JobZone

How to Create a Quick Resume in JobZone using Fields
in OSOS

Completing a thorough OSOS customer record will enable you to create a Quick JobZone resume. Information
recorded in the fields of OSOS are pulled into the customer’s JobZone account. The sharing of information
makes it possible to create a JobZone resume in just a few steps.

The majority of the work is completed during your OSOS data entry. The more thorough your data entry is the
more detailed your customer’s quick resume will be.

The information in OSOS that will need to be completed in order to create a quick resume includes fields in;
the General Information tab, the Work History tab, the Education and Licenses tab, and the Skills tab.

OSOS DATA ENTRY

General Info tab: OSOS

On the General Info tab, the customer’s Name, Address, Phone number, Email address, and URL (if provided)
will be saved into the contact information of the resume builder in JobZone and appear on the final resume.

PROVIDER EMPLOYER

Customer Search CompAssess
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(] < [EMI [igibiy | Adc o) Pams/Pa ] Objective | Work ist.] Ed ic] skills | saved Searches | Activties | Comments | 74 > >

~ Cust Data
omer . _ @  FEthnicHeriage & Race |
o ssN | estaws #Job Seeker | Inactve V|
@Username| NYGOVKATLINMCKEEVERr| @Password | KMcb3c Merge | — Education & Employm ent
[#Last Name| Macintosh @FirstName | Bob i Education Level
@Date of Birth| 11/07/ 1987 | @Gender | Male V| Portfolio Lvl | JobZone Adut V| | HS + 2 yr Associates Degree v
wAddress| 10 State Streat @ School Status
| | A | Mot Attending School, Secondary Scho V|
City| Albany | @State | New York vlezip| 12202 | |“'E“‘p'°““e“t 2L |
Mot Employed v
County| Albany W |C(}unlnj| United States V| Metr(}| 'V| ==t
v
Phone | 5164446666| Ext| | Al| ext| | Fay || underemployed
Email| Bob Macintosh@Mai.com | | Long Term Unemployed v
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Agency| Department of Labor | Change Profiled
Office NY999 - _Office Profiled Date
UI Claimant| Seek (Subject to Work Search) v | Work Search Record | Bl [t |
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Work History tab: OSOS

The customer’s Job Title, Employer, Employer’s Address, Start Date, End Date, and most importantly, the Job
Duties from each Job Title in the Work History tab will populate into the JobZone resume builder. Be sure to

include a full description of the customer’s job duties as this section will provide the most detailed information
in your customer’s quick resume.

PROVIDER EMPLOYER

Customer Search stom er Detz Comp Assess
Macintosh, Bob s  osos i0: Nvo14225505 10f 1
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— wDetail
{Job Title| Automative Master Mechanics | o°Net Titles |  O*Net Code | 49302301
0Empl0yer| Depaula Mazda | Include online @ Start Da1e| 07/02/2013 | “End Dale| 02/21/2018 ||
DMdre55| 1 Centml Avenue | Supervisc}r| | Phone| | Ex[| |
@Wage| S 35.00 | |Houty | Hourshweek| 40|
@ City | Abany @Reason for Leaving| Category 1-DW V|
| @State | New York IV| Zip| 12003 @Job Duties damage or malfunction. Repaired, relined, ~
Country| United States v| replaced and adjusted brakes. Provided V]
Job Type| FullTme V| RR Event# | Event |
NAICS | | | | NAICS Lookup
Dislocated Worker Inform ation
«Qualifying Dislocation Date wTenure (months)
O*Net at Dislocation 49302301/ Automotive Master Mechanics |
NAICS || |
J Job | Company | City | Start | End |
[] |Auto Mechanic Joe's Auto Shop Albany 02/01/2009
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New Job Entry | Delete Selection|

Save | Start Match | Services | Comp Asses| Activity | I.A Referrals| Comespond| VR | Retto Srch | Comments| Tag | Resume | Sched | Message




Education/Licenses tab: OSOS

Information in the Certificates/Licenses, Schools, and Professional Associations fields from the Education and
Licenses tab will populate into the resume builder in JobZone. Note: only the information listed in the Schools
section will be included in the Quick Resume. The additional fields are available when creating a Full Resume.
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Skills tab: OSOS

Lastly, the Skills tab. The Qualifications section is the only section in the Skills tab that migrates from OSOS to
the resume builder. While it is important to add skills to the Additional Skills Text box, this information does
not carry over to the resume builder. When developing the Qualifications section, highlight the customers’
experience, knowledge, skills, and passions.

PROVIDER EMPLOYER
Customer Search stom er Det: Comp Assess Services Links JobZone
Macintosh, Bob ssN: I 0505 ID: NY014225595 10f1

(=] =] Gen. Info] Egibility | Ada info] Pgms/Pa | Objective | work Hist. | Ediic lil ] saved Searches | Activities | Comments | Td > >

wAdditional Skills Text

Diagno=stic skill=, knowledge and understanding of; slectrical systems, fuesl systems, air conditioning
systems.Understanding of safety precautions, ability to train and monitor new staff, able to
communicate with customers, and managers.

Honors & Activities

Bctive member of Laurie's Car club.

Qualifications

Qualification Description

Auto Mechanic 10 Years of experience as an Automotive Specialty Technician. Extg

—_— L
a Qualifications -- Webpage Dialog _ ﬂ

Qualifications

wQualificaton Name | Auto Mechanic

Description |1y vears of sxperience as an Automotive
Specialty Technician. Extensive experience with
a broad range of cars and trucks. Enowledge of
machines and tools used in the body shop,

%l Cance| |

Employee offl

Once the customer’s OSOS record is complete, a quick (or full) resume can be created by accessing the
customer’s JobZone account via manager mode. Click the JobZone window from the customer’s OSOS record.
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Macintosh, Bob ssN  osos io: Nvo14225595




JobZone Resume Builder

To create a customer resume, click on ‘Resume’ located in the ‘Resume and Letter Preparation’ toolbox.

Translate

Andrew M. Cuomo, Governor | Roberta Reardon, Commissioner

lome
. Welcome Bob JobZone Adult
Did You Know?
UpdateliyAccourt @ @ (0)  Logout
Manufacturing is the highest paying sector in the Syracuse area with average weekly wages of $1,064.

£ Manager Mode: System is executing in management mode on behalf of Bob Macintosh

Your Local Career Center Job Search My Account

ExitManagement Mode

Where is your local Career Center? Provide your ZIP code in @ Show jobs matching your resume: o Welcome back, Bob.

the '"What's Your ZIP' section and we'll give you all the details O sh liob thout match Your last login was Mar 23, 2018
you'll need. Or click on the link below for the full list of offices () Show all jobs, without matching your resume g g

in NY state.

Moress Keyword ZIP Code: [ 12202 | Radius:| 25 miles ™

Jobs in Demand

Career Center Events Calendar - See workshops,
networking meetings, job clubs, job fairs and all of the events
being offered by NYS Career Centers through this new

" Amusem ent and Recreation Attendants
calendar Online Work Search Record

Childeare Workers

In Demand Occupations forthe Capital District region
L ing and Gr ing Workers

Work Search Record - Whether for UnemploymentInsurance purposes or your own personal records; keep track of

Personal Care Aides
TR s all your work search activities.
Fitness Trainers and Aerobics Instructors
Additional tools to aid you in your job and career exploration

Learn about apprenticeships, job search strategies, veterans’

senices and much more. ili More>>
Moress My Employability Score

What's My Employability Score? - Looking for a job? Learn how employable you Recently Viewed
Upcoming Job Fairs are with this quick survey. Then see what you can do to increase your chance of landing

ajob + Occupations
Find the next Job Fair in your area by providing your ZIP Code in

the 'What's Your ZIP' section

» Jobs

» Colleges

» Training Provider

Resume a Letter Preparati

How to Create a Resume - Leam the basics of creating a resume, receive resume
tips and view sample resumes

» Course Offerings

Apprenticeship

Resume - Create or edit a resume. You may also click the following link to upload a
resume direclly. Upload a Resum e Now

Apprenticeship Opportunities

Find out aboutapprenticeship opporunities in your area by
providing your ZIP Code above

Letter Writer - Create cover letters, thank you letters, and follow-up letters

Contact Info - Keep your information up-to-date for your resume and other job search
documents.

Translate
occwpaions v =]

Andrew M. Cuomo, Governor | Roberta Reardon, Commissioner

Home
Home » Resumes Welcome Bob JobZone Adult
R Update My Account a =20
Resume Builder ate My Accoun Logout

2

., Manager Mode: System is executing in management mode on behalf of Bob Macintosh Exit Management Mode:

'Your resume should be targeted to the job you are applying fi

The Resume Builder allows you to create multiple resumes which caninclude many types of information.

k Add New Resume to begin your resume

Click on the resume name to edit or view an existing resume. Click the delete link to delete an existing resume.

Resume Title < Twe $ Format - Date Created & Last Modified £ Action
CNAResume.docx . ° External Atachment unknown 05/30/2017 05/30/2017 Match Jobs | Delete
Bob Macintosh-Auto Mechanic Quick Chronological 03/22/2018 03/22/2018 \iew | Match Jobs | Delete

To upload a resume, click on the Upload Resume button. Select a resume, then click the Attach button. The resume
mustbe less than 5.0 MBin size

. # Upload Resume I 3 Attach I @ Cancel .
Resume Type | Quick v Create New Resume




Quick Resume

The Quick Resume tabs will appear. First, enter the Resume Title and select the Resume Type, click Next to
proceed to the Qualifications tab.

dome k
Home » Resumes Welcome Bob JobZone Adult
R Update MyAccount & @ (0)
Quick Resume ale MyAccoun Logout

:L Manager Mode: System is executing in managementmode on behalf of Bob Macintosh Exit Management Mode‘

Keep track of your resumes by providing a unique name. For exam ple job title or company name.

Resume Title ‘Buh Macintos h-Auto Mechanic ‘

Resume Type:| Chronological VvV

Your contact inform ation determines how an em ployer reading this resume will identify you. Choose your default personal contact information, or select alternate personal contact data which you created previously. To
create a new set ofalternate personal contact data, click the Add New Contact link below

Note: Use the Update MyAccountlink to change yourdefault contact information

IS

Add New Contact

Default Contact | ‘

| Back to List Save

\ Home

-

Print Preview H Next ©

Qualifications: Resume Builder

Select the qualification to include in the final resume by checking the box next to the qualification. If there are
multiple qualifications listed in this tab only one can be selected and included in the resume. To edit the
content of the qualification, click on the title, for example, Auto Mechanic, make any changes, and click save.

Note: The Section Header listed in each tab of the resume builder will appear on the final resume, you have
the option to change the wording by editing the text in the field.

Click Next to proceed to the Work Experience tab.

Home
Home » Resumes Welcome Bob JobZone Adult
Quick Resume Update MyAccount @ @ (0) Logout

LQ) Manager Mode: System is executingin management mode on behalf of Bob Macintosh

Exit Management Mode

Select or remove entries for this resume only by clicking the check boxes. Click Add New Qualification to create a new entry for your resume. You may edit an entry by clicking its name. Click Delete

if you want to remove it entirely.

Sectien Header‘|SummaryonuaIiﬁcations |o

Auto Mechanic Delete

Add New Qualification

Deselect All Qualifications

|°F'revious || Back to List ” Home

Save || Print Preview ” Next @ |-



Work Experience: Resume Builder

The Work Experience listed in the resume builder will consist of the work history saved in the customer’s OSOS
record. The boxes next to each work history are automatically selected. A checkbox can be deselected if you

wish not to include that specific entry in the final resume. Click the job title to view the job details and make
any desired edits.

Home
3 Home » Resumes Welcome Bob JobZone Adult
Quick Resume Updatevaccout & @ (0)  Logout

:& Manager Mode: System is executing in management mode on behalf of Bob Macintosh Exit Management Mode

Select or remove entries for this resume only by clicking the check boxes. Click Add New Work Experience to create a new entry for your resume. You may edit an entry by clicking its name. Click

Delete if you want to remove it entirely.

Section Header:|Work Experience |0

Auto Mechanic Delete
Automotive Master Mechanics Delete

Add New Work Experience

| © Previous |

Back to List |‘ Home

Save H Print Preview H Next°|

If you click the job title, for example, Automotive Master Mechanic, you will navigate to the details of the work
experience. You will notice the fields that were pulled in from OSOS; Job Title Employer, Address, Start Date,
End Date, and Job Duties (Job Summary). If you make edits, click Save, then click ‘Back to Resume’ to navigate
back to the Work Experience tab. The Next button will bring you to the Education tab.

Work Experience ‘deaﬂw 2 =20 Logout

LC'J Manager Mode: System is executing in management mode on behalf of Bob Macintosh Exit Management Mod

Fields marked witha ~ are required.

Having a job can provide you with many important skills that you will use for the re st of your life. Remember, every experience shapes who you are. Enter your work experience information in the text boxes provided.

Ifyou have experience as a home maker, care giver, or stay-at-home parent, please enter "Home Maker," "Care Giver," or "Home Manager" in the Job Title field and select "Life Experience" from the Job Type dropdown so we can further
assistyou in identifying fransferable skills to employers. We suggest you list the employer for the time you spentin such roles as "Self"

Jolet\e.‘Aulomowe Master Mechanics ‘

Job Type:| Full Time v

Empluyer.‘Depau\a Mazda

Address 1 ‘1 Central Avenue

\
|
Address 2" ‘

Cny"Albany ‘

Counlry‘ United States V‘
Supew\sar‘ ‘
ePhanel IEXKEHSH]H l I
StatDate:[ 1 v[dul v[2013 V]
End Date ‘ 1 VlFeb Vl 2018 V‘Presememmoyer”

Enter a brief summary of this job in the box below. Individual duties, tasks, skills, efc., may be entered on the following pages by selecting the Next button.
Job Summary:

Examined vehicles to determine the extent of damage or
malfunction. Repaired, relined, replaced and adjusted ~
brakes. Provided excellent customer service through
interaction with customers to obtain descriptions of vehicle
problems and fo discuss work to be performed and future v
repair requirements. Inspected vehicles to determine

| Back to Resume Home

7

Add New Entry |‘ Save

4=




Education: Resume Builder

The information listed in the Education field in OSOS will populate in the Education tab of the Quick resume. If

you want to view the details or edit this field, click on the school name and make any necessary edits. Make
sure to save before clicking on ‘back to resume’.

Information in the Certificates/Licenses and Professional Associations fields from the Education and Licenses
tab in the OSOS will not populate into the quick resume tabs, if this information should be included in the
resume, add it to the last tab labeled other. Click the Next button to proceed to the final tab.

Home

Home » Resumes » Add/Edit Work Experience

Welcome Bob JobZone Adult

Quick Resume Update MyAccount & @ (0) Logout

f-L Manager Mode: System is executing in management mode on behalf of Bob Macintosh

EmManagemenIMode‘

Personal Information I Qualifications I Work Experience Other

Select or remove entries for this resume only by clicking the check boxes. Click Add New Education to create a new entry for your resume. You may edit an entry by clicking its name. Click Delete if you want to remove it
entirely.

Section Header:| Education |o

Monroe Community College Delete

Add New Educafion

| © Previous ” Backto List

‘ Home

Save

Print Preview H Next © ‘ _

Other: Resume Builder

The last tab of the Quick Resume is labeled Other. Here you can add any title and description you or your

customer feel will make the resume complete. Change the Section Header and add the section text you want
included in the final resume.

Home

H%e » Resumes » Add/Edit Work Experience

Welcome Bob JobZone Adult

Quick Resume Update MyAccount @ @ (0) Logout

f-L Manager Mode: System is executing in management mode on behalf of Bob Macintosh

ExitManagementMode|

Add a final custom section to your resume, if desired

On this screen you may add an optional custom section to your printed resume. Simply add text within the Section Text field to create a custom section.

Ifyou leave the Section Text field blank, then this section will not appear on your resume.

Section Header: |Other ‘o

(T

Section Text:

|°Prewous H Back to List ” Home || Save H Print Preview




Once you have completed this tab click Save and Print Preview to view the final resume.

Home

Home » Resumes » Add/Edit Work Experience Welcome Bob JobZone Adult

UpdaleMyAccount @ © 0  Logout

Quick Resume

f") Manager Mode: System is executing in management mode on behalf of Bob Macintosh Exit Management Mode

Personal Information I Qualifications I Work Experience I Education

Add a final custom section to your resume, if desired

On this screen you may add an optional custom section to your printed resume. Simply add text within the Section Text field to create a custom section.

Ifyou leave the Section Textfield blank, then this section will not appear on your resume

Section Header: | Certification and Additional Skills ‘0

NYS Inspector's License

Diagnostic skills, knowledge and understanding of;
electrical systems, fuel systems, air conditioning

Section Text: systems.Understanding of safety precautions, ability to
train and monitor new staff, able to communicate with
customers, and managers.

| © Previous H Back to List

‘ Home

‘ Save H Print Preview ‘_

Resume Preview

The customer’s resume will be displayed in the Resume Preview window. From this screen, you can save a copy
of the resume in the Output Options section, or print the resume. You also have the option to change the
format and information that is presented in the resume (contact information) by clicking the Display Options
button.

Click the Display Options bution to change your resume formatting -
Resume Preview

Bob Macintosh
10 State Street
IAbany, NY 12202
(518) 444-6666

Summary of Qualifications

10 Years of experience as an Automotive Specialty Technician. Extensive experience with a broad range of cars and trucks. Knowledge of machines and tools used in the body shop, including, forklifts, hydraulic pumps, pressure sensors, brake)
repair kits. Experience with, automotive systems including electrical, steering, and suspension. Strong ability to multi-task and work in a fast paced environment. Strong Customer Service skills and communication skills used to convey to
customers what necessary repairs and maintenance is needed. Have an unrestricted and clean driver's license. Can lift up to 100 Ibs. Maintain a high level of productivity and have a passion for the automotive field

ork Experience

Automotive Master Mechanics Jul2013 - Feb 2018
De paula Mazda, Albany, NY

Examined vehicles to determine the extent of damage or malfunction. Repaired, relined, replaced and adjusted brakes. Provided excellent customer service through interaction with customers to obtain descriptions of vehicle problems and to
discuss work to be performed and future repair requirements. Inspected vehicles to determine overall condition. L

Auto Me chanic Feb 2009 - Jul 2013
Joe's Auto Shop, Albany, NY

Operated Forklifts, hydraulic pumps, pressure sensors, workshop presses, brake repair kits. Fixed and maintained cars and trucks. Performed routine and scheudled maintenance services including oil changes, lubrications and fitter
replacement. Fixed and replaced brakes, rotors. Diagnosed problems, installed, repaired, and troubleshoot. Performed inspections and preventative maintenance to vehicles and equipment. Alded in training new employees with repairs.
Education

{Automotive Mechanics, Associates Feb 2004 - Sep 2006
Monroe Community College, NY

Certification and Additional Skills

INYS Inspector's License Diagnostic skills, knowledge and understanding of; electrical systems, fuel systems, air conditioning systems Understanding of safety precautions, ability to train and monitor new staff, able to communicate with
customers, and managers.

Your browser may dis play header and footer information on the printed copy. If you wish to print a copywithout this information, please save a local copy in PDF format

Output Options

Select a file type to save a copy teyour local com puter. Use the PDF
or HTML type to save the format as shown. Use DOC to saveas a File Type:|H Save Local Gopy

Microsoft Word document.




Resume in OSOS

Once the resume is complete the customer will have access to it via their JobZone account. They can make any
additions or edits to their resume, or create a full resume. You can access the resume from the Resume button
in OSOS or by accessing the customer’s JobZone Record.

PROVIDER EMPLOYER

Customer Search - C E Comp Assess

Macintosh, Bob ssu:- 0S50S ID: NY014225595 1 0f1

o) €

Higibility | Add'l Info | Pgm s/PA | Objective | Work Hist. | Ed/Lic] SKills | Saved Searches | Activities | Comments | Te > |>>
~ Customer Data

@ Ethnic Hertage & Race
o SN | estaws|acve V| aJob Seeker|inscive V| I

@Username| NYGOVKATLINMCKEEVERr| @Password | KMcb3c | Merge | Education & Employment
wlLast Name| Macintash | @FirstName | Bob ||.,||| |:| @Education Level
w@Date of Birth| 11/07/ 1987 | @ Gender @ Portfolio Lvl. | JobZone Adult V| | HS + 2 yr Associates Degree 4 |
@Address| 10 State Street | #School Status
| | A | Not Attending School. Secondary Scho W |

S e [ e [ —
£ Customer Resume List -- Webpage Dialog H l | g—

Resume Title Type Format Date Created | LastModified
Bob Macintosh-Auto Mechanic Quick i 03

File Type |[HML V||  Dowrload Resume |

“Save | Stat e | Senice | Gamp o] Aciy | LA Rfaras| Gorespond] VR | St rch | Gormants|_Teg | Basur | Sehe | Messag




Final Resume
Once the JobZone Quick Resume is saved as a word document you can reformat the resume to make it ready
for the application process.

Bob Macintosh
10 State Street
Albany, NY 12202
bmac @email.mail
(518) 444-6666

Summary of Qualifications

10 Years’' experience as an Automotive Technician. Adept at repairing automotive systems including
electrical, steering, and suspension. Strong Customer Service skills and communication. Unrestricted
and clean driver's license. History of a high level of productivitylynd a passion for the automotive field.

Certification and Additional Skills

*  NYS inspector's license « Air conditioning systems

+  Diagnostic skills +  Understanding of safety precautions

*  Electrical systems «  Ability to train and monitor new staff

*  Fuel systems «  Communication skills

Work Experience

Depaula Mazda, Albany, NY Automotive Master Mechanics Jul 2013 - Feb 20158

Provided excellent customer service through interaction with customers to discuss work to be
performed and future repair requirements. Inspected vehicles to determine overall condition.

Joe's Auto Shop, Albany, NY Auto Mechanic Feb 2009 - Jul 2013
Performed routine and scheduled maintenance services. Diagnosed problems, installed, repaired,

and troubleshoot. Performed inspections and preventative maintenance to vehicles and equipment.

Duties performed include:

« Align vehicle frame & front end « Evaluated damage and problems.
= ASE certified. » Determine installation, service, or repair
« Apply filler to dents in vehicle bodies +« Talked to customers to diagnose
Technologies utilized include: Skills developed/enhanced include:
=  AutoZone ALLDATA = QOperation and Control
+ Diacom software = Management of Personnel Resources
« Estimating software « Critical Thinking
Education
Automotive Mechanics, Associates Feb 2004 - Sep 2006

Monroe Community College, NY




