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Getting Started

Creating a New Resume

To begin a new Resume:
1. Click the Create New Resume button in your Document Center.

LY

+ Create New Resume

Manage Your Resumes

Accounting ¥& i Detete
Caped Crusadert Y& il Dekete
Director Client Services il Detete
RESUME_BY_SAMPLE 0 Delete

RESUME_FROM_ SCRATCH 0 Delete

€ collapse (5)

2. Enter a name for your resume (names can include any combination of letters, numbers, and spaces) and click

Start Resume.

Name this resume

New Resume

| Upload resume

If you already have a resume, you can upload it here Note that you can't edit an uploaded
resume, but you can submit it to the Review Center.

Bl = ofiCancel

3. Select how you would like to build your resume.

Three Ways to Build a Resume

There are three options you can use to build a resume.

Note: Depending upon your institution's settings you may or may not see all three options. Some institutions may have
disabled one or two options.

QPTIMALRESUME
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I.  Start from Scratch

This method will essentially load a blank page (with the exception of the header information being pulled from
your profile and automatically pre-loaded) and the user will have to insert section titles and content.

To Start from Scratch:

1. Click the Continue Button on the Start From Scratch box.

“ start From Scratch

Start adding sections and create
your resume from scratch.

CONTINUE

2. Your document will open in a default style. Since the system is not copying a sample, it will need to know
what font to use, how to format the header, margins, spacing, etc. Your institution will have designated a
default style. You will be free to change these settings and we will discuss this in the Styling Your Resume
section on page 12.

Click on a section fo begin editing your resume. Use the right sidebar to format your resume and find content assistance. Click here to download pdf help.

£ Rename | " Clone & ReviewCenler () ResumeGPS | 4 Download ‘ share | O PrintPreview | [J ToDo | b SwichResumes

.75'8 5_75.
;‘ > STYLE RESUME
Bruce Wayne 7 FORMAT HEADER
12 Wayne Manor Drive 123123 1234

Gotham, NY 21234

% SPELLCHECK
S

brucewayne@gmail.com SHOW HISTORY

SECTIONS

A TOOLS

RESUME TIPS

© Add Section

RESUME SAMPLES

RESUME VIDEQ TUTORIALS
SECTION INSTRUCTIONS
SECTION EXAMPLES

ACTION VERBS

EXPLORE CAREERS onet,

3. Click the Add Section button located in the Sections box on the right side of the screen.

£ SHOW HISTORY

§ SECTIONS

I RESUME TPS I

<
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There are three types of sections:

a. General Section - A general section contains a section title (e.g. 'RELATED COURSEWORK', 'HONORS AND
AWARDS') and room to add a description. You might use this kind of section for, among others, a profile,
skills, or honors and awards section.

- Section Name |

= Examples | A Action Verbs | & Infobyles

=
¥

1
®
B
1

m e

b. Experience Section — Add an experience section to display your relevant work experience. The experience
section will contain a section title, employer information and room to discuss your job responsibilities and
accomplishments. You can also add additional employers and jobs to the section.

|- Employer name ﬁl- Employer Location —

|- Employer URL (Optional) |

- Section name |

- Date range

Company Description

B I U & = & A- B

- Job Title

B Examples | A Action Verbs | & Infobyles

S
¥

i
i
P
a

m ulane)

c. Hybrid Section — A hybrid section contains a section title, organization name and date range, and a text
field for additional information. You may want to use a hybrid section if you have gone to multiple
educational institutions or want to discuss how you have gained skills through non-work-related activities,

like clubs or associations

QPTIMALRESUME

CAREER & TALENT SUITE 4 page



[ Hybrid section name —\
[ Organization name —‘ { Date range 7‘
sTu=E8 4 ®

SAVE or Cancel

4. Select the appropriate section type and click Select.

@® Apb secTioN [}

Choose the type of section you want to add from the options below.

General Section Hybrid Section

Section Title Section Title Section Title
Employer - Data Range Qrganization Date Range
> Job
5
. »
Employer &,  Dats Rangs -
Job
A e
SELECT SELECT
A general section contains a Add an experience section to A hybrid section contains a section
section title (e.g. 'RELATED display your relevant work title, organization name and date
COURSEWORK', HONORS AND experience. The experience section range, and a text field for additional
AWARDS') and room to add a will contain a section title, employer information. You may want to use a
description. “You might use this kind information and room to discuss hybrid section if you have gone to
of section for an objective, skils, o1 your job responsibiities and multiple educational institutions or
honors and awards. accomplishments. You can also add want to discuss how you have
additional employers and jobs to the: gained skills through non-work-
section related activities, like clubs or

assnriatinns

5. Repeat this for each section you want to add to your document.

Il. Browse Section Sets

This method is essentially an outline and allows you to choose from a selection of Resume Types that have
associated with them suggested Section Titles called Section Sets.

To Browse Section Titles:

1. Click the Continue Button on the Browse Section Sets box.

“ Browse Section Sets

Select a set of sections and build
your resume

QPTIMALRESUME
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2. Select a Resume Category and Resume Type to see the suggested list of Resume Sections (Section Set).
Once you have found the desired Section Set click the Continue button.

N ) N .
A Browse Samples " Browse Section Sets _@ Start From Scratch
 Selecta sample and edit it with your Select a set of sections and build your Start adding sections and creaie your
information resume resume from scratch

@ BROWSE SECTION SETS

‘Your resume Should be organized into logical Sections. On this screen you may brawse different section sets and select ane setfor this resume.
@ You can edit these sections later.

. Resume Categories . Resume Types . Resume Sections

 Students/Recent Grads  Accounting/Finance -
i = OBJECTIVE
Experienced Professionals Administrative/Clerical OBJECTIV!
Architecture/Draftin, 3 PROFESSIONAL SKILLS
e PROFILE

Automotive/Mechanical
EEHER EVSHIIENEERIENCE)

=+ ASSOCIATIONSMEMBERSHIPS
Chronological PR EITHOL

! BACKGROUND
Co-op
Communications/Media

Basic Undergraduate

Business

Criminology/Justice
Culinary
Curriculum Vitae

3.  Your document will open in a default style with the aforementioned sections pre-loaded for you. Since
the program is not copying a sample, it will need to know what font to use, how to format the header,
margins, spacing, etc. Your institution will have designated a default style.

4. Click each section to open the inline editing feature and enter your content, formatting the text using the
formatting toolbar if desired, and then click Save to exit the editor.

5. Repeat this for each section.

Section Name
[Prafile

B I U a = B A- 0B EE Examples | A Action Verbs | & Infobytes

Maotivated and accomplished office manager and administrative professional with over 3 years experience; Attentive to
detail, able to take initiative, prioritize multiple tasks and manage workload, Resourceful team player with can-do attitude.

3
[ m RS
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lll. Browse Samples

This method starts with a complete document, with appropriate but fictitious content, from which you work
backwards, editing and replacing content, to reflect your own background.

To Browse Samples:

1. Click the Continue Button on the Browse Samples box.

_»" Browse Samples

Select a sample and edit it with
your information

| CONTINUE |

2. Select an appropriate Category (Job Family) and Experience Level that match your background. This
displays samples for a variety of occupations within that Category/Job Family and Experience Level.

3. Note also the Top 5 Tips For Writing Best-In-Class Resumes section on the right side of the page. As
the name suggests, this contains valuable tips for improving your resume, including a list of keywords
or tags you can include in your resume.

TOP & TIPS FOR WRITING
? BEST-IN-CLASS RESUMES
financial contributions 1o the
our #1 selling point, 50

® categories

AN Samples

@ cxperience Levels

Architecture and Engineering {20}

Arts, Design, Entertainment, Sparts,
and Wedia (15]

Expenenced (8)

Building and Grounds Clearing and

include measuratle reductions in operating and
overhead costs, anolher key conributor 1o each

- company's bottam-ine proftabiliy.

‘COmmiRHy and Social Service (14]

Computer and Mathematical (17) 2 Highlight your porformiance ContrbItions to
the co... Read More

Click here to reveal the Tips +I

IFin:n:lal Quantitative Analyst l || Human Resources specialists 4|

Different occupations |

QPTIMALRESUME
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4. Click on a sample to magnify the view and examine the sample. If you like it, click the Use This
Sample button (otherwise click the X to close the view and select another to examine).

USE THIS SAMPLE

Margaret Fontaine
(231 48009 Hyland Parkway
Cor Charlotte, NC 28210

Iargaret Fontaine@domain.com

Con /| ns to
PROFILE
Con H
o Financial Quantitative Analyst with 3 years of risk management experience, seeking to transition into new chi TO EXIt the
""" work for the Anti-Money Laundering Division at Sunrise Bank, with responsibility for creating, reviewing, and valide
2" modsls. Have coniributed to improved accuracy of models, positive performance of financial depariments, and int S.& 1] ple
to meet changing needs of organization |
9 Sam  RiskManagement Statistical Modeling Data Mining
Simulation Design Industry Compliance Validation
PROFESSIONAL EXPERIENCE
Accoul
Sunrise Bank Charlotte, NC 2011 - Present
RISK MANAGEMENT AMALYST
e Serve inthe Anti-Money Laundering (AML) Division to create andvalidate risk management models driving division-level strategies. Before
—._  Dbeing hired, departmentwas experiencing an increase in AML errors due to oversight After an increased focus on risk management,
~—  department has turned around and performed at o ahead of erganizational goals.
« Responsible for reviewing models for compliance with SEC and FINRA standards. Advised supenvisors on changes to maintain adequate
compliance =

« Served on an advisory group reviewing the potential risk of new mobile payments system being piloted by bank.
« Simulate, test, and validate models and solutions requested by management, and support with thorough analysis.

Regal Investments New York City, NY Summer 2010
QUANTITATIVE ANALYST INTERN
Interned with the Small Business Division of a major glebal investment firm. Reviewed and validated models for potential new markets worth
up to $100m under the supenision of senior analysts

EDUCATION
Georgetown University 2011
Waster of Science in Mathematics and Statistics

University of Virginia 2008
Bachelor of Science in Economics
Winor in Mathematics
+ Magna Cum Laude
« Undergraduate Honors Program

Insura TECHNICAL SKILLS

C++ MATLAB Java

5. After selecting a sample, click each section to open the inline editing feature and enter your content,
formatting the text using the formatting toolbar if desired and then click Save to exit the editor.

B DOCUMENT

» STYLE RESUME
" FORMATHEADER
SPELLCHECK

Bruce Wayne SHOW HISTORY

12 Wayne Manor Dr. 555-123-4567;
Gotham, NY 12345

email@address com

Section Name
[PROFILE I

B I U ake

e

Financial Quantitative Analyst with 3 years of risk management experience, seeking to transition
into new challenges in the field. Presently work for the Anti-Money Laundering Division at Sunrise
Bank, with responsibility for creating. reviewing, and validating risk management models. Have
contributed to improved accuracy of models, positive performance of financial departments, and initiatives
to design new models to meet changing needs of organization.

Risk Management Statistical Modeling Data Mining

RESUME TIPS

Simulation Design Industry Compliance Validation
RESUME SAMPLES

RESUME VIDEO TUTORIALS

SECTION INSTRUCTIONS
or Cancel

SECTION EXAMPLES

1 PTIMALRESUME
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Working with Sections

I.  The Resume Header

The Header is the top section of your resume that contains your contact information. If you already filled out your
contact information when you registered for an OptimalResume account, the header will automatically contain that

data.

You can modify or edit your header information by clicking on the desired field (phone number, address, name,
etc). Once you're finished editing, click Save to save your work. When editing a field in the header, you also have
the option to remove the field by clicking the Remove button.

] LS

N B DOCUMENT

-+ STYLE RESUME

“* FORMAT HEADER
‘ %, SPELLCHECK

£ SHOW HISTORY

gu

BRUCE WAYNE

12 Wayne Manor Dr.
Gotham, NY 12345

HOME
[555-1 23-4567
' LLVISH | Remove or Cancel

| & sections |
o Profile ®

Profile

For additional options, click Format Header in the right-hand toolbar. For more details on the Format Header tool
see page 14.

Il. Experience Sections

Experience sections organize your Employers, Jobs, Locations, and Date Ranges.

To Add/Delete an Employer/Job:

To add an employer to an experience section, or to add a job to an employer, click the + Add/Delete Employer/Job
link under the experience section with which you are working in the Sections box in right-hand toolbar.

|i> STYLERESUME
| FORMAT HEADER
| SPELLCHECK

£ SHOW HISTORY

Bruce Wayne

123123 1234
brucewayne@gmail.com & SECTIONS
PROFILE 0 PROFILE ®

Financial Quantitative Analyst with 3 years of risk management experience, seeking to transition
into new challenges in the field. Presently work for the Anti-Money Laundering Division at Sunrise Bank.
Awith responsibility for creating, reviewing, and validating risk management models. Have contributed to
improved accuracy of models, positive performance of financial departments, and initiatives to design new

PROFESSIONAL EXP.. @

- dd/ Delete Employe

OPTIMALRESUME

CAREER & TALENT SUITE

‘Sunrise Bank Charlotte, NC 2011 - Present

RISK MANAGEMENT ANALYST
Serve in the AntiMoney Laundmg (AML) Division to create and validate risk management models driving

level strategies. B wa an increase in AML errors due to
oversight. After an mc:eased focus on fisk management, department has tumed around and perormed at or
ahead of organizational goals.
» Responsible for reviewing models for compliance with SEC and FINRA standards. Advised supenvisors

on changes to maintain adequate compliance.

models to meet changing needs of organization. 3 YT
Risk Management Statistical Modeling Data Mining + Add/ Delete Organization
Simulation Design Industry Compliance Validation
o TECHNICAL SKILLS @
PROFESSIONAL EXPERIENCE

O Add Section

= Served on an advisory group reviewing the potential risk of new mobile payments system being piloted ST I
by bank

« Simulate, test, and validate models and solutions requested by management, and support with ACTION VERBS
oA EXPLORE CAREERS omet:

RESUMETPS
RESUME SAMPLES
RESUME VIDEQ TUTORIALS

SECTION INSTRUCTIONS

9|Page



@

This will display a window that makes it easy to modify your experience section.

e Click the Add Employer button to add another employer to the section.
e Click the Add Job at this Employer link beside each employer to add another job at that given employer.

@® PROFESSIONAL EXPERIENCE

Add another job
with the same
Employer. For
example, you
were first hired
as an Assistant
Manager and a
year later
promoted to
Manager -
different jobs at
the same
employer

= Sunrise Bank
Job: RISK MANAGEMENT ANALYST

% Add Job at this Emplovet

* Regal Investments
Job: QUANTITATIVE ANALYST INTERN

& Add Job at this Employer

s =8

ADD EMPLOYER [d ]Gancel

Add another Employer |

When you add a new Job to the same employer you will be asked only for the Job Title, Job Location and Date
Range

\— Job Title ﬁ[ Job location 7| [ Date range 7|
B I U ax := & A~ L5 B Examples | A Action Verbs | &2 Infobytes

SAVE or Cancel

When you add a new Employer, you will need to enter the Employer Name, Job Title, Employer Location and Date
Range.

[ Employer name ﬁ[ Employer Location ﬁ [ Date range ﬁ
[ Employer URL (Optional) j

Company Description
B I U e = & A- &

[ Job Title ﬁ

PTIMALRESUME

CAREER & TALENT SUITE 10|Page



@

New Employers are placed by default at the bottom of your list of Employers. New Jobs will also be placed at the

bottom of the list of Jobs at that Employer.

Note: You can use the Reorder button in the SECTIONS box to drag and rop the newset jobs/employers to the top
of the list or to rearrange your jobs, employers, and sections into any desired order. For more information on the

Reorder button see page 11.

lll. To Add/Delete New Section

To add a new section, click the Add Section button and select which type of section to insert. You can use the
drop-down menu to insert the section exactly where you want it to be, otherwise it will default to the bottom of
the list and you can use the Reorder button to drag it where you would like it to be.

Serve in the Anti-Money Laundering (AML) Division to create and validate risk management models driving
division-level strategies. Before being hired, department was experiencing an increase in AML errors due to |

oversight. 4 :
ahead of or| . ADD SECTION 0
s Respo
on chzl

s Servec
by bar  Location | After Section| TECHNICAL SKILLS
» Simulz [ | PROFILE
thorou  Choose th gofore 181 YOU V| pROFESSIONAL EXPERIENCE
| EDUCATION
General Section TECHNICAL SKILLS
Regal Inve | PROFILE
QUANTITAT  soction Title St PROFESSIONAL EXPERIENCE
Interned wit E EDUCATION
for potentia > | TECHNICAL SKILLS
d P
Employer «,  Date Range A
Georgetov

Master of &

FUKMAI HEAUER
SPELLCHECK
SHOW HISTORY

& SECTIONS
o PROFILE (]

[er, PO

-

o EDUCATION @

+ Add/Delete Organization

TECHNICAL Sake

University
Bachelor of
Minor in Mz
* Magnz
s Under

l SELECT I

A general section contains a
section title (e.g. ‘RELATED
COURSEWORK, 'HONORS AND
AWARDS') and room to add a
description. You might use this kind
of section for an objective, skills, or
honors and awards.

| SELECT I

ience section to

Job
A
7
|

Add 2
di‘:ﬁ elevant work

exp & experience section
will cOntai a section title, employer
informatien and room to discuss
your job responsibilities and
accomplishments. You can also add
additional employers and jobs to the

cactinn

A hybrid section contains a section
title, organization name and date

range, and a text field for additional
information. You may want to use a

hybrid section if you have goneto

multiple educatienal institutions or
want to discuss how you have
gained skills through non-work-
rolatad actuitise ke rhihe nr

RESUME TIPS
RESUME SAMPLES
RESUME VIDED TUTORIALS
SECTION INSTRUCTIONS

SECTION EXAMPLES

ACTION VERBS

C++ <
Oracle Datiww.. e
SAS Miscrosoft Access

L}
Microsoft Office

EXPLORE CAREERS anet,

To delete a section click the X corresponding to the section and then click the Delete button.

joals. i
2wing models for compliance with SEC and FINRA standards. Advised supenisors |
tain adequate compliance.
ry group reviewing the potential risk of new mobile payments system being piloted

validate models and solutions requested by management, and support with

Summer 20105

w York City, NY

iTIN

™ @ DELETE SECTION o
3 WOl

H are you sure_yﬂ_wam to permanently delete section TECHNICAL

conomics

PTIMALRESUME
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SECTIONS

o PROFILE ®

o PROFESSIONAL EXP_m&

+ Add/Delete EmployJ‘

o EDUCATION

A TOOLS

RESUME TIPS
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IV. ReorderingSections

To reorder your sections, click the Reorder button in Sections box in the right- hand toolbar to display a schematic
of the current layout of your sections.

division-level strategies. Before being hired. department was experiencing an increase in AML errors due to “st SPELLCHECK
E\:a:ﬂgf},ﬁ!ler ‘mcﬂrlefizildhfncus on risk management, department has turned around and performed at or i‘ SHOW HISTORY.

. REORDER SECTIONS/EMPLOYER/JOBS

& SECTIONS
o PROFILE ®

o PROFESSIONAL EXP...Q®

+ Add/Delete Employer / Job

o EDUCATION

+ Add/Deiete Organiz 1

= PROFILE
= PROFESSIONAL EXPERIENCE

' = Sunrise Bank 'With this function, you can change the
order of certain elements within your

Job: RISK MANAGEMENT ANALYST resume.

You can reorder:

-
i % Regal Investments o TECHNICAL SKILLE

¥ the sections of your resume 2
= EDUCATION ¥ the order of employers within a
¢ &) work experience section
= Georgetown Universi
1 g Y ¥ the order of jobs ata particular \ TOOLS
- i i i i employer
= University of Virginia
¥ the order of organizations in a

L RESUME TIPS
E = TECHNICAL SKILLS hybrid section
)

RESUME SAMPLES
Drag and drop an item to change its
location. Click the + and - buttons to
expand or contract an object.

RESUME VIDEQ TUTORIALS

SECTION INSTRUCTIONS

SECTION EXAMPLES

ACTION VERBS

EXPLORE CARFERS onet,
SAan WIISCTOSOT ACCESS

Drag and drop your sections into the desired order. Note that this window also allows you to reorder employers
and jobs. Click Apply to save your changes.

V. Editing Sections

Hover over any section. When the section turns orange, click on it to open the editor. When you’re finished editing,
click Save to keep your changes or Cancel to revert to the original content.

Section Mame
[meile l

B I U ake := & A- B © l = Examples | A Action Verbs | @@ Infobytes

Motivated and accomplished office manager and administrative professional with over 3 years experience; Attentive to
detail, able to take initiative, prioritize multiple tasks and manage workload, Resourceful team player with can-do attitude.

or Cancel

VI. Editing Tools

When entering content, you will notice a toolbar above the editing field. This bar contains helpful features to
format and guide your writing.

sHu-WeR A TS

QPTIMALRESUME
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Among the features are:

e Bold —bolds highlighted text.
e ltalic—italicizes highlighted text Underline —underlines highlighted text.
e Underscore —underlines highlighted text.

e  Strike Through —allows one to strike through highlighted text. This is more of an editing tool one might
use to provide feedback.

e Text Color — allows you to change text to a color selected from the palette.
e Bullets —adds a bulleted list.
e Hyperlink —inserts, changes, or removes a hyperlink to another website.

e Resume Table —inserts a table into your resume. You can set the number of rows and columns for your
table after clicking this button. Existing tables can be modified by clicking into the table and then right-
clicking to get a menu which will allow users to add/delete rows and columns, and modify the column
widths. One can also click into a cell, then right-click and change the cell properties to center, left or right
justify text. Column widths can also be modified by clicking and dragging the columns directly in the text
editor.

e Undo/Redo —removes/redoes any formatting applied to selected text.

e Examples —opens the Examples menu, where you can browse sample content for a specific section.
Available sections are listed in the left box. Click on a section type to see examples for that section. If
available, you can also click the Add button next to an example to insert that example into your editor.

e Action Verbs - 400+ verbs to help you describe your work experience.

¢ Infobyte — opens the Infobyte menu, where you can insert an Infobyte next to selected section. Infobytes
appear only in your online resume. They are small icons that can be moused over to reveal additional
information about your resume. These are a great way to elaborate on the sections of your resume
without adding extra pages. There is also an Examples section specifically for Infobytes if you are unsure of
what to write.

Styling Your Resume - The Styling Palette

To style/restyle your resume, click the Style Resume button in the Document section of the
right-hand toolbar. This will open the Styling Palette. The Styling Palette is composed of a series of tabs, most of which

contain a drop down menu with various options.

_» STYLE RESUME

@ Custom Anthony
Carver Curie

* FORMAT HEADER
. Descartes Douglass
*ar SPELLCHECK Earhart Edison
. Emerson Franklin
% SHOW HISTORY Jackson Lews Preferre.

Newton Zulu

-

QPTIMALRESUME
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Pre-Styles

Click on the Pre-Styles tab to apply a pre-
made resume style. Once you decide upon
the style you wish to use click Apply.

Styling Palette

I

Pre-Styles || Layout Font Bullets Lines Spacing

@ Click on a style name below to preview how it will
affect your resume. If you choose to use a pre-style, all of
your custom settings will be overwritten

Custom ©  Anthony
Carver @) Curie
Descartes © Douglass
Earhart @ Edison
Emerson @) Franklin

Jackson @) Lewis Preferre...

Newton ©  Zulu

Layout

Click on the Layout tab and use the drop down
menu to set margins, document format
(standard or two column), format your header,
section titles and experience layout.

Styling Palette (x]

e

Document Margins
Top 1 Document Format
Header Format
Righ Section Title Layout
Experience Section Layout
Bottom: 5 [=]

Unit: Inch x|

Pre-Styles Font Bullets Lines Spacing

Font

Click on the Font tab and use the drop downs
to format your header, document, section
title, employer and job fonts.

[r—

Pre-Styles  Layout § Font JBullets Lines Spacing

Document

Primary Font Type: &, Times New Roman | ¢

(7]
Accent Font Type: &, @ Palatino Linotype i

PTIMALRESUME
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Bullets

Click on the Bullet tab to format your bullet
style and indent level.

Styling Palette (%]
—
Pre-Styles Layout Font | Bullets jiLines  Spacing

Bullet Style: &, @ ® O 1’

Indent Level: & @ = . || =

Lines

Click on the Lines tab and use the drop downs
to add/remove line of various styles within
your header, under section titles, between
sections and between employers and/or jobs
within employers.

N (%]
PreStyles Layout Font BuHetsSpacmg

BT Header Dividers

g Header Dividers
Line Section Dividers
Lin| Employer Dividers
Job Dividers
Line Under Name: <, @
Line Style: None

Line Under Address: ¢, @

Line Style: —— \

Spacing

Click on the Spacing tab and use the drop
downs to add/remove spacing within your
header, between sections, between employers
and between jobs within employers.

Styling Palette (]
Pre-Styles Layout Font Bullets Spacmg

LT Header Dividers

g Header Dividers
Line section Dividers
Lin Employer Dividers
Job Dividers
Line Under Name: <, @
Line Style: Mone

Line Under Address: <, @

Line Style: — \

14|Page



Styling Your Resume — Format Header

> STYLE RESUME

The Format Header link will open the Header Layout option
in the Styling Palette where you can change the appearance
of your header and contact information.

% SPELLCHECK
£ SHOW HISTORY

There are four header layout options.
To Format/Reformat your Header:

e Choose a header layout.
o Drag and drop individual information fields
into your chosen header layout.

o Click Apply when you’ve finished arranging your
information.

Notes:
e You can display your address on a single line
(horizonatal) or on 2 lines (vertical).
e You can add address and phone labels.
e You can include a secondary page header.

Document Tools

Styling Palette Lx]

Pre-Styles Font Bulels Lines Spacing
ﬁ Header Format E|.

Click to Change Layout g

Fields
Drag and drop fiekis into your seleoted layout belon

Hieadling! Phone 2 [Phone 3! Rddress 8

Header Content @
Drag and drop header fiekis
rere

Adoress Layout @ Vertical [
Show Address Lebels @ | No
Show Phone Labeis: @ |No [¥]

One Space [¥]

Secondary Page Header
] Show Name: @

Ficta Delimiter: @

[ Show Phone tumber. @

[ Show Emsil: @

Line Under Headsr  Nare -
Information: )

Resume Tips

Select a job family (occupations grouped together based on type of work and skills required) and view professionally

written top 5 tips for writing a successful resume for that job family. Take note of the keywords/tags.

@ TOP 5 TIPS FOR WRITING BEST-IN-CLASS RESUMES (%]

Each industry has s own unique set of standards for resume writing. Select a job family from the left 1o view the top five things you need to
0 know to create a successful resume for that industry.

.Joh Families

Architecture and Engineering

Arts, Design, Entertainment,
Sports, and Media

Computer and Mathematical

Construction and Extraction
Education, Training, and Library
Farming, Fishing, and Forestry
Feaeral

Re _
QPTIMALRESUME

CAREER & TALENT SUITE

Building and Grounds Clearing 2

Food Preparation and Serving i

1. Highlight your financial contributions to the company! -
Numbers are your #1 selling point, so be certain to highlight
contributions you've made to increasing revenues, sales, ROI, o
EBITDA, gross profits, net profits and other measurements. And, of
course, also be sure to include measurable reductions in operating
and overhead costs, another key contributor to each company’s
bottom-line profitability.

2. Highlight your performance contributions to the company!
Contributions such as gains in o=

management and organization Scroll for more content
financial ¢ ions, 50 be 5.

addition, you'll want fo include things you've done to upgrade

technology, train others, eliminale a redundant task or any one of
hundreds of other things you may have potentially done to improve =

15|Page



View professionally written resume samples, categorized by job family and Subdivded by experience level from
Optimal’s continually growing database of samples.

Note that your institituion may have displayed their own samples, or may have chosen not to display some or all of
OptimalResume’s default samples.

BROWSE R E SAMPLES Elemal 1 E B Ewvore. I
.Categories

All Samples -

. TOP 5 TIPS FOR WRITING
®experience Leves ‘U BESTIN-CLASS RESUMES

Entry-level (9) 1. Highlight your financial contributions to the

“Wid.Career (6) ‘company! Numbers are your #1 selling point, so
be certain to highlight contributions you've made
to increasing revenues, sales, ROI, EBITDA,
gross profits, net profits and other
meazurements. And, of course, l30 be sure to
include measurable reductions in operating and
overhead costs, another key contributor to each
company’s bottom-line profitability

Architecture and Engineering (21)

Arts, Design, Entertainment, Sports,
and Media (15)

Experienced (8)

Building and Grounds Clearing and
Maintenance (8

ommunity a

Computer and Mathematical (17) 2. Highlight your performance contributions to
X TOO Construction and Extraction (23} the co... Read More

Education, Training, and Library {18)

RESUME TIPS

RESUME VIDEO TUTORIALS 23 Samples
SECTION INSTRUCTIONS
SECTION EXAMPLES Accountants - EC Accountants - EX Accountants - EX 2

ACTION VERBS

EXPLORE CAREERS omet,

Section Instructions

Havging trouble knowing how best to include certain information? View the instructions to learn the purpose of a
section as well as tips on how best to incorporate your information into that section.

@® SECTION INSTRUCTIONS (%]

Section Type .Instructions

LIRS IGR I IGAuTTS

e The purpose of a MILITARY BACKGROUND Section is to elaborate on the skills, -+
training and knowledge you received while in the armed services. When in college,
were you in ROTC or the Reserves? Have you served in the Army, Navy, Marines, |
Coast Guard or some other branch of the military? What was your rank and field of |~

Memberships

A TOOLS

REDMETIRS Personal specialization? How can the skills and training you learned in the military advance
RESUME SAMPLES e your prospects of finding a civilian career? If you have service experience, then
RESUME VIDEO TUTORIALS PR Sy M definitely put it on your resumel A military record can be indicative of such qualities E
—_— publications as leadership, determination, self-discipline and honor. It can also imply that youre a
= "straight-shooter" and know how to follow policy and procedure.
SECTION EXAMPLES References
ACTION VERBS Relevant coursework Recent college graduates, or those recently returned from combat duty, can position
EXPLORE CAREERS o0t Relocation preference this information above the section holding education. Career Military Professionals
Skills/strengths transitioning to the civilian secter will want to highlight their information prominently

mm ARA Afbha fired mantiane Af Hamie rasiimaa Uaimuare ke saeafil af leiliban: smaab! in

1 PTIMALRESUME
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Section Examples

View examples for each kind of section on your resume (e.g. education, experience, honors and awards).

@® SECTION EXAMPLES (x]

« Students/Recent Grads Experienced Professionals
.Sectlon Type .Examples
Honors and awards a

0 The goal of an OBJECTIVE Section is to effectively state your =
purpose. Why are you writing a resume? What position do you wish to
attain? ... Read More

Licensurelcertifications

Memberships
RESUME TIPS

T
i

RESUME SAMPLES Entry-level position utilizing education and training in [field of interest here]

RESUME VIDEQ TUTORIALS

Personal interests

To effectively facilitate all students learning in the area of mathematics while

TR TRIGTIONS Profile and summary acknowledging and accommodating various leamning styles

Publications Seeking a position as a [position or title] in the industry, which
would make use of proven abilities in [list applicable skills here].

ACTION VERBS References

1

[ A e Opportunity leading to eventual [management or position goal] in [your field]

EXPLORE CAREERS *™t_

Relocation preference Management position in (Enter field )

Skills/strengths o Seeking a position with a growing organization to make a positive impact on =

Action Verbs

A list of 400+ action verbs to help you describe your work experience.

@ ACTION VERBS [x)

A
When possible, you should begin each description, accomplishment or job responsibility on your resume
with an action verb. When you select a category, related action verbs will appear in the box to the right.

s TOOLS
. | . Categories
RESUME TIPS

RESUME SAMPLES STRATEGIC WORDS accomplished =
RESUME VIDEO TUTORIALS ORGANIZETIONAL achieved =
SECTION INSTRUCTIONS WORD administered
ANALYTICAL WORDS

SECTION EXAMPLES arranged u

EE—— TACTICAL WORDS =
Exﬁfé’ RE CAREERS ot attained

collaborated

communicated

consolidated

controlled

coordinated

Explore Careers

Opens a link to O*NET, an online database that contains hundreds of occupational definitions to help students, job
seekers, businesses and workforce development professionals to understand today's world of work in the United States.

OPTIMALRESUME
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Use this to research occupation-specific information like relevant tasks, skills and abilities, knowledge areas and more,
to help target your resume for that occupation.

A TOOLS

RESUME TIPS

RESUME SAMPLES
RESUME VIDEO TUTORIALS
SECTION INSTRUCTIONS
SECTION EXAMPLES v
ACTION VERBS

| EXPLORE CAREERS *™. I -

Assessor
Auditors imDemand Description « Prepare, examine, or analyze accounting records, financial =~ =
Budget Analysts noemd| ¥ Tasks statements, or other financial reports to as.sess accuracy, )
T completeness, and conformance to reporting and procedural |~
= standards. e
- Business Gpecitions SHlls + Report to management regarding the finances of
Claims Adjusters, Exan} Abilities establishment.
Claims Examiners, Pro| ~ Work Activities « Establish tables of accounts and assign entries to proper
Compensation, Benefi sJobizone accounts.
Work Styles » Develop, implement, modify, and document recordkeeping
Wages & Trends and accounting systems, making use of current computer
| « Compute taxes owed and prepare tax returns, ensuring -

Document Toolbar

h JOB FAMILIES

By Job Family By High Growth Industry By Stem Discipline By Green Jobs

Architecture and Engineering o-net-
Arts, Design, Entertainment, Sports, and Media -
Building and Grounds Cleaning and Maintenance Information
Business and Financial Operations =  Provided By

,cammuniry and Socij
Computer and Mathe| & OCCUPATIONS By Job Family By High Growth Industry By Stem Discipline By Green Jobs

Construction and Exd

Education, Training, ' ACCOUNEants moemand - ohet"
it

Farming, Fishing, and Accountants and Auditors mDemand 18

Food Preparation an Agents and Business Managers of Artists, Performers, and Athletes i Information

Healthcare Practition|

Healthcare Support

Appraisers and Asses: —
Appraisers, Real Estat, occupation Details

The document toolbar allows you to

manage your documents. Note that depending upon how your institution has configured

their site, you may or may not see all of the buttons below.

* Rename 'i‘ Clone ”"3 Review Center () ResumeGPS i Download asrmz O PrintPreview  [] ToDo 4 SwichResumes

& W e Rename — lets you change the name of your resume.
= Clone — creates an editable duplicate copy of your resume in the Document Center, thereby allowing

you to easily create multiple versions of your resume for different opportunities.

Review Center (if enabled) — allows you to submit your resume (and include a message if desired) to a

career counselor for feedback. Depending upon your institution’s configuration, you may also be able

to select a Review Group and a Reviewer from a series of drop down menus.

bank . For

ResumeGPS (if available) — Selecting a resume to be your GPS resume stores it in a resume bank and
makes it available both for resume books as well as for employers who may be searching the resume

more information on ResumeGPS, contact your Career Services department.

Download —allows you to download a hard copy of your resume into different formats: PDF, HTML,
Plain Text,

and Microsoft Word Compatible (.rtf). Note that if you are using a Mac and you download

into .rtf format you will need to open the file using MS Word and not the default TextEdit that a Mac
usually uses to open .rtf files.

PTIMALRESUME
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Share — allows you to generate a link that can be copy and pasted into emails, posted on message

m boards, or shared on a variety of social networking sites, such as LinkedIn, Facebook, and Twitter.
When clicked a downloadable web version of your resume will be displayed.

Print Preview — generates a PDF version of your resume allowing you to see how your resume will

[+) . )
=S PrintPreview appear in downloadable versions. More importantly, Print Preview allows you to see whether your
resume will require a second page, and if so, where it will break.
To Do-allows you create a to-do list. Use this to record a reminder of things you need to do, such as
mi “proofread before sending to the Review Center”, or “add a section called Other Work Experience”.
- Switch Resumes — Clicking this button shows all of the resumes you have created so far in the
wla R0

Document Center and allows you to switch the resume currently in the editing mode.

Post-productionTools

Editing your Resume

., RESUMES

To edit a resume at a later time, click the resume’s name in the Document

=4 Create New Resume Center. This will bring you back to the editing page where you can save
Manage Your Resumes new changes to your document.
Accounting Y& @ Delete
Director Client Services ‘f @ Delete
New Resume @ Delete
RESUME_BY_SAMPLE @ Delete
&b show Al (7)

. m_..;&.:iwnau%,.;_w- e Camniiesen o, U)o bo e s
Sharing your Resume

There are two ways you can share your resume:
1. Copy and pasts the link below into 8 message and forward o caresr counsslors or smployers. This
your public lnk, which can be viewed by peopie without an Optimal Resume ac

There are two Ways to share your resume ;cmk on the Share bution, where you can pest your resume on a vaniety Dfsul:\calm:wt\mkmgmn
E e o
quickly and easily:

[ z oy T SR |

The Share Button - Copy and paste the
generated link into a message and forward

it to career counselors or employers.

This is a public link, which can be viewed by
people without an Optimal Resume account.
Or, click on the Share button, where you can
post your resume on a variety of social
networking sites, such as LinkedIn, Facebook,

OPTIMALRESUME

CAREER & TALENT SUITE
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Professional Experience
37200 - Present

# rencovm ismermaticesl crime fighting organizatian
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Twitter.

QPTIMALRESUME

CAREER & TALENT SUITE 20|Page



Create an OptimalWebsite - We recommend that you create an OptimalWebsite that contains your resume in order to
easily share your resume online with employers. If you haven’t already, create a website in the Website Builder and

select your desired resume from the list of available resumes. For more information, refer to the OptimalWebsite help
guide.

Bruce Wayne
L]
q Create New Website Batman i
! | >
Manage Your Websites
BWayneDentalAssistant @ Delete
CapedCrusader @ Delete
ECDesigner

ElvisCostlleo

n And Training

Questions?

Technical Support

Support is available during standard business hours, Monday — Friday, 9am — 5pm EST, toll free at 877-998-7654 or by
email at support@optimalresume.com.

QPTIMALRESUME
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