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Résumemiuidade cOveridew

To effectively utilize Employ Florida, the résumé should be created outside
EmployFlorida(usingword processing software) prior touploading it.

Therésumé should include the following sections

o Contactinformation o Certifications(Optional)

o Job title o EmploymentHistory

o Summary A The company name

o Skills A The position held

o Achievements (Optiona) A The start and end date

o Education of employment

o Training (Optional) A A description of activities
‘ for that position
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Creating afRésumenikpiployidiarida

& Home #®& My Dashboard B Sign Out ‘ Services for Individuals ‘ Services for Employers
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B My Indnidual Welcome to My Individual Workspace To
Workspace m This page introduces you to system featu

My Dashboard

To begin the
Résumé Builder
[=] Job Seeker Services process lClICk On

&
My Resources o, -
pr— RésumeBiiitcer
B Quick Menu e Find current job openings. from Quick Memm
Job Search
update your résumé online. Or from JOB

E€sumé Builder S ” 5 . S

My Portfelio Virtual Recruiter
@ Create a system job search alert.

Orientation Video

More Job Seeker Services o & coesonee
B Services for Individuals W EROWARD
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How We Can Help You

. . My Dashboard How We Can Help You Directory of Services My Resources
Directory of Services g k o e




The Resundégdiab

Menu . a 5 Employers

6 My Individual Use this folder to manage your list of résumés. To create a new résumd, click the Create New Résumé button. Click
Workspace m résumé. You may also use a résumé to search for jobs by clicking the Search link in the Action column.
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View active résumés| eﬁe mew
late All Expired Résumds | RM

Select an option from the pulldown below to show either your active, expired, partiall

Education Services

Labor Market Services
Note: Résumés that have not been modified in over 180 days are set ta Expired and are not di

Community Services and
Benefits
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Orientation Video

Résumés I Job Applications l Online Application ‘
B Services for Individuals

Career Services 4
Job Sesker § 4
00 SEErSECES Select an option from the pulldown below to show either your active, expired, partially completed or deleted résumés or all résumés regardless of their s Select the
i i 4 - . 2 A
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ote: Résumés that have not been modified in over 180 days are set to Expired and are not displayed to employers, Click the Reactivate All Expired Résumés | new
Community Services and
- & Résumé
0 Records Found
Financial Services 4
Veteran Services
Youth Senvices
Senior Services [ Tins on preparing your résumé | Reactivate All Expired Résumés | Cover Letter

Disability Services

Create new Résumé
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RésumesoorEEmjployiblodisla
cCreateA OEOI A &£ O Ui OO0 Oi Q@i i ¢
example.
¢ Employ Florida provides the following Résumé formats:
A Comprehensive
A Upload
A Copy &Raste
A Quick
¢ Be specificand provide as much detail apossible.
‘ ¢ UseKey Wordisto make it easier for Employers to findyou.
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B8 My Individual
Workspace m Résumé Upload Builde

’ Title Résumé Extraction ~ Employer Search Items Education Certifications Employment Job Skills
My Dashboard
O 6 6660
How We Can Help You Ability Summary Objective Honors & Activities  Additional Information Contact References T h e U ser
Directory of Services —@ @ @ @ @ ‘@ I h
My Resources *Indicates required field com p eteS t €
z z 7 .
Résumé Name RésuméTTitle
ection
Job Search | Manager Sales and Marketing | ’
Note: You may want to include words that highlight your skills, experience or specialty. Also, please beseakibablthfiettlibysEmployers if you choose to have
Résumé Builder . , , .
. Allow employers to view my résumé online.

My Portfolio @ Hide my résumé from employers

R Show résumé best practices
Orientation Video \

Résumé Creation Metho

O Comprehensive
Build your résumé using alstefep process. (create your résumé from scratch




RésumeCreation Method

Résumé Upload Builder

HARRX

Title Résumé Extraction Employer Search Items Education Certifications Employment Job Skills

A ] Under Résumé

Abilty Summary Objecive Honors & Activiies  Additional Information Contact References leeﬂiﬁﬁ
—6—=8 -© © 8 8 Methed, select
your preferred
method (such

asUpload),
I o then Click

Attach an existimprdor PDFrésumé (save time by using your existing résumé).

@
@

Comprehensive
Build your résumé using alstsfep process. (create your résumé from scratch).

p— Next>>.
\({K‘ Copy & Paste

Transfer r®sum®6s text from an existing copy quick bu
—

Quick

Create a résumé with minimal data entry. This will allow you to start applying for jobs more quickly, buemastciotrgsaitile be
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Uploading aiReaume

A Home  #% My Dashboard B Sign Out ‘ Services for Individuals i Services for Employers

The User selects

Résumé Upload Builder the Iocatlon Of the
@ 9 S5—6 & ) reSlérIT:leStoluploEd
Objective Honors & Activities  Additional Information Contact References to e ect t e
1) 15¢) '
& x 8—60—=6

ChoeeseFRitacon.
Choose the file

Please carefully review your résumé before making it available online to employers and recruiters. Check spelling, g fro m Wh e reve r

Please click th@rowse or Choose Fiatton to select your résumé document
you have saved
[ChooseFileW| Tom Sanchez_COMBINATION#2.d i i
t, then click
= CareerSource
”BROWARD
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Desired llcacaion

A Home #% \ly Dashboard | B Sign Out ‘ Services for Individuals ‘ Services for Employers

o - » Résumé Upload Builder
S | @T"'e Rés"@mé A . Select the desired
p— @ :% Selected Counties | O Catl 0 r'] Wh e re yo u
| would like to work.
Tochange the area,

Remove Selected
[

e ( click onDesired
=R Location and chose
available options.
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Select an Occupation

A Home #& My Dashboard | B Sign Out ‘ Services for Individuals ‘ Services for Employers

Résumé Upload Builder I de ntlfy yOU r

Title Résumé Extraction ~ Employer Search Items Educatio Certifications

D 06— 6 deswedt_car%er

Ability Summary Objective Honors & Activities  Additional Information Contact References O C C u a I 0 n
—E—® & b y
choosingSelect

an Occupation.

Select what is
V'are previous occupations you have selected while in this system. Otherwise you may c!

| Sales Managers appllcable to

Before Ou Ieave thl a e Search for an occupdtion you’ then CI'Ck
y ate background informagion
y Page, [0 v vgurs o] Next>>,

make sure yowcheck
Update background =~ ==fa H Next>>? .
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