Directions for Developing a Resume on Resume Builder

Go to app.humanesources.com and click on the SignUp link
Set up an account

Activate your account through the email message sent

Go back to humanesources and log in

Click on My Data Builder

Choose Start From Scratch

Enter your contact information and click Continue
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8. Enter your previous employment information
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9. Inthe Display Name content box enter the Position again
10. In the Responsibilities and Accomplishments section enter bullet points using the formula:



Action verb + Task +How or Why or Using What Skill
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11. Continue to click on Add Experience until you have entered all of your work experience

12. Click on Continue to Education
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13. Add your education information without entering a start date
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14. Do not add Personal Skills

15. Continue to Technical Skills and start typing your first technical skill completing it by
choosing from the drop-down menu, then choose skill level by sliding scale
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16. Click on Continue to Language Competencies, if you are a United States citizen who speaks a
language or languages other than English enter only that language in first box and continue
to add other languages/ If you are not a United States citizen and speak English along with
other languages, enter English in the first box and continue to add any other languages

necessary

17. Do not enter a Professional Summary
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18. Click on Add Custom Sections and depending on your experiences add all that apply and in
this order:

Academic Experience

Relative Coursework

Honors or Activities or Honors and Activities

Volunteer Experience
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20. Click Show My Resume



‘Welcome to MyData™ Portfoli

Vou're on your way to creating the perfect resume. We're elevating the way you maintzin your employment profile by
introducing MyData™ Portfolio.

What is MyData Portfolio?

tyData Portfalio is the living record of your professional experiences, qualifications, and other career relevent data.
IEs all about YOU!

Everything you entered is now in MyData Portfolio, Changes made here will be reflected across all your resumes and
saved to your account. Revisit often to keep your prafile up ko date,

So..where's my resume?

We've added a default resume to get started that contains everything in MyData Portfolic. You cen easily create and
customize more resumes enylime, Within minutes you'll have ¢ professionally formatted, ATS-compatible resume

ready to download or print.
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22. Hover over Experience and use the Arrows icon to move the section under Education
23. Hover over Custom Setting and use arrows icon to move the block under Technical Skills

Edit your custom sections
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25. Download as a PDF using icon in upper right-hand corner
26. Upload to Cougar Jobline on the Career Development Center



