of Wisconsn résume and application featwne accomphshes two things smultaneously. Enter your
information once, and create both a work application form or a résumd, or both. You will be able to choose which
item o format and print aftes you have entered vour infesmation. Be Swre to review your mformation for accuracy,
speling, grammar, and capitalizaton gnmors,

You may have up to 3 rdsumés/apphcations, and you can also create a list of references, and a caver letter.

¢ Click on the 'View/Update' button to return to your résumé/work application to add

the rest of your information in Steps 1 through 5. From this point forward, when you
click on the Save button, your information will be saved.

There is a 30 minute time-out, but each time you click on the Save button, the 30
minute period starts over.



Creating a résumié or work application enhances your opportunities for obtaining employment, and allows employers to
match you to thair pob openings

Select an itém to wark with by checking the box in front of the Reference Number. Newt, chck on & buttan to parform
that function for the selected item

If @ button is inactwe or "grayed oul it means that function cannot be performed at thes time

¥ou may have up to 3 résumds/applications. You will have the chaice of printing your data as a résumé, of & wark
application. & Bst of references, and a cover letter can also be created and printed,

nﬁﬂllii'ﬁprﬂtlﬂﬂh Relerences Covel Lamer

(=
(5]

E  4p200 | am seoking a position 45 Active Ye:  OT/0E/2009 Mo
Senior Tax Accountant for a
Fortuns 500 Company.

ViewlUpdate || Add| Copy | Delete |  PreviewPrint | | Email |

e When you are done entering your information, be sure to go to Step 6
Finish/Activate and change your answer to 'Are you done entering your information?'
to 'yes'. Click the Finish button.

Step 1 need help?
Finish/Activate

If you have added aif of your information in Steps 1 through 5, and are satisfied

E plnum_&mﬂo_&ﬁl with the way your information appears, select "Yaes'. Otherwise select "No' and
return to Steps 1 through 5 to finish entering your information, or to update or
Step 3 add more detail to your information

If you're not sure, you can select 'No' then click on the Preview Application or
Preview Resume links in the upper right comer of this page. If you are satisfied,
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| Preview Your Match Profile |

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

If you answer "vYes' to this question, review your Match Profile carefully. If you
are not satisfied with the way your information appears, return to Steps 1
through 5 to update or add more detail to your information. Employers will be
able to view your Match Profile and contact you by email. Your email address will
not be displayed to the employer, and you will remain anonymous unless you
age. Be sure to keep your email

g

decide to respond to the employer's email mess
address in Step 1 up-to-date,

If you answer "No" to this guestion, employers will not be able to see your
Match Profile, will not be able to match you to their job openings and you wil

mat receive emails from employers.
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