Welcome

« Please Sign In to the Chat box and let us know
you have joined us

« If you are unable to log in you may call in to the

conference line 1-877-820-7831 and mute your
phone

« You can use the Chat box for questions that will
be answered after today’s session.
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Page Displays > Navigation Menu >> Manage Individuals >> Assist an Individual

> Quick Assist: Select individual from drop dropdown menu > Click Assist
> General Criteria: Enter individual identifying information

Click the “Search” hyperlink

You have saved Individual item(s) in My Search Lists.

B Quick Search

\‘ v WORK TEX AS Here are the 25 most recent individuals you assisted:

' WATERS, CAROL (millends00) v | Assist

- . R{aﬁ {h [__I | BOttom]

General Criteria

- Individual Username:
Individual User ID: | |

h'!anagc— individuals Create an Indnidual Mes (O Starts with these #s
(® Matches exactly

crter Search

I

B Services for Workforce

¥ One Case Note to

State |ID Number: I:I
Multiple Individuals

First Name:

Manage Résumés

Last Name:

Manage Job Orders

SSN (last 4 digits):
Manage Labor Exchange
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Page Displays >> To Create a Individual Resume >> (there are two Pathways)

From Navigation Menu >> Services for Workforce Staff >> Manage Resumes >>
Create a Resume

From Navigation Trees >> My Individual Plans >> Employment Plan Profile >> Resumes

Navigation Menu

Navigation Trees

Services for Workforce

Staff

[Manage Individuals

General Criti

Manage Employers

[Manage Résumés Create a Résume

[Manage Job Orders b Search for Résumés

Manage Labor Exchange ' Match Résumés to a Job

¥ Candidate Referrals

[Manage Activities

= [ My Individugl Profiles || ] My Individual Plans

™ Search Histary Prfile

[= [ PersonalProfle (7 Employment Pian Profl
[} GeneralInformatin ) Résumés
[} Background 1] Job Applcatons
[} Pats 1 Stte Aplcation
[ Hemo Templates

) Employment Strategy

| Employment Goels

) Self Assessment Profe
][ Traning Pl Profle

[ Communicaions Profl
][ Benefits Plan Profle

P () Financi Plan Profie

| [ staff Profiles
| Generd ol

= [7) Cast Management Profle

[ Case Summary

[} Programs

[ 2an

[ Asstssments

™ Repart Profe
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Page Displays >> ‘Resume’ Folder to manage your list of
resumes >> Click on ‘Create New Resume’

4 vHome @ My Dashboard (B3 Sign Oue

Services for Individuals SB3 Services for Employers

Use this folder to manage your list of résumeés.
\l‘ i WWORKINTEX AS To create a new résumé, click the Create Mew Résume button, Click on a résumeé title in the list below to view that
r résume. You may also use a résumeé to search for jobs by clicking the Search link in the Action column.

[ Assist an individual | Staff Services | Individuzal Portfolio ]

[ [ My Individual Profiles [ [ My Individual Plans [ [T Staff Profiles
Job Applications Online Application Sta—!&‘:_??% Mirtual Recruiter Employment Strategy Employment Goals

ﬂ For help click the information icon.

Select an option from the pulldown below to show either your active, expired, partially completed or deleted résumés or all résumeés
regardless of their status:

Wiew active résumes -

Mote: Résurmés that have not been modified in owver 90 daws are set fo Expired and are not displayed to employers. Click the Reactivate All Expired Résumeés
link to update all your résumés to today’'s date.

0 Records Found

[ Tips on preparing_your résume | Reactivate All Expired Résumeés | Cover Letter ]

Create new Résumé

:ct another Job Seeker Service

aa Services e Portfolio a2 Site Map Q) Site Search £ Page Preferences i@ Assistance

Privacy Staterment | Disclaimer | Terms of Use | Accessibility | Recommended Settings | EEC | Protect Yourself | About this Site | Contact Us | RAC

Track Page

4 Home = Sign Out

Copyright © 1908 2020 Geographic Solutions. Inc. All rights reserved.



Page Displays >> Enter a Resume Title (name) >> Click on
‘Upload’ as the Creation Method >> Click Next

I : WORK FNTEXAS Please enter a résumé name and select a creation method.

I = Indicates required fislds. ﬂ For help click the information icon.
If you hawve filed a claim for unemployment insurance benefits, you are REQUIRED to complete the resume builder process. The information

gathered during this process will also allow staff to match your experience and work preferences to job openings.

Please create a resume to complete your registration. We will now take you through the steps of creating a professional resume or job
:l application. Resumes can be placed online making them awvailable to the top employers in your area.

I Reésumeée Name

" Résumé Title:

MNote: You may want to include words that highlight your skills, experience or specialty. Alsc, please be advised that this is a searchable field by Employers if you
choose to have this résume accessible online. Therefore you may wish to omit identifying information.

Show Résumé Best Practices

I Résumeé Creation Method

() Comprehensive
Build your résumé using a step-by-step process (create your résumé
from scratch).

E2.0 minis

estimatsd

- Upload

F Attach an existing Word or .PDF résume (save time by using your existing
( -a

résums).

10 min(s} estimated

O Duplicate a résumé in our system
I » Build your résumé from a previously entered résumé (quickest).

=
] 3 2 minis) estimated
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Page Displays >> ‘Resume Availability’ >> Indicate whether you
want your resume to be available online or not >> Click Next

Indicate Yes or No If Yes is selected >> click Ok
on the pop-up box that
displays

\ .' WQRK TEXAS Please indicate whether you want your résumé to be available online.

I

Résume Availability Uat-app-vos48000000.geosolinc.com says

ol s s g You have selected an option that will make your résumeé available to

registered employer representatives to view online. By clicking the OK

() Vs, my résumé il e avlae arlinefo emplyers tovew

) I button, you are agreeing to share the information displayed on your
No, my résumé will NOT be available online,

resumé. Select OK to proceed or Cancel to go back and change your

selection,

fFyou select No you wil stll be avai bl to appy for jabs you find online using your resume. Howaver, verified employers will ot be able to find your

résume. This is the quicker optian but amglayers will not be adle to find you.
G g g n g T Cancel
HFyou select Yes you wil e required to provide some information about your job regquirements so that verfied employers can easly find your résumé,




Page Displays >> To Copy and Paste a Resume >> Select the second
radio button under ‘Content Extraction’

(Copy and Paste my Resume Content) >> Click Next

1“’, WORKITTEXAS

Content Extraction

Select how you wish the system to access your résumé content:

O select my résumé file .doc, .PDF)

B sonices B Comiolic. o SitefMap () SiteSearch ¥ Page Preferences . i) Assistznce

@ Copy and paste my résume content.

Privacy Statement: | Disclaimer | Terms of Use | Accessibility | Recommended Settings | EED | Protect Yourself | About this Site | Contact Us | FA0

# Home [ Sign Cut

Croaynght ©F 1058 2020 Geographue Eokilicoa, e All righis mieryed

19.0



NOTE: Individual is able to “Upload” their resume from any platform, site,
folder or file to WorkinTexas.com.

Upload - Copy & Paste Version

« To use the ‘Upload - Copy & Paste’ version > when uploading an external resume to
the WorkInTexas.com System, individual will Copy their external resume saved on
their devise and Paste in the ‘Resume Free Text’ box.

= Place your cursor over external resume and highlight text > click the right mouse
button > Select ‘Copy’ > Place your cursor anywhere inside the text box and press
the ‘Ctrl’ and ‘V’ keys on your keyboard at the same time to Paste your resume in
the free text box

NOTE: For best results, Individuals should make sure resume content is updated with
correct information before Copy & Paste to ‘Resume Free Text’ box




Page Displays >> Cut & Paste Resume Wizard >>
Copy & Paste Resume into the text box below >> Click Next

"I]l'.’ WWORKINTEXAS

Cut & Paste Résumeé Wizard

Fodmurmd Cut and Paste Employer Search Bams Al surmess

ﬂ Foar help click the imformation icon.

Resume Free Text

How to add wouwr informatiomn:

=  Once you have copied your text, wou can paste it into the text box below In one of two ways. You can either place your cursor at the top left
carner of the text box, then click the right mouse button and select Paste, or you can place the cursor armmwhere inside the text box and press the
Cirl and W keyws on your keyboard at the same time,

What information can yow add:
=  Text that yvou paste will be viewalkrle by employers, Do ot enter any information that you would prefer to keep confidential.

= For security reasons we advise that yvou remove your email address from any text that wouw are pasting info this résumé. Employers will still be
able to contact you via the email address you provided at registration (we will confirmn this address after you paste in your résumél The employer
weill ot imitially see your email address. You can then view their job offer and decide whether to respond and provide wour actual email address.

=  Your originating document may hawve formatting code that our systermn could interpret as malicious (such as some types of bullets or symbols). IF
you have text that wou wish to display in a specific formnat, you may wish to use the BEdernal Résumé option which will upload your document as
you created it

= Displaying your cell phone number on your resume could result in getting text messages from employers. Maormal text messaging rates will apply.

Some HTKL tags such as embedded videos are not allowed in this text box and will not e sawved.

B I VT = =& = | :=|= 0 B3

Format - Fant - | Siee - | A~ | EE o
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Page Displays >> view of ‘Copy & Paste’ resume is displayed aligned to
the left side of the text box >> Proof-read and make grammatical
corrections in the text box >> Click Next

View of Resume in Free Text Box

BIUL g5 sn=0M

Format - | Font + | Size

Sadie 3ays 1234 Hoploit Lane Austin, Texas 78778 (312) 263 4367 sadiesays(@amal com Profile & highly skillad
prafessianal with aver 20 years of experience in management and supervisian, human services and program
management vith an emphasis in; Case Management, Performance Analyst, Staff Development, Warkforce
Development, Wark in Texas, Trade Adjustment Assistance, and HUD system requirements and procedures. Experience
WORKFORCE SOLUTIONS FOR TARRANT COUNTY; CASE MANAGER/CAREER COUNSELOR, FORT WORTH,
TEXAS - 2009 - PRESENT Current Case Load of 33 - 45 Trade Adjustment Assistance and Warkfarce Innovafian and
Opportuify Act. Completed Intake Eligibity Process for WIAMIOA & DWW, Youth and TAA Provided in-dpth
assessments to gather informatian on the needs of each client, to determine the best way to serve their individual needs,
whedher job search assistance, fhrough training or bath, in order to reach heir goals and seff-sufficiency Provided
informatian on career indusfries, LMI informafion, Wark Experience, QJT's, Apprenficeship Programe, and free frainings
available to clientto help their research in megting their gaals, Develaped IEP's far WIAMADA clients and REP's for TAA
client’s to ensure appropriate fraining and employment goals are met, Followed curent direcfives, policies, and
pracedures, Tarrant Board, TAA and WIOA, to comectly input all required information into TWIST, and processed all

nanerwork: foinclude: Suooort Senvices, Unilateral Amendments, DeObliaations, ITA: Enrallment Vouchers, Planned
body

¢

Proof-reading

way to serve their individual needs, whether job search assistance, through training or
both, in order 1o reach their goals and self-sufficiency Provided information on career @
indusiries. LM informafion. Work Experience. OJT's. Aporenticeshio Proarams. and

body

[ Clear Text | Remove All Formatting |

Red and green lines may appear is there
are grammerical errors counted by the
system, the number is displayed in the
bottom right corner of the text box. In

this case “24” items need to be corrected.
This page allows resume to be
proof-read, and updated as needed
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Page Displays > The ‘Cut (Copy) & Paste Resume Wizard’

Cut & Paste Résumé Wizard

Rézumeé Cut and Paste Employer Search ltems Resurme Background Education Certifications
. = = >
+ 1 _u U u—
Ernployment lebr 5kills Technical Skillz And Tools Contact
o < x o

H For help click the information icon.

« Cut (Copy) & Paste Resume Wizard > ‘Sections’
= Resume Extraction > Completed once Resume has been uploaded to WorkIinTexas.com

= Employer Search Items > Desired Location, Occupation, Salary, Driver's License, Security
Clearance, Language and Proficiency and Typing Speed

= Education
= Certifications
= Employment

= Job Skills
= Technical Skills And Tools
= Contact

= References



|
Page Displays > ‘Employer Search Items’ >

Desired Locati
\"“-" WORK [ TEXAS Please select your desired work location.
Résumé Upload B
B8 ror heip click the information icon,
Edit

[#] Update background information with the selected location [ ] Update all résumés with the sclected location

ick a column titie.
e
ne County, Lubbock County, Travis County
o i
<D

Har:

Travis County

[ Select Simgle Area ]

| 2ETERN T

Harris County

Select county by selecting an area from the dropdown list o clicking an the map below.
Trawvis County

ﬂ For hato chdk the nformation icen.

b;.WORK TEXAS

Select & specific courty {orspedfi courdiest »
[ Ciear Al ] [ Clear Selected ]

[ Seledt Muttinie Aress |
Scinlldow b e Tastem Toas
Continue

To add Multiple locations [Select Multiple Areas] > as Area is chosen from

dropdown menu it will populate in the box below > several areas may be
added >> Click Continue

Western Texas

Ry

[
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Page Displays > ‘Employer Search Items’: (cont.) Employers will use
information entered to search for candidates

« Desired Salary > Select Edit to update, add or change any existing information > Click
Next

* Select an Occupation > Select Occupation from dropdown menu or Search > Click Next

Desired Job Type

Desired Employment FT /PT Days Available Relocation Telecommuting Default Profile Di: splay
Resumé

Profile 1 Regular Mon, Tue, Wed, Thu, Fri Willing to Relocate Willing to Telecommute Edit | Delete

[ Add Mew Profile ]

» Driver’s License Information > Complete all information

» Security Clearance > Use dropdown to update existing information

» Languages and Proficiency > Select Edit to update, add or change existing information

» Typing Speed > Use dropdown to update existing information

This ends the Employer Search Items section
> Click ‘Next’
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Page Displays >>‘Additional Background Information’>>
Click ‘Yes’ to add and maximize your exposure to employers
>> Click Next

Cut & Paste Résumé Wizard

Résumé Cut and Paste Employer Search ltems Résumé Background Education Certifications
= = T - -
Employment Job Skills Technical Skills And Tools Contact

& & © &

H For help click the information icon.

Additional Background Information

Employers have the ability to search for candidates by using specific information found on résumeés such as education and
worl history. Adding this information to your résumeé as searchable items will maximize your exposure to employers.

Extracting this information can be accomplished quickly and will improve visibility on our site. You need only review and
approve this extracted information to ensure accuracy.

Would like to add these @ Yes
résumée items to the
information searchable
by employers?

No
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Page Displays >> Education and Training

All education and training shown on the uploaded resume pasted in Free Text box will show in this section.
Click Delete > under ‘Action’ heading to remove an education from resume
Click Edit > under ‘Action’ to make any desired changes
Under ‘Display on Resume’ column > Uncheck box to remove from Resume
Click Next >this will keep existing information and add any additions made.

NOTE: Delete > under ‘Action’ will permanently delete information; where as, unchecking ‘Display on
Resume’ will remove from resume but not delete information permanently.

Education and Training
Qualification Issuing Institution m Completion Date m Display on Résumé
2 Years at College or a Technical or Mount Vernon Washington, DC
Vocational School College
Delete
Vocational School Certificate Tarrant County TX, US Edit |:|
College
Delete
2 Years at College or a Technical or Mount Vernon Washington, DC Edit &)
Vocational School College
Delete
Vocational School Certificate Tarrant County Fort Worth, TX Edit +
College
Delete
2 Years at College or a Technical or Murfreesboro State Murfreesboro, TN 1966 Edit #
Vocational School University
Delete
[ Add a new Education History ]

> Click ‘Next’
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Page Displays >> Occupational Licenses and Certifications

= Action: Edit or Delete information
= Check box to ‘Display on Resume’ > Uncheck to remove from resume

= Add a new Occupational License(s) — Certificate(s)

Occupational Licenses and Certificates

Certificate / License Issuing Organization Completion Date Display
on

Résumé
L

Insurance License Texas Dept of 04,2018 Edit | Delete
Insurance

Interpersonal TCC 12/1882 Edit | Delete
Communications

[ Add a new Occupation License(s) - Certificate(s) ]

= Click Next



EEEEE————mmmmmmme,

Page Displays >> ‘Employer’

- This section will show each employer history from the uploaded resume
= *Employer: Name, Address, Zip Code, City, State, County
= *Job Title: enter your job title while in this position
s QOccupation Title and Code — suggest looking in Occupations — by Group

s Position: *Type of Employment, *Full or Part-time, Gross Salary, Salary is based upon, *Date
you began work, Currently Employed, *Reason for Separation, Additional information on
reason for separation, *Last day worked, Duration of Job (will auto-populate),

s *Job Duties (information from uploaded resume will show as Free Text — this may be updated
or not,

> Click Next when all items are completed for this employer, system will proceed through each
employer on the uploaded resume (whether 2 or 10)

s *is required information and any information not shown on the uploaded resume will have to
be completed if required — such as; ‘Reason for Separation’

> When Next is clicked > the box below will display

Click OK — You will be prompted twice — once to add skills and a second prompt to add
technology and tools associated with this employment history to your existing list

Click Cancel to move to next employer without adding skills, technology and tools.

Uuat-app—wvosa4s3000000. geosaolinc.corm sawys

Yoo o may add the skills associated wwith this mew employrmen t history to

weoLr existimg list.,

If wou would like to add these skills, click thhe OK bhbutton othervwise click
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Page Displays >> Employment History

Click Delete > under ‘Action’ column to remove employment from resume
Under Display on Resume’ column > Uncheck box to remove from Resume
(remove duplicated employment history instead of deleting)

Click Edit > to make any desired changes
This will be the last section to easily edit, delete, or update information
Click Next > this will keep existing information and add any edits.

NOTE: Delete > under ‘Action’ will permanently delete information; where as, unchecking ‘Display on
Resume’ will remove from resume but not delete information permanently.

Employment History
Company Name Job Title {(Occupation) Start / End Dates Display on
Rézumé
Burleson, TX Sales Representatives, Services, All Other (Sales Representatives, Services, All Other) 10/11/1999 -
12/31/2019
Delete
WORKFORCE SOLUTIONS FOR TARRAMNT FORT WORTH, CASE MAMNAGER/CAREER COUMSELOR (Eligibility Interviewers, Government Programs) a1,/01,/200% - Edit od
COUNTY ™ 12/31/2016
Delete
EEASTIV ES GOURMET-TO-G0O MARKE Fort worth, TX EVEMNTS COORDIMNATOR/COMNSULTANT, BUYER, OFFICE MAMNAG (First-Line Supervisors of Food Preparation 01/01/2000 - Edit =
and Serving Workers) 12/31/2011
Delete
HALLOWEEM WSA FORT WORTH, Store Manager (First-Line Supervisors of Retail Sales Workers) DE/01/2008 - Edit B
TX 11/01/2008
Delete
WEATHERFORD HOUSING AUTHORITY WEATHERFORD), CASE MANAGER/MHOUSING INSPECTOR/ADMIMN, ASST (Eligibility Interviewers, Government Programs) 01/01/2006 - Edit -
T 01,/01/2008
Delete
TARGET CORP FORT WORTH, GUEST SERVICE AMND SALES FLOOR TEAM LEAD (First-Line Supervisors of Retail sales workers) a1,/01/2000 - Edit od
™ o1/01/2005
Delete
KEIMBELL ART MUSEUN FORT WORTH, MUSEUM SHOP MAMNAGER {(Museum Technicians and Conservators) 01,01/1997 - Edit —
™ 01/01/2001
Delete
M < Page ot1 b Rows:
[ Add Employment History ]
Il:l Allow interested employers to view your salary history and reasons for leaving the jobs displayed on your résumeé.
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Page Displays >> Job Skills >> Current Technology & Tools

Cut & Paste Résumé Wizard

“ For help click the information icon.

Job Skills

Current Technology

e E

Accounting software

Bookkeeping software

« Job Skills will be listed > these can be unchecked to remove or Click
hyperlink to Modify Skills >> Click Next

« Current Technology & Tools will be listed > these can be unchecked to
remove or click on hyperlinks to Add tools and technology by keyword or by
occupation >> Click Next
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Contact Information

Contact Information > use this page to view, edit or add your Contact
Information. (Name, Residential Address, Mailing Address, Email Address) and
Check the box for each item that you want to appear on this resume (Name,
Primary Phone, Alternate Phone, Fax, Residential Address, Mailing Address, Email,
Allow Employers to email me through the system)
Detailed References > view, edit or add to your References > choose to display
on resume, and in what order > or click on box ‘References Available Upon Request’
For security reasons, we advise you to remove your address, email, residential &
cell phone numbers from your résumé before uploading to WIT. Employers can
contact you through WIT’s messaging system if you have applied for one of their
jobs or if they find your résumé through our résumé search functions.

Please check the contact methods that a prospective employer may use to contact you. If you do not wish to
publish your name, uncheck this option and remember not to include it in the information that you cut and paste.

Mote: These are the methods by which an online employer can contact you.
Bl mMame residential Address

B Primary Phone mailing address
Bl alternate Phone

Fax

Ermail

ROOK

Allow Employers to email me through the system

WARMIMNG: Always be an the look out for job scams! Learmn more about Job Scams.

o P
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Here is your completed résumé.
1 WORKINMTEXAS 1o modify a section, click an a Section Title (e.g. Cbjective, Employment History). To change the formatting of this résumé
\
" {text size, etc.) or customize the display order of each section, click the Edit Template link.

ﬂ For help click the information icon.

Please review your résumeé for accuracy before clicking the save button at the bottom of the screen.

Résumé ID Résumé Title Résumé Score Viewable Online by Employers
7018260 Upload Copy Paste Score Now Yes
Create Date 7/1,/2020 4:52:35 PM Last Time Modified TA1,/2020 5:52:00 PM
I FreaeText - System Template - |

[Mew Template] [Edit Template] [Save As]

Resume Free Text

Sadie Says 1234 Hoptoit Lane Austin, Texas 78778 (512) 263 4567 sadiezays@gmail.com Profile A highly skilled professional with over 20 years of experience in
management and supervision, human services and program mnagment, with an emphasis in; Case MaSagement, Performance Analyst, Staff Development, Workforce
Development. Wark in Texas, Trade Adjustment Assistance, and HUD zystem requirements and procedures. Experience WORKFORCE SOLUTIONS FOR TARRANT
COUNTY, CASE MANAGER/CAREER COUNSELOR, FORT WORTH. TEXAS - 2009 - PRESENT Current Case Load of 35 - 45 Trade Adjustment Assistance and
Warkforce Innovation and Opportunity Act. Completed Intake Eligibility Process for WIAMIOA A, DW, Youth and TAA Provided in-depth assessments { gather

informaticn on the needs of each client, to determing the best way to serve their individual needs, whether job search assistance, through fraining or both, in order fo

Click [Edit Template] to allow customization and formatting
of your “Uploaded Copy & Paste” Resume
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View of Score page - Edits can be made to increase the
resume score

Résumé Score Details

Résumé Title: Admin. Asst (QRW) Upload (11 2)

Résumé Last Modified: 7/13/2020 3:51:00 PM

Résumé Score: 64 out of 100
Provide s strong résumé title & Your résumé title is appropriate.
Use an appropriate résumé length (400 to 700 words) [ ] Your résumeé length may not be appropriate. It contains approximately 1 words. Typically this kind of résumé should contain

between 400 and 700 words depending on a few factors. If you are a student, new graduate, or an entry-level candidate with less
work history you may hawve low total word counts.

Use correct spelling and grammar Your résumé contains possible spelling or grammatical errors, or improper use of words. This can cost you an opportunity for an

interview and, potentially, a job.

(%

The following are possible misspellings: Admin

Do not speak in the first person {do not use “Me, Mysslf You effectively avoided speaking in the first person.
or ")

Do not ower use certain words You have not overused any words in your résumeé.

Include your contact information Your contact information is complete.

Imclude your email as 2 contact method You have included an email address.

Provide = valid email addrass Your email address appears to be valid.

Provide 3 valid address You appear to have a valid address.

Imclude your education history If you attended college, but did not graduate, include the dates you attended, your major. and how many credits you earmed

toward your degree.

Imclude your employment history If a job requires 20 years of experience. then you'll want to include more than 10 - 15 years of work history on your resume. As

well, include positions from earlier in your career that are relevant to the role you are applying for.

Include a résumé summary Your résumé has no summary. A summary is a list of bullet points display a range of your most impressive achievements. It is a

powerful tool designed to satisfy applicant tracking system software and get the attention of the hiring manager.

Include your résumé objective A résumé objective is often one or two sentences long. The most effective objective is the one that is specific about the position

and type of employment desired.

Include your refersnces Your résumé does not include any references. Many potential employers ask for a list of references in a job application or at the

end of the interview.

Specify your knowledge of tools and technology You have specified your knowledge of tools and techmology.

00 0 ©6 06 8 000000 O

Specify your job skills You have specified your job skills.
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Page Displays > Resume Layout Template

| FreeText - System Template v |

[Mew Template] [Edit Template] [Save As]

Click [Edit Template] >> this will customize the display order of each section while changing
the formatting of this resume

These are the sections that will display on your résumé in the order shown. You may reorder the sections by dragging the button on the left column of each item in the list. You may choose to
show/not show a section by checking/unchecking the check box, and you may change the default section header by updating the text in the user-defined title text box. To view other résumé
formatting for this template, click on one of the tabs above.

Reorder résumé sections by clicking and dragging up or down the image in the far left column
T
m Contact Information | Contact Information | ‘
m 4 Objective | Objective | ‘
m OO Ability Summary | Abilities | ‘
m Employment History | Employment History | ‘
m ¢ Education and Training | Education and Training | ‘
m ¢ QOccupational Licenses and Certificates | Occupational Licenses and Certificates | ‘
m 4 Honors and Activities | Honors | ‘
m 4 Additional Infermation | Additional Information | ‘
m 4 Detailed References | References | ‘
1l I:l Résumé Free Text | Resume Free Text | ‘

Click Save >> will be prompted to enter a “Template Name’ >>
Click Save again



e —

Page Displays > Resume Viewable by Employer

Upload - Copy & Paste

[New Template] [Edit Template] [Save As]

Sadie Says
1234 Hoptoit Lane
Austin, TX 78778

Phone: (512) 263-4567

Employment History

CASE MANAGER/CAREER COUNSELOR
0172009 - 0772020 WORKFORCE SOLUTIOMNS FOR TARRANT COUNTY FORT WORTH, TX

Current Case Load of 35 - 45 Trade Adjustment Assistance and Workforce Innovation and Opportunity Act. Completed Intake Eligibility Process for WIAMIOA A DWW, Youth and TAA
Provided in-depth assessments t gather information on the needs of each client, to determine the best way to serve their individual needs, whether job search assistance, through
training or both, in order to reach their goals and self-sufficiency Provided information on career industries, LMI information, Work Experience, OJT's, Apprenticeship Programs, and
free frainings available to client to help their research in meeting their goals. Developed IEP's for WIAMIOA client’s and REP's for TAA client's to ensure apropriate training and
employment goals are met, Followed current directives, policies, and procedures, Tarant Board, TAA and WIOA, to correctly input all required information into TWIST, and processed
all paperwork: to include; Support Services, Unilateral Amendments, DeObligations, ITA; Enrcliment Vouchers, Planned Gaps in Service, use of correct Service Codes, Case Motes,
Justifications, DINT's, TAA Program Detail. TAA Waivers, Benchmark Reviews Warnings and Intake. Cumrently meet on a 2 week basis with WI0A & TAA whether Stand Alone or Co-
enrolled fo monitor job search and fraining progress. o issue fuel assistance and discuss any support service needs Followed all TAA directives. rules and regulations to process
Waiver Requests, submit REP's for Merit Staff approval, enter REP Benchmark Reviews and VWarnings when warranted, Processed accurate, detailed and consistent paperwork.

Sales Associate , Sales Representatives, Wholesale and Manufacturing, Technical and Scientific Products

08/2008 - 11/2008 HALLOWEEN US4 San Antonio, TX

FORT WORTH, TEXAS - AUGUST 2008 - NOVEMEER 2003 Directed daily operations of a seasonal Halloween Retail Store Recruited and hiring at all staff levels. Trained all new
hires on Company policies, procedures, and individual job responsibilities. Designed store layout and supervised set up and merchandising of new store. Assigned with staying within
payrall and budet perimeters, scheduling, communicate directly with Disirict Manager and Company President on all aspects of daily job functions. Setting planograms and

merchandising by company guidelines. Training on proper implementafion.
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Resume Viewable by Employer (cont.

GUEST SERVICE AND SALES FLOOR TEAM LEAD , First-Line Supervisors of Retail Sales Workers

01/2000 - 01/2005 TARGET CORP FORT WORTH, TX

Supervise staff of 20 plus, Responsible for multiple areas; Food Avenue. , Front Lanes, Guest Service, Company Space, Stationary, Store-wide side caps, One Spot, Backup Consumables Lead and Trainer of new hires, Scheduling
of all staff, Coaching and training staff in all areas, new procedures and objectives, Process of daily reports, Maintaining a fast, fun and friendly team. Completing and maintaining all POG's on time. Recruit and hire talented people,

Instruct, coach, and train new hires and all staff on the importance of customer service, Set and maintain planograms.

MUSEUM SHOP MAMNAGER , Museum Technicians and Conservators

01/1997 - 01/2001 KIMBELL ART MUSEUM FORT WORTH, TX
Scheduling and prep of time sheets, Trained all full and temporary staff, Developed Training Manual of all Museum Policies and procedures for new hires, permanent and support staff. Worked closely with Museum Security, Box
Office and Business Office, Wrote and gave annual reviews to Museum Shop Staff Participated in annual budget preparation, Oversaw cash control, shipping, web shop, Complete Knowledge and understanding of software
programs; Sellwise, Annual physical inventory preparation and implementation, Designed layouts and implemented displays weekly for museum shop merchandise and large temporary exhibits secondary shop locations, Foster a

high quality in Customer Service, Planned, coordinated and implemented large city wide sale and ligquidation of over stock merchandise Coordinated with other Fort Worth/Dallas Museum Shops during multi-city exhibitions to
establish effective and appropriate merchandise, gifts and books,

Education and Training

Start Date Completion Date Issuing Institution Location Degree Received Course of Study Semester Hours
Mount Vernon Ccollege Washington, DC 2 Years at College or a Technical or Vocational School Interior Design
Tarrant County College ™ Vocational School Certificate Certification

Interpersonal Communications

Mount Vernon College ‘Washington, DC 2 Years at College or a Technical or Viocational School Interior Design
Tarrant County College Fort Worth, TX Vocational School Certificate Certification
Mount Vernon College ‘Washington, DC Vocational School Certificate Certification
01/1965 01/1966 Murfreesboro State University Murfreesboro, TN 2 Years at College or a Technical or Viocational School Home Ec and Business 18

One year - 1966 at Nashville Business College

Occupational Licenses and Certificates

Certification Title Issuing Organization Completion Date Expiration Date
Insurance License Texas Dept of Insurance 04/2018 04/2020
Interpersonal Communications TCC 12/1982

Click > Save Resume & Return
(To Navigate to Resumes from elsewhere in WIT)
Navigation Trees > My Individual Plans > Employment Plan Profile > Resumes
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Page Displays > All Resumes Created
Navigation > Employment Plan Profile > Resumes > Page Displays >
All Created Resumes >
This Page allows individuals to access their Resumes, Job Applications,
SOTAs, Job Search and much more

Job Applications Cnline Application %%?% wVirtual Recrulter Employment Strateqy Employment Soals

H For help click the information icon.

Salact an option from the pulldown below to show either your active, expired, partially completed or delaeted rédzsumés ar all rdzsumés regardless of their status:

I Wiew active resumes - I

rafe: REsuwrmes that have not been modified ir over 90 days are set to Expired and are not displayed to employers. Click the Reactivate All Expired REswrmes link to wpdate all
yowr résurmes fo todoay’s date.

To sort on any colummn, click a column title. Current Sort: Fésume Title descending

Résumé Title Résumé Status | Viewable Online by Employers Résumé Score| Numberof | LastReviewed by | Review date
(out of 100) = Requests

Program Specialist WA Active Upload Q/27/2020 fivhs e

Score Acain
gy

History:
PDFE tect christy Dctive ves Upload i Py o Q/27/2020 fab S aatchy
Scors
CoRy
Edit

Upload Copy Paste Active Yes Copy & Paste = o 9/20/2020 ob Ssarch

[ B page [7=] or + B B qones



Résumé Layout Templates

Upload - Copy & Paste -

aw FreeText - System Template 4

Upload - Copy & Paste

Ability to switch between
‘Resume Layout Templates’

‘Upload — Copy & Paste’ to
‘Free Text — System Template’

‘Free Text — System Template’ to
‘Upload — Copy & Paste’

Résumé Layout Templates

FreeText - System Template »

[Mew Template] [Edit Template] [Save Ag]

Resume Free Text

Sadie Says 1234 Hoptoit Lane Austin, Texas 78778 (512) 263.4567 sadiesays@gmail.com Profile A highly skilled professional with over 20
years of experience in management and supervision, human services and program mnagment, with an emphasis in; Case MaSagement,
Performance Analyst, Staff Development. Workforce Development, Work in Texas, Trade Adjustment Assistance, and HUD system
requirements and procedures, Experience WORKFORCE SOLUTIONS FOR TARRANT COUNTY: CASE MANAGER/CAREER
COUNSELOR, FORT WORTH, TEXAS - 2009 - PRESENT Current Case Load of 35 - 45 Trade Adjustment Assistance and Workforce
Innovation and Opportunity Aci. Completed Intake Eligibility Process for WIAMWIOA A, DW, Youth and TAA Provided in-depth assessments t
gather information on the needs of each client, to determine fhe best way to serve their individual needs, whether job search assistance,
through fraining or both, in erder to reach their goals and self-sufficiency Provided information on career indusiries, LM information, Work
Experience, CJT's, Apprenticeship Programs, and free irainings available to client fo help their research in meeting fheir goals, Developed
IEP's for WIAAWIOA client's and REF's for TAA client's fo ensure apropriate fraining and employment goals are met, Followed curent
directives, policies, and procedures, Tamant Board, TAA and WIOA, to comectly input all required information info TWIST, and processed all
paperwork; to include; Support Services, Unilateral Amendments, DeQbligations, ITA; Enrolment Vouchers, Planned Gaps in Service, use of
comect Service Codes, Case Notes, Justifications, DINT's, TAA Program Detail, TAA Waivers, Benchmark Reviews/Wamings and Intake,

Currently meet on a 2 week basis with WI0A & TAA whether Stand Alone or Co-enrolled to monitor job search and fraining progress, to issue

Résumé Layout Templates

Upload - Copy & Paste v

[Mew Template] [Edit Template] [Save Ag]

Sadie Says
1234 Hoptoit Lane
Austin, TA 78778
Phone: (512) 263-4567
Abilities

Possess excellent communication and inter-personal skills. Perform efieciively despite sudden deadlines and changing priorifies. Proven
ahility to identify, analyze, and solve problems. Highly reliable self-starter; can be counted on fo complefe assignments. Proven competence in
working with others in a team effort.

Employment History

CASE MANAGER/CAREER COUNSELOR
0172009 - 0772020 WORKFORCE SOLUTIONS FOR TARRANT COUNTY FORT WORTH, TX

Curent Case Load of 33 - 45 Trade Adjustment Assistance and Workforce Innovation and Opportunity Acl. Completed Intake Eligibility

This “Ability’ to switch is only available with the Upload — Copy & Paste Version
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How to add, edit or rearrange ‘Sections’ in ‘Resume Layout Template’
Example below > Adding ‘Ability Summary’

Résumé Layout Templates

| Upload - Copy & Paste - |

[New Template] [Edit Template]

[Save As]

To add ‘Ability Summary’ to a resume > Click [Edit Template] > Page displays >
‘Resume Layout Template’
Check ‘Ability Summary’ from Section column > Click Save >>

' Display ‘ - - Section ; User-Defined Title
u M Contact information Contact Information
w O Objective Objective
m ‘O Ability Summary Abilities

View of Copy & Paste Resume prior to adding ‘Ability Summary’ Section

Sadie Says

1234 Hopioit Lane
Austing, TX TES7TS

Fhomne: (S12) 263-4567
Employment History

CASE MANAGER/ CAREER COUNSELOR
0172009 — 072020 VVORKFORCE SOLUTIOMNS FOR TARRARMNT COUMTY

FORT WORTH, TX
Current Case Load of 35 - 45 Trade Adjustment Assistance and Workforce Inmowvation and Opporunity SAct Completed Intake Eligibility Process for

WLAAATOA A DWW, Wiouth and TALA Provided in-depih assessments t gather imformation on the needs=s of each client. o determine the best way o
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Example of ‘Ability Summary’ Section added to Resume

Page Displays > ‘Abilities’ text box > Add desired information >
Click ‘Save’

Abilities

Enter a summary of your abilities and include any key skills below:
Soeme HTML tags such as embedded videos are not allowed in this text box and will not be saved.

B I U I

== 0 m

Format ~ | Font - Size - | A

i
€
O

Posszess excellent communication and inter-perzonal =kills. Perform effectively despite sudden deadlines and changing priorities. Proven ability to identify,

analyze, and solve problems. Highly reliable self-starter; can be counfed on fo compleie assignments. Proven competence in working with others in a team
effort.

Image now displays Copy & Paste Resume after ‘Ability Summary’ Section was added

Sadie Says

1234 Hopicil Lano
Aurmiin; TR FTATFE
Phore (512 283 L8567
Abiliies
P woeilEnt carmrumcation and inter-pesomal skills, Perfosm effeclively despils sedden deadines ond changeg priorilies . Proseen shiliy 1o idensfy, onalyze, and soboe poblers
fighily refiabie =aif-sierter; can be coasied on o camplete as=sigrnments. Prosen compotencs inwarking with offers in @ lmam e foet

Employment History

CAZE MANAGER/CAREER COUNSELOR
Tiraa0a - a7 2020 WHORHFORCE SOLUTIONS FOR TARRANT COURNTY FORT WoORTH, T

Currerd Case Load af 35 - 45 Trade Adistment Asssstance and Workfarce onosation and Opparfunity Act Compleied infake Elighiity Proooss for WIASAWRDAGA, DWW, Youths and TAs,
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Employer View of Resume

Your search found 1 résumé(s) that matched your search criteria.

Results View: Summary | Detailed
To sort on any column, click a column title.

Name and Résumé Title

Résumé Résumé Modified Date Education Level
Location Status
Says, Sadie WorkInTexas Upload Copy Paste Active, 07,/03/2020 11:11:00 Vocational School AMNY Details
Austin, TX #7018280 Conline AM Certificate
(View Bésumé) Email this
Résumé

This is a preview of the candidate's résumé.
'r WORKINTEXAS  The résumé title is Upload Copy Paste and the resumé number is 7018260,

Sadie Says

1234 Heptoit Lane
Austin, TH 78757

Phone: (512) 263-4567
Abilities

A highly skilled professional with over 20 years of experience in management and supervision, human services and proegram management, with an emphasis in; Case Managemeni,
Performance Analyst, Staff Development. Workforce Development. Work in Texas, Trade Adjustment Assistance, and HUD system requirements and procedures.
Employment History

Sales Representatives, Services, All Other , Sales Representatives, Services, All Other
1041999 - 12/2019

LAURIE CINECIO

Burleson, TX
=ales and service producer for property and casualty insurance. serviced and made policy changes - ook payments for customers - monitored ingpection and legal trailing documents - efc
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For more information contact
Board Service Strategies



Welcome

« Please Sign In to the Chat box and let us know
you have joined us

« If you are unable to log in you may call in to the

conference line 1-877-820-7831 and mute your
phone

« You can use the Chat box for questions that will
be answered after today’s session.
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Uploading a Resume -
‘Quick Resume Wizard’

Workforce Board Service Strategies
July 30, 2020

Ellyn Corley and Maria Esparza
Program Specialist WIOA & Employment Services
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NOTE: An Individual may “Upload” their resume from any platform, site,
folder or file to the WorklnTexas.com System

* The ‘Quick Resume Wizard’ is one of the recommended methods for staff assisting
individuals when creating a resume.

- Staff should encourage individuals when using this method to create an ‘Employer Ready’
resume in an external word .doc, or .PDF ) Before uploading their resume to the
WorkInTexas.com system. An ‘Employer Ready’ resume

will enable the individual to move more quickly thru the ‘Quick Resume Wizard, and
the finished resume will be viewable to the employer as a completely formatted resume

« Once the individual’s uploaded resume has been uploaded to the background of
WorkInTexas.com, the ‘Quick Resume Wizard’ will take the individual through two
‘Sections’ (Employer Search Items and Contact Information) these may be edited, deleted,
or information added during this process, however;

- Any edited information will not be added to the individuals uploaded ‘Employer Ready’
resume but will be added to the background and converted to ‘free text’ which will later be
viewed in the ‘Resume Free Text’ box and used by employers when searching for candidates.

« The ‘Quick Resume Wizard’ process will take the individual at least 10 minutes, possibly less
to complete
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To Assist An Individual

> Navigation Menu >> Manage Individuals >> Assist an Individual
> Quick Assist: Select individual from drop dropdown menu > Click Assist
> General Criteria: Enter individual identifying information

Click the “Search” hyperlink

_ You have saved Individual item(s) in My Search Lists.
B Quick Search

\' oy WORK TE_X AS Here are the 25 most recent individuals you assisted:
Entar Seanch n ‘ f

l WATERS, CAROL (millends00) v | Assist

[Top | Search | Bottom ]
My Staff Workspace
— My Staff Dashboard My 52

General Criteria

=! My Messages Individual Username: | |

Individual User ID:

Manage individuals Create an Indwvidual Mes | |
(O Starts with these #s

(@ Matches exactly

Services for Worldorce

F| One Case Note to

Multiple Indnaduals k53 State ID Number: I:I

Manage Résumés

First Name:

A A | )
Manage Job Crders Last Name:

Manage Labor Exchange SSN (last 4 digits):
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Page Displays >> To Create a Individual Resume >> (there are two Pathways)

From Navigation Menu >> Services for Workforce Staff >> Manage Resumes >> Create a Resume
From Navigation Trees >> My Individual Plans >> Employment Plan Profile >> Resumes

Navigation Menu Navigation Trees

= [ MyIndividual Profils = () My Individual Plans | [ Statf Profiles

Services for Workforce

Manage Job Orders b Search for Résumes

Manage Labor Exchange " Match Résumés to a Job

¥ Candidate Referrals

Manage Activities

™ Persaral Profle ™ Employment Plan Profle 47 General Prafle
Staff B [ ) ey

[ General Irformation [} Résumés 5 (7 Cast Management rol
Manage Individuals [} Backoround [} Job Aoplicaiors [ Case Summary

General Crit Bt it 2
Manage Employers ks 1 St i 0
o S [ Memo Temps [} Assessmerts

Manage Resumes Create a Resume 1 it Rt

[} Documents E— ) Report Profle

™ Search Hitory Prafle | ooyt Sy

| Self Assessment Profle | Engoymen uds

; . H [ Traning Plan Profile
") Communictions Prof

| Benefits Plan Profle
| Fingnciz Plan Prfie
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Page Displays >> ‘Resume Folder’ to manage your list of resumes >>
Click on ‘Create New Resume’

W e M Pty Crmsdnasec G Sigers Tum

ey TO (e iy

AR et Poe Erngogeees

o Use this folder to manage your list of résurmds.
| WAWYORKCITTTEXX AS To create & new résume, click the Create MNew Résumeé button. Click on a résume tithe in the list below to view that
o L résumé. ¥iou may also wuse a résumé o search for jolbrs by clicking the Search link im the Sction colunmr.,

[ &ssist an indoaciual | Staff Senaces | Indivachual Portfolic 1

v Arsewicuml ErotEies

[E S e = O LT EPETE P ST B I Sty ecoriies
R e N Stage Avencanan e T T T s

F8 For heip click the information icon

Select an option from the pulldown below to show sither your active, expired, partially completed or deleted résumés or all résumés
regardiess of their status:

I Wiswr Sctivie resumes ™ I

Mote: Resumes thaot howve not been rmodified in over 90 dors are sef fo Expired and are not displayved to employers, Click the Reoctivate Al Expired ReEsuirmés
firés to wpdate ol your rEsunTes T foday s doate.

O Records Fowumnd

[ Xre2z OO e e refsasnned | Baactivate o))

Exppicerc Bads urmneds | Covoer Lettar )

Create mew REsurrmeE

Select another lob Seekaer Serwvice

T - Parrfolic

P . - bt Y, Sitom Samcch o Page Prafocencos S Ammimtmense
Privacy Staterment | Disciaimer | Terms of Use | Accessibility | Recommended Settings | EED | Protect Yourself | About this Site | Contace Ls | FAO
Track Page
g Hormee C Sigr Ohat
Sy O CDhmeCe = n e - L e ——

Résumé Title Résumé Status | Viewable Online by Employers Adion | Select

Pigafam Soeclall Yo Artive Yl Uplaad 3 ) & 00

1L
SLOTE A
Loy

Lt

EDEteat.chilarny Active Yes Upload LA o 9/37/2020

Mok Seqich
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Page Displays >> Enter a Resume Title (name) >> Click ‘Upload’ as the
Creation Method >> Click Next

(this PowerPoint will show the process through the ‘Quick Resume Builder’)

.\I]'-‘ WORK FTEXAS Please enter a résumeé name and select a creation method.

I = Indicates required fields. H For help click the information icon.

If you hawve filed a claim for unemployment insurance benefits. you are REQUIRED to complete the resume builder process. The information
gathered during this process will also allow staff to match your experience and work preferences to job openings.

Please create a resume to complete yvour registration. We will now take you through the steps of creating a professional resume or job
:l application. Resumes can be placed online making them awvailable to the top employers in your area.

Résume Name

" Résumé Title:

Mote: You may want to include words that highlight your skills, experience or specialty. Alsc, please be advised that this is a searchable field by Employers if you
choose to have this résumé accessible online. Therefaore you may wish to omit identifying information.

Show Résumée Best Practices

I Résumeé Creation Method

() Comprehensive

rfh Build your résumé using a step-by-step process (create your résumé
Y E from scratch).
e

52 0 min(z) estimatsd

Upload

p Attach an existing Word or .PDF résume (save time by using your existing
m E résums).

10 min(

estimared

O Duplicate a résumé in our system

I » Build your résume frem a previously entered résumé {guickest).
=) 2 mins) estimated
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Page Displays >> ‘Resume Availability’ >> Indicate whether you
want your resume to be available online >> Click Next

. If Yes is selected >> click Ok on the
Indicate Yes or No ]
pop-up box that displays

; ;WQRK TEXAS Please indicate whether you want your résumé to be available online. J ‘

I Uat-app-os4B000000 geosolinc.com says

Résumé Avalabilty You have selected an option that will make your résume available t

Do iy smét b e oo enlopes kv b ey A reqistered employer representatives to view online. By clcking the OK

button, you are agreeing to share the information displayed on your

) Vs my ésumé il beavlab e rline for enployers toview

(e résume. Select OK to proceed or Cancel to go back and change your

selection,

fryou select No you wil sfill oe avalebleto apply for obs you find anline using your resume. However, verfied amployers will not be atle fofind your

résum, This s the quiceer aotian but ennglayers will nat be dble to find you.

ffyou select Yes you will e required to provids some information atiut your job requirements so that varified employers can sasily find your résumé, “ C |
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*** Page Displays >> To Upload a Resume, that needs no specific changes >> Select the
radio buttons under each heading below >> Click Next

‘Quick Resume Wizard’
(this method is best used for resumes that are ‘Employer Ready’)

Content Extraction

Select how you wish the system to access your résumé content:
(@) sSelect my résumeé file (.doc, .PDF)

) <copy and paste my résumé content.

Content Display

Do you wish employers to view your existing (.doc, .PDF) résumé file?

(@) Cisplay my existing résumé content by opening my existing (.doc, .POF) resume file.

) Display my extracted résumé content formatted in the WorkinTexas system.

Extraction Method

We have extracted your employment and education history so you can be matched more effectively with employers.
How would you like to review and or edit this information?

O 1 will review my extracted employment and education history before adding to the WorkinTexas system.

I will NOT review my extracted employment and education histony. | will review it later.
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Page Displays >>Select Browse or Choose File >> Select
Open >> your resume file will upload >> Click Next

Select your résumé Select ‘Open’ to
data source Choose File

Step 1 - Select your résume data source

Browse or Choose your file >> select

) Use arésume that you have previously saved n  document or file (ag. Microsoft Word il open >> file will upload as shown

below.
() Use arésumé document thatyou have preiously erractd
Please carefully review your résumé before
making it available online to employers and NOTE: If Resume is not ‘Employer
recruiters. Check spelling, grammar, and Ready’ prior to upload, then by
abbreviations. Look for typographical progressing through the ‘Resume
errors and check the accuracy of Upload Builder’ changes can be made.

information such as dates. If possible, have
someone you know proof-read your
résumé.

Choose File 6152020 Upload a Resum... Profile Sadie Says.docx

Please click the ‘Browse’ or ‘Choose File’
button to select your résumé document.
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Page Displays >> The ‘Quick Resume Wizard’

Quick Résumé Wizard

Resume Extraction Employer S=arch [tams Contact

& %

Quick Resume Wizard > ‘Sections’

Resume Extraction > Completed once Resume has been uploaded to WorkInTexas.com

Employer Search Items > Employers use this Search Criteria when searching for
candidates.

Desired Location,

Occupation,

Salary,

Driver's License,

Security Clearance,

Language and Proficiency and

Typing Speed

Contact >
Name
Residential Address
Mailing Address
Email Address(s)
Allow Employers to contact me through the WorkinTexas System
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Page Displays > ‘Employer Search Items’ >
Desired Locations

To sort on any column, click a column title,
pesired ocaion e

Harris County, Travis County Edit

¥l Update background information with the selected location [_] Update all résumés with the selected location

Midland County

Select a specific county (or specific counties) -

[ Select Single Area ]

[ Select Multiple Areas ]
Harris County -

Midland County
Travis County

Scroll down 1o see Eastern Texas "

Western Texas

‘ Dalkarn 'smlﬂanmdh'"jw'ﬂm
Hartley | Maore Hm“m :,,,.,,,_,,_, | Clear AN [ Clear Selected |
Chdham ’:m" carm' Gray | Whoeler

I 8 el |
Pl P il Il'l.lnrhl [—— R

To sort on any column, click a column title.
Desired Location

Harris County, Midland County, Travis County

] Update background information with the selected location [_] Update all résumés with the selected location
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Select an Occupation and Salary

Select an Occupation

Listed below are previous occupations you have selected while in this system. Otherwise, you may click the Search
for an occupation link below to find your desired occupation.

I Eligibility Interviewers, Government Programs

[ Search for an Occupation ]

F Update background infermation with desired occupation [ ] Update all résumés with desired occcupation

View Labor Market Information for Eligibility Interviewers, Government Programs

Occupations Occupations Occu ation %&%‘iﬂ?ﬁ QIE_CHF'IE'{M Crccupations Occupations
by Keyword 1573 {Eroug %lng rogfe?rrllon peclnla by Oc C'ﬂ}a['“” by License

1 Display only Gccupations with 2 Bright Cutlecok [ Display Green Qccupations only

Search for an occupation by keyword(s)

Type a job title or occupational keywords in the box and click the Search button. (e.g. Accountant)

= Keyword Search Options

Executive Secretaries and Executi I

Desired Salary > Use the dropdown box to select a Salary > this box is not
required and may be left blank > Check or Uncheck box > Click Next
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Page Displays > ‘Employer Search Items’: (cont.) Employers will use
information entered to search for candidates.

Desired Job Type

Desired Employment | FT / PT Days Available Relocation Telecommuting Default Profile Dlsplay
Resumé

Profile 1 Regular Mon, Tue, Wed, Thu, Fri Willing to Relocate Willing to Telecommute

[ Add Mew Profile ]

« Driver’s License Information > Complete all information
 Security Clearance > Use dropdown to add or update existing information

- Languages and Proficiency > Add new or select Edit to update or change
existing information

- Typing Speed > Use Dropdown to add or update existing information

This ends the Employer Search Items section

> Click ‘Next’
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Contact Information

‘Quick Resume Wizard’
Contact Information

Choose Contact information
to appear on resume

Name
* First Name: I Sadie ]
e 1

* Last Name: | Says I

Residential Address

I am homeless or O Yez @ Mo
otherwise do not have
a permanent residence
Adidress Line T < [ 1234 Hoptoit Lane I
Address Line 2: l I
" Zip Codes | 78757 | nd zip code
City: | Austin |
- State: = -]
~ County / Borough 7 [ Travis County - |
Parish:

T Country: | United States -

Mailing Address

[ use residential address

Email Address(s), Primary, Alternate
and/or Fax Phone Number

Displaying your cell phone number as your
primary phone on your resume could result
in receiving text messages from employers.
Normal text messaging rates will apply.

Check Box to Allow Employers to
contact me through the WorkInTexas
System

Check the box for each item that you want to appear on this résumé
¥] Ve Residenial Addess

Wi prmaythone [ Mallng Addres
[ MtematePhone ] Emel
D Fal E Allow Emplayers to email me thraugh the system
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) Here is your completed résumnme.
'ﬁl".. \-W,':-FQI-{ TEXAS Te modify a section, click on a Seciion Title (e.g. Employment Histormy).

“ For haolp click the information icon,

Please roeviEww your mEsumd for accurscy Befores clicking the save butiamn at the bottom oaf the scfesr

Viewable Online by Employers
L Asst. (CARWYD Wpload (1 ¥ o Yes

2% - |

TOI18ETS S

] pisplay formatted résumsé Wiew your uploaded réesuamd Aeplace your uploaded
abowve to employers - 2
instead of the uploaded
document.

Besume Frese Text

Laaking for parl-time oMce - fecaplionigl, alé amploymantl. Have been aimployoed wWilh he dame agency fof 20 vaars curfently icendad in Texas Tor propaiy and casuially
naurance. EVENTS COORDINATOR/COMSULTANT. Dapartmantal Managar responaible for maintaining and educating staff on a variaty of products and procaduras
Fersonal assistant to owner, Suparvising and schoduiing atl Market and kitchoen supporl staff, Training Markoet Staff on all aspocts of working in the Markot and tho

npartance of Giraml Cutlamar Services Dvanias and Cataring Coaardinalon/'Consultant, Al timas worked as Dvant Bval, Invantary Cantral and guality asaurancs of faod
producis, invantory control of all perishabla & non-panshable gifts ifems, CASE MANAGERMHOUSING INSFECTOR Stafl devalopmani and training on Housing and Urban
Davelopment, HUD Federal rules and reguiations, Case Manager, responsible for caze load of 297 plus all new admissions, Meesl monthly and dady with clients for annual
ra-cartificatan, infarim re-avaiuaiion 1o maei cileni's neads, Devaiopad new Reant Reasonabda Frogram n andar 1o ansure renial costs wara reasonabla and wilinin HUD's
guldelines and reguiations, PFlanned and implomenied saveral Community Based Projeclis with several Communiity Agencies to help our clients on the road o salf-
sulficiency. Such & A d-wedek program on Banking, which meél once & week wilh lopice on how o begin saving maney, Bow to wiile a check, budgeling MNulrition, How o
dfaan for an intanviaw, interdawing schnigues, wiling & resume, Folowaed HUD and Houwsing Authority Board rules and regulations st &l timoes, Recaived sevaral Program
spaciic Cortifications for HUD. CASE MANAGER/CAREER COUNSELOR Curreant Case Load of 35 - 45 Trade Adjustmant Assistance and Workforog innovation and
Cpportunity Al Complatsd Intalcs l'__llul.tllll.ly FPro g3 far WIANYIOA A, DWW, Yaulh and TAA Pravided in-deplh assazamants 10 galher foomatlion an Ihe nesds of sach
climnt, o determing the best way 1o sarve mair indvidual Nneeds, wnathar job search assistance, througn raining or batn, N order © reach their goals and saif-sufficiancy
Frovided information on career industries, LM information, Waork Exparence, OJT's, Apprenticeship Frograms, and frea frainings available (o client to help their ressarch

i maaiing their gopie, Developed 1I0e for WIAAMAOA client's and RE Ps for TAA cliants (o ansure appropriata trammng and smpiogmant gosig are meal, Foliowed currani
diractives, policies, and procedures, Tarrant Boord, TAALA and WiIDA, o correctly input ali reguired information into TWIST, and processad all paparwork; to include, Suppori
Services Unilateral Amendmenis, De- Obligations, ITA: Enreliment Vouchers, Planned Gaps in Service, use of corned Service Codes, Case Noles, Justifications, DIKNT 'S,
TALA Program Datall, TAA Wailvars, Benchmark Reviagva/ Wwanminga and |IAtada, Curfanily maal on a 2-waaek basig with WIOA & TAA whather Stand Alone oFf Co-anfoliad 1o
maonitor job search and training prograss, o issue fus assistancs and discuss any support service nacsds Followad all TAA directives. rulas and regulations to procass
Wanver Regueasis, submit REPs Tor Meard Stall approval, enter REP Benchmark Ravigws and Warnings when warranled, Processsd accurale. detniled and consistient
paparverk Last Annual Review scofed 375 oul of 400 with an avarags cane file Accuracy rate of 97 35% Carniflcation Mount Vernon College A nighly skiliing profasaional
with over 20 yaars of axperianca n managemeant and supervision, human services and program managament, with an emphasis in; Case Managemeant
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Two Options to Display Formatted Resume

Here is your completed résumeé.
\“r WORKINTEXAS To modify a section, click on a Section Title (e.g. Employment History).

ﬂ For help click the information icon.

Please review your résume for accuracy before clicking the save button at the bottom of the screen.

Résumé Title Résumeé Score Viewable Online by Employers

7018275 Admin. Asst. (QRW) Upload (1 1 &4 Yes

2)
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e pteachad e
Unchecked Box: By leaving the box unchecked, individual has selected their
Erg})lleyerlw}él Vlewtt 1 original uploaded resume from an outside source to be
Indliviauals rormatte .
Resume’ (.doc, .PDF) viewable by Employers
Checked Box: By checking the box, individual has selected
Efgplfg’el‘lwﬂl view their edited Resume Free Text document to be
Individuals ‘Resume .

viewable by Employers o

Free Text’ document y POy Save Resumé & Return
created in the WIT
ba okgrnllnd
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Box Unchecked > Employer will view the individuals
uploaded resume from an outside source -
‘Employer Ready’ resume

Sadie Says|

1234 Hoptoit Lane Austin, Texas 78757 (512) 263.4567 sadiesays@gmail.com

Profile

A highly skilled professional with over 20 years of experience in management and supervision, human services
and program management, with an emphasis in; Case Management, Performance Analyst, Staff Development,
Workforce Development, Work in Texas, Trade Adjustment Assistance, and HUD system requirements and
procedures.

Experience

WORKFORCE SOLUTIONS FOR TARRANT COUNTY; CASE MANAGER/CAREER COUNSELOR, FORT WORTH, TEXAS - 2009
- 2017

Current Case Load of 35 - 45 Trade Adjustment Assistance and Workforce Innovation and Opportunity Act.
Completed Intake Eligibility Process for WiAa/ WI0A A, DW, Youth and TAA

Provided in-depth assessments to gather information on the needs of each client, to determine the best way to
serve their individual needs, whether job search assistance, through training or both, in order to reach their goals
and self-sufficiency

Provided information on career industries, LMI information, Work Experience, OIT's, Apprenticeship Programs,
and free trainings available to client to help their research in meeting their goals,

Developed IEP's for WIA/WIOA client's and REP's for TAA clients to ensure appropriate training and employment
goals are met,

Followed current directives, policies, and procedures, Tarrant Board, TAA and WIOA, to correctly input all required
information into TWIST, and processed all paperwork; to include; Support Services, Unilateral Amendments, De-
Obligations, ITA; Enrollment Vouchers, Planned Gaps in Service, use of correct Service Codes, Case Motes,
Justifications, DINT's, TAA Program Detail, TAA Waivers, Benchmark Reviews/Warnings and Intake,

Currently meet on a 2-week basis with WIOA & TAA whether Stand Alone or Co-enrolled to monitor job search
and training progress, to issue fuel assistance and discuss any support service needs

Followed all TAA directives, rules and regulations to process Waiver Requests, submit REP's for Merit Staff
approval, enter REP Benchmark Reviews and Warnings when warranted,

Processed accurate, detailed and consistent paperwork. Last Annual Review scored 375 out of 400 with an
average case file accuracy rate of 97.35%




|

Box Checked > Employer will view the individuals
free text document in the‘Resume Free Text’ box

Rezums Free Text
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For more information contact
Board Service Strategies



