Ohio Department of Job and Family Services
Creating or Uploading a Resume in OhioMeansJobs.com
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Step 1. Go to www.OhioMeansJobs.com

Individuals

+ Assess your skills and map
out your career plan

+Search for jobs in your area

+ Post your resume for Ohio
amployers

Employ

[ OhieMeanslobs

+ Find program € = C [4 www.ohiomeansjobs.com =

waorkloroe

s=pmm e Click the Unemployment Compensation Claimants
icon on the lower right side of the screen.
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OhioMeansJobs Unemployment Guide

Do you receive unemployment beneg;
you how to make the most of Ohy

We're here to help with your job search! Not sure whers to start? We'll tell If your situation changes,

s.Jobs so it can help you reach your career goals. you can make changes to
your ChioMeansJobs
account at any time by

nemplovment benefit account on or after April 11, 2014, you rmust visiting your Account

k 14 and Week 20 activities below. You can complete them early or Settings

te thern by the deadline dates listed on the "Reemployment

ruction Sheet." The Office of Unemployment Compensation will

eiving your application. Failure to complete these activities by

ployment benefits to STOP until the activity is completed.

IMPORTANT: If you 2
personally complete t
all at once, just as
Activity" portion

computer, if you have a physical or visual impairment that
ability to read, write, speak or understand <

OhioMeansJobs Center near you, click

Step 2: The OhioMeansJobs Unemployment Guide
screen appears. Be sure to review the entire page.

den llamar al 1-677-644-B562 0 al centro de

Somali: Macaamiisha aan xifad fican u laheyn luugada inginiiska waxay wici karaan 1-877-644-6562
ama xaruntooda ay howsha ka socoto.

Before Week 8:
Sign In to OhioMeans.Jobs and Create a Backpack

When you applied for unemployment compensation, you were asked SIGH IN NOW
guestions so we could automatically register you on OhioMeansJobs. To

make sure we set up your account propery, we'll ask you for the

OhioMeansJobs username and temporary password sent to you in two

separate notices from the Office of Unemployment Compensation, You will

need to change the temporary password to one of your choice. Follow the

instructions and keep the notices for future reference.

Mext, you'll be asked some simple questions about yourself. Your answers
will be used to create your online "hackpack," where you can store your
resumes, job search results, assessments, career plans, et

It's OK if you don't have an email address, but we strongly encourage you to
have one. This will make it easier for us to send you weekly job leads, and
easier for employers to get in touch with you
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Required by Week 8:

Create or Upload Your Own Public Resume

Wwhen we created your OhioheansJobs account, we posted a temporary MANAGE RESUMES
resume on your behalf. You have eight weeks to create or upload a new

resume containing a more detailed work history. (If you already had an active

ChioMeansdobs account with a posted resume, you have already met this

requirerment.)

If you dan't hawve a resume, you can use the ChioMeansJobs "Resume
Builder" to create one. You can even choose to have your ? dumal
[

you can see how to make it better. You must complete thi

wieks of filing your application in order to rernain eligible §  Step 3: The OhioMeansJobs Unemployment
your work search and reemployment activity requirernent §  Guide screen lists all the activities you must
mee your "Mew Claim Instruction Sheet” for your deadline complete.

upload an existing resume or build a new one, be sure to
"private.” To get started managing your resume, click on "l The first activity requires you to create or upload a
on the right. resume by week 8 to continue receiving
unemployment benefits.

¢ Click the MANAGE RESUMES button.

. /

[ Login - Jobs in Chio, Caresrs % W ¥

L C' f htps:/fiobsesker ahiomeansicbs. monster.com /login.aspi wl =
,-. LIVE CHAT : ONLINE
Ohio
Jobs EXPLOREIT  PLANIT  FUNDIT  FINDIT
Teem
| in oM v SEARCH JOBS

Don't have an account? Already have an account?

Are you new to OhioMeansJobs? When you Please sign in with your ernail addressfusernarme and
register an account with s, you'll be able to passward in the fields below to cantinue
create an employment plan, save jobs, build a
resurme, and more. Sign up today! Username
or Email

| REGISTER | P—

UC Claimants: Are yau logging into SIGH IN Forgat Password?

OMN for the first time? Sign in here

Step 4: Enter your Username and Password to access your account and then click SIGN IN.

vs & @
Do not click REGISTER if you do not have a Username and Password. Wait until you receive Eaiﬂ?ﬁ%
your Username and temporary Password from the Office of Unemployment Compensation, and
then log in.
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Ohio

f
Jane Doe ¥ (55 GRG0
Jobs (BACKPACH
<SLom
‘ Enter joh title Enter keywards in| Enter job location OH j SEARCH JOBS
Explore It

Types of jobs, positions, industries
Welcome back, Jane!

We're glad you're back. Let's finish setting up your
Plan It account sa you can get ta work finding a great job.
Education, training, skills

GO TO'BACKRACK

Fund It

Budgeting tools, scholarships, info

Mot sure what to do next?

[ TARETHE GUIDEDTOUR!

Find It > Important Information for Unemployme:
Jobs, resumes, applications ¥ clamarts . . . .
‘ Step 5: After you sign in, you will be directed to the
O/T430) {@OhioMeansJobs OhioMeansJobs Welcome back screen.
Regional Articles ' Job Hunting? Dig Up Those Old SAT 5
Get info about your region i e Click GO TO BACKPACK.
-
Welcome,
Jane Doe
Edit Your Account TARE THE GUIDEDITOUR
Career Plans Calendar
0 OF 5 CAREER PLANS UPCOMING EVENTS

‘fou don't have any events scheduled in your
calendar. Visit the Events page or schedule
deadlines for career activities in your own custom

Step 6: Click Create Resume or Upload Resume.

Career Plan.
¢ If you are uploading an existing resume, go to VIEW CALENDAR
Step 10.
ORI SCIIICNTS SCORE Resumes
PUBLIC RESUME VIEWS

Warkkeys® Applied Mathematics Practice Test 1
Mot Completed Get noticed by employers with a public resumel
load your resurme or create a new one so

WarkKeys® Locating Information Practice Test 1 an easily find you

Mat Completed

Warkkeys® Reading for Information Practice Test 1 CREATE RESUME UPLOAD RESUME

Mot Completed
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Ohio

| MEANS | a
John Doe ¥ 8
JObS EXPLORE IT PLANIT FUND IT FIND IT o
Jcom
| Enter job title Enter keywords in‘ Enter joh location oH j SEARCH JOBS

Backpack » Manage Resumes » Resume Builder \
Step 7: Create a Resume
e Fillin the required fields. (Required fields have
a red asterisk*)
o After “Resume Status,” be sure to click Public
so employers can view your resume. Your
resume must be public in order for you to keep

Create a Resume

We'll help you create a resume that will get you noticed by employers, Complete this step and you'l
You can include additional work experience and other career-related info once you complete your basi

* Required information

Resume Basics

receiving unemployment benefits. )
* Resume Title IResume1 bl
) View & sample resume to get
irector, Experienced Sales Manager) ideas.
* Hzsume Status @ SRRl
@ Public- | want emplayers to find my resume!
I7 1also want employers seeking diversity candidates to find my resumel Not sure what to write?
I Hide the following information from emplayers who find my public resume: See what skills and experience

Email, Name/Addrass/Phane, References, Current Campany Name you need for the job you want.

Warning!
Confidential Resumes can be less efficient.
T Private- 1 don't want employers to find my resume.

LAUNCH CAREER
PROFILE

e rrrer=—— "
— pre— . 3CE sloe b

o swlect the dimed cocupaboms. Your pelictins ine
the "€ neat ta it

Step 8: After all fields are complete, click CREATE. e :
|
b |

Jeb Locatioss §)

ot
 (hio Clevland

e rrutiphs selections: PC- held down <ttt key, Mac- held down <Commands ey

ADD LICATHOR

USOhis-ColurbesTanasvils Rt

o & F D
iC]
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John Doe ¥ (85 8

Ohio
Jobs EXPLORE IT PLANIT FUND IT FIND IT
“com
‘ Enter job title Enter keywords in| Enter job location

Backpack » Manage Resumes » View Resume

My Resume
“four resume has been saved!

Wyhen your resurme is cornplete, click I'm Finished to return to your My OhioMeansJobs home page I’ EINISHED!

Go to these resume sections:
Work Experience | Education | | Skills | Languages | R | Additional Infa | Career Info | Military Se

] Sawe A
Resume Title Edit
Resume 1 Resume ID: 308346310

Objective Add

OH x| SEARCH JOBS

Take a mament to review all sections of your resurme. Complete resurmes give employers a more accurate overview of your skills, experience and career path

yar iew Print @ Help

Resume Status Edit \
Public - This resume is searchable by emplayers
( Step 9: Review and complete your resume. \
Contact Info Edit
John Doe E johnd . .
OIE S s paid o After you have created your resume, you will be directed to

b3 the My Resume screen. You may review your resume here
and make any edits that you would like.
e When you are happy with your resume, click I'M FINISHED.

Work Experience Ed e You will be directed to the Manage Resumes page. From
pites Emplayed o THe here, you may view, edit, rate, upload or create a new
342008 - 11/2013 Supenisor
\ resume. (You may post up to 5 resumes.) J
Supervisor
Edit BACK TO TOP r

(Ste[:_) 10: If you already have a resume that you would like to
post, click UPLOAD RESUME.
e Fillin the required fields. (Required fields have a red
asterisk®).
e After “Resume Status,” be sure to click Public so
employers can view your resume. Your resume must be
public in order for you to keep receiving unemployment

\ benefits.

0 OF 5 CAREER PLANS

What do you want to be? First, select a career path,
create a career plan with a series of activties that work tow
accomplishing your career goals,

CREATE A CAREER PLAN

Assessments and Training
CORE ASSESSMENTS

Warkkeys® Applied Mathematics Practice Test 1
Mot Completed

Waorkkeys® Locating Information Practice Test 1
Mat Completed

Waorkkeys® Reading for Information Practice Test 1
Mot Completed

~

IARE THE GUIDED TOUR

Calendar
UPCOMING EVENTS

‘fou dont have any events scheduled in your
calendar. Visit the Events page or schedule
deadlines for career activities in your own custom

Career Plan

VIEW CALENDAR

CREATE RESUME

UPLOAD RESUME
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Upload a Resume &

Upload your existing resume by selecting a file below:.
: ECZ Microsoft Windows Guide website

Resume File:

Note: Uploaded file type must be a Microsoft Ve ain Text ((txt), Rich Text (rf), or Adobe Acrobat ( pdf)

file, 500 KB or smaller.

Step 11: If you are uploading a resume, click Browse to select the file name
for your existing resume. Then click CREATE.

Congratulations! You have successfully uploaded or created a resume and posted it on
OhioMeansJobs.com!

Would you like to continue in OhioMeansJobs.com and complete your 14" week reemployment

activity? This requires you to complete your core assessment tests. If so, click “View Assessments”
and refer to the desk aid titled “Completing Core Assessments in OhioMeansJobs.”

If you are ready to leave OhioMeansJobs.com, simply click on your name (beside your Backpack),
then the down arrow and then “Sign Out.”
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