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

Note: Résumes that have not been maodified in over 365 days are set to Expired and are not displayed to employers. Click the Reactivate All Expired
. Résumés link to update all your résumés to today's date.
e Click on + symbol to

Create New Resume

PE—
+

Create new Résume

[ Tips on preparing your résumé | Reactivate All Expired Résumés | Cover Letter ]




Resume Name and Availability

E Menu A Information 4 Home ° Accessibility (/] My Dashboard 2 Sign Out a Services for Individuals &b Services for Employers L | abar Market Analysis Quick Search p

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

e Enter a title for your resume
Résumé Name

“Résumeé Title:

e Availability section: Select “Allow

em p I Oye rs to V| ew my resume Note: You may want to include words that highlight your skills, experience or specialty. This resume title is displayed to the public if you choose to have
. ” . this resume accessible online.
online.” System default is set to
(l . ” . . . ] . . .
H I d e my resume fro mem p I Oye rs As best practice you should not include any personal identifying information (e.g. name, DOB, phone number) as part of the resume title.
Availability

O Allow employers ta view my résumé online.

@ Hide my résumé from employers.



Resume Creation Method

e Choose your Resume Creation
Method

E Menu A information 4 Home @ Accessibility (/] My Dashboard [ Sign Out ; Services for Individuals & Services for Employers L4 | abor Market Analysis Quick Search p

* Comprehensive: Build your Résumé Creation Method
resume using a step by step
process (create your resume from
scratch)

@ Comprehensive

f\“ Build your résumé using a step-by-step process (create your résumé
A from scratch).
-

20,0 min(s) estimated

e Upload: Attach an existing Word

or .PDF resume O Upload
( Ib\ Attach an existing Word or .PDF résumé (save time by using your
HB existing résume).

10 min(s) estimated

- Save  Cancel
g 4 A 4



Completing sections in Comprehensive Resume

Avoeaen Meore Qromsbiy EyDetbond upon & omme bebovds  Bhtensce b inpioes 1 Luber Untet Aoy

Testing Record
A0 Funchbow! Srset, Honotuly, H 95813

Phone: (805) S55-5100

Ability Summary

E Coarik hesse to 200 your Abiiity Sumeary
Emplayment History

E (ke ¥ 2] your Employment History
Educstion History

E’-;«.»-.e:.; 300 your EUcabon Histery
Occupational Licenses, Cartificates and Tralning

I?J Click hee 2 i yuor Qeupatoonal Licanses. Cortficates and Traming
Hanars and Activities

!:of ik e 0 300 ot Honors and Activites
Additional Information

g Chiek hesé 15 3o yoor Aodtonal Infsmation
Detailed References

E Clck he bo acd yoor Dutailed Referances.

Click on each section to open modal pop-up display to
enter or edit data for that section

Empty sections include a Pencil symbol, to indicate the
need for entering data

Objective section

Errter your objective and desired goals below:
Some HTML tags such as embedded vidzos are not allowed in this text box and will not be saved

BIlUL EEAE IR ENEE

Fomat  « | Fot - S c AR e o

Toobtan an Acerisraie A

Lot
[ Tt Templates | Spell Check |insert Genecal Sample Text | Chear Text | Remave Al Fomating |

I [# update background informaticn with this objective I

e Click on Objective section and type in Employment
Objective or utilize “Insert General Sample Text”
e Click on checkbox to “Update background information

with this objective” :



Ability Summary

Ability Summary A sornelp dick the

information icen

i A erices o mphoyers B8 Lot okt Ay

Testing Record
B30 Purcibowd Seed. Honokaky H %5813 Enter a summary of your abilities and include any key skills below:
Prone: (338 S6E-4T00 Some HTML tags such as embedded videos are not allowed in this text box znd will no? be saved.
Objectiva & = . ™m0
BI UL EEAE - -0BG
E'-:ﬂ D 1 31 Y0 Dbjectve Fomad  « | Forl . sae A E & o
Abilty Summary : Hard wordkng, highty mobvated leam playel,

m:-en e i1 2 your iy Summary

Employmant History
g Clirk feme okl your Emplaymen Hisiory
Education History
g Clirk feme o] your Ecduation istory
Qceupetional Licenses, Certifizates end Treining
g (ke 12 300 your Dccupational Licenses, Cenmicaies and Trinng
| Tt Templates | Spell Check | insert General Sample Text | Clegs Ted | Remove Al Formatting |
Hanors and Activides

E Update background information with these abilities

m Dick ez to add your Henars and Acthities

e

g ek hene 1930 your Addbona| Informabon

Deled e * Click on next section, Ability Summary
Wi e Enter summary of your abilities and include any key
skills
e Click on checkbox to “Update background information
with these abilities” and click on “SAVE”




Employment History

Employment History

Start/End Dates  Job Title (Occupation)

My Ao Meome Quoestity Bhwyosstond Grigaone Ssmios foriciduts 4hsersices o inplyers 1 oy et v s 0

Testing Record
B30 Punchibowd Street, Honolly, H 35673
Phone: (304] 386300
Objective
E’- ck here 10 31 your Oljectve

Ability Summary

E'.' ook IR 10 33 your ARy Summary
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Employment History

g ok hesz 10 add your Employment History

Education History
g Ak e 12 200 o B ation Fekery

‘Occupational Licanses, Cerfificates and Training
Employment History
B‘ Cack nese 13 2 your Decupational Licanses, Centficans ard Trainng
Emplayer
e N
g'.".' et 10 30 your Hanars and Actvibes Freil ' TSI

ip Cose

Hanors and Activities

Addifional Information
z ot nese 12 add your Addisonal information
Dwtailed References

g ok here 10 333 your Dataiied Relrences

e Click on next section, Employment History

* Fill out Employment History, red (*) are required
fields
* Click on SAVE when completed



Employment History

Message from webpage >

You may add the technical skills and tools associated with this
new employment history to your existing list.

If you would like to add these skills, click the OK button
/ otherwise click Cancel.
Message from webpage >

e |f OKis selected, another pop-up box will appear to

You may add the skills associated with this new employment
history to your existing list.

If you would like to add these skills, dick the OK button

otherwise click Cancel. give you the option to add “technical skills and tools
associated with this employment history”
. . e Click CANCEL to not include these technical skills

e After clicking on SAVE in employment history, a
pop-up box will appear stating “You may add the
skills associated with this new history to your
existing list”

* Click OK button to add skills, otherwise click Cancel
e If OKis selected, another pop-up box will appear to e
give you the option to add “technical skills and o & one
tools associated with this employment history” OR —

click CANCEL to not include technical skills.

e Skills/Tools and Technology will appear in Additional
Employer Searchable Items area

e Skills/Tools and Technology can be edited or updated by
clicking on “Job Skills” and/or “Tools and Technology”



Education History

Education History

Completion Course of Study
Date Izsuing Institution

Testing Record
B30 Funchbowt Sareet, Honohaa. H 95673
Prone: (80} $66-3700

m':xih!lti-n:hfu'wm . . .
e Click on “Add a new Education History”

Ability Summary

[ cockver 0y sy summmary

Employmant Histary
B 00k e 13 ko Employmmnt Histony Education History
Education History
D reot connplete for education levels o bees B igh Seheel er High School fquivaiency Diplema. Comifieaters
(@ s ere sy Eomanon bavory anct Ceruparional Licenses shoudd be added in 1ha e sacsion
* Qualification Level: Jm——
Ozcupational Licenses, Centificates and Training - | Mo Selectedt

B’ 8ck e 13 k) yoar Occupational Licemses, CartPicates and Training
Honors and Activities

g-:-u beres b 8y Hanors and Activities
Additional Information

z ek e 13 &k yoar AddiBonal information
Detailed References

[ T A P —

e Click on next section, Education History

“ Course of Study:

tducational Program
Classification:

* lasding Institution:
e

Stata | Province fof

Comntry (of Insttartion) | | o oy

*Are you Currantly
Attending this Scheol?

Total Sem/lock Howrs
Complatad:

Complete education history fields, red (*) are required
fields. Click on SAVE when completed 9



Occupational Licenses, Certificates and
Training

At W Quoctity vy toibord (it & smic bl 488 Swices o iaployers B4 (abor orkot draysic

Occupational Licenses and Certificates

Testing Record
B3 Purchboed Steel, Honoksls HI 98813
Pone (B3] 566-5700

Objective

E-:,-. here i 31 your Dbjecove
Abiltty Summary

E-Zn hete o #d your Aily Surmmary
Employment History

[ fER e —r—.

R * Click on Add a new Occupation License(s)- Certificate(s)

Oceupatonal Licenses, Cerfifizates and Training

E ot ner 13300 your Oecupationy| Lisanses, Cermicates 3nd Training

Hanors and Activities

E-:<t hera 1o 333 your Henors and Actiities
Additional Information

g 80k e 13 2003 your AciBonal Injormation
Detalled Referentes

[ ik e 284y Dot Reernces

e Click on next section, Occupational License(s),
Certificates and Training

e Enter Occupational License fields, red (*) information are
required fields. Click on SAVE when completed

10



Honors and Activities

Bt Wame Quostiy Bhwyoestors (Bigaie Somicstornciitut B seices o ingloper 1 oy ket ety

Testing Record
B30 Punchibowt Sireet, Honolly, H 35673
Fhane: (M) S8E-AT20

Objective

m-:-:; here o a3 your Dbjectve
Ability Summary

E'} ook IR 10 33 your ARy Summary
Employment History

B’ ik nese 1 adt your Emplayment History
Education History

g Gk e 1 2 your Eusation Hevlany
‘Occupational Licenses, Cerfificates and Training

B‘ Cack nese 13 2 your Decupational Licanses, Centficans ard Trainng

Honors and Activities

4 ok e 0 3 v Honars and Actitns
Addifional Information

[ —
Dtailed References

g ok here 10 333 your Dataiied Relrences

* Click on next section, Honors and Activities

Honors and Activities B zoerip cickthe

rformation kon

Enter your bonars anad activities below:

| Teat Templates | Spel Check | Insert General Sample Text | Claas Tadt | Remors Al Foimatting |

Enter honors and activities. Click SAVE when complete

11



Additional Information

Ao Mo Quostity Bvyoeibors (hsipon B s for it 885 Seniers o rsplopers 18 Lot Wkt

Additional Information B forhelp dick the

information iccn.

Testing Record
B30 Funcabowd Sreet Honokaby + 9587
Frone: () S6E-300
Objective Enter any additional infarmation below:
g ek her o A3 your Dbjectve
Ability Summary =0EG

Fomal . Fad o See o« Ae|M @0

BIUVUL &§228 %=

g Dk here 1o a8 your ARty Summary

Employment History

B’ A0k e 1y )y Emplayment History
Education Hisiory

E’ a0k e .20 your Eucation Histary
Occupatonal Licenses, Cerfificates and Training

B 30k e 1y k) yrar Dceupational Lisenses, Genicates and Training
Honors and Activities

ﬁ (sick here fo a1 your Honors and Activites

Additional Information -
[ Text Templates | Spell Check | Inser General Ssmple Text | Clear Tent | Remove All Formatting |

B 2301 hem 1 ko Adikonal Information

Detalled References

ﬁ (ick here 1o a1 your Detailed Rlerences

* Enter any Additional Information. Click SAVE when complete

* Click on next section, Additional Information if you would
like to add any additional information to your resume

12



Detailed References

Bt Wrow Questity Bhwyostbord Biipoe § e boimiiduts 486 Soricr o troployrs 8 Labor Mot s

Objective
IK ek, e 10 2 yOUr Dijectve
Detailed References B Forhep cick e
Ability Summary information icon.

[ o e o2 yor ey sy

Name and Contact
Information Employer

Emplaymant Histary
E ek e 13 k3 oy Employment History
Educaticn History
E’ S0 e 13 30 your ESusation Hiriory
Occupational Licenses, Centificates and Training
3’ ek e 13 ekl yaur Occupational Licemses, Cortficates and Trainng
Honors and Activities
z-; ok s b 8 your Honars and Actiities

Adational Information

B’ Shck e 1 ack! yoar ASABOR3! Information

Detalled References

[ T A P —

* Click on “Add New Reference” to list your specific references
on your resume OR

e Click on the box: “Display References Available on Request on
this resume”

* Click on next section, Detailed References if you would like to
add your specific references on your resume

13



Additional Employer Searchable Items —
Desired Occupation

Additional Employer Searchable ltems Not Online

Emplosrars looking for sésumés online can search for résumés using cocupation, job location, and salary
u wish 1 make your nsumsé accessible to employers sing these citeia,

I Desired Occupation A\ Mone Specified I «
Diesired Salary A\ Mone Specified Selectan Oecupation = -n;‘::*l‘ll::rﬂc:
mtion
Desired lob Location A\ None Specified —
L are p a5 you have i this Ortherwise,
Do o you may dick the Search for an eccupation link below to find your desired occapation.
I [ Seaich for an Jecupation | I
Yis Labeot Market Informsation for iffice Ceries. General

Drivers License A\ None Specified
Sequrity Clearance A None Specified . .
Job Skifls 58 skills}
Tools and Technalogy 121 Technology

26 Teok:
Typing Speed A\ Mone Specified
Language/Proficency A\ Mone Specified

* Click on drop down box that will display previous occupations
you have selected while in the HireNet Hawaii system OR

e Search for an occupation by clicking on the “Search for an
Occupation link”

* Click on SAVE when completed

* Next complete Additional Employer Searchable Items fields
* Click on Desired Occupation

14



Desired Salary

Additional Emplayer Searchable Items Nat Oniine

Employers ooking for sésumés online can sesech fer sumés Lsng cocupation, job location, and salary
range 2 search crtana. H you wish o make your nésumse accessible to employers using these oritnria,
click the appropriste fnks below.

Desired Occupation A None Specified
) B ro netp aick e
— - Desired Salary nformation icon
esired Salary A None Specified
Desired Job Location A\ None Specified
Desirad Job Type [rays : Nona Specified
Shifts : None Specified

Emplayment Type : Any

ull gr Pant Time : Ay

Diivers Licerse A\ None Specified
Security Clearance A\ None Specified
Job Skills 58 shills)
Tools and Technology 121 Technology
6 Tooks
Typing Speed & None Specified g w I .
i ) * Click on drop down box to select “Desired Salary:
Language/Proficency A None Specified

e Check box will be defaulted to “Update background
information with desired salary”

e Click on next section, Desired Salary e Click on SAVE when completed

15



Desired Job Location

Additional Emplayer Searchable Items Nat Oniine

Employers ooking for sésumés online can sesech fer sumés Lsng cocupation, job location, and salary
range 2 search crtana. H you wish o make your nésumse accessible to employers using these oritnria,
click the appropriste fnks below.

Desired Occupation A\ None Specified
Desired Salary A None Specified
I Desired Job Location A None Specified I “« ”
A . . .
- - e Click on “Add a Location” link
Desirad Job Type [rays : Nona Specified
Shifts : None Specified

Emplayment Type : Any

Diivars License A\ None Specified
2 o o g
Security Clearance A\ None Specified ‘%b"“\ “333{"
g '»)
Job skills 56 shills)
ific C. ific ies)

Tools and Technology 121 Technology

6 Tooks .:

P i

Typing Specd A None Specified \ @ /
Language/Proficency A None Specified

* Click on next section, Desired Job Type : : : : :
* Make a selection of Desired Location by choosing either: State of

Hawaii, County or Zip code
e Check box will be defaulted to “Update background information

with the selected information” Click SAVE when completed 16



Desired Job Type

Desired Job Type B For help click the

miormation ke

Display on
At Rrw Byoasbess Bipos &u s R o gy 1 Lt Desired Employment Résume i Default Profile
Additional Emplayer Searchable Items Nat Oniine
Employers ooking for sésumés online can sesech fer sumés Lsng cocupation, job location, and salary

range 2 search crtana. H you wish o make your nésumse accessible to employers using these oritnria,
click the appropriste fnks below.

Desired Occupation & None Specified
Desired Salary A\ None Specified
Desired Job Location A\ None Specified
. V74 . ”
— , e Click on “Add New Profile
Desirad Job Type [rays : Nona Specified
Shifts : None Specified
Emplayment Type : Any
Full or Part Tiene : Any
Wiling to Travel: No
Wilkryg o Relocale ; i
Viling lo Relocale ; No Desired Job Type B ror help click the
Wiling o Tkscommute: o information icon,
Diivars License A\ None Specified
Desired Job Type Profile Information
Security Clearance A\ None Specified * Title of this desired job i
— . e mroties Profile 1
Job Sklls 56 shil(s) [#] This is your default Desired Job Type profile,
Tools and Technology 121 Technology
26 Tooks Desired E =] Y

rose ’ empiezmons oo
Typing Speed A None Spe:lﬁed Regular

Full-Time or Part-Time: [ £uil Time (30 Hours or More) =

Language/Proficiency A None Specified

Desired Work Hours

*  Click on next section, Desired Job Type e Complete Desired Employment Category, Desired Work Hours,

Desired Travel and Relocation/Telecommuting
* Red (*) are required fields. Click on SAVE when completed

17



Drivers License

ﬂ For help click the
information icon.

Driver's License Information

* Do you have a valid O Yes @ No
driver’s license?

Additional Employer Searchable Items Nat Orline ‘Do you have access to () Yes @ Mo
a mator vehicle?

Emyloyars looking for sésumés anline can sezsch for résumés usng coupation, job location, and salary

s usng these crilera,

sange a5 search critaria, i you wish o make yous nbsurmé accessible Lo emplo
chick the appropriste fnks below,

‘Do yourely on public (O Yes @ No

Desived Uccupation A\ None Specified transportation?
Desired Salary A\ None Specified
Desired Job Location A\ None Specified

Desired Job Type

g e Red (*) fields are required

s Do you have a valid ® vYes O No
A None Specified driver's Heense?
Security Clearance A None Specified
[ 1ssued Qutside the United States
Job Skils 58 skillz)
“ State Issued: Sale -
Tools and Technology 121 Technology [%]
26 Tooks
" Briver's Lisenss Type: | Nene Selected -
Typing Speed A\ None Specified
Language,Proficiency A Mone Specified Driver's License Class: [] Mopeds
w
[ and mator

[0 SvWR<15001 & Transport < 16 people
[ single Vehicle GVWR 15000 to 26000 |bs

* Click on next section, Drivers License L Clase A-GVWR> 26000 & Towing GVWR> 10000

[ <lass B-GVWR = 26000 & Towing GVWR <10001
[ meither Class A or B & transport > 15

e Additional fields will appear if YES is selected for valid driver’s

license. Click SAVE when completed
18



Security Clearance

Security Clearance E¥ For help click the
information icon,

Ao Wicen 0 acosbiy

Additional Employer Searchable Items Nat Online

What is your current l Mo Clasranea = l

Employers looking for résumés anine can seanch for résumés using conupation, job location, and salary
sange a5 search criteria I you wish 1o make yous nsume accessible bo employers usng these criteris,
lick the approprizte Inks balow.

Desired Occupation A\ Mone Specified

security cl e?

Desired Salary A None Specified
Diesired Job Location A\ None Specified
Desired Job Type Dy : None Specified

Click on drop down box for type of Security Clearance

Diivers license A\ None Specified
I Secutity Clearance A\ None Specified I
Job Skills 58 skillz)
Security Clearance Bl For help click the
Toolks and Technalogy 121 Technology information icon.
26 Teok
Mone Selected
Typing Speed A\ Mone Specified What s your current No Clearatice
security clearance? Active Confidential
e Active Secret
Language/Proficiency ifi
U3 ¥ A\ MNone Specified o Active Top Secret

Active Top Secret 5CI

e Click on next section, Security Clearance. If NO Security
Clearance bypass section.

Select Security Clearance level and click on SAVE

19



Job Skills

Pre Te 5

atics
svide Technical Supporn To Computer Users

Entertainment & Media
Tr Spaken Or Writter srmation

L 4 Writin.

W ployee Crientation Or Training Materials
Financial Services

Cormpile Dats For F Reports

Jir ks counts Payable

I
[
Pre
F
[

Additional Employer Searchable Items Nat Online

Employrers looking for iésumés online can search for résumds using cooupation, job loeation, and salary
FEnge 35 starch ariteria, If you wish o make your nésumé accessible to employers usng these aiteria,
lick the appropriste finks below.

Desired Gccupation A None Specified
e A Nosa Spaciied e Skills will be prefilled if you selected YES to associate skills related to
Desired Job Location A\ None Specified your OCCUpation When completing Employment History-

R v e *  Click on MODIFY SKILLS to make changes

Divers License A None Specified
Security Clearance A\ Naone Specified
I.l-):: SKils 58 skillis} I Job Skills R Ffor heip click the
S infarmation icon,
Tools and Technalogy 121 Technology
26 Tooks
Typing Speed A None Specified
Language/Proficency A None Specified

e Click on next section, Job Skills

* Click on ADD SKILLS if skills are not pre-populated from occupation.
Choose related skills and click on SAVE when completed

20



Tools and Technology

I I -~
=l
=
=
=
=
=
=
(=]
Additional Employer Searchable Items &
Employrers looking for iésumés online can search for résumds using cooupation, job loeation, and salary S
FEnge 35 starch ariteria, If you wish o make your nésumé accessible to employers usng these aiteria,
lick the appropriste finks below. foware i

Desired Occupation ﬂ Mone SPe;i{ied

* Tools and Technology will be prefilled if you selected YES to associate
Tools and Technology related to your occupation when completing
Employment History. Click on MODIFY SKILLS to make changes.

Desired Salary A\ None Specified
Desirad Job Location A\ None Specified

Desired Job Type

Viers License ” Tools and Technelogy B8 fornelp click the
[riders licenss A None Specified information icon.
Security Clearance A\ None Specified = e - o~
urren ‘echnology ect =
Job Skalts 58 shill[z)
v
Tools and Techaology 121 Technology P Current Tools Select All
<
26 Tooks
R— [ Add tools and technolagy by ket rd |
Typing Speed A None Specified " st ]
Language/Proficency A None Specified -
v

* Click on next section, Tools and Technology

e Click on Add tools and technology by keyword or Add tools and
technology by occupation if skills are not pre-populated from
Employment History. Click on SAVE when completed

21



Typing Speed

B ror help click the
information icon.

Typing Speed

Additional Emplayer Searchable Items Nat Oniine

None Selected =

Employers looking for itsumés online can seaech for iksumés Lsng oocupation, jobi location, and salary
range 2 search crtana. H you wish o make your nésumse accessible to employers using these oritnria,
click the appropriste fnks below.

Desired Occupation & MNone 5pe:iﬁed
Desired Salary A None Specified
Desired Job Location A None Specified
Desirad Job Type [iays : None Specified

e s e Click on drop down list
Emphovment Typs : An

Full o _-_T-’u_r:Ar\.)'T

Willing fa 1:Na

Wil

Wiling to Telecommute : Mo

A\ None Specified

Sequrity Clearance A None Specified
Job Skalls 58 shills) = 2
Tmlingiusd gl i or i
Tools and Technology 121 Technology )
6 Tooks

Typing Speed

A None Specified

Language/Proficency

A None Specified

Click on next section, Typing Speed. If not applicable, bypass

Typing Speed

Less than 20 wpm
20 + wpm
40 + wpm
60 + wpm
80 + wpm

Select Typing Speed from drop down list and click on SAVE

22



Languages and Proficiency

oy A Services for traphopery B Labon Wkt i

Languages and BB ror help click the

Additional Employer Searchable Items Not Online Brofisinity information icon.

Employrers looking for iésumés online can search for résumds using cooupation, job loeation, and salary

FEnge 35 starch ariteria, If you wish o make your nésumé accessible to employers usng these aiteria, "
click the appropriste ks belaw. Language Proficiency

Desired Gocupation A None Specified
Diesired Salary A\ None Specified
Desirad lob Location A\ None Specified
Desired Job Type [iays : None Specified

Shifts : None Specified

Click on Add a new Language

Diveers license A None Specified
Seaurity Cleararice A\ None Specified
Job Skills 58 skills} Languages and BB ror help click the
Profici infarmation icon.
Tools and Technology 121 Technology roficiency
26 Tooks
i “Langusge: None Selected
Typirg Speed A MNone Spe:iflld | one ected
- - oy - -
Proficlencys MNone Selected =
Language/Proficency A None Specified
v

e Click on next section, Language/Proficiency. If not applicable,
bypass section.

Make a selection from drop down for Language and Proficiency
Click on SAVE when completed

23



Set Resume to Online

Message from webpage >

= Menu finformation @ Home @ Accessibiity @My Dashboard  (¥SignOut & Services for individuals 488 Services for Employers 1l Labor Market Anatick Search (O |

Please click OK to set your résumé accessibility to anline ar
click Cancel to leave your résumé accessibility alone,

Office Clerk _ _
Not Online Cancel

* Pop box will appear, click OK to set your
resume online

Message from webpage *

BEGBIEER  Chronological - System Template @ 9 & @

You have selected an option that will make your résumé

available to registered employer representatives to view
Testina Record online, By clicking the OK button, you arefagreeing to share
80 F‘_r-:r-:a---IS'ug-1 Horoltilu, HI 96813 the information displayed on your résume, Select OK to
proceed or Cancel to go back.

o : Cancel
*  Once fields in resume have been completed, click on “Not
Online” status to “Online”

e If you are filing or filed an Unemployment Insurance Claim your
resume must be ONLINE for employers to view

* Pop box will appear, click OK to make your resume
available to registered employers online

*  You are also agreeing to share the information
displayed on your resume to employers



Online Resume

A Information /ﬁ‘ Home e Accessibility a My Dashboard (0 Sign Out a Services for Individuals 3&% Services for Employers

LM | abor Market Analysis

Office Clerk Resume Features:
Online 1) Copy Existing Resume
v/ Complete 2) Print Resume

3) Email Resume

4) Download Resume:
* Adobe Acrobat File (PDF)
* Microsoft Word File (.doc)

1 2 3 4 5 * HyperText Markup Language
y 3 (HTML)
Template. L- E] 9 & @ * RICh Text Format (RTF)
5) Template Options

Testing Record
830 Punchbow! Street, Honolulu, HI 96813
Phone: (808) 586-8700

e Resume is now ONLINE and COMPLETE

25



Upload Resume Option

A nformation @ Home @ Accessibilty @ My Dashboard € Sign Out & Services for Individuals % Services for Employers L Labor Market Analysis Quick Search p A

“Résumé Title:

e Select UPLOAD creation
method to attach an existing
Word or.PDF resume

Note: You may want to include words that highlight your skills, experience or specialty. This resume title is displayed to the public if you choose to have this resume accessible online.

As best practice you should not include any personal identifying information (e.g. name, DOB, phone number) as part of the resume title.

Résumé Creation Method * Enter a title for your resume

(O comprehensive

fy from scratch).

{ ,\\‘ Build your résumé using a step-by-step process (create your résumé
<L)

37.0 min(s) estimated

@® upload
P Attach an existing Word or .PDF résumé (save time by using your
IIE existing résumé).

10 min(s) estimated
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Upload Resume - Resume Availability

= Meru A nformation @ Home ) Accessibility @0 My Dashbcard B9 Sign Out i Services for Individuals &K Services for Employers 1 Labor Market Analysis Quick Search p ~

Résumé Availability

Do you wish your résumé to be available online for employers looking to hire you?

Q Yes, my résumé will be available online for employers to view.

O No, my résumé will NOT be available online.

If you select No you will still be available to apply for jobs you find anline using your resume. However, verified employers will not be able to find your
résumé. This is the quicker option but employers will not be able to find you.

If you select Yes you will be required to provide some information about your job requirements so that verified employers can easily find your résumé.

Y i "\‘
. <<Back  Next>>
- 4 - >

We value your input, did you find what you were looking for? g

e Select: YES, my resume will be available online for employers to
view

* If you have filed an Unemployment Insurance claim, your resume
is required to be ONLINE and available for employers to view

e If, for any reason you elect to take your resume offline while
collecting Ul benefits, please notify your local Ul claims office

A iormation @b Home @ Accessibility @ My Dashboard [ Sign Out & Serviees for Individuals 458 Services for Employers L Labor Market Analysis Quick Search O [
Please indicate whether you want your résumé to be available online.
HIRENET . g

Please Confirm...

Résumé Availability

You have selected an option that will make your
Do you wish your résumé to be avail: €sume available to registered employer
representatives to view online. By clicking the OK
button, you are agreeing to share the information
displayed on your résumé. Select OK to proceed or

(® Yes, my résumé will be available onl

O No, my résumé will NOT be avai
¥ .
Cancel to go back and change your selection.

//' "\.‘
f \

If you select No you will still be available @ X Cancel J.' =mployers will not be able to find your
. _

résumeé. This is the quicker option but err

If you select Yes you will be required to provide some information about your job requirements so that verified employers can easily find your résumé.

*  Pop up box will appear. Click OK to confirm “you are agreeing to
share the information displayed on your resume”
e Select OK to proceed
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Content Extraction — for uploaded resume

Content Extraction:

A Information i Home o.ﬁcrﬁdﬁlhy [/ My Dashboard B Sign Out = Services for Individuals A Services for Fmployers LM | shor Market Analysis

Content Extraction

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

O Copy and paste my résumé content.

Make selection of selecting PDF or
Word resume to upload OR
Copy and paste resume content

Content Display:

Content Display

 Make selection of displaying existing
Do you wish employers to view your existing (.doc, .PDF) résume file? resume content OR d|sp|ay extracted
@® Display my existing résumé cantent by apening my existing (.doc, PDF) resume file. resume content formatted In the
(O Display my extracted résumé content formatted in the HireNet Hawaii system. HireNet Hawaii system
Extraction Method 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? * M a ke S€ I ection to revi eW ext r.a Cted
employment and education history
@ | will review my extracted employment and education history before adding to the HireMet Hawaii system. before addlng to the HireNet Hawaii
O 1 will NOT review my extracted employment and education history. | will review it later. .
system OR choose to review
<< Back Next >> employment and education history
1 later
[ ]

Click on NEXT when completed



Select your resume file

Bromen Rivme Qrccesioiy BMyDmoone Bigon & 48 Services for fmployers. B Labor Markst ey usck Searcn O 18

&

€
&
&
@
&
€
€

H For help click the information icon

Select your résumé file

Flease carefully review your résumeé befors making it availzble online to employers and recruiters. Check spelling, grammar, and abbreviations. Look for typographical ermors and check the accuracy of

infarmation such as dates. If possible have someone you know proof-read your résumé /

[I Browse... | Supported Fila Fommatfs)

Please click the Srowse or Choose File button to selact your resumé document.

For security reasons, we advise you to remove your email and cell phone numbers from your résumé before uploading. Employers can contact you through our messaging system if you have applied for ore of
their jobs or if they find your résumé through our résumé search functions.

If you wish to manually enter your résume in a step-by-steg process, click here

* To upload resume, click on Browse to select your resume file
Once resume is uploaded, click on NEXT and continue through
additional fields (e.g. Employer Search Items, Education, etc)

Brnneen Piers Qrcesom Biwoeses Fopon Devosrnovia B oo ispoe B v v

Résumé Free Text

L A hane copied yOur 18t YO ¢ iLinto the text bk Balow in 50 oF two ways You can either place your curscr 3 the 1op 1% comer o1 the 121 Dou, Then dick the £ mouse BUERON and select Pasts, 0f you can place the curso! snywhere inside the
Yex Lo end presa the Ctrd and V e

eybecand al the same tme.

What information can you add;

= Test that you paste wil be viewable by emgloyers. Do not enter any indoemation that you would prefer to kesp confidental

ity MEasses we FERTICHE 2T BT St 3 the amal Bdress you providec ot regstration fwe will corfiers this adcress ser you paste in your

wer will mot i se¢ your emal xdn 00nd and p dress,
o B tet thar you wish ro cisplay in  specific fameat, you may wish 10 use the Bremal Résumé oofion which wi
I 15 Yo O

+ Displayng pour ced phone number on your resane could result in getting te messages from employers. Nomral tat messaging rates will appdy.

Same HIML taos wach a3 errbedded ndeod e not allowed in ths et boy and will not be saved
= —

BlULnzansniEQBE

T vl s EN e | A 00

e For Copy & Paste resume, paste resume in body of page and
select NEXT when completed
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Resume Upload Builder

- {n ] X
e - hitps hirenethawaii.comvasnet feddens/in - & G | Search.. o=
#d HireMet Hawaii - Resumné L.
E Menu A Information ﬂ‘ Home o.i\u:essibiﬁly My Dashboard & Sign Oul a Services for Individuals %Serviws for Employers Ll abor Market Analysis Quick Search p s
°
HIRENET Please select your desired work location.
HEALWAI
Résumé Upload Builder °
Résume Extraction EmEh'.lEr Search ltems Education Cerlifications Employment Job Skills Technical Skills And Tools
v ' ) < @' < %
Websites Contact References
g e 2
ﬂ For help click the information icon. °
To sort on any column, click a column title.
Desired Location Action
Hawaii Edit
Leave as checked to | E Update background information with the selected location
update background
information
A

Once your resume has been extracted from
upload or copy and paste it will pre-fill
information in each resume section

Click on “Next” to move forward and the
system will walk you through the remainder of
the Resume Builder to format your resume
and add it to the HireNet Hawaii system

Once all fields have been completed, resume
will display ONLINE and complete
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Complete and Online Uploaded Resume

e e B AR S e Ak A nformation @ Home €9 Accessibility @) My Dashboard [ Sign Out &R Services for Individuals & Services for Employers

Lt | abor Market Analysis

Eagde

Uploaded Resumé Options

E Display formatted résumé above to employers instead of the uploaded document.

View your uploaded résumé

Replace your uploaded résume

e Below the displayed resume, you have the options to:
i * View your uploaded resume
e Resume will display online and complete * Replace your uploaded resume

e Click on the link for the options

31



	Resume Builder 
	Create New Resume 
	Resume Name and Availability 
	Resume Creation Method 
	Completing sections in Comprehensive Resume
	Ability Summary
	Employment History 
	Employment History 
	Education History 
	Occupational Licenses, Certificates and Training 
	Honors and Activities 
	Additional Information 
	Detailed References 
	Additional Employer Searchable Items – �Desired Occupation 
	Desired Salary 
	Desired Job Location  
	Desired Job Type 
	Drivers License 
	Security Clearance 
	Job Skills
	Tools and Technology
	Typing Speed
	Languages and Proficiency
	Set Resume to Online 
	Online Resume 
	Upload Resume Option 
	Upload Resume - Resume Availability 
	Content Extraction – for uploaded resume
	Select your resume file 
	Resume Upload Builder 
	Complete and Online Uploaded Resume 

