SMART TECHNOLOGY
AND RESUME BASED
MATCHING IN JOBZONE

Today we are going to discuss SMART technology in JobZone and Resume based
matching using SMART technology. We are going to briefly go over what SMART is and
where it is used in JobZone. We will go over how to create a resume to get the best
results from the SMART matching. | am going to show you how to create a quick
resume by using detailed notes in OSOS through the resume builder in JobZone,
review what businesses will see in NYTalent and lastly show you how to Create a Full
resume using the SMART phrases in the resume builder in JobZone.



What is SMART?

Skills Matching And Referral Technology

Job Matching Based on:

* Skills

 Abilities d

* Knowledge

* Work Experience Q
<\

WHAT IS SMART? Smart Technology analyzes the customers resume for Skills, Work
Experience, and talents within the contexts of the customer’s resume.

SMART is a job search tool that uses skills matching technology instead of key word
matching. It uses artificial intelligence software specifically designed to analyze your
skills as a whole person. The software analyzes your resume for skills, work
experience, and talents within context. The software, trained by looking at over a
million people’s career pathways, compares the data from your resume with all of the
job openings in New York’s Job Bank and from the Job Scout. It then asks, “What skills
does this person have?” and “What career path have other jobseekers with these
skills, followed?” The system then recommends a number of job leads based on the
probability that you will follow a similar career path based on work history, experience
and skills.



Why Do We Use SMART?

An Alternative to a Keyword Search

Your customer may have skills for a job that they
have not considered. You can open the door to
more opportunities by matching your customer’s
skills to new kinds of job openings- jobs that key
word searches won’t find.

Sometimes our customers struggle to decide what keywords to use during their job
search, and end up using the same keywords over and over. When searching by
keyword you can only search one “type” of job at a time. SMART technology offers the
customer the option for the technology to do all the matching and thinking.

Another advantage to using SMART is getting results for jobs they didn’t know they
were qualified for.

Your customers may have skills for a job that they have not considered before and
would not find with a traditional job search. SMART can help open the door to more
and new opportunities, by matching their skills to new kinds of job openings — jobs
that keyword searches won’t find.



Where is SMART Used in JobZone?

Resume Based
Matching

Resume
Builder

Where is SMART technology used in JobZone? The Skills matching and Referral
Technology is used in all Resume based matching, when you upload and match jobs to
a resume.

It is used in the Resume builder where you can create a quick or full resume using
phrases that are provided and specifically designed for job matching.

In the Job Scout feature where customers can sign up for job matches by email on a
daily basis, or get matches once a week, every 2 weeks, 3 weeks, or 4 weeks. The
customer can also set up multiple job scouts if they are looking for multiple titles, or
based on different resumes.



What to Include in a Resume

List and completely describe all:
* Work experience

* Responsibilities

* Major assignments or special projects

* Accomplishments

* One time opportunities

* Education, classes, grades, special awards
* Training

* Volunteer & internship experience

Now that we know what SMART technology is and where its being used in JobZone
lets go over how to get strong results using this technology.

Information is most important when creating or beefing up a resume. For job matching
the technology is interested in the content of the resume not the format.

Still use headings to help you organize your resume, but remember to focus on the
content as it will help with better job matches and attract business interest through
NYTalent.



Tips for the Best Results

The more information, the better

Be descriptive

Use resume action verbs

Write contextualized statements

The resume you create for job matching can be as long as the work experience and
history go back. SMART can handle up to 24 pages of a master resume. Be descriptive,
and use Contextualized statements when creating or editing a resume.

In addition to the information you provided in the resume, keep in mind that once a
job match is performed the resume will be submitted to NYTalent where businesses
will see the customers resume. Just like other sites, for example Monster.com, when a
resume is submitte,d a business can view the resume and decide from the content
provided if the resume fits the job opening.



Example: Contextual Statement

Statement A:

Ensures that residents receive medical attention when
needed.

Statement B:

Administers minor medical treatments or medication
(taking temperatures, treating minor cuts and bruises,
giving aspirin or cough syrup) to correct or treat
residents' minor health problems using common first
aid supplies and using own discretion to determine
need following established institutional medical
department procedures.

Contextual statements are an important part of making a resume full of descriptive
information. A contextual statement Answers: What, How, and Why. The statement
should have an action and a purpose, Specify the tools and knowledge that the
customer used, Be descriptive and use details and specifics- The more information the
better.

Statement A is lacking details and is vague, this statement in a resume will not
generate any matches.

Statement B includes the What How and Why,

WHAT-Administers minor medical treatments or medication

HOW-giving aspirin or cough syrup

WHY- to correct or treat residents minor health problems

A resume that included Statement B will generate strong job matches.



Michael Smith

(Career Objective: To be a good employee

Personal Information: \
o Generic

Date of Birth: May 9, 1981

Education:

1995-1999 Syracuse High School Syracuse, NY
GPA:30

Major: Computer Technalogy

Graduation: May, 1999

Limited Knowledge

Knowledge/Skils: =
Web Page design, in-depth Programming, Robotic Manipulation

‘Work Experience:
Wal-Mart, Syracuse, NY
Stock
2005-2010
N No Contextual Statements

Bluegrass Apt. Syracuse, NY
Grounds Main
2010-2014

References:

Mr. Ed Miller, Asst Manager
Syracuse, NY
(315)222-1234

Mr.Jim Coleman, Asst Manager
Syracuse, NY
(315)213-4459

Here is an example of a resume that is generic and that will not give the customer
good matches or may not give the customer any matches at all. There is limited
knowledge, and skills listed on this resume and there are no contextual statements
here.



JoAnne Mammoser

PRIMARY SKII

DATA WAREHOUSE Design and Development

ORACLE MASTER - RDBMS VYersion 6 to Version 7.34.2
Systems Developer/Designer Master

Systems Analyst Master pra
Application Developer Master .
ORACLE Parallel Server

PL/SQL Application Developer

ORACLE development in DEC Alpha/OSF/Digtal UND( and HP/3000 UNIX Server environments
Project/Team Lead - Design and Development teams

Full Life Cycle System Design/Development

Database Tuning and Optimization

ORACLE DBA, Development and Production Systems cOntext u al State me nts

i

List of Skills

EXPERIENCE SUMMARY -

Qver 14 years expenence working as a Refational Database Analys¥Designer with particuiar
expertise in data analysis, logical data modeling, physical desian and data warehouse design and
develbpment, and project management. Experience developing high-volume relational databases
for n paraiiel g environments. Expenence developing refational
databases for legacy systemn to clien¥server migration projects using full ife-cycle approach and
design, graphical user interface toois and CASE tools. Vast experience working on govemment
and commercial projects in & vanely of business areas, includng 911 Computer Aided Dispalch,
Heaith Care systems, Document Control and Tracking, Accounting and Financial, Manufacturing,
EIS. Deronstratedmanagement abilly and project leadership, aiong with extensive technical
background in ings and database i jon. Strong verbal and written
communication skils.

DATABASES: ORACLE RDBMS Version s 6107.3.4.2, Dbase lli+, Dataflex

HARDWARE: DEC Alpha/OSF/Digital UNIX Server, HP/S000 UNIX Server, Pyramid MIS12, VAX Series
4000, HP3000, 18M P Csicompatibles, Macintosh, IBM 3270

LAHGUAGES: PLISGL, SOL, C, PRO'C, FORTRAN, COBOL, BASIC
SYSTEMS: UNIX, Digital UNIX, OSF, MS-DOS, MVS, 0S72, ISPF, VMS, MPE, PCOS

CASE TOOLS: Designer/2000, Oracle*CASE, ERWIN LANs Novell Netware 3.11, Banyan Systems
Wersion 5.52

SOFTWARE: Developer/2000, SOL*Plus, SGL*Loader, SGL*Net, Neuron Data Tools, SGL*Forms3.0,
SGL*Forms2 3, SAL*Menus 0, SGL*Reportwrier! 1, EDIT/3000, TurbolMAGE , QUERY/3000,
Wordperfect, Lotus 122'3, Microsaft Word, Microsoft Excel, VISIO

Now lets look at this resume. This Resume is filled with descriptive statements and
details. On this page of the resume we can spot the Contextual statement in the
experience summary and the resume includes a detailed list of skills.



PROF NAL EXP N

Relational D: Ti ies, owner, dent C May 96 - Present
ORACLE DATAWAREHOUSE ANALYST/PROJECT LEAD/DESIGNER/DEVELOPER.

The client is one of the largest manufacturing companies with a 1.5 Tb Data Warehouse housing
over 15 subsystemns.

*Lead development team in Data Analysis, Business Analysis, Logical Data Modeling, Data
Warehouse Design and Implementanon ORACLE PUSQL and SQL*PLUS development,
ORACLE Designer2000 Dr pment, Docur ion, and Business Reengineering.

*Team Lead for development team consisting of 5 Oracle developers and 3 Design team
members. Responsible for design and development of major re-engineering project for a Financial
Profit and Loss application. Completed User Requirement and Analysis phases. Currently
working in Design phase with daily interaction and meetings with team members and users.

*Project Lead for 3 primary data warehouse applications, now in production. The Control Sub-
System is an application that controls and monitors the daily feeds into the data warehouse. The
Daily Book and Bill system is an application that receives, loads, scrubs, and publishes booking
and billing information from over 40 countries daily, into the data warehouse. The Financial Profit
and Loss application in the data house, is ar nent analysis tool.

*Created entity relationship diagrams, data diagrams and process models for existing data and for
new development using Designer/2000 diagramming tools. Forward engineered logical models
into physical data warehouse tables using Designerf2000 Database Design Wizard tool.
Generated and modified Designer/2000 DDL SQL for implementation in development, test, and
production environments. Calculated table and index storage parameters.

*Performed data analysis, lead requirements review sessions, conducted data model presentations
for high-level management and working committees for different application areas interfacing with
the data warehouse. Wrote triggers and stored procedures for data warehouse transformation
processes and extract processes using PL/SQL.

*Enhanced transformation procedures that loaded data into fact and dimension tables from staging
tables. Wrote scripts to create tables, sequences, indices and constraints, and to populate and
update tables in data warehouse. Analyzed and documented requirements for PL/SQL code
required for extraction of data from data warehouse, and loading of data into the warehouse via
staging tables.

*Created test plans and wrote SQL*PLUS queries to test procedures.
Interviewed and performed data analysis required to determine editing and validation of business
rules.

Include What, How
& Why

Generate Strong
Results

Continuing on with this resume the professional experience includes the what, how

and why. When this resume is matched to jobs it will generate strong results.
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| don’t like the job leads I’'m getting
from SMART, what can | do?

“I don’t like the job leads I’'m getting from SMART, what can | do? We often hear this
question from our customers looking for guidance on how to get better job matches.
SMART looks at the resume that was submitted and generates job leads based on that
information. It then asks, “What skills does this person have” and “What career path
have others with these skills followed?” Adjusting the resume by either tailoring it or
“beefing it up” may help your customers get the results they are looking for. In
addition, the local labor market also plays a role in the job leads that result. Are there
jobs available in the field and area the customer desires? You may need to broaden the
geographical search in some cases.

11



T ) v

FUviv rransinous
Access:

Click here for driving directions
More>>

you are with this quick survey. Then see
what you can do to increase your chance of
landing a job

Technical and Scientific Products

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
calendar.

Job Seeker Resources

veterans' services and much more.
More>>

Upcoming Job Fairs

There are currently no upcoming Job Fairs
in the Capital District region.

" "

Resume and Letter Pr

How to Create a Resume - Lear the
basics of creating a resume, receive resume
tips and view sample resumes. This online
quide will help you build a resume businesses
will want to see! Go step by step or skip to the
section that interests you.

Resume Builder - Create a new resume
or upload a current one.

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

Reference List - Generate a st of
references to distribute to potential
employers.

Work Samples - Upload samples of your past work experience and save
them to your portfolio.

Recently Viewed

v Occupations

» Jobs

» Colleges

» Training Provider
» Course Offerings

» Apprenticeship

Apprenticeship Opportunitied

Apprenticeship opportunities in the
Capital District Region.

« Apprentice Skilled Const, Craft
Laborer

Open Date: 08/26/2014
Closing Date: ~ 08/21/2015

Now that we know how to create a resume that will give us strong results lets see how
to upload the resume so we can match to it. Go to JobZone through OSOS’s manager

mode and then Click on Res

ume Builder.

12



Home » Resumes Welcome Katlin JobZone A

_ WeeMyAcont 8 @0 L0go
ume Builder -

Your resume should be targeted to the job you are applying for. The Resume Builder allows you to create multiple resumes which can include many types

of information. Click 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 % ‘ Type S ‘ Format $ Date Created & Last Modified & Action

External Attachment nknown 07/22/2015 07/22/2015 Delet
Kristy's Resume,doc . - i

To upload a resume, click on the Upload R button. Select a resume, then
click the Attach button. The resume must b han 5.0 MB in size.

# Upload Resume | # Aftach | @ Cancel

Kristy's
Resume.doc 67.58K8 1 m

Resume Type: Full +| Create New Resume ‘
Job Search Question? (e
Home

Click on Upload resume, then choose the resume you want to upload from your
documents. Once you choose the resume you want to upload click attach. This is an
important step. Without clicking attach, the resume will not successfully be uploaded
tolJz

Once the resume is attached, you will have to click home to refresh the page, this will
bring you back to the JobZone homepage. From there you will have two options to
match jobs from the uploaded resume.

13



R e you are with this quick survey. Then see Technical and Scientific Products

Access: what you can do to increase your chance of
Click here for driving directions [anding a job
More>> More>>

Career Center Events Calendar - Recenﬂy Viewed

See workshops, networking
meetings, job clubs, job fairs and all

ofthe events being offered by NYS How to Create a Resume - Leam the

Resume and Letter Preparation

v Occupations

I » Jobs
Calreedr Conbers hvough i new basics of creating a resume, receive resume
saone tips and view sample resumes, This oniine S
quide will help you build a resume businesses
will want to see! Go step by step or skip to the Training Provider
Job Seeker Resources section that nferests you. ' 9
Addtional tool to aid you Resume Builder - Create a new resume ML
career exploration. Learn anou or upload a current one. )
apprenticeships, job search strategies, P » Apprenticeship
Veterans' services and much mo};e. Letter Writer - Create cover leters,thank
ore>> ¥ — —
you letters, and follow-up letters. Apprentlceshlp Oppo unitios
Upcoming Job Fairs Reference List- Generate it o Apprenticeship opportunites n the

references to distrioute to potential

Capital District Region.
employers.

There are currently no upcoming Job Fairs
in the Capital District region. Work Samples - Upload samples of your past work experience and save Laborer

e OpenDate: 08252014

| ) . i i Closing Date: 081212015

The first way to match your resume using SMART technology is through the resume
builder. From the homepage You will have to go back into the Resume builder by
clicking the Resume Builder title, under the Resume and Letter Preparation box.

+ Apprentice Skilled Const, Craft




Tome » Resumes Welcome Ratlin JobZone A

Resume Builder Update MyAccount @ @ © Logo

Your resume should be targeted to the job you are applying for. The Resume Builder allows you to create multiple resumes whict || include many types

of information. Click 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 ¢ Type s Format ¢ | DateCreated ¢ | LastModified & Action

External Attachment unknown 07/22/2015 07/22/2018 Match Jobs | Delete

Kristy's Resume doc

To upload a resume, click on the Upload Resume button. Select a resume, then
click the Attach button. The resume must be less than 5.0 MB in size

[ + Upload Resume I 2 Attach I @ Cancel ]

Resume Type: Full -\ Create New Resume

Job Search Question? Home

You will then see the resume that you uploaded. The Resume will be an External
attachment. You will see the option to Match jobs on the right hand side under the
title Action. click on match jobs to get the results.



Job Search

Keyword: ZIP Code: Radius:
12118 25 miles -

Show all jobs, without matching your resume
® Show jobs matching your resume: Kristy's Resume.doc ~ o

Select a resume
Kristy's Resume.doc

All-in Resume

The ONLY way a resume will be seen in Talent is if a
Resume-Based Search is performed

OR

From JobZone’s homepage you can access the uploaded resume in the Job Search tool
box. Select Show jobs matching your resume then select the resume you wish to
match from the drop down box in this case we are selecting Kristy’s Resume. Then click
on search.

THE ONLY WAY THE RESUME WILL BE SEEN IN TALENT IS IF A RESUME BASED SEARCH
IS PERFORMED. A job Match must be performed in order for the resume to be
submitted into Talent.



Home Jobs Posted Search for Resumes Welcome, kerry.douglas-duffy@labor.ny.gov | MyAccount |

DEI\I{XETMM

NYTalent , - . ;| k- LABOR

Search results

ﬁ Save this search & notify me of new talent n Fine-Tune your search

Yo g e

Displaying 1 - 10 of 250 resume(s) Resumes perpage (19 v

AutoMatch0001126841 ® - Test (2000-present)

AR NG® Secretary - Jim"s Law Fim (2010-2015) 1Tyears | Recommended v
AutoMatch0001122988 ek

ank e Clerk - Goodwill Store (2008-2009) Jyem  |Recomended 7
NG

When you conduct a resume-based job search in JobZone you will also be submitting
your resume into NYTalent. NYTalent is a premier recruitment site for NY State
Department of Labor approved businesses to search for talented workers.

Businesses can search for talented workers similar to how job seekers can search for
jobs. When the Business finds a potential candidate, they will click on the match.

17



Jobs Posted Search for Resumes

Weilcome, kerry.douglas-duffy@fabor.ny.gov | My Account

Resume of a job seeker AutoMatch0001126841
KRR - NY S o T T Bak

Summary

Summary of QualificationsThis is a test.| have 10 years as a secretary of a big lawfirm. More than 4 years working fashionable boutiques and retail

establishments in Soho inNYC . Recognized for delivering unparalleled customer service. A verifiable track recordof success backed by impeccable
Areas of include: E: tionalCustomer Service *Merchandising and Display *Bl-Lingual (French/English ) *Inventory andPricing

Controls *Computer/POS Scanning Use *Multitask

Experience

Jim"s Law Firm, Albany, NY

Secretary

for 10 lawyer law firm. Tasks performed include the following Attend meetings to record minutes. File and retrieve corporate documents, records.

andreports. Duties performed include:Arrange teleconference calls. Answered and screened incoming phone calls. Develop newoffice forms. Managed

documents needing signatures. Processed accounts payable items. Fileor retrieve paper documents and related materials. Reconciled corporate credit

cardaccounts. Develop policies, procedures, methods, or standards. Maintain records, reports,or files. Plan meetings or conferences. Tools utilized

include:Adding machines. Facsimile machines. Notebook computers. Technologies utilized include:Adobe Systems Adobe Contribute. Corel

WordPerfect software. Database software. Emailsoftware. Skills developed/enhanced include:Active Leaming. Equipment Maintenance. Critical

Thinking. Judgment and Decision Making.Management of Financial Resources. Knowledge sets include:coordinated travel. executive administrative
general ¢ pondence. filing system

RE AL Design Inc, Dolgeville, NY
Administrative Assistant
| took over all the duties of running this office including finance. customer service purchasing, inventory control, shipping, accounts receivable and

accounts payable. lorganized andcomputerized the office. This company is a manufacturer of positioning systems for ret use for
children

Big Ben Center, Madrid

Second Language Teacher

| gave English Classes to individuals and groups, ages 4 through adult, at businesses, schools and private homes
Macy"s, Queens, NY

Sales Associate

Provide an excellent customer service Cashier and stockroom person sometimes Macys Queens mall center Cashier, helping customers and was
getting paid by commission

This is what a business sees when they search resumes on NY Talent. As you can see
they can view all of the content in the resume. Your name and personal identifying
information is all kept confidential. Only your email address will be available to a
business.



Please enter your search opbions. Fields may be searched on partial values

O Keyword Search

Use SMART technology o match jobs to your resume: Filter yout results by match strength
. Show jobs matching your resume with at least a: | 0 Star Match H
Show all jcbs, without matchig your resume how jobs matching your resume with at least a ||,, v Filter bV Streng‘th
® Show jobs malching your resume Knsty's Resume doc 7| @ 1.0 Star Match

15 Star Maich
Advanced Search  Clear Search Options 20 !

30 Star Match

Search Results

Below are search results that match your critena. Leam mare details about each job by clicking on the job e

TR T 1T TTT - Y K
Son By
Match Strength & Tile $ Location 4| Distance ¢ Company 6| Dae ¢ L Action )
¢ g4 £ AD
CERTIFIED NURSING ASSISTANT Ao, I e | Rescane 067252015 L ? thy
CERTIFIED NURSING ASSISTANT Abany, NY mis | Ethca Heath And Retioment | 06252015 LI A
CERTIFIED NURSING ASSISTANT s, MY |s Phoebe Putney Heath System | 067252015 L A
CERTIFIED NURSING ASSISTANT Cobons. 1Y 96mies | Seten Health ] ? 1
LICENSED PRACTICAL NURSE R “IS Maxim Heathcare Nurses O7/072015 3 L A
15 51 Peters Health Care TP
] Albany, NY Ml Servces
Job Search Question? - i i
28 St Peters Health Care i
) K Troy, NY miles Services . ’ U
«@ Chat with an Advisor
St Peters Health Care ] ’ W

Whether you decide to use the resume builder or the JobSearch tool box to perform
job matching the search will yield the same results, and both will put the customers
resume into Talent.

Kristy’s resume includes all of her skills, knowledge, Experience and talents as a
certified nursing Assistant. The strongest matches are indicated with 3 stars. You can
filter your results by match strength by selecting the number of stars from the drop
down menu. The results are automatically sorted by strength, but you can sort them
by the other categories by clicking on the arrows in each title. For example, If your
customer is more interested in the most recent job openings you can click on the
arrows near the Date to show the most recent job postings.
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Action @@

«® @

oo

Add to Locate ona People with

Favorites Map Similar Jobs  ~'miar Jobs

On the right hand side of the results you will see the box labeled ACTION. The action
icons can further assist the customer in their job search. Click on the heart to add the
job opening to your favorites. Clicking on the map symbol will send you to an external
website that will provide a map with directions to the job opening/business. Click on
the people icon to view people with similar jobs common skills, certificates and
Licenses, their level of education, experience and what a persons typical resume would
look like. This is a helpful feature for customers to compare their skills and
qualifications against others who hold the same position. Click on the magnifying glass
to search similar jobs, clicking this icon will automatically start a new search with new
results.

20



?

?
e

Questions About:
How to Match a

SMART
How to Upload a
Resume

?

Resume

?

Resumes in NYTalent?

?
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OSOS

{SusTOMER  \ I ENPLOYER STAFF HELP

Customer Search Comp Assess Services JobZone

0OSOS ID: NY013054526

Work Hist | B30 | Skills | Saved Searche
@ SSN wStatus Active v wJob Seeker Actve  ~ Ethnic Heritage & Race
wUsername AmyMalinak wPassword AMYMAL Maml
@Last Name Malinak wFirst Name Amy Ml R [ tion & Employ
Date of Birth 05/10/1990  wGender Female ~ | @Portfolio Lvl. JobZone Adult SEducstion | evel
12 Grade - HS Graduate v
wAddress 1010 First Ave - e
Not attending school, H.S. Graduate v
»City Albany @State New York v @Zip 12201 “Employment Status
County Albany ~ Country United States ~  Metro ~ | 5| || NotEmployed -]
Phone 5185554444 Ext. Alt Ext. Fax - C Pref
Email AmyMalinak222@gmail com || Use Postal | Fax
URL ||| ¥ PriPhone ¥ Email
.| Alt. Phone Resume Contact Info I
SUS Cizen 7
Ei IJZ/CZ ger || Add to Case Load
Staff Assigned MCKEEVER. KATLIN _Change | ~ | Registered 07/21/2015
WIB Assigned NYSDOL - CO Origin Staff
Agency Department of Labor Change Profiled
Office NY9999 Office Profiled Date
[V]Xe!P 110§ Seek (Subjectto Work Search) i ¢ Internet Resume | Confidential | |

Save l Start Match I Sericol”‘{Comp Asuu‘ Activity [ LA Referrals I Correspond I » VR ] Retto Srch I Commonh"‘ Tag]j Resume ] Sched I Message|

Next we will go over how the fields in OSOS can help build a resume in JZ’s Resume
builder.

If you fill out OSOS thoroughly with the customer, building a quick resume in JobZone
will be simple and only take a few minutes. Let’s go over what tabs and fields in OSOS
populate into the resume builder in JobZone. On the general info tab the customers
name, address, phone number email address and URL if provided will be saved into
the contact information of the resume builder in JZ.

The customers education, school status, employment status, and the customer’s
employment objective are pulled into the customers account information in JZ but will
not appear on the Customer’s resume.



Work History: Job Duties

[ <<] <[Gen.Info [ Add o [ParmsPA | Objective gt I Uc | Skils [Saved Searches [ Activiies | Commrents | Tests [Prirmany Lang: > 1>

. Detail
wJob Title Nursing Assistants O*Net Titles| O*Net Code 3110140C
Employer Care Include online Start Date 01/2010 End Date 05/2013
@Address 1010 25th Street . Supervisor Phone Ext.
*Wage $ 10.00 Hourly - Hours/week 40
«City Albany “Reason for Leaving Lack of work -
wState New York t Zip Assisted idents in the process of getting =
#Country United States - wJob Duties r=ady for the day; ensured they were -
Job Type Full Time - RR Event# MI
NAICS NAICS Looku|

Nursing Assistants
Nursing Assistants Albany Cares Albany 0572013 052015

Assisted residents in the process of getting ready for the day; ensured they were on time for all
meals and activities. Helped residents with daily hygiene including showering, oral and
incontinence care, minimizing rashes, sores and soiling. Transferred individuals from bed to
chair, bed to commode, chair to commode, using Gait Belts, Hoyer Lifts and EasyStands as
needed, ensuring patient safety and comfort. Visited and evaluated patients daily to
determine which patients needed more time to prepare for the day and to respect the needs
of each individual.

Next, make sure all the required fields in the Work History Tab are completed. In this
tab make sure to include a full description of the customers job duties as this section
will be pulled into the resume builder in JobZone, along with the job title, city, state
and start and end dates.

The Job Duties for this employer uses contextual statements: The HOW, WHAT AND
WHY are answered in this description. Read description!
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Work History: Job Duties

Malinak, Amy R. ssN: ©SOS ID: NY013054526 1011
[T Tcen ol b ot B avod Sonrchion A (TS
Detail
wJob Tiie MNursing Assistants O"Net Code 3110140C
“Employer Albany Cares Include online Start Date 05/2013 End Date 05/2015
wAddress 1515 Everett Rd €i Supervisor Phone Ext.
=Wage 5 10.00 Hourly = Hours/week 40
“City Albany “Reason for Leaving Lack of work
=State New York - zip Offered conversation and companionship to -
. . . BUSE DUl 1 ong-term care residents, establishing and -
Job Type Full Time RR Event & _Ever|
NAICS NAICS Lookui|
| Job | Company | City Start ena |
Nursing Assistants Care Albany 01/2010 05/2013
Nursin tants Albar Albany 085/2013 08/2015

Offered conversation and companionship to long-term care residents, establishing and
maintaining positive patient relationships. Responded to patient calls in a timely and efficient
manner. Determined need and provided care of individuals. Related well with team members,
residents and families. Provided social and emotional support; encouraged residents who felt

sad or lonely. Observed physical and emotional changes; reported patient conditions to
nurses. Inventoried housekeeping and personal supplies of residents. Replaced or had supplies
ordered as needed. Supported residents with field trips, arts and crafts, music, games and
reading activities. Ensured participants arrived on time, had needed accommodations and
positive experiences. Worked range of motion activities with patients as instructed by LPN or
RN. Helped patients with daily living activities including walking and exercising; helped
residents achieve a good quality of life.

For this example our customer has two work History entries in OSOS. The Job Duties

listed for this customer are very detailed and explain every part of the customers job.
Read Job Duties!



Education/Licenses

Customer Search

On the Education and License tab make sure to include all certificates, licenses, school
degrees and professional associations that your customer has. Any section that you
have provided information on will be carried into the Resume builder in JobZone.
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Skills/Qualifications

PROVIDER EMPLOYER

Comp Assess

Customer Search

Malinak, Amy R. SSN: OSOS ID: NY013054526 1of1

‘Additional Skills Text

Administer medication, monitoring, coordination, social perceptiveness, active listening

ation in CPR, with over two years
for elderly and vulnerable

client care; work well with
physically challenged and memory-

bedridden,

|
| -

Reliable, caring certified nursing assistant with a certification in CPR, with over two
years experience caring for elderly and vulnerable adults. Excellent client care; work
well with bedridden, physically challenged and memory-impaired residents. Friendly

and compassionate, with excellent interpersonal communication skills. Follow direction
of nurses, Work with minimal supervision. Flexible: available days, evenings, weekends
and holidays. Discreet and confidential in all dealings with patients and staff. Passion
for helping and caring for others.

Lastly, the skills tab. Be sure to a complete the Qualifications section. While it is
important to add skills to the additional skills text box, this does not carry over to the

JZ resume builder.

Some tips for completing the qualifications section are, highlight the customers:
Experience

Knowledge

Additional Skills

Passions



Enter JobZone Through Manager Mode

Click here for driving directions
More>>

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
calendar.

Job Seeker Resources

Additional tools to aid you in your job and
career exploration. Learn about

pp! job search g
veterans' services and much more

Upco
|
3 There are currently no upcoming Job Fairs

in the Capital District region.

Click on the link below for all Job Fairs by

Job Search Question?

«® Chat with an Advisor

What's My Employability Score? -
Looking for a job? Learn how employable
you are with this quick survey. Then see

what you can do to increase your chance of
landing a job °

Resume and Letter Preparation
How to Create a Resume - Lear the
basics of creating a resume, receive resume
tips and view sample resumes. This online
guide will help you build a resume businesses

will want to seel Go step by step or skip to the
section that interests you

Resume Builder - Create a new resume
or upload a current one.

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

Reference List - Generate a list of
references to distribute to potential
employers

Work Samples - Upload samples of your past work experience and save
them to your portfolio.

« Receptionists and Information
Clerks

More>>

[ Recently Viewed

+ Occupations

» Jobs

» Colleges

» Training Provider
» Course Offerings

» Apprenticeship

| Apprenticeship Opportunities

}
Apprenticeship opportunities in the
Capital District Region

+ Apprentice Skilled Const. Craft
Laborer

Open Date: 08/26/2014
Closing Date: 08/21/2015
Location: Glenmont, NY
Date/Time to apply:

« Apprentice Sprinkler Fitter
Open Date: 11/03/2014

Once all of these sections are completed in OSOS and you are ready to create a
resume for your customer. You can access JobZone through Manager Mode by clicking
on the JobZone link in the upper right hand side of OSOS.

To get started click on Resume Builder located under the Resume and Letter
Preparation section.



Quick Resume

S rAna

Update MyAccount & @ (0) Logouf-

g e g

Resume Builder

~ Manager Mode: System Is executing in management mode on behalf of Amy Malinak Exit Management Moc

Your resume should be targeted to the job you are applying for. The Resume Bullder allows you to create multiple resumes which can include many
types of information. Click Add New Resume to begin your resume

Resume Title ¢ Type Format ¢ Date Created ¢ Last Modified & Action

o

No records found

To upload a resume, click on the Upload Resume button. Select a resume, then
click the Attach button. The resume must be less than 5.0 MB in size

Resume Type: Full = | Create New Resume |
Ful - ’
Quick _|
Home
o i ?
Aunkary aids and senices available upon request 1o iIndviduals with disabiktie HaVe a Q uestion?

The New York State Department of Labor is an Equal Opportursty Employer/Pr
What's New? | Help | Site Map | About Us | Contact Us | Privacy Policy | Nondiscriminat L. Chat With an AdViSOr

I + Upload Resume ] 2 Attach l @ Cancel I

Once you click on Resume builder you will see this screen. Click on the dropdown box
next to Resume type. You will see the options to create either a Full Resume or Quick
Resume. For this example we’re selecting Quick then click on create new resume.



Home » Resumes » AddEdit Aternate Contact Info Welcome Katin JobZone Adult

Quick Resume Update my Acct pdate My Account @ @ (0) Logout

Personal Information

Keep track of your resumes by providing a unique name. For example job titie or company name.

Resume Tite: Certfied Nursing Assistant
Resume Type:| Chronological ¥
Functional

Your contact inforn| Combined how an employer reading this resume wil identiy you. Choose your default personal contact information, or select altemate personal contact data which you
created previously. To create anew set of atternate personal contact data, click the Add Ney Contact ink below.

Title and Resume Type

Note: Use the Update My Account fink to change your default contact information.

®) ‘ Default Contact

Add New Contact Add New Contact

S S—

The New York State Depatment of Labor is an Equal Oppoftunity EmployerProgram
Anvilian aide and eandirae availahls inan ransct th individiale with dicahilifioe

This will bring you to the Quick Resume screen. The quick resume will include the
Customers Qualifications, Work Experience, Education and an Other tab that you can
customize for your customer. First you will have to give the resume a title. For Amy’s
resume | called it Certified Nursing Assistant so we can identify what resume we want
to use in our job search when it’s completed. You can also choose the resume format,
either chronological, functional or combined. | chose chronological as this is the most
popular format, and most employers prefer to view resumes in this format.

The default contact will contain information from the OSOS general info tab, if you
need to review, make changes or edits, use the update my account link, located at the
top right hand corner of the screen to change your default contact information. To add
a completely new contact click on Add New Contact.
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Contact Information

Manager Mode: System s e1ecubng in management mode on behalf of Amy Mainak

Fields marked with 3 & are required

sty

LastHame |n_,m"

Ao inat I”

Date of Bt
S [T

mm»:l

oo [

S0 pygw York

adternate Humber
@ nernate b .‘ ‘”

mai Adoress
E o lA'-.Hahmuuﬁ]"w wi

Website Address hp I I

o ou wish 10 recens nobces of naw lealures. sendces. coporunies? No =

© Pvous | saw »J Reset | et ©

Have a Question?

All the contact information from OSOS is automatically filled in here. The contact
information can be edited from clicking Update my account. When changes are made
and saved they become the defaulted contact information.
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JobZone Adult

M & B
Quick Resume Logout
~  Manager Mode: System s exscuting in management mode on benall of Amy Malinak E3t Manaoement lode

£ntManaoement Noge

Resume Tle: Cerfified Nursing Assistant

Resume Tipe. chvonological
Chaonological
Funcional

Combined

Your contact informe R <miployer reading this resume will idensiy you. Choose your defaull personal contact information, or select allemate personal contact data which you created previously. To create a new set
of alterate personal contadt data, dick the Add New Contact link below.

MNote: Use the Update My Account ik to change your defaul contactinformation

[« ‘ DefaultContact

Contact

BackloList | Home | Sawe | Print Preview | Ileﬂ°|

The New York State Department of Laber & an Equal Opportunty EmployerProgram.
Aupiary sds and services svaiabie upon request I ndiiduals wih dsabibes

N Have a Question?

Wikafs New?| el | Ste Map |

«@ Chat with an Advisor

Egt students sngaoed i the sxoloration of fiturs caresrs

Back to the Quick resume. Once you have titled the resume and select a resume type
click on next.



DEPARTMEN

Home
Home » Resumes Welcome Amy JobZone Adul
Quick Resume beselyiccort & @(0) Logout

A Manager Mode: System is executing in management mode on behalf of Amy Malinak Exit Management Mode

| Personal Information , Qualfications I Work Experience I Education I e _

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.

Section Header. Summary of Quaiications (1]

Centified Nursing Assitant Detete

Add New Qualification

0 Previous

Back to List | Home | Save I Print Preview || Next @

The New York State Degatment of Labo is an Equal Opportunty EmployerProgram .
Audliary aids and senices available upon request 1o ndniduals weh @isabilties Have a Questwn?
fihat Contact Us - c

Vihat's New? | Help | Site Map | About Us | Cantact Us | Privacy Policy | Hondiscrimmation Palic
«®@ Chat with an Advisor
I
X Fe 21

The next tab is the Qualifications tab. You will notice that there is already information
here under Certified Nursing Assistant. If you remember this is how we labeled the
customers qualifications in OSOS.

A quick resume in OSOS will not pull the certificates/licenses that we added to OSOS.
If we complete a Full resume for this customer it will pull the information from OSOS.



Home » Resumes ¥ Add/Edit Qualiication Welcome Amy JobZone Adut
Update yAccout @ @ (0) Logout

Qualifications

A Manager Mode: System is executing in management mode on behal of Amy Malinak Exit Management Mode

‘ @ Savecomplete

Fields marked with a  are required

Please describe the strengths, skills and talents that best qualify you for the job.

Title: Certiied Nursing Asstant

Summary of Qualfications: Refabl, caring certfied nursing assistant with a cedtficationin CPR, &
with over two years expenence caring for elderly and vulnerable
aduts. Excellent client care; work well with bedridden, physically
challenged and memory-mpaired residents. Friendly and
compassionate, with excellent interpersonal communication skills
Follow direction of nurses, Work with minimal supervision. Flexible:
available days, evenings, weekends and hobdays. Discreet and
confidentialin all dealings with patients and staff. Passion for helping  ~

”\ o, . pr— Py

The New York State Department of Labor is an Equal Opportunity Employer/Program
Algliary 2ids and sences availaie uoon request Lo Indmauals W goue:

Make Any Edits

!

You can click on the title to view and edit the qualifications. Once you have gone over
it and made any changes click on save. The green “save complete” box will appear in
the top of the screen. Then click on back to resume.



A Manager Mode: System is executing in management mode on behaif of Amy Malinak Exit Management Mode|

Personal Information | Qualifications I Work Experience I Education I Other _

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.

Section Header. Summary of Qualifications 0

4 Certified Nursing Assitant Delete

New Qualification

© Previous [ Back to List ‘ Home | Save | PrintPreview ’ Net @

The New York State Department of Labor is an Equal Opportunity Employer/Program
Aualary aids and sevices available upon request to indviduals with disabilities.

What's New? | Help | Site Map | About Us | Contact Us | Privacy Policy | Nondiscrimination

For students engaged in the exploration of future careers

Have a Question?

«@ Chat with an Advisor

Clicking Back to resume will bring you back to this screen. Check the box next to the
qualification you wish to include in the resume. If you do not click on this box this
information will NOT be included in the final resume, this is an important step.

If you have multiple Qualifications in OSOS they will all appear here in this section of
the JobZone resume. Only one qualification can be selected to be included in the
resume. When you are filling out OSOS include all the qualifications you want to
include in this specific entry. Once you have checked the box click on next.
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Quick Resume UpeaeliyAczot & 90 LOQO

~ Manager Mode: System is executing in management mode on behalf of Amy Malinak Exit Management Mo

Personal Information | Qualifications | Work Experience

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
Nursing Assistants Delete
Nursing Assistants Delete

Add New Work Experience

‘OPrevious ‘ Back to List H Home ‘ Save “ Print Preview ‘ NextO‘

The Work Experience section of the Quick Resume is the next tab. We can see the two
jobs we included in OSOS for this customer. We can click on the job title to view the
description and to edit any of the fields. You also have the option to delete any entries
that populate into the resume builder. If you want to add a previous employer you can
click on Add New Work Experience and add a completely new entry.

35



Manager Mode: System is exesuting in ranagement made o1 behalf of Amy Malinak St Manzoement

@  Savecomgiens

Fieds mavkad with 3 ot equed

Haring a job can provide you with many inpartantskifls that you will use for therest of your e, Remember, evry experience shapes who you are, Enter your inthe eatbones pramded

1 you hive experiénce as a home maker, cane givee, of stay-ai-home paret. pease ester "Home Maker," “Care Giver,”or "Home Uasager” i the Job Titk fied and sefect Life Experiénce’ from the Job Type drapdown 50 we can further assist you in dentifying transfierable sils 1o evploytes. We suggest you
st the employes fo the tme yeu spent in such roles 2 “Self”

Job T Nursing Assistats
Job Type: | Full T Z
Employer Cane
Adéess 1 1010 266h St
Addss 1

City: Abany

=1

St N York

)
Country: |United States E|

Superviser

N ——
Surt Date: | jan E]:J': E]

Dy s [ st

Enter a brief summary of this job in the bex beiow, Individual duties, tasks, sicls, etz may be entered on the folowing pages by selecting the Next butin,
oo SUTTAY. dsised rescints i he pocess of puting ready foethe 4
day, ensured thy were conforaby on e foral meals |
and actves. Helped residents withdaly hygene ey =
shoverng, oral and condingnce cre. mimn ashes,
st andsodng Tran amed vl from bt chl
a8 1o commad, cha 1 commade, sy Gt Bels, Heye v

T Ve Yo S Dt T e 1 Oport EnglyesPrgran

When you click on the Job Title you can see all the information that was provided in
0OSO0S. You can edit any fields you wish. When you are satisfied with the work
experience selected make sure to click save (if you made any changes) and then click
on Back to Resume.



|
A Manager Mode: System is executing in management mode on behalf of Amy Malinak Exit Management Model

| Personal Information | Qualifications | Work Experience | Education | Other _

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
4 Nursing Assistants Delete
7 Nursing Assistants Delete

Add New Work Experience

O Previous | BacktoList | Home | Save | PrintPreview | Next®

The New York State Department of Labor is an Equal Opportunity Employer/Program
Assal Lokl b bo indi i ale ith dino bk

deaod

After you make any necessary edits you can then click one or more work experience
boxes next to the titles. In this case both work experiences are relevant and we want

to include them both in the resume so both are checked, to continue to the next tab
click on next.
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" Update MyAccount & ©(0) LOQJO
Quick Resume =

A Manager Mode: System is executing in management mode on behalf of Amy Malinak Exit Management M

| Personal Information | Qualifications I Work Experience | Education I 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 0

Albany High School Delete

o ewEcte _

O Previous | Backtolist | Home | Save | PrintPreview | Next®

The New York State Department of Labor ts an Equal Opportunity Employer/Prc
Auakary aids and services available upon request to indvduals with disabiih

Have a Question?
at's New P Map | Ab a acy F nd
«® Chat with an Advisor

The next tab is the Education tab. This also populates from the customers OSOS
account. Like the other fields if you want to edit this field click on the school name and
make any necessary edits. Make sure to save before clicking on back to resume.

Certificates/licenses and awards will not automatically populate here from OSOS
because we decided to do a Quick resume. If you had selected to do a full resume the
Tabs for Certificates/License, Awards and Associations would be available. For this
example we are going to add the customers Nursing Aid certification because it adds a
lot of value to her resume.

38



Fields marked with a . are required.

Educational experiences can provide you with the necessary skills to perform on the job. Employers have specific educational requirements for the

job, s0 make sure you are as complete and accurate as possible.

Course of Study: Nursing Aide
Issuing Institution: Strattford Institute
Degree: Certfication
GPA:
City:
State: New York B

7P Code::|0

Country: United States v
Start Date: Jan 03

End Date: Apr [+ 2013] + Present school?

Add Information

BacktoResume | Home | AddNewEntry | Save

The New York State Department of Labor is an Equal Opportunity Employer/Program.
Aunliary aids and services available upon request to individuals with disabiliies;

Once you click on Add New Education fill out all the required fields marked with
yellow dots and then click on save, and back to resume.




. UpdateMyAccout @ @ (0)  LOQOL
Quick Resume
A Manager Mode: System is executing in management mode on behalf of Amy Malinak Exit Management M

| Personal Information | Qualifications | Work Experience | Education I 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 0
m) @ Abany Hgh School Delete
mm) [ Statford nstitute Delete

Add New Education

O Previous | Backtolist | Home | Save | PrintPreview | Next®

Click on the boxes next to the school(s) you wish to include in this resume then click
on next



| Personal Information | Qualiications l Work Experience | Education | Other _

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

If you leave the Section Text field blank, then this section will not appear on your resume.
Section Header:  Additional Certification and Skills 0

Certfied in CPR- 2015

Administer medication, check vital signs, monitor, coordinate, social
perceptiveness, activ istening
Section Text

i

‘OPrewous ‘ Backto List | Home ‘ Save | PnntPrewe'.v

The New York State Depatment of Labor is an Equal Opportunity EmployerProgram
Audliary aids and senices available upon request to indniduals with disabilties

The last tab is labeled Other. Here you can add any title and description you or your
customer feel will make the resume complete. For this customer | added the
customers additional certification in CPR and her skills that were not listed anywhere

else in the quick resume. Once you have saved this tab you can click on Print Preview
or back to list
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Bring it all together and finish your resume. Keep the format we rovided, or choose from the style options listed R dy, print your resume or save a copy to your desktop.

Click the Display Options button to change your resume formating

Resume Preview

jAmy R. Malinak
1010 First Ave
Albany, NY 12201
518) 5554444

Ssummary of Qualifications

Retiable, caring certified nursing assistant with a certfication in CPR, with over two years experience caring for elderty and vulnerable adults. Excellent client care; work well with bedridden, physically
khalienged and memory-impaired residents. Friendly and compassionate, with excelient interpersonal communication skis. Follow direction of nurses, Work with minimal supervision. Flexible: available days.
fevenings, weekends and holidays. Discreet and confidential in all dealings with patients and staff. Passion for heiping and caring for others

Work Experience

Nursing Assistants May 2013 - May 2015
Albany Cares, Abany, NY

(Offered conversation and companionship to long-term care residents, establishing and maintaining positive patient relationships. Responded to patient calls in a timely and efficient manner. Determined need
and provided care of individuals. Related well with team members, residents and families. Provided social and emotional support; encouraged residents who felt sad or lonely. Observed physical and
lemotional changes; reported patient conditions to nurses. Inventoried housekeeping and personal supplies of residents. Repiaced or had supplies ordered as needed. Supported residents with field trips, arts
and crafts, music, games and reading activities. Ensured participants arrived on time, had needed accommodations and positive experiences. Worked range of motion activities with patients as instructed by
LPN or RN. Helped patients with daily living activities including walking and exercising; helped residents achieve a good quality of ife

Nursing Assistants Jan2010 - May 2013
Care , Albany, NY

IAssisted residents in the process of getting ready for the day; ensured they were comfortably on time for all meals and activities. Helped residents with daiy hygiene including showering, oral and incontinence
care, minimizing rashes, sores and solling. Transferred individuals from bed to chair, bed to commode, chalr to commode, using Gait Belts, Hoyer Lifts and EasyStands as needed, ensuring patient safety and
comfort. Visited and evaluated patients daiy to determine which patients needed more time to prepare for the day and to respect the needs of each individual

[Education

Nursing Aide, Certification
Stratton Institute, NY

Have a Question?

High School, High School Diploma «® Chat with an Advisor]
Albany High School, Abany, NY

If you click on Print Preview your quick resume will appear. From this page you can
download the resume as a document to your computer or use the Display options at
the top to customize it. You also have the option to print your resume from here.



~  Manager Mode: System is executing in management mode on behalf of Amy Malinak Exit Management Mode

Bring it all together and finish your resume. Keep the format we've provided, or choose from the style options listed below. When you're ready, print your resume or save a copy to

your desktop.
Click the Display Options button to change your resume formating ‘ Display Options

Display options

Resume Preview —
How would you like your resume to look? Combined | = |
Amy R. Malinak Click here for a PDF exp!a ining the different types
1010 First Ave —
Abany, NY 12201 Foot Al |»
518) 555-4444 Section Header Alignment: Align Left | =
Summary of Qualifications 7] Display the names of your present employers
Reliable, caring certified nursing assistant with a Contact Algnment Agn Left [+ @ vulnerable adults. Excellent client care;
ork well with bedridden, physically challenged a ant interpersonal communication skills.
Follow direction of nurses, Work with minimal sup Which contact info do you want o show? icreet and confidential in all dealings with

patients and staff. Passion for helping and caring 7 Name ¥ Address ¥ Phone * Emai [ Webste

How would you like your work statements to appear?

Work Experience
Tasks: @ List O Paragraph .

Nursing Assistants May 2013 - May 2015
Duties: @

Albany Cares, Abany, NY 5 % Lst ™ Paragraph

Offered conversation and companionship to long: Skils: @ List © Paragraph nships. Responded to patient calls in a

timely and efficient manner. Determined need an
emotional support; encouraged residents who fel
housekeeping and personal supplies of resident

and reading activities. Ensured participants arriv {ed rang
as instructed by LPN or RN. Helped patients wua - achieve 4@ Chat with an Advisor

Tools & Tech: @ List © Paragraph

To change the format of the resume click on Display options at the top of the screen.

Here you can customize the resume. You can change the format of the resume, you
can make the resume chronological, functional or a combined resume and you can
customize the font. You can make the fields in the form of a paragraph or a list. You

can choose whether to include your personal information or not. Click apply to see
your changes.

43



Additional Certification and Skills

(Certfied in CPR- 2015 Administer medication, check vital signs, monitor, coordinate, social perceptiveness, active listening

Your browser may display header and footer information on the printed copy. f you wish to print a copy without this information, please save a local copy in POF format

Select afile type to save a copy to your local computer. Use the PDF

Output Options

or HTML type to save the format as shown. Use DOC to save as a File Type KL+ Save Local Copy
Microsoft Word document. POF

D0C

L |

The New York State Department of Labor is an Equal Opportunity Employer/Program.
Auxiiary aids and senices avalable upon request to indiduals with disablties

What's New? | Help | Ste Map | About Us | Contact Us | Privacy Policy | Nondiscamination Policy

For students engaged in the exploration of future careers

To save a copy to your computer- Select the file type in the box labeled Output
Options. Download the resume as a PDF, DOC or HTML then click on Save Local Copy.

Once you have viewed the resume and changed any display options or downloaded a

copy to your computer you can then match to the resume. But first you will have to
click on back.
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PersonalInformation | Qualiications | Work Expenence | Education | Cther _

Add afinal custom section to your resume, if desired

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

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

Section Header:  Additional Certication and Skl 0

Certified in CPR- 2015 e

Administer medication, check vital signs, monitor, coordinate, social
perceptiveness, active listening
Section Text

‘OPrevious “ Backto List | Home ‘ Save | Print Preview ‘

The New York State Depatment of Labor is an Equal Opportunty EmployeriProgram
updliary aids and senices available upon request to indniduals vith disabiities

When you click back from the Print Preview page it will bring you back to this page.
Click back to list to refresh the page.
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Resume Builder =

Your resume should be targeted to the job you are applying for. The Resume Builder allows you to create multiple resumes which can include many types

of information. Click Add New Resume to begin your resume

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

Resume Titl 4 Tipe & Fomat 4 | DafeCreated 4 | LastModfied 4 Action
Certified Nursing Assistant Quick Chronalogical (7/2812015 07/2812015 View | Match Jobs | Delete

To upload a resume, click on the Upload Resume bution. Selec@isume, then
tlick the Aftach button. The resume must be less than 5.0 MB i

+# Upload Resume | # Attach | @ Cancel

Resume Type: Ful  +| Create New Resume

‘ Home ‘

The New York State Department of Labor is an Equal Opportunity Employer/Program.

You will now be able to see the resume in the Resume Builder. You can see what type
of resume it is either quick, full or an external attachment. You can view the format
which in this case is a chronological resume. And the last modified date. Under the
Action title you can view the resume, match the resume or delete the resume. We
want to match the resume so we will click on match jobs.

Another way to match the job is to select View. This is helpful when you have multiple
resumes saved and want to view the resume before matching to it.
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\Assisted residents in the process of getting ready for the day; ensured they were comfortably on time for all meals and activities. Helped residents with daily
hygiene including showering, oral and incontinence care, minimizing rashes, sores and soiling. Transferred individuals from bed to chair, bed to commode, chair to
commode, using Gait Belts, Hoyer Lifts and EasyStands as needed, ensuring patient safety and comfort. Visited and evaluated patients daily to determine which
patients needed more time to prepare for the day and to respect the needs of each individual.

Education

Nursing Aide, Certification Jan2013 - Apr2013
Stratton Institute, NY

High School, High School Diploma
/Albany High School, Albany, NY

IAdditional Certification and Skills

(Certified in CPR- 2015 Administer medication, check vital signs, monitor, coordinate, social perceptiveness, active listening

Match Jobs

Click the fllowing button to search jobs based on your resume
Malch Jobs _

Your browser may display header and footer information on the printed copy. If you wish to print a copy without this information, please save a local copy in PDF format

Qutput Options

Select a file type to save a copy to your local computer. Use the PDF .
or HTML type to save the format as shown. Use DOC to save as a File Type: HTML |~ Save Local Copy
Microsoft Word document.

Have a Question?

«® Chat with an Advisor

If you select view you will be able to view the resume again. Now that the page is
refreshed you can click on Match Jobs which will be close to the bottom of the screen.



Search Results
Below are search results that match your criteria Leam more details about each ]Ob b,‘ CN:klr\g onthe jOD title.
100 Results Found DEBE0E0HEEE B R ttemsperPage (10f10)
Sort By
Match Strength & Title $ Location { Distancg| Company ¢&| Date A J Action 0
¢ ¢ £ 4
St Peters
128 o thy
PPD - Troy, NY mies | Heath Care | 061242015 ] 9 4
Services
PER DIEM
185 | UnitedHealth -
I 06/25/2015 th
:5::;“50 Albany, NY miles | Group = . Q
PULMONOLOGY
CRITICAL CARE 185 | Trinity o W
AND Abany,NY | mies | Heatth 0625015 “ 9
INTENSIVIST
REGISTERED 185 _— . "
NURSE Abany, NY mies | Rescare 06/2512015 | 9 \
CERTIFIED 2 204 | sz s W
NURSING AIDE :r:s.erdam mies | UNKNOWN | 0672672015 | | Q ¥
NURSE 185 | UnitedHealth e ” i
ny, NY miles | Group Qa0 . 9 b
Job Search Question? - _
nectady, | oo | SetonHealth | 0672712015 g T« 9 W
«® Chat with an Advisor

Your results will appear as they do whenever you do a job search in JobZone. You can
filter the results based on the categories, they are automatically set up to be filtered
by match strength, 3 stars indicates the strongest matches. You can click on any of the
arrows to filter the results based on that category just like when we uploaded a
resume.

Lets look at the results we got. You can see that we did get Registered Nurses
positions which our customer isn't currently qualified for. Remember the SMART
technology is looking at the skills of our customer and comparing them with the career
path other individuals with the same skills have taken. Individuals with the same skills
as Amy have gone on to pursue careers as registered nurses. You can use this
information to ask your customer: Have you ever thought about becoming a
Registered nurse? This could open a door for your customer that maybe they have not
thought about before.

You will also see that our search generated Certified Nursing Aid job openings which
our customer is qualified for.

Let’s look at the PPD position (the first job opening on the screen) to see if our
customer can apply for this opening right now.
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Aoply
Additional

Informafion Category ALL JOBS/NURSE AIDES/CARE
Driving ASSISTANTS
Directons Location Troy PART TIME EVENINGS 3P-11P 40HRS PPD
) Work  Full Time
Actions Status
i Vi Description
Similar
Jobs PART TIME EVENINGS 3P-11P 40HRS PPD - Patient Care Technician at St. Mary's Hospital (TROY)
., Simiar performs a variety of direct and indirect patient care activities under the direct supervision of a Register
7 Jobs Nurse. Including but not limited to activities of Daily Living (bathing, positioning, ambulation and feeding),
Addlo taking vital signs and collecting specimens. Also included is transferring patients, managing supplied and
| -y patient care documentation. This position requires the ability to do heavy lifting, pushing pulling and
gy standing for long periods of time. This position requires a high school diploma or GED.
® Pt
Emai PLEASE NOTE THAT ALL PCT POSITIONS REQUIRE THE ABILITY TO DO PCT TRAINING FOR 3 DAYS
s (TUESDAY/WEDNESDAY/THURSDAY) FROM 8A-4P FOLLOWING ORIENTATION.
= e fo
a friend

Email Job to a Friend| close |

Job Search Question?

This is a job that our customer probably wouldn’t have searched for using a Key Word
search but she is qualified and already has all the necessary skills and experience to
apply for the job. So although at first we may think that this wasn’t a good match it is
in fact a strong match for our customer.

You can see how good OSOS notes and contextual statements and details will get your
customer strong results using SMART technology.



?

? ?

Questions About OSOS and/or Creating a

?

Quick Resume?

P ?
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Click here for driving directions
More>>

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
calendar.

tlbggeel;erﬁesources

Additional tools to aid you in your job and
career exploration. Learn about

pp! ips. job search
veterans' services and much more.

There are currently no upcoming Job Fairs
in the Capital District region.

Click on the link below for all Job Fairs by

Job Search Question?

«® Chat with an Advisor

More>>
Resume Builder - Create a new resume
Upcoming Job Fairs or upload a current one.

Full Resume

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

How to Create a Resume - Leam the
basics of creating a resume, receive resume
tips and view sample resumes. This online
guide will help you build a resume businesses
will want to seel Go step by step or skip to the
section that interests you

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

Reference List - Generate a list of
references to distribute to potential
employers.

Work Samples - Upload samples of your past work experience and save
them to your portfolio.

Tool Box

« Receptionists and Information
clerks

More>>

[ Recenﬂy Viewed

+ Occupations

» Jobs

» Colleges

» Training Provider
» Course Offerings

» Apprenticeship

L

\ Apprenticeship Opportunities

Apprenticeship opportunities in the
Capital District Region

+ Apprentice Skilled Const. Craft
Laborer

Open Date: 08/26/2014
Closing Date: 08/21/2015
Location: Glenmont, NY
Date/Time to apply:

« Apprentice Sprinkler Fitter
Open Date: 11/03/2014

To create a full resume in JobZone, click on Resume Builder
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WeseMyicont & ©(0) LOQO

Resume Builder

Your resume should be targeted to the job you are applying for. The Resume Builder allows you to create multiple resumes which can include many types

of information. Click 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.

Date Created & | LastModified Action

Resume Title (v Type fr Format [

No records found.

To upload a resume, click on the Upload Resume button. Select a resume, then
tlick the Attach button. The resume must be less than 5.0 MB in size.

# Upload Resume | # Aftach | @ Cancel

Resume Type/Full v| Create New Resume h
l Quick

Home

The Mow York State Denadment af | aharic an Ennal Onnadinity EmalaugrPronram

Then click on Full from the resume type dropdown box. Click on Create New Resume.
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Resume Builder useison ¢ 00 Logo

Use the tabs above to create or edit your resume.

The Personal Information tab is required. On that tab you will choose a resume name and a resume format. You may also choose to use your default contact
information, or specify alterate personal contact information.

Each of the remaining tabs is optional, and corresponds to a section of your printed resume. On each tab you will have an opportuntty to select, add, or delete
items for your resume. You will also have an opportunity to personalize the section header, if desired.

Click Next to begin your resume.

Joh Search Question?

You will notice that the Full resume is much longer and includes a lot more tabs. The
intro tab gives you a little information about the resume builder, it says you can choose
a resume name, and fill in the tabs you wish to include in the resume, all of the tabs
listed are not required.

For this scenario | did not create the resume through manager mode. There will not be
any information pulled from OSOS in this scenario so there wont be any pre-populated
information in any of these tabs.
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Resume Builder ‘v‘ gelyAccot 8 ©(0) Logout‘

l Intro l Personal Information I Qualifications I Work Experience l Education I Licenses I Associations l Awards I Other _

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

Resume Ttle: Auto Technician
Resume Type: Chronological *

Your contact information determines how an employer reading this resume will identfy you. Choose your default personal contact information, or select attemate personal contact data which you
created previously. To create anew set of alternate personal contact data, click the Add New Contact fink below

Note: Use the Update My Account ink to change your default contact information

® Defaut Contact ‘ ‘

Add New Contact

Job Search Question?

(SN U | SE—" S—

(@ Chat with an Advisor

The New York State Deparment of Labor is an Equal Opportunity EmployerProgram
Auion. aide 2nd ok s boindhiduolo b deohi

Lets start with the Personal Information tab, create a title for the resume and then
choose the resume type. Once you have completed this click on Next

For this example we are going to create a resume for an auto technician
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Home » Resumes » Add/Edit Resume Welcome Katlin JobZone Adi

Update My Accout @ @ (0) LO ou

Resume Builder

[ Intro I Personal Information l Qualifications I Work Experience ] Education I Licenses l Associations ] Awards I Other -

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.

Section Header. Summary of Qualifications 0

Add New Qualification _

o

‘OPrevious W[ Back to List “ Home }{ Save H Print Preview

The New York State Department of Labor is an Equal Opportunity Employer/Program
Auxiliary aids and services available upon request to individuals with disabilities

When you are on the Qualifications tab you will need to add a new qualification, Click
on Add New Qualification in blue.

If we decided to do the full resume using OSOS the qualifications from OSOS would
populate here and you can click on it to add it to the resume. If you do a quick resume
with your customer at their appointment all of that information will be saved into the
resume builder. All that information will be accessible by the customer. They will be
able to include all that information in a Full Resume.
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Home » Resumes » Add/Edit Resume » Add/Edit Qualification Welcome Katlin JobZone Ady

UpseMyAcont @ @0 Logou

Qualifications

@ Save complete. ‘

Fields marked with a « are required.

Please describe the strengths, skills and talents that best qualify you for the job.

Title: Auto Mechanic

Summary of Qualifications: 13 Years of experience as an Automotive Specialty Technician.
Extensive experinece with a broad range of cars and frucks. 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 enviomment. Strong
Customer Service skills and communication skills used to convey to _
customers what necessary repairs and maintenance is needed. Have an

Back to Resume ‘ Home | Add New Entry lSave

lob Search Question?

Give the qualification a title and then write the Summary of Qualifications. Included in
this summary of qualifications is the customers experience, talents, skills, and passion.
When you have completed the qualifications click on save and then click on Back to
resume.
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Home Back to Labor Online Services |

Home ¥ Resumes » AddEdt Resume Welcome Katin JobZone Adult

_ Wezelyhcont & @) Logout
Resume Builder :

I Intro I Personal Information I Qualifcations I Work Expenence l Education ] Licenses I Associaions I Awards I Other _

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.

Section Header: Summary of Qualifications 0

» ¥ Auto Mechanic Delete

Add New Qualfication

‘GPreviuus H BacktoList | Home | Save ‘ PrintPreview | Next®

The New York State Department of Labor is an Equal Opportunity EmployerProgram
Auxiuary aids and senvices avallable upon request to individuals with disabilfties

Just like in the quick resume, be sure to check the box next to the qualification you
want to include in the resume. Clicking on Next will bring you to the Work Experience
tab.



Home » Resumes » Add/Edit Resume Welcome Katlin JobZone Adult*

Resume Builder Update My Account @ @ (0) Logou!

| Intro | Personal Information ] Qualfications I Work Experience | Education ] Licenses l Associations I Awards l Other -

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

Add New Work Experience _

‘QPrevious 1 Back to List " Home ” Save ‘[ Print Preview ]{ NextO]

The New York State Department of Labor is an Equal Opportunity Employer/Program
Auyilary aids and cervicec avaiahle unon reaviedtto indviduals with dicahilfies

To add work experience click on Add New Work Experience link in blue.
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Having a job can provide you with many mportant skils that you wil use for the res! of your ie. Remember, every experience shapes who you are. Enter your work experience information i the tex! boes provided.
' have e1Denence 35 2 home maker Care g

1 stay-at-home parent, please enler ‘Home Maker * Care Giver ” of Home Marager” in e Job Tite field and select "Lis Expenience” fom e Job Type dropdown 50 we can e

All required fields are marked with a yellow circle. When filling out the Job Summary

remember to answer the what, how and why. Be sure to use details.

When you have finished entering the work experience click on save.

Notice the three tabs at the top of the screen labeled Work Details, Select an
Occupation and Work Statements. These tabs will suggest appropriate skills, tasks,
and work activities to include in your resume based on the job title that you have

provided in this tab.

Again, if you made a quick resume with the customer their Work experience would be
saved and these additional tabs would be available to add specific work statements to

their resume.
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Home » Resumes » AJdEd

Add/Edit Work Experience

Welcome Katin JobZone Adult |

e MyAcout @ @00 LOQOUt

Work Experience

Inorder for us to suggest appropriate sKils, tasks, and work activities to include on your resume, we have attempted to match the job title you entered with the occupation titles in our database. The job ttke you originally
entered will still appear on your resume. If you do not see an appropriate title on the list, or if no occupations were found please use the search box to try variations of your job title until you find an acceptable match.

(\; Automotve Glass Installers and Repairers - Replace or repair broken windshields and window glass in motor vehicles
J
) Automob airers - Repair and refinish automotive ve! d straighten vehicle frames.

DO

Automotive Maste s - Repair automobiles, trucks, buses, and ofe: s repair virtually any part on the vehicle or specialize in the ransmission system.

Automotve Specialty Technicians - Repair only one system or component on a vehicle, such as brakes, suspension, or radiator.

D |® (O

O OO

m engineering dubies in planning and designing tools, engines, machines, and other mechanically funcSoning equipment Oversee installaion, operation, maintenance, and repair of
at, gas, wal feam systems.

equi

repare detailed working diagrams of machinery and mechanical devices, including dimensions, fastening methods, and other engineering information

- Prepare, season, and cook dishes such as soups, meats, vegetables, or desserts in restaurants. May order supplies, keep records and accounts, price items on menu, of plan menu.

s - Help electricians by performing dutes requiring less skill. Duties include using, supplying materials or tools, and cleaning work area and equipment

OO0 |0

jenvisors of Mechanics, Installers and Repairers - Directly supervise and coordinale the actvibes of mechanics, installers, and repairers,

I'you dont see the correct e on the ist above, or ifno occupations were found, you can ry diff

O'NET code.
:]Sﬁ'm m

onal bties untl you find the closest match. This will not change the tiie you entered, it will just help 1o connect it to the proper

© Previous | Backto Resume ‘ Save | NetQ

When you click on the Select an Occupation tab or on next you will see a list of
occupations. The system has matched the job title you provided in the work
experience tab with similar occupations. In this example the closest occupation to the
customers occupation is the Automotive Specialty Technician. This title was selected
and is indicated by a blue dot.

If the technology doesn’t provide any O*Net options that are similar to the occupation
of the customer or you want to search for other titles you have the option to search
for the proper O*Net title and code by typing in the search field and clicking search.

Once the desired O*Net title is selected click on next.
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WOrK EXperience

I Work Detais ] Select an Occupation ] Work Statements

Work Statements [ERESERUSIRIES ‘ Transferable Skils l Keywords ‘ Tools and Technologees

Work Statements

Your resume should include descriptions of what you did on your previous jobs. The tabs contain typical Tasks and Duties, Transferable Skills, and Tools and Technology
associated with this job. Clicking on a work statement will add it to your resume. Of course you can edit the statement to match your experiences, or you can click Add new Work
Statement to include statements not in our list.

Common Work Statements for Automotive Specialty Technicians include We recommend selecting up 1o 5 key
your selections up or down in the o
When formatting your resume you can choose o display your work statements as a paragraph
or as a bulleted st
Selected Work Statements.
No records found
s Agda New Work Statement
Job Search Question?
:
© Previous || BacktoResume | Home | Save | Next® ‘

«® Chat with an Advisor Rttt Upetghivioeanel] o) Wit Ui

Clicking next will bring you to the Work Statements tab. You can see that under this tab
there are Work Statements, Tasks and Duties, Transferable Skills, Keywords and Tools
and Technologies tabs. All of these tabs are geared towards the O*Net title that was
selected in the previous tab.

You can scroll through the work statements listed on the left hand side. The list
includes the common work statements for an Automotive Specialty Technician.

When you click on the work statements they populate into the right hand side. Once
they are there you can edit them, delete them or you have the option to click on Add
New Work Statement to add your own statement. It is suggested that you pick 5 work
statements for each category to include in your resume.
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Work Statements

Your resume should include descriptions of what you did on your previous jobs. The tabs contain typical Tasks and Duties, Transferable Skills, and Tools and Technology

associated with this job. Clicking on a work statement will add it to your resume. Of course you can edit the statement to match your experiences, or you can click Add new Work
Statement to include statements not in our list.

Common Work Statements for Automotive Specialty Techniclans nclude We recommend selecting up 10 5 key work statements of each type. Use the arrows to move
your selections up or down in the order you would fike them to display on your resume.

_ When formatting your resume you can choose to display your work statements as a paragraph

or as a bulleted kst

Selected Work Statements

Estimated repar costs

‘ * [Used electroni test equpment o~

s_brake shoes and wheel bearings " Inspected and tested vehicles

Repared and adusted brake systems

Found problems in fuel systems, ignion systems and
emissions control systems

' 7° Previous || Back to Resume 7}«77? Tﬂ;
Job Search Question? (9 Prvan | et oResm | tine | soe | het®

When you have selected the work statements you want to include in the resume you
can edit them by clicking in the box and adding text. You can adjust the order of the
statements by clicking on the up and down arrows next to the statements. To delete a

statement click on delete. When you have selected, adjusted and edited the work
statements click on next.




Tasks and Duties

Your reseme shoukd mclude descrptions of what you Gxf 08 your prEvious oba. The tabs contam typecal Tasks and Duties, Transéeradle Shil, and Tools and Technology sssocated with tha ob. Chcking 00 # wonk statement wall ad¢ € 10
yout resume. Of courne you can edi the statement 1o malch your expenences, of you Can Cick Add new Work Siatement o include statements not i our st

Tor 93 0 Dutes 1 Automotive Speciaty Techncans ot

Job Search Question? 07w | swaoneme | rome | see | et

When you click next the Tasks and Duties tab will appear. Similar to the work

statements this tab includes the common tasks and duties for an Automotive Specialty
Technician.

Scroll down the lists of Tasks and Duties an click on the statements you wish to include
in the resume. READ SOME THAT WERE SELECTED. All the selected statements will
populate on the right hand side of the page. You can adjust the order of the
statements as you want and then click on next.

63



Wo Satemerts | Tasks s Dutes Keywcrts | Tools nd Techeckoges

Transferable Skills

Your resume should include descriptions of what you did on your previous jobs. The tabs contain typical Tasks and Duties. Transfecable Skills, and Tools and Technology associated with this job
Clicking on a work staternent will add it 1o your resume. Of course you can edit the statement 1o match your experiences, of you can click Add new Work Statement 1o include statements not in our list

Cammon Transterable Skils for Automotive Specialty Technicians ncius e recommend 105 hey work 5 1 6ach type. Use the amows 1o move your
o i
—— 2 o . : U O
ey

Selected Transferable Skills

Comglex Protiem Schvng

Job Search Question?

The Transferable Skills tab lists all the common transferable skills. For this resume |

chose, Complex Problem Solving, Troubleshooting, Time Management, Coordination
And Operation And Control.

Some other transferable skills listed include, Installation, Negotiation, Active Listening

And Monitoring. As in the other tabs when you have selected the transferable skills
and put them in the order you want click on next.



I e e l cordenb i I S — _
Work Statements | Tasks and Dudes | Trans‘ecable Sicdls Tooks and Technologes

Keywords
Your resume should include descripbons of what you did on your previous jobs. The tabs contarn fypical Tasks and Dubes. Transterable Siulls. and Tools and Technology associated with this job
Clicking on a work staternent will add it 1o your resume. Of course you can edit the statement 1o match your experiences, o you can click Add new Work Statement 1o include statements not in our list.

Common Keywords for Automotive Specialty Technicians mchude

® your selections up or down in the

eywords as 3 paragraph or as 3 bulleted st

Job Search Question?

«® Chat with an Advisor

Scroll through the list of Keywords and select the ones you want to include in the
resume. To add a new keyword click on Add New Keyword. An empty box will appear
where you can type in a keyword you want to include in the resume.

Click on Next to go to the Tools And Technologies tab.



Tools and Technologies
Your resume shoukd nClude desCrphons of whal you dd on your previows o0s. The tabs contam typscal Tasis and Dulies, Transierabie Skils. and [ooks and |echnology assocaied weh Dws b (RCking on @ work slalement
will 36d # 10 your resume. Of Course you Can edit the statement 10 Match your experences, of you can Chck Add new Work Stztement 10 InClude statements nof i our st
Common Toos and Technoioges tr Automotive Specially Techmcuns nciude
20n i
Tt st
» (2.1 .
Anee 3w e -
Setecied Technologes
Estmatng sctawre -
P ) x some | Home | sawe
Job Search Question?
“he Ve o State Deparimert of Labor 8 o Exusl Cpoorirt, By Progree

Select the tools and technologies that you want to include in the resume. This is the
last tab under the Work Statements. When you have completed this section click on
Save. Then click on Back to resume.
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Resume Builder

o | PersonalInformaton | Qualifcations | Work Expenente | Educabon | Licenses | Assotiabons ] Awards | (ther _

Select or remove eniries for this resume only by chcking the check boxes. Click Add New Work Experience to create a new enry for your resume. You may edit an enfry by cicking ts name. Cick Delete fyou want fo
femove il entirely.

Secon Header Mk Eperence (]

[oneuous | Backlo i | Home | Save \Prmthe.wem | Ned @

The New York State Department of Labor s o Equal Opporunty EmployerProgram
Arkory aids and senices avalable upon request o indhviduas wih dabilies

Whats New? | Help| Sk Map | Aboud Us | ContactUs | Privacy Poliey | Nondiserimingion Poly

Clicking on back to resume will bring you back to the Work experience tab. Check the
work experience boxes to be included in the resume and then click on next



Home Backto Labor Online Servi

Home b Jobs » AddEdit Education » AddEoi Resume

JobZong

i g el Qgg

Update unt

Wekome Katin

Resume Builder

| Inko l Personal Information l Qualifications l Work Experience l Educaton I Licenses l Associations ] Awards l Other _

Selector remove enres for i resume only by cicking the check boes. Click Add New Educationt create  new enry for your resume. You may et an enry by cicking s name. Click Deltefyou want loremoe it

entiely.

Section Header, Educaton 0

# ¥ Hudson Valley Comni

Add New Edcaton -

unity College Delete

|°P|e-f|cus " Back o List | Home || Save | PrintPreview | Net @

‘The Mew York Sate Depariment of Labor i e Equal Opportunty EmployerProgram
Auiary aids and senvices avaiabie upon requestto ndhiduals wih disabiies.

\What's New? | Help | Ste Map | About Us | Condact Us | Privacy Polcy | Nondiserimination Pol

Now we are in the education tab. Just like in the Quick resume click on Add New
Education to add the education. Once you have saved that information click on Back to
Resume and be sure to click on the box next to the education.



Home Back o Labor Online Senvices]

Home » Jobs » AJGEGEducation » AddEdResume

Welcome Katin JobZone Adul
i Update My Account @ @ (0 0
Resume Builder Logou

| ko I Personal Informabon | Qualfications | Work Experience | Educaton | Licenses I Assotiafons | Awards | Other _

Selector remove entresfo tis resume only b cicking the check baxes. Cick Ad New License o create  new enry for you esume. You mayecit an enry by clcking ts name. Cick Deeta f youvant foremove

enfirely.

Section Header. Licenses ﬁ

Add New License

\OPle-f:,s “ Backio Lt | Home || Save IP'rIPle-f:ew l

The New York Stae Depariment o Labor  an Equal Opportunty Employer Program
Audiay 6 and senites avadable uoon recuest 10 individual wih dsabilties

The licenses tab will be prefilled with a Driver’s License. Click on Driver’s License to
personalize this information.

**Normally you would NOT need to include a Driver’s license in a resume, however a
Driver’s License may be needed on a resume for drivers or mechanics, or for jobs that

require a drivers license. In this particular case it is important to include a license in
the resume**



: x Update My Accownt & @ (0) Log ut
Driver's License |

Many jobs require a driver’s license, and some require a special license and/or endorsements. Use the form below to provide your driver’s license information, or check the No License

box if you have no driver’s license.

Check this box if you have no driver's license

License Class: Class D (Operator) v
State: | New York v

Endorsements
Tank Vehicle
Doubles and Triples
Passenger Transport
Hazardous Materials
School Bus
Motorcycle

Aur Brakes
Tank Vehicle and Hazardous Materials l

‘ Back to Resume |E Sa—ve‘

The New York State Department of Labor is an Equal Opportunity EmployerProgram
Auiliary aids and senvices available upon fequest to individuals with disabilties

Here you can choose the License class and the state from the dropdown box and check
any and all endorsements. If the person doesn't not have a driver’s license check the
box next to “if you have no driver’s license.” Click save and back to resume.



) wort 8 80 Logou
Resume Builder

o | Personal inormaton I Qual ﬁca‘uons] Work Experence | Educaton ] Licenses | ‘nssaca‘uons] Awards | Othet _
Selectorremeve entres for thi resume only by clickingthe chec boxes Clic Add New License o create a new enty fo your resume. You may editan enlry by clickingts name. Clck Delee fyou want fo remove it
entirely,
Settion Header, Licenses and Certéeatons 0_

nvers License

Delefe

¥ NYS Inspectors Livense Delete

Add New License

—
‘oPFENUui | BakList l Home | Sai I PrintPreview l

The New York State Depariment of Labor s an Egual Cpportunky EmployerProgram.
Aury ids and gsrvices avalable upon request b indhidual wih disabits

This individual has an ASE certification and his NYS inspectors license so we’re going to
add these to this section of his resume by Clicking on Add New License. After entering
the ASE certification and Inspector’s license click on Save. because | added a
certification | am going to change the Section Header to Licenses and Certifications
instead of just licenses. Check all of the boxes and then click on next.
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Home » Resumes » Add/Edit Resume

T Welcome Katfin JobZone Ad
Resume Builder el 8 @0 Logol

Intro | Personal Information | Qualifications | Work Experience | Education | Licenses | Associations | Awards | Other -

Select or remove entries for this resume only by clicking the check boxes. Click Add New Award 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: Awards 0

s A\,.,am-

‘°Previous | Back fo List “ Home H Save ” Print Preview H NextO‘

The New York State Department of Labor is an Equal Opportunity Employer/Program
Auxiliary aids and services available upon request to individuals with disabilities.

The last three tabs are Associations, Awards and other. We do not have any
associations to include in this resume, so we will skip that tab and add an award by
clicking the awards tab and then click add new award.



Home » Resumes » AddEdit Resume » AddEdit Award Welcome Katin JobZone Adult

Upizetiyiecont & @0 Logout
Awards

@ Savecomplete ‘

Fields marked with a & are required

If you have been recognized for an accomplishment related to your career, fill out the text boxes with the information. Awards can be for high school activities, volunteering, work related

awards, and many others.

Award Name: Employee of the Month
Awarded By: Manager of Shop
Description: Employee of the month is recognized for hard work and leadership

Date Received: Jan NP

Back to Resume | Home | Add New Entry

This Customer was the Employee of the Month in January 2014.

Fill in the required information and the other information if you wish to include it.

Once you have added the customers Award or Awards click on Save and back to

resume
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Home » Resumes » AddEdit Resume Welcome Kafin JobZone Adult

. Update by Accot @ @ (0) LO“OUt
Resume Builder

‘ @ Savecompte ‘

I Iniro | Personal Information I Qualfications | Work Experience | Education | Licenses | Associations | Awards I Other _

Select or remove entries for this resume only by clicking the check boxes. Click Add New Award 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.

Seetion Header Awards 0
‘ ¥ Employee of the onth Delete

Add New Award

‘OFrewous | Back toList H Home “ Save ‘ Print Previgw ‘ Next @

As in all the other tabs click the Box next to the award.

In this scenario we do not need to add any additional information. So we will not use
the Other tab.

Click on Save and then click on print preview.
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Werk Exparience

Auto Technician

Work Statements

Job Search Question?

«® Chat with an Advisor

When you click on print preview you will be able to view the resume. Your resume will
include all the information you provided in the tabs and all of the work statements you
chose from the lists of statements.

Although this resume is full of information and details you will notice that it is
organized and presents professionally for the businesses in talent to view.

Just like in the Quick Resume you can choose any display options you want or
download the resume from this page.
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Resume Builder syt & @ (0 Logol

Your resume should be targeted to the job you are applying for. The Resume Builder allows you to create multiple resumes which can include many types

of information. Click Add New Resume to begin your resume

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

Resume Tile & Type & Format 4 | DateCreated 4 | LastModified 4 l Action
Auto Technician Full Chronological 0712112015 0712712015 View | Match Jobs | Delete

To upload a resume, click on the Upload Resume bution. Selec@ne then
click the Attach button. The resume must be less than 5.0 MB in

# Upload Resume | & Attach | @ Cancel

Resume Type: Full | Create New Resume ‘

Home

m The New York State Department of Labor is an Equal Opportunity Employer/Program

Once you have previewed your resume you will need to click on Back And then “back
to list” to refresh the page.

There are three ways you can match jobs to the full resume, just like how we did for
the Quick Resume.

Lets go over all of them again:

1. You can Click on Match Jobs under Action to match the jobs based on this resume.
OR



NY, Class: 4 .

NYS Inspector's License
DMV

Match Jobs

Click the following button to search jobs based on your resume

Match Jobs ‘

Your browser may display header and footer information on the printed copy. If you wish to print a copy without this information, please save a local copy in PDF
format

Output Options

Select a file type to save a copy to your local computer. Use the PDF
or HTML type to save the format as shown. Use DOC to save as a File Type: HTML + Save Local Copy
Microsoft Word document.

Back Print Resume

Job Search Question?

The New York State Department of Labor is an Equal Opportunity Employer/Program

@ chat with an Advisor Auxikiary aids and services available upon request to individuals with disabilities

If you click on View you can view the resume again and perform a job match from
there by clicking Match Jobs



OR

You can click on Home after your resume is saved and perform a resume based search

Trans

Dg;’ARFM%\’I{

Andrew M. Cuomo, Govemor | Mario J. Musolino, Acting Commissi

Home Back to Labor Online Serviced

Did You Know? Welcome Katlin JobZone Ady

date My Account (0)
Entry-level workers, employees with specialized technical skills, and highly skilled professional workers are all in ipieWyAsort 8 @ LO ou

demand in Central New York.

Your Local Career Center ‘ Job Search \ My Account

Below is the office closest to your Keyword: ZIP Code: Radius: Welcome back, Katlin.
location. Click on More>> to find 12118 | 25 miles
additional Career Center offices Your last login was Jul 27, 2015
around your area. Show alljobs, without matching your resume
& Show jobs matching your resume: Auto Technician * 0 \ Jobs in Demand

Saratoga County Employment & Select a resume

Training ‘» Search ‘  Auto Technician | ﬂlq De:mand' Occupations for the Capital

Service Type: Full Service Al-inResume | Districtregion

Address: 152 West High Street
Ballston Spa New

« Counter Attendants, Cafeteria
0d ession, and Coffee Sh

+ Waiters and Waitresses

« Janitors and Cleaners, Except
Maids and Housekeeping Cleaners

Online Work Search Record

JOb Sea rCh Question? Work Search Record - Whether for Unemployment Insurance purposes

or your own personal records; keep track of all your work search activities.

«@ Chat with an Advisor

e— TP | " 1 Housekeepng Claner

in the Job Search Tool box. Click on Show jobs matching your resume, select the
resume you want to match to and then click on search.

78



Search Results

Below are search results that match your critena. Leam more detals about each job by clicking on the job title

100 Resauls Found DEE0CEE0000 B EE rensperae (10i1)

Sort By
Match Strength 2 Title 4| locaion & Pistance Company a4 Dae 2 L] Action @
I A

B5 | oo p ” s

TRALLER MECHANIC by NY | s | UNKNOUN 07022015 Vi LB A

SERVICE AGENT CAR WASHER schnectady, | B8 | ErtepseRenacs | o ¥ ? Ll

NY mees

AUTO DAMAGE ADJUSTER TRANEEENTRY 85 | guro [P

EVELIAUTOMOTIVE FIELD Abany NY | mies | *° s LI B
AUTO TECHNICIAN Sartoga M| Moo Wiecbae | 05200 LB

Springs, NY e

) o U 5 6292015 g L

DIESEL MECHANIC - HEAVY EQUIPMENT b Y | 0629201 4% 9 W
MECHANIC M NV | s | FetPide ncapted | 06302015 y 7 "o u =
AUTO TECHNICIAN ﬁ‘.‘lrFam ne< Brdgestone | Firestone 7022015 ‘ ’ “0‘ o

185 | Adirondack Transit Lines TOAINE p » F

MECHANIC Many, NY [ mies | Incoporated s v LI A

SHOP 26 Samp V Collisi 032015 i

SHOP TECHNICIAN - 128 | Heanp Cotisen oT032015 U

TRANSFER DRIVER 85 | ha Qo 9w

100 Results Found

All three of these Job matching Options will bring you to the Search Results page. It
will also put the Customer’s resume into NY Talent for business to view.

Your results will appear as they do when you perform any Job match. Our Auto
technician resume resulted in strong results noted by the stars, many of the
occupations are green and have a bright outlook. Noted by the leaf and Sun.

You can click on any of the job postings to see a description and how to apply for the
job.
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? 9P ?

Questions About Creating a Full Resume in
JobZone?

? 4

Questions about Creating a Full Resume and matching to itin JZ
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