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Purpose of this Document

This guide helps Job Seekers learn how to use the Resume Builder tool in their state’s
JobLink website.
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What is the Resume Builder?

Resume Builder is a tool that helps you create a resume that you can use for finding jobs in
your state’s JobLink website. This tool allows you to either create a resume from scratch (by
filling in forms) or upload an existing resume for use in the system. Whichever way you use
the Resume Builder, it is important to have at least one current resume for your job search.

How to Use the Resume Builder

Create a New Resume

Creating a new resume is the most thorough way to build a resume in JobLink. By filling in
the forms in the Resume Builder, you’re making your skills, experience, and education more
visible to employers. The more visible you are, the more likely you are to find jobs that may
be a good fit for you.

This section of the Resume Builder guide will walk you through how to create a new resume
in JobLink.

To start, you will need to select “Create a New Resume” in the resume section of your Job
Seeker profile.

o A complete resume on file unlocks powerful tools to accelerate your job search:

+* Smart Job Matching: Get personalized job recommendations based on your skills and experience
» Resume Evaluator: Receive instant feedback to improve your resume guality

* One-Click Applications: Apply to jobs faster with your resume already on file

Choose an option below to add a resume

Create a New Resume
We'll go through each section together

Upload My Own Resume

T

Figure 1 - Create a New Resume
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Header and Basic Features

Once selected, the new resume flow will begin. You will be taken to the Header creation
page. This page has several important elements that are common to most Resume Builder
pages, so itis important to understand them before moving forward.

eader Experience Education

Skills Derails Summary Finaliz

1

Create your resume’s header

l Resume Title (requ'red]l 2

| l

the type of work you are seeking and advertise your skills a= a job
seeker.

First Name (required)

| l

Phone Number (required)

| l

l Postal Code

| |

This section will provide employers with your basic information.

This is the title that displays to employers in the Resume Search.
Each of your resumes must have 3 unigue title. 1t should be relevant o

Joh Title

|

Including a Job Title helps us to understand your job secking needs

Last Name (required)

| l

Email [required)

| l

| l

State

| ]

Figure 2 - Header Creation Page

1. Progress Tracker
a. Shows you what steps you have completed, what step you are on, and what
steps remain
2. Required Fields
a. These fields MUST be filled in before you can continue
3. Non-Required Fields
a. These fields are not required to continue, but we recommend you fill out as
much information as possible
4. Continue
a. This button will move you forward through the builder once all required fields
are filled
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Once the required fields have been completed, select the “Continue” button to move to the
next page.

Work History

o Successfully Added Resume Header!

Resume Experience

Maine JobLink

oO——©o ®o—© ® ® ®
Header Experience Education Skills Details Summary Finalize
Work History

Now let's collect your work experience.

q Add Experience

Figure 3 - Work History

At the top of the page, you will see a notification that your Header was created
successfully.

Now, on the Work History page, select “Add Experience” to add each job you have worked
in the past.
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Header Experience Education Skills Details Summary Finalize

Add Work History

Provide the details of this position.

Job Title (raquired) Employer (required)
Occupation (required)

Enter a keyword or O*MET code for the cocupation.

Sesrch for O*MET Codes

Start Date (required) End Date

| mm/dd/yyyy mm/dd/yyyy |

D | currently work here

Figure 4 - Add Work History

The Add Work History page asks you for basic information about the job: Title, Emlpoyer,
dates, and so on. The Occupation field specifically asks for the job type based on O*Net
codes. To find the correct O*Net code, simply type the job title into the Occupation field,
and suggestions will pop up. Pick the suggestion that most closely matches what your job
was. (You won’t always find an exact Occupation match, and that’s okay; you just want to
be as close as possible with this field. The closer you are, the better the system can help
you find a new job related to this experience.)

Once you have completed this Add Work History page, select “Continue” to move to the
next page.
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Header Experience Education Skills Details Summary Finalize

Work History Details

Job Title: Technical Writer

Generate Input 4>

Minimum 25 characters

Figure 5 - Work History Details

The Work History Details page is where you will provide more information about what you
did at the job you have defined so far.

For example, if you said your Job Title on the previous page was an Administrative
Assistant, information you might list on this page could include the following:

- Managed office calendar by tracking appointments and employee schedules
- Answered office phone and transferred callers to the appropriate department
representative

To help you create statements for your Work History Details, you can select the “Generate
Input” button, which will prompt JobLink’s Al agent to provide a list of suggestions. These
suggestions are based on the information you have provided along with job duties that are
often associated with the job you worked.
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Header Experience Education Skills Dezsils Summary Finalize

Work History Details

Job Title: Technical Writer

Generate with Al

B I

=S E |9 0 | &

* Authored and maintained comprehensive technical documentation for software proeducts, enhancing user understanding and
reducing support tickets by 25% owver three years.

* Developed intuitive user manuals and online help systems for diverse industries including healthcare, finance, and technology,
ensuring compliance with regulatory standards.

* Collaborated with cross-functional teams to produce clear, concise, and visually appealing documentation, decreasing product
development cycles by 15%.

» Created and updated standard operating procedures (SOPs) for manufacturing processes, improving operational efficiency and
reducing training time for new employees,

» Utilized Adobe FrameMaker and MadCap Flare to design and manage large-scale documentation projects, streamlining content
reuse and version contral,

+ Conducted user testing and feedback sessions to refine documentation, resulting in a 30% increase in user satisfaction scores and a
20% reduction in customer support inquiries.

Minimum 25 characters

o The Al-generated detsils are suggestions based on the infarmation you have provided. Pleasze review the information for accuracy, and edit any numbers and
ststements so that they are more relevant to your actual work experience.

Figure 6 - Work History Details — Al

As a Job Seeker, you are responsible for checking that the Al suggestions are correct for
your specific work experience. Because the Al provides general statements, some
statements may not apply to the work that you actually did. You can freely edit, remove, or
add to the Al suggestions to make them match your experience from this job.

NOTE: If you have any questions about how JobLink’s Al suggestions work, please
select the “Our Al Policy” button on any page where an Al feature is used. This
button will bring up a window that details how the Al works and how your
information is protected.

Once the Work History Details has all the information you think it needs, select “Continue”
to return to the Work History page.
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Header

Experience

Education

Skills

Details

Summary

Work History

MNow let's collect your work experience.

Sortable Listing of your work experience sorted by Period of Employment, descending

Actions Job Title % Company % Period of Employment |}
Technical Writer ThatOne Jan 2020 - Jul 2026

Add Experience

Finalize

Figure 7 - Work History — Populated

When you have created at least one item in the Work History section, it wi

lLappear on this

page. You will see the Job Title, Company, and Period of Employment for each job that you

have filled out in the Add Work History and Work History Details pages.

To add more jobs, select the “Add Experience” button. To move to the next section of the

Resume Builder, select “Continue.”

Education

Header

Experience

Education

Details

Summary

Education

MNow let's collect your Education experience.

Finalize

Add Education

Figure 8 — Education

After Work History is Education. Like how you filled out your work history, you will provide

details related to your education history. Select “Add Education” to begin.



Resume Builder —Job Seeker Guide

Header Experience Education Skills Dietails Summary Finalize

Add Education

Provide the details of your education.

School Name [required) Field of Study (required)
Ercwse CIP codes &
Education Level (required) Start Month/Year

I‘ ‘ | mm/dd/yyyy

End Meonth/Year

| mm/dd/yyyy

Figure 9 - Add Education

On the Add Education screen, you will provide the name of your school, the field of study,
the education level, and the dates related to this part of your education.

Like the Occupation Title in work history is related to O*Net codes, the Field of Study is
related to CIP codes. Start by typing what you studied for your degree, and a drop-down box
will appear with suggestions. Pick the Field of Study that best matches your education, as
this will help to match you with appropriate jobs, just like the Occupation Title does.

Once you have filled out this page, select “Continue.”

10
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Header Experience Education Skills Details Summary Finalize

Education

Now let’s collect your Education experience.

Listing of your education

Actions Education Institution % Degree/Diploma Level %
MySchool Bachelor's Degree

Add Education

Figure 10 - Education - Populated

Like the Work History page, the Education page will list out each piece of your educational
history, including the Education Institution and Degree/Diploma level. To add more, select
“Add Education.” To move on to the next screen, select “Continue.”

Skills

Header Experience Education Skills Details Summary Finalize

Relevant Skills

Employers scan for relevant keywords.

Add Skills

Figure 11 - Relevant Skills

The Relevant Skills section of the Resume Builder will help you express things that you’re
good at, whether or not they relate directly to a previous job or education experience.
Select “Add Skills” to start.

11
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Header Experience Education Skills Details Summary Finalize

Add Your Skills

Choose from our suggestions or add your own! 1

Generate Input ¢

Search Skills

Showing 0 results ype to search skills 7l

Possible Skills List Skills Description

Figure 12 - Add Your Skills
There are two ways that you can add skills to your resume:

1. Al suggestions
2. Skills Search

This guide will show you how to use a mix of both of these methods to add skills to your
resume.

12
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Header Experience Education Skills Details Summary Finalize

Add Your Skills

Choose from our suggestions or add your own!

Generate with Al

Search Skills
Showing 10 results ype to search skills v
Possible Skills List Skills Description
a
+ Edit, standardize, or make changes to material
prepared by other writers or establishment
persannel.
Interview production and engineering personnel
and read journals and other material to become
familiar with product technologies and production
methods.
+ Maintain records and files of work and revisions.
% Observe production, developmental, and
experimental activities to determine operating
procedure and detail.
4+ Organize material and complete writing assignment
according to set standards regarding order, clarity,
conciseness, style, and terminclogy. v

Figure 13 - Add Your Skills - Al

After selecting the “Generate Input” button, a list of suggested skills will appear in the left-
hand box on the screen. These suggestions are based on the information that you have
included in your resume so far, including the O*Net and CIP codes.

To add a skill to your resume, select the “+” symbol to the left of the desired skill. Once
selected, the skill will appear in the right-hand Skills Description box.

13
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Header Experience Education Skills Details Summary Finalize

Add Your Skills

Choose from our suggestions or add your own!
Generate with Al

Search Skills

Showing 10 results ype ta search skills v
Possible Skills List Skills Description
a
+ Edit, standardize, or make changes to material Interview production and engineering personnel and
prepared by other writers or establishment read journals and other material to become familiar wTB
personnel. product technologies and preduction methods.
+ Interview production and engineering personnel
and read journals and other material to become
familiar with product technologies and production
methods.
+ Maintain records and files of work and revisions.
% Observe production, developmental, and
experimental activities to determine operating
procedure and detail.
+ Organize material and complete writing assignment
according to set standards regarding order, clarity,
conciseness, style, and terminology. v

Figure 14 - Suggested Skill Added

If you wish to remove a skill that has been added, you may select the “x” symbol to the right
of the skill.

You can also add skills to your resume by searching for them. Click in the “Type to search
skills” field and type in words or phrases that relate to the skill you’re looking for.

14
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Header Experience Education Skills Details Summary Finalize

Add Your Skills

Choose from our suggestions or add your own!
Generate with Al

Search Skills

Showing 10 results ‘ Type to search skills A

Pessible Skills List

) . . = Assist nanoscientists or engineers in writing process
+ Edit, standardize, or make changes to material . . .
3 ) specifications or documentation.
prepared by other writers or establishment
P

persannel Communicate geological findings by writing research papers,
+ Interview production and engineering personnel participating in conferences, or teaching geological science at

and read journals and other material to become universities.

familiar with product technologies and production

Complete administrative responsibilities, such as coordinating

methods.

4+ Maintain recards and files of work and revisions paperwork, scheduling case management activities, or writing

lesson plans.

+ Observe production, developmental, and
experimental activities to determine operating
procedure and detail.

+ Organize material and complete writing assignment
according to set standards regarding erder, clarity,
conciseness, style, and terminology. v

Figure 15 - Searching for Skills

You will see a list of skills based on what you type. You may delete your search text and
search for new skills in this field at any time while on this screen. Once you find a skill you
would like to add, select it to add it to your skills list.

15
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Header Experience Education Skills Details Summary Finalize

Add Your Skills

Choose from our suggestions or add your own!
Generate with Al

Search Skills

ype to search skills v

Showing 10 results ype to search s
Possible Skills List Skills Description
A
+ Edit, standardize, or make changes to material Interview production and engineering personnel and
prepared by other writers or establishment read journals and other material to become familiar withx
personnel. product technologies and production methods.
#+ Interview production and engineering personnel
and read journals and other material to become Communicate geological findings by writing research
familiar with product technologies and production papers, participating in conferences, or teaching ®
methods. geological science at universities.

+ Maintain records and files of work and revisions.

%+ Observe production, developmental, and
experimental activities to determine operating
procedure and detail.

+ Organize material and complete writing assignment
according to set standards regarding order, clarity,
conciseness, style, and terminology. v

Figure 16 - Two-Item Skill List

Keep adding skills until you have a list that you are happy with. Once finished, select
“Continue” to move on.

16
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Header Experience Education Skills Details Summary Finalize

Relevant Skills

Employers scan for relevant keywords.

Listing of your skills
Skill
Communicate geological findings by writing research papers, participating in conferences, or teaching geological science at universities.

Interview production and engineering personnal and read journals and other material to becomne familiar with product technologies and production
methods.

Edit Skills
(o]

Figure 17 - Relevant Skills — Populated

You will now see your chosen skills listed on the Relevant Skills page. If you wish to add top
or remove from this list, select “Edit Skills.” If you are happy with your skills list, then select
“Continue” to move to the next page.

Additional Details

Header Experience Education Skills Details Summary Finalize

Add Additional Details

Select a category to add more details.

l Awards & Honeors

Certifications & Licenses l

l Websites & Social Links

References l

o

Additional details are optional but can help your resume stand out to employers.

Figure 18 - Additional Details

The Additional Details page contains four sections that allow you to add even more
information to your resume. The sections are as follows:

- Awards and Honors

17
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- Certifications and Licenses
- Websites and Social Links
- References

Each sectionis optional, so you could click “Continue” to go to your summary right away.
We highly recommend that you fill out any of these sections if you have related information.
Select the related button for any section you would like to fill out.

Once you have completed all sections that are related to your job search, select
“Continue” to move on to the Professional Summary page.

Awards and Honors

Header Experience Education Skills Details Summary Finalize
o
Additional details are optional but can help your resume stand out to employers.

Figure 19 - Awards and Honors

You will first see the Awards and Honors summary screen. The first time you come here, the
screen will be blank except for the “Back” and “Add Award” buttons. To add an award,

select “Add Award.”

18
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Header Experience Education Skills Details Summary Finalize

Awards & Honors

Title {required)
Description (required)

B I = = 4 ¢ @&

L |

100% remaining

Enter & brief description of this honor or award 2= you would like it to appear on your resume.

o

Additional details are optional but can help your resume stand out to employers.

Figure 20 - Awards and Honors Form

You will now see the Awards and Honors form, which has two required fields: Title and
Description. Neither of these fields have strict requirements, so type in the relevant
information in each field.

For example, if you won an award for “Tutor of the Year” for a skill related to the job you
want, you would type “Tutor of the Year” in the Title field. Then, in the description field, you
would describe the award. Include information like how many other tutors were nominated,
how you were selected, and anything else that shows why the award is meaningful.

Remember, each item you include in your resume is meant to show why you are a good
candidate for any jobs you apply to.

Once finished, select “Continue” to return to the Awards and Honors summary screen.

19
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Header Experience Education Skills Details Summary Finalize

Sortable table sorted by Award, ascending

Actions Award |3

MyAward

Y
E H
g

Add Award

Tip

Additional details are optional but can help your resume stand out to employers.

Figure 21 - Awards and Honors - Filled

You will now see your added award on this summary screen. If there is a mistake with an
award, you can select the “Edit” button to change the details of the specific award. Also,
you can delete the award by selecting the trash can icon. Feel free to add as many awards
as you think are relevant to the kinds of jobs that you will apply to with this resume.

Once you are done adding awards, select the “Back” button to return to the Additional
Details page.

20
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Certifications and Licenses

Certifications and Licenses is set up the same way as Awards and Honors, where you will
first see a summary page, then click through to the form, and return to the summary page
after completing each form (see previous section). Because the same summary pages are
used for each section, we will skip over the summary and jump straight into the
Certifications and Licenses form.

Header Experience Education Skills Details Summary Finalize

Certifications & Licenses

License or Certification (required)

Description (required)

B I = = & ¢ &

-}

100% remaining

Enter a brief description of this license or centification as you would like it to appear on your resume.

Maonth/Year Earned

MM Yy |

= =

Figure 22 - Certifications and Licenses Form

This form works similarly to the Awards and Honors form, except that you should also
provide the month and year in which the certification or license was earned in the
Month/Year Earned field. This will help potential employers know whether the certification
or license is active. Once you have filled out your title, description, and date earned, select
“Continue” to return to the summary screen.

The summary screen will show you all of your added licenses and certifications, and you
will be able to edit, remove, or add more before returning to the Additional Details page.

21
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Websites and Social Links

Header Experience Education Skills Details Summary Finalize

Website Addresses

You have no website addresses.

4+ Add a Website Address

N

Additional details are optional but can help your resume stand out to employers.

Figure 23 - Websites and Social Links

The Websites and Social Links summary page looks a little different from the Awards and
Honors summary page and Certifications and Licenses summary page, but it works very
similarly. To add a new website, select the “Add a Website Address” button in the “Website
Addresses” box.

Header Experience Education Skills Details Summary Finalize
Web Address
Label (required)

e.g.. Portfolio, LinkedIn, GitHub, etc.

Website (required)

Must include the full URL, including hitp:// or https://

Figure 24 - Websites and Social Links Form

The Web Address page allows you to include a link to your website or social profile. Each
address has two components: the Label and the Website.

The Label is the actual text that an employer would see in your profile or on your resume.
For example, you might type “LinkedIn Profile” in the label field if you wanted to add your
LinkedIn profile to this resume.

22
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The Website is the actual URL of the site or profile. Website URLs typically start with
“https://” and have a long string of characters that follow. You will need to copy the URL of
the site that you wish to add.

Many professional social media sites have a “share profile” button or something similar on
the profile page, which automatically copies this URL onto your computer’s clipboard.

Once copied, paste the URL into the Website field of the Web Address page.

One these fields are completed, select “Continue” to review your website information.

Header Experience Education Skills Details Summary Finalize

Website Addresses

My Web Address [ETrng
hetp:/ibleh.com &

+ Add a Website Address

Figure 25 - Websites and Social Links - Filled

On the summary page, you will see the Label and the Website information in the list of
Website Addresses. In the provided image, the text “My Web Address” was taken from the
Label field, while “http://bleh.com” was taken from the Website field.

If you see any errors, or if you wish to remove a website from your list, you may use the
“Edit” and “Delete” buttons on each specific website. You can use the “Add a Website
Address” button to add as many websites as you think are relevant to your job search.

NOTE: Be careful to only include websites in your resume that relate to your job
search, like Linkedln or any web-hosted portfolios. You should typically avoid
including social media sites like Facebook, Instagram, or any sites that are not
related to your profession.

Once you are finished adding websites, select “Back” to return to the Additional Details
page.

23
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References

The References form contains a lot of individual fields to help you identify people who can
speak highly of your previous work to a potential new employer.

Header Experience

References

First Name (required)

Education Skills Details

Middle Initial

|

| ]

Last Name (required)

Job Title

Summary

|

l |

Company name

|

Address

Address Line 1

Address Line 2

|

l |

Finalize

|

zIp City
State Country
Maing v l United States v
Phene Phene 2
Fax Relationship
Enter this individual's professional or business relationship to you.
Email

The only required fields in the References form are First Name and Last Name. While you

Figure 26 - References Form - 2 Parts

could submit a reference with just that information, you should include as much

information about the person that you have available.

24
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Company Name and Job Title are good pieces of information to include, as these will help
potential employers understand what your professional relationship with the person was
like.

Additionally, one piece of contact information is highly important, so that any potential
employer can reach out to the reference person (either email or phone number).

Once you have completed the form, select “Continue” to return to the References
summary page.

Header Experience Education Skills Details Summary Finalize
Sortable table sorted by Mame, ascending

Actions Name |4 Email % Company #

Print Screens print.d.screens@business.com ThatOne

Figure 27 - References Summary - Filled

You will be able to edit or remove individual references using the “Edit” button or trash can
icon, and you can continue to add references using the “Add Reference” button in the
bottom-right of the screen.

Once finished with your references, select “Back” to return to the Additional Details Page.

Professional Summary

Header Experience Education Skills Details Summary Finalize

Professional Summary

Your summary provides employers with a quick review of who you are.

Add Summary

Figure 28 - Professional Summary

25
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The Professional Summary page allows you to create a short paragraph for the top of your
resume. This paragraph is meant to give a quick snapshot of your experience and what kind
of goals you have for your job search. Select “Add Summary” to make your summary.

Header Experience Education Skills

Details Summary Finalize

Professional Summary Details

Generate Input ‘¢ Our Al Policy

Figure 29 - Professional Summary Form

The Professional Summary Details form will allow you to type freely if you have something
in mind for your summary already. You can also use the “Generate Input” button to allow

JobLink’s Al system to create an example summary based on the information that is already
in your resume.

26
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Header Experience Education Skills Details Summary Finalize

Professional Summary Details

Generate with Al

B I = = & ¢ &

Demonstrating exceptional expertise in technical writing, comprehensive documentation for software products was authored, reducing
support tickets by 25%. Detailed user manuals and online help systems for a healthcare technology firm were developed, ensuring
compliance with FDA regulations. Clear, concise instructional materials for a leading e-commerce platform were collaborated on with cross-
functional teams. APl documentation for a fintech startup was created, improving developer onboarding time by 30%. A documentation
management system was implemented, streamlining the review process and reducing project turnaround time by 20%.

o The Al-generated summary is based on the information you have provided. Please review the detsils and edit any numbers and statements so that they correctly
align with your overall professional and educational history.

Figure 30 - Professional Summary - Al Output

If you use the Al-generated summary, you can freely edit the output to match your specific
needs. Be sure to check any numbers or specific accomplishments the Al mentions, as it
can sometimes confuse pieces of your experience and will need to be corrected.

NOTE: You must ALWAYS review Al-generated output for accuracy and
completeness. Any content that the system generates will attempt to be accurate to
your resume and work experience, but this is not always possible. Correct any
content that does not match your experience or goals BEFORE continuing with the
Resume Builder process.

Once you have completed the Professional Summary, select “Continue” to move on.

27
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Finalize Your Resume

The Finalize section of the Resume Builder will allow you to specify your goals for your job
search. You will first be presented with the following screen to let you know that you are
almost done building your resume.

Header Experience Education Skills Details Summary Finalize

Finalize

Mow let's finalize everything for your resume.

Figure 31 - Finalize Section

Select “Continue” to move on to the form.

Work Preferences

Mow let's collect your work preferences.

Desired Occupation (requirzd) How many years and/or months of relevant work

l experience do you have? [required)

Enter 2 keyword or O*MET code for the occupation. Search for O*NET Codes G :] :]
Years and Meonths

The months must be fewer than twehee. If you have nothing to enter in either or
bath fields, enter zero.

Education level What is the maximum distance (in miles) you are willing to
] to work one-way? (required)
What is your desired salary type? (required) What is your minimum desired salary? {required)

':::' Annual
O Hourly :]
= Enter only numbers in this field (e.g.. 30000 for annual, 12.00 for hourly or 00 for

\
) Other other). Other can be price per mile, per job, per contract, etc. The maximum allowable
amounts are 1000000 for annual, 100.00 for hourly and 1000000 for Cther.

Are you seeking full-time or part-time work? (required) What shift do you prefer to werk? (requirad)
() Mo preference () Mo preference
() Full time () Day
() Parttime (O) Evening
() Night

() Rotating

) split

Figure 32 - Work Preferences Form - Part 1

28
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Are you willing to move to anether location for werk? (required)
) Yes

(O No

Are you willing to accept temporary work? (required)
() Yes

O No

Are you willing to travel as a requirement of the job? (required)
) Yes
() No

This does not refer to your willingness to commute to work from your home every

day.

Do you want job matches for this resume emailed to you?
() Yes

) No

Where weould you like te find employment? (required)

Enter 3 city and state or ZIP. This location is for job-matching purposes only. Your resume will display to employers that conduct resume searches for your designated area
and that are within the one-way commuting distance you set.

Do you have a valid driver's license? (raguired)
) Yes

(O No

Figure 33 - Work Preferences Form - Part 2

The Work Preferences form includes questions about desired salary, target career field,
commute, travel, and so on. This information will not be included on your actual resume
itself. Instead, JobLink will attach this information to the resume in the system, so that
employers can see if your criteria match their job posting.

Be sure to fill out this form as accurately as possible, because this will help you find job
listings on JobLink that match your job search goals.

Once you have filled out this form, select “Continue” to review your resume.
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Resume Format

Header Experience Education Skills Details Summary Finalize|

Finalize

Now let’s finalize everything for your resume.

[D Download pdf] [@ Download Word]

Screen Shots

screenshols@nulcom ({6i55) 555-5565

Demonstrating exceptional expertise in technical writing, comprehensive documentation for software products was authored, reducing
support tickets by 25%. Detailed user manuals and online help systems for a healthcare technology firm were developed, ensuring
compliance with FDA regulations. Clear, concise instructional materials for a leading e-commerce platform were collaborated on with
cross-functional teams. API documentation for a fintech startup was created, improving developer onboarding time by 30%. A
documentation managament system was implemented, streamlining the review process and reducing project turnaround time by 20%.

Work Experience
Jan 2020 - Jul 2026 Technical Writer

ThatOne

= Authored and maintained comprehensive technical documentation for software products,
enhancing user comprehension and reducing support fickets by 25% over three years.

» Developed detailed user manuals and online help systems for & healthcare technology firm,
ensuring compliance with FOA regulations and industry standard:

Figure 34 - Finalize — Review

The Review window in the Finalize screen allows you to see what your resume will look like
onthe page.

You can also select the buttons above the top-left of the window to either download the
resume as a PDF or to download it as a Word file. You may want to keep a copy of your
resume on your home computer in case you need it outside of JobLink or a workforce
center.

You can choose between two formats for your final resume: Formal and Simple.
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Screen Shots

sereen shots@nul com {55E) 555-5555

Demonstrating exceptional expertise in technical writing, comprehensive documentation for software products was authored, reducing
support ickets by 25%. Detailed user manuals and online help systems for a healthcare technology firm were developed. ensuring
compliance with FOA regulations. Clear, concise instructional materials for a leading e-commerce platform were collaborated on with
crass-functional teams. AP documentation for a fintech startup was created, improving developer enboarding time by 300, A
documentation management system was implemented, streamlining the review process and reducing project turnaround time by 20%.

Work Experience
Jan 2020 - Jul 2026 Technical Writer

ThatQrne

Authored and maintained comprehensive technical documentation for software praducts
enhancing user comprehansion and reducing support fickets by 25% aver three years

Developed detailed user manuals and online help systems for a healthcare technology firm,
ensuring compliance with FDA regulations and industry standards.

Collaborated with crass-functional teams to produce dear, concise, and visually appealing
instructional materials for a keading e-commerce platform.

Created and updated AP| documentation for a fintech startup, improving developer anboarding
fime by 30% and enhancing overall product usability.

Conducted user testing and fesdback sessions to refine documentation, resulting in a 40%
increase in user satisfaction scores for a telecommunications company.

Implemented a documentation management system that streamlined the review and appraval
process, reducing project tumaround time by 20% in a manufacturing industry setting.

Education

Jan 2010 - Dec 2014 Degree, Technical, Busi and Scientific Writing.
MySchaol

Figure 35 - Simple Format

Screen Shots

Summary

Demonstrating exceptional expertise in technical writing, comprehensive documentation for software products was authored, reducing
support tickets by 25%. Detailed user manuals and online help systems for a healthcare technology firm were developed, ensuring
compliance with FDA regulations. Clear, concise instructional materials for a leading e-commerce platform were collaborated on with

cross-functional teams. API documentation for a fintech startup was created, improving developer onbaoarding time by 30%. A
documentation management system was implemented, strsamlining the review process and reducing project turnaround time by 20%.

Education
MySchool Jan 2010 - Dec 2014

Bachelors Degree, Professional, Technical. Business, and Scientific Writing

Experience
ThatGne Jan 2020 - Jul 2026
Technical Veriter
« Authored and © technical d for software products, enhancing user comprehension and

reducing suppart tickets by 25% over three years.

Developed detailed user manuals and online help systems for a healthcare technology firm, ensuring compliance with FDA
regulations and industry standards.

Callaborated with cress-functional teams 1o produce clear, concise, and visually appealing instructional materials for a leading e-
commerce platform.

Created and updated AP documentation for a fintech startup, improving developer onboarding time by 30% and enhancing
averall product usability

Conducted user testing and feedback sessions to refine documentation, resulting in a 40% increase in user satisfaction scores
for a telecommunications company.
Implemented a documentation management system that streamlined the review and approval process, reducing project

turnaround time by 20% in a manufacturing industry setting.

Figure 36 - Formal Format
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Aside from the differences in style, you’ll notice that the sections are in a slightly different
order. Both formats have the summary at the top, but the Formal format has education
next, while the Simple format has Work Experience instead. These are both valid ways to
show your work and education, but each one has a different strength.

If you don’t have a lot of work experience, or if you have just finished up school, you may
want to use the Formal format. By putting your education first on the resume, you are
drawing more attention to it for employers, so that they can see right away that your
education is important for your job search.

If you don’t have a lot of relevant education, or if you have already worked many jobs or for
several years, you may want to use the Simple format. The Simple format highlights your
work experience by including it first, so that employers can see that you have already
worked jobs that may qualify you for the job that you’re applying to.

Remember, neither format is “wrong” for a resume. There may just be certain situations
where one format is more helpful than the other.

One you have selected the format that you prefer and confirmed that your information is
correct, select “Publish” in the bottom-right corner of the screen to complete the process.
Your Resume List

Now that you have completed your resume, it is visible in the Resumes portion of your Job
Seeker profile on JobLink!

My Resumes

Use Maine JobLink to quickly and easily create a personalized resume from scratch or to upload an existing resume. You can
create as many resumes as you want by copying content from previous resumes. If you have any questions about how to use
the resume wizard or how to manage your resumes, please visit the Resumes section of the online user guide.

Views

H Expiresin
Resume Title ’
0 90 Days Renew
Created
Demanstrating exceptional expertise in technical writing, comprehensive decumentation far Ausg 13, 2026
software products was authored, reducing support tickets by 25%. Detailed user manuals and online Last Updatad
help systems for a healthcare technology firm were developed, ensuring compliance with FDA Aug 13, 2026

regulations. Cl...
Read full resume details »

# View/Edit Evaluations = Edit Selections

Figure 37 - Resume List

If you ever wish to view the details of your resume or edit it, you can do so from the buttons
located here. This window also shows you how many times your resume has been viewed
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and when it will expire. Every 90 days, you will need to make sure that your resume is up to
date, that way it stays as useful as possible for your job search.

Upload an Existing Resume

Choose an option below to add a resume

Create a New Resume
We'll go through each section together

Upload My Own Resume

+ T

Figure 38 - Select Resume Method

Uploading an existing resume into JobLink is the quickest way to have a resume that is
ready to use for job searches. You can upload any resume that is saved as a PDF.

Although uploading is quick, you should create a “new” resume through the builder
whenever possible. By copying information into the “create” tool, you are giving the system
more information that it can use to match you with jobs that may be a good fit for you. (See
the previous section for the step-by-step guide on how to create a new resume.)

To upload an existing resume, select the “Upload My Own Resume” tile. A window will pop
up on your computer, and you will use that window to search for the file that you want to
upload. After selecting the file, the file’s name will appear on the “Upload My Own Resume”
button in JobLink.

Choose an option below to add a resume

Upload My Own Resume

Create a New Resume
We'll go through each section together T

+ Resume IDSU25.pdf x

Upload Resume

Figure 39 - Upload Resume Button

One you confirm that the file name is correct, select “Upload Resume” to begin the
process.
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When uploading a resume, you will be taken directly to the Work Preferences form.

Work Preferences

Now let's collect your work preferences.

Desired Occupation (required)

Education level

What is your desired salary type? (required)
O Annual

(O Hourly

(O Other

How many years and/or months of relevant work experience do

you have? (required)

Years and Meonths

What is the maximum distance (in miles) you are willing to commute to work one-way? (recuired)

What is your minimum desired salary? (raquired)

nter anly numbs 00 for hourly
contract, ete. The 000000 for

annual

or 500 far other). Other

100.00 for hourly and 10000

Figure 40 - Upload Resume - Work Preferences

This form contains all of the same information when uploading as it does when you create a
new resume. Fill out all of the required fields with your goals, salary expectations,

commute plans, and so on. Once you have done so, select “Continue.”

Resume Format

When you complete the Work Preferences form, you will be able to review your file one last
time. When uploading a resume, you do not have the option to change the format. The

format will stay exactly as it was when you selected it on your computer.

If you wish to change the format of the resume, then you will need to start the process over

and create a new resume from scratch by copying your resume’s information into the

Resume Builder’s forms.

Finalize

Now let's finalize everything for your resume.

[ Download Pdf

Figure 41 - Upload Resume — Finalize

You may download a PDF of your resume at this stage. Once you confirm that everything

looks correct, select “Publish” to finish the process.
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Your Resume List

You will now be able to see your uploaded resume in a list with all of your other created and
uploaded resumes.

My Resumes

P Use Maine JobLink to quickly and easily create a personalized resume from scratch or to upload an existing resume. You can create as many resumes as you want by copying content from previous resumes.
If you have any questions about how to use the resume wizard or how to manage your resumes, please visit the Resumes section of the online user guide.

=z Resume Title Expires in
0 90 Days Rensw
Q i Wha is?
Search for Matching Jobs KVGERETITEE "] Created
Aug 14, 2026
Last Updated
Aug 14, 2026
# View/Edit Evaluations = Edit Selections A Delete
Vi Resume Title Expires in
0 89 Days Renew
qQ what is this?
Aug 13,2026
Demonstrating exceplional expertise in technical writing, comprehznsive documentation for seftware products was authored, reducing support lickets by 25%. Detailed user :\‘“‘ ‘:pd;t?d
ug 13, 2026
manuals and online help systems for a healthcare technology firm were developed, ensuring compliance with FDA regulations. Cl...
Read full resume details >
# View/Edit Evaluations = Edit Selections H Delete

Figure 42 - Resume List - Two Resumes

You may review your uploaded resume at any time, but you will only be able to edit the
Work Preferences page for uploaded resumes. You will never be able to change the printed
content on an uploaded resume. If you want to modify the printed content of an uploaded
resume, you would instead need to create a new resume and use your current resume’s
information to fill out the various forms.

Like with a created resume, uploaded resumes must be checked for accuracy every 90
days to be considered current.

Resume Builder Staff Considerations

Staff members at the Job Center can see your saved resumes in your Job Seeker profile.
Whenever you engage with Job Center Staff about your job search, be sure that you have an
updated resume attached to your profile so that they can offer suggestions and provide the
best help that they can for your job search.

If you have questions about how to use Resume Builder in your job search, please reach
out to your Job Center staff. They are happy to help you find the answers you need.
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Resume Builder Job Search Considerations

The JobLink system uses the information that you have provided in your resume to match
you with jobs that employers post. The more information you provide in a resume, the more
information will be available to help those matches be as accurate as possible.

Because of this, you should create your resume in the Resume Builder from scratch
whenever possible, rather than uploading an existing resume. By creating a new resume,
you are filling out fields that will be usable by the system for job matching.

JobLink will not promise faster or more accurate matches for a created resume vs an
uploaded one. You are, however, giving yourself the best chance you can to get noticed
each time you create a new resume using the JobLink Resume Builder.
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