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Common questions from job seekers are "How do I erase my Occupational Categories 
on the Employment Profile so I can re-enter them in order?", "How do I erase my 
previous employers on the Work Experience screen so I can re-enter them in order?", 
and "How do I erase the schools I attended on the Education screen so I can re-enter 
them in order?" 
 
Job seekers do not need to enter their information in chronological order.  
JobCenterofWisconsin.com organizes the data so it is presented in chronological order, 
regardless of how the information was entered. 
 
Employment Profile 
 
Some job seekers assume that because the Occupational Categories are numbered, 
that the information must be listed by the job seeker's first, second, and third preference for a 
job.  That is incorrect. 
 
The job seeker's choices can be entered in any order.  They are not ranked or weighted.  When 
an employer uses the Candidate Search feature, the computer program looks at all of the 
choices simultaneously and if a job seeker matches, he/she appears on the employer's list to 
investigate further.  The information is only used behind-the-scenes for job matching.  It doesn't 
appear on the Match Profile, nor on the Résumé or Work Application.   
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Work Experience 
 
The job seeker's current and past employers can be entered in any order.  The computer 
program lists the entries in chronological order by the Dates Employed End Date Year.  Text 
appears on the top of the Work Experience screen alerting job seekers that their information will 
be listed in chronological order, which includes the Work Experience screen, the Match Profile, 
Résumé, and Work Application.   
 
This is the existing Work Experience screen for a job seeker. 
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To add the next employer, the job seeker clicks on the 'Add Work Experience' button in 
the lower left corner.  The job seeker fills in the blanks, clicks on the 'Update' button to 
save the data, and then clicks on the 'Save' button to save the page. 
 
If the job seeker fails to click on the 'Save' button and she times out, the information for 
her Lands' End employment will not be saved to her Résumé/Work Application.  
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When the job seeker clicks on the 'Update' button, Lands' End is added to the bottom of 
the list.  When the job seeker clicks on the 'Save' button, Lands' End is inserted into the 
list chronologically, based on the year in the End Date field. 
 

 
 

 4



 
 
Education 
 
The job seeker's current and past schools can be entered in any order.  The computer program 
lists the entries in chronological order by the Dates Attended End Date Year.  Text appears on 
the top of the Education screen alerting job seekers that their information will be listed in 
chronological order, which includes the Education screen, the Match Profile, Résumé, and Work 
Application.   
 
The Education screen functions in the same way the Work Experience screen does 
(see pages 2-4). 
 

 
 
======================== 
 
This message has been posted to the website (http://www.wisconsinjobcenter.org/jobnetbiz) that holds 
the Job Center of Wisconsin announcements.  The archive holds the current edition, and all previous 
editions. 
 
These editions are delivered in Adobe PDF format for online reading or downloading.  The website has a 
link to the DWD Viewers Download Page (http://dwd.wisconsin.gov/viewers.htm) to find links to software 
which may be necessary to view the publications. 
 
To subscribe or unsubscribe from this list, visit http://www.wisconsinjobcenter.org/signup 
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