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RESUME BUILDER

WorkInTexas



Have these things available: 

• Your current resume
or

• Your current address and phone number

• Education information

• Listing of your Work History (most recent)

• Listing of your Skills

• References

Please allow 1 hour to complete your resume in WorkInTexas. 

Once you begin, you must finish your resume. 

Your information will not be saved until you 
complete all sections.

Getting Ready



As you work through completing all of the 
WorkInTexas Resume sections, remember 
that your finished resume will be available 
for viewing to employers when you match 
jobs in WorkInTexas.

Make sure your resume is thorough and 
accurate!

Resume Availability



Watch the top of your page where each section of the 
Resume is marked as it is completed.

Sections of the Resume Builder



Make sure to read all pop-up 
boxes. They offer information
that you will need to complete 
the Resume Builder.

From your Dashboard, scroll down to the ‘Quick Menu’ section on the left side 
of your screen and select the ‘Resume Builder’

Let’s Get Started!



Click ‘Create New Resume’

Creating a Resume



Name your resume here.

If you do not have a resume to 
upload, complete the Comprehensive 
section.

If you do have a resume to upload,  
upload it as a WORD document. 

Naming and/or Uploading



In the next few sections you will make choices:

• Where do you want to work?

• What kind of work are you looking for?

• What is the salary you would like to have?

• What schedule can you work?

Complete all sections up to the 

Resume Layout Template

Your Work Requirements



• Once you complete all of the Resume sections, you will
see a list of items that will appear on your Resume. 

• You can choose the items you want on your resume. 

• Check the box(es) you would like to appear on your
resume. You must have the Employment or Education
sections checked.

• The system will tell you that you have made a change
and now must Name the Template so give your template 
(resume) a name
o This screen will be shown to you a second time just to be 

sure the name you chose is what you want as the 
Header for your Resume. 

Resume Template Headers



Resume Template Headers



Now you are just filling in the 
blanks

Keep moving forward with 
each section until you get to 
the Employment Section.

Here you must ‘Add 
Employment History’ using 
the button toward the 
bottom of the page.

Employment History



You will need to read each line 
item. Check the box if you have 
that particular skill, knowledge, 
or know how to use a particular 
tool.

Skills and Tools



Review your resume for any issues. Spelling and capitalization matter!!
Anything that is in blue and underlined can be edited, just click on the
words and then you can make changes. Be sure to save when completed.

Review Resume



You can go back to this resume and update it 
at any time.

You can even copy it and name it something 
else with information that you may want to 
change, add, or delete.

You can create up to 12 different resumes                              
in WorkInTexas targeted to
specific jobs or skills.

Your WorkInTexas 
Resume is Completed!
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