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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. 

 

Figure 1 - Create a New Resume 



Resume Builder – Job Seeker Guide 

4 
 

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 it is important to understand them before moving forward. 

 

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 

1 

2 

3 

4 
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Once the required fields have been completed, select the “Continue” button to move to the 
next page. 

Work History 

 

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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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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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 AI 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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Figure 6 - Work History Details – AI 

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

NOTE: If you have any questions about how JobLink’s AI suggestions work, please 
select the “Our AI Policy” button on any page where an AI feature is used. This 
button will bring up a window that details how the AI 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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Figure 7 - Work History – Populated 

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

 

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. 
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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.” 
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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 

 

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. 
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Figure 12 - Add Your Skills 

There are two ways that you can add skills to your resume: 

1. AI 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. 

1 

2 
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Figure 13 - Add Your Skills – AI 

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. 
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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. 
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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. 
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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. 
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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 

 

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 
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- Certifications and Licenses 
- Websites and Social Links 
- References 

Each section is 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 

 

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.” 
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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. 
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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. 
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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. 

 

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. 
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Websites and Social Links 

 

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. 

 

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. 
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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. 

 

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 LinkedIn 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. 
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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. 

 

 

Figure 26 - References Form - 2 Parts 

The only required fields in the References form are First Name and Last Name. While you 
could submit a reference with just that information, you should include as much 
information about the person that you have available. 
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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. 

 

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 

 

Figure 28 - Professional Summary 
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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. 

 

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 AI system to create an example summary based on the information that is already 
in your resume. 
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Figure 30 - Professional Summary - AI Output 

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

NOTE: You must ALWAYS review AI-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. 
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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. 

 

Figure 31 - Finalize Section 

Select “Continue” to move on to the form. 

 

Figure 32 - Work Preferences Form - Part 1 
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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 

 

Figure 34 - Finalize – Review 

The Review window in the Finalize screen allows you to see what your resume will look like 
on the 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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Figure 35 - Simple Format 

 

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! 

 

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 

Resume Title 
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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 

 

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. 

 

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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Work Preferences 

When uploading a resume, you will be taken directly to the Work Preferences form. 

 

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. 

 

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. 

 

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. 

  

Resume Title 

Resume Title 
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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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