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Resume Builder User Guide 
 
Resume Builder provides you with everything you need to build effective resumes—and guides 
you through the entire process. Use this helpful guide to discover how to take full advantage of 
its innovative features and capabilities. 
 
To create a new resume, click on the TOOLS TO GET HIRED tab. Then select Build New 
Resume from the list of options. 
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Name your resume and include 
a brief description. This is solely 
for your use and will not be 
viewed by employers. 

 
Next, answer the questions that 
follow—the more you tell Job & 
Career Accelerator about 
yourself, the more personalized 
your resume guidance will be. 
If you do not answer these 
questions, you will receive 
general guidance.  

 
When you’re finished, click 
Start Resume Builder. 

 

 

Want to use an existing 
resume? Just click Upload My 
Resume. Please note, only 
DOCX, DOC, RTF, and PDF 
formats can be used.  
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 Resume Builder pages are organized into four areas:  
 
 
 
 
 
 
 
 
 

 

The Browse Model Resumes 
area lets you view a wide array of 
effective resumes from a variety 
of industries, complete with 
expert feedback. 

The Toolbar contains helpful 
resources like Quick View, which 
gives you a snapshot of your resume 
at any step. 
 

You can format, organize, and save 
your resume, or jump to any 
section, through the Section List. 

Enter your personal 
information in the Resume 
Input area. 
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ABOUT MODEL RESUMES 
You have the ability to view a wide array of effective resumes, which were carefully screened and 
selected by our team of experts. It’s a great way to help you build your own winning resumes. 
 
 
 
 
 
 
Select a Job Family when you first begin building your 
resume, and you’ll get targeted model resumes that 
are organized by experience level and role. 
 
 
 
 
 
 
 
 
All model resumes are available for you to view. You 
can view them by Job Family, Experience Level, or 
Role. 
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Every model resume includes notes from a career 
expert, explaining its effectiveness. Just click Expert 
Notes to view. 
 
 
 
To use any section of a model resume in your resume, 
click on the  button, or click Use Entire Model 
Resume.  
 
The sections you select will be placed in your resume, 
where you can format and edit them to suit your 
needs. There are some parts of a model resume that 
you can not use—these include sections with personal 
information, such as the name of your school and year 
of graduation.  
 
 

 

 
 
SECTION FEATURES 
To help you complete each section of the Resume Builder, you’ll get personalized instruction and 
expert guidance based on your experience level. 
 
Click view more to expand any informational section. 
 
Many sections offer additional 
targeted information based on 
work role. Click the link to view more. 
 
 
 
 
 
You can format text in the input area 
of any section.  
 
To save your progress and return to 
your resume later, click Finish Later.  
 
To save and continue building your 
resume, click Save & Continue.  
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Some resume sections have unique formatting features: 
 
Header 
If you completed the My Profile page, much of the information in your Header section will be 
filled out for you. Be sure to review all information in a section before moving forward. 
 

 
 
 
 
 
Headline 
In addition to standard formatting options, the Headline section allows you to add horizontal 

bullets to display your individual skills or accomplishments—just click . 
 

 
 
Experience 
Resume Builder gives you the flexibility to choose how your experience is organized and 
displayed.   
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If you want to organize your work experience into 
groups, such as “Sales Experience,” include the 
group name in the Job Group field. You have the 
ability to add several job groups with multiple jobs in 
each. If you leave this field blank, it will not display 
in your final resume. 
 
 
 
 
 
 
 
 
Click Present if you are still employed at your most 
recent job. 
 
If you’ve held more than one position at a company, 
click Add Another Job to enter the previous title(s) 
and experience, but leave the Name of Employer 
field blank. 
 
Click Add Another Job to continue your work 
experience. You can add as many jobs as you'd like.  
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Education 
 
 
 
 
 
 
Include all relevant education information 
here.  
 
 
 
 
 
 
Click Add Another School to continue your 
educational experience. You can add as many 
schools or degrees as you'd like. You must 
save information about a school before adding 
another school. 

 
 
 
Add a Section 
This allows you to customize your resume by 
adding as many unique sections as you wish. 
Be sure to include a Section Title for each, so 
that they are clear to readers.   
 
 
 
 
 
 
Click Add Another Section to expand your 
resume. You must save the information in a 
customized section before adding another. 

 
 
When you format your resume, you’ll be able to organize sections based on your preferences. 
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PREVIEW AND FORMAT YOUR RESUME 
Click the Quick View option in the Toolbar to view a snapshot preview of your resume at any 
time. After entering all of your resume information, click PREVIEW/FORMAT to format your 
resume. 
 
 
The Style Toolbar 
allows you to apply 
different style templates 
to your resume.  
 
 
 
 
Click the edit link in 
any section to make 
additional changes. 
 
 
 
 
Click and grab the 
sidebar on any section 
to move it on your 
resume. 
 

 
 
A note about section ordering: Your resume will be automatically ordered according to your 
chosen experience level. You have the ability to order your resume in any way you choose in 
PREVIEW/FORMAT mode.  
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APPLYING STYLES 
The Style Toolbar lets you further customize your resume. 
 
Font and Type Size 
Customize your resume font using the dropdown menus. 
 

 
 
 
Style Templates 
There are four different style templates available to choose from, each providing a different look 
and feel for your resume.   
 
To change your resume style, simply click one of the style buttons. You can change styles, fonts, 
and font sizes as often as you'd like. 
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Style Template 1 Example 
 
 

Style Template 2 Example 
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Style Template 3 Example Style Template 4 Example 

 
 
 
 
 
 
 
The PREVIEW/FORMAT Toolbar 
The PREVIEW/FORMAT toolbar offers a number of options: 
 

 
 
Save—To save your resume at any time, click the Save button. Your resume will be saved to 
your My Resumes page. 
 
Close—To close your resume, click the Close button. This will take you to your My Resumes 
page. Be sure to hit Save before closing your resume. 
 
Make a Copy—If you want to change your resume for another job, you can make a copy of it 
for later use. Be sure to give it a clear name and description so you can find it later.  
 
Send to Google—If you have a Google Docs Account, you have the option of sending your 
resume to Google Docs, which offers additional editing features. 
 
Tips—Click Tips for helpful resume advice. 
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Print—Click Print to print your resume. 
 
Download—This feature lets you download your resume to your desktop. You can save your 
resume in Rich Text Format (.rtf), as a Microsoft Office Word 2007 document (.docx), or 
as an Adobe PDF document (.pdf). If you're working on a public computer, be sure to save 
your resume to a portable storage device, such as a flash drive. 
 
*Choose your download format carefully:  

 Select Rich Text Format if you or the recipient do not have Microsoft Office Word 2007. 
 Select Adobe PDF document if you're certain that you're done editing and only need to 

e-mail or print your resume. 
 Select Microsoft Office Word 2007 document only if your computer has Microsoft 

Office 2007 or newer, and you're certain that the recipient can open files in this format.  
 
MY RESUMES PAGE 
 

 

 
 
All of your saved resumes are stored on your 
My Resumes page, and can be accessed 
anytime from the Tools to Get Hired page—
just click on either of the My Resumes links. 
You can also access your resumes from your 
My Accelerator page. 
 
 
To edit a saved resume click Edit; to delete 
it, click Delete. 
 
 
You also have the option of copying, 
previewing, and printing a resume, as well as 
downloading it to your desktop in three 
different formats. 

 




