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WEJOBS PORTAL TUTORIAL: 

CONFIGURING & USING YOUR ACCOUNT 
 
INTRODUCTION 
 
Once your registration is completed, you will be taken to the WEjobs Portal landing page. 
From the WEjobs Portal landing page, you can access all the Job Finding and Career 
Development Tools including: 
 
Job Board – Search dozens of job boards at once with the largest job board in the region. 
Jobs Map – Find jobs, employment services, child care, transportation options, and more near 
you. 
Resume Builder – Create a professional quality resume quickly and easily. 
Career Explorer – Find career paths and jobs related to your current experience. 
Occupation Library – Learn about different occupations, including regional demand and salary 
expectations. 
Industry Library – Learn more about different industries and identify regional industry 
participants. 
 

 

https://www.workforcewindsoressex.com/jobs/
https://www.workforcewindsoressex.com/wemap-jobs/
https://www.workforcewindsoressex.com/portal/?wdt-page=resume-builder
https://www.workforcewindsoressex.com/weexplore-careers/
https://www.workforcewindsoressex.com/wedata-careers/
https://www.workforcewindsoressex.com/industries/
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UPDATING YOUR INFORMATION 
 
If at any time you would like to update your information and data sharing preferences, click on 
My Profile found under “My Account” on the left side menu. Make sure to save any changes. 
 

 
 

 
 

https://www.workforcewindsoressex.com/portal/?wdt-page=my-profile
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USING YOUR ACCOUNT 
 
Once your account has been set up and configured, it’s time to see all the helpful features in 
action. Here, you will find your personalized job leads. Through this tutorial, you will learn how 
to: 
 

• Build a Custom Jobs Feed 

• Add and Configure My Skills 

• Find a Job You Have the Skills For 
 
BUILD A CUSTOM JOBS FEED 
 
To build your own custom Job Feed, first you need to follow occupations, companies, and 
sectors. This will automatically find jobs you would be interested in and fill your customized job 
board (via the My Jobs Feed link). 
 
In the left side menu, you’ll see a My Job Leads option. This is where you can add job postings 
as you browse the Job Board. 
 

 
 
When you find a job post on the Job Board that you are interested in, click the “Follow Job Post” 
button. This will add the job post to My Job Leads. If you no longer wish to follow that job post, 
click the “Unfollow Job Post” button. As long as the job post is active, meaning it is not expired 
or the deadline has passed, this will be saved in your My Job Leads. 
 

https://www.workforcewindsoressex.com/portal/?wdt-page=following-jobs
https://www.workforcewindsoressex.com/jobs/
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FOLLOWING COMPANIES 
 
Users can also follow specific companies. For example, if you’re interested in working at Dairy 
Queen Kingsville, you can click on the company name and click the “Follow Company” button. 
The My Jobs Feed option will display all the active job postings from the companies you follow. 
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Below the Companies You Are Following is Explore Companies, which are companies that may 
be of interest to you based on the occupations, companies, and jobs you currently follow. Click 
the company name for more options about a company (such as links to Learn More, Browse 
Jobs, and Follow Company). You can also quickly add the company to the Companies You Are 
Following by clicking on the plus sign. 
 

 
 
FOLLOWING OCCUPATIONS 
 
Similarly, you can follow occupations. For example, if you’re looking for Accommodation Service 
Managers jobs, you can click on Accommodation Service Managers in the job description. From 
there, you can select the “Follow This Occupation” button. 
 
 

 
 
In Occupations, under the list of Occupations You Are Following, you will find a list of Suggested 
Occupations, based on the occupations you’re following as well as the occupations listed in your 
profile. This is a helpful suggestion to expand job prospects. 
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On this page, you can click the arrow to expand the selection and learn more about the 
occupation as well as view open jobs. You can also click to “Follow This Occupation” to add it to 
your list of Occupations you follow in your profile. You will also see a number of how many job 
postings currently in each sector. These jobs will be automatically added to your Jobs Feed. 
 

 
 
 
FOLLOWING INDUSTRIES 
 
Lastly, you can also follow industries. If you’re interested in the Supermarkets and Other 
Grocery (Except Convenience) Stores industry, you can click on the industry name and click the 
“Follow This Industry” button. Just like with occupations, you can also Browse All Industries. Job 
postings from the Industries you follow will automatically appear in your Jobs Feed. 
 

 

https://www.workforcewindsoressex.com/industries/
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You can also search for industries you are interested in by keyword. 
 

 
 
MY JOBS FEED 
 
By clicking on “My Jobs Feed”, your customized Job Board will be displayed, based on the jobs, 
industries, occupations, and companies you’ve followed. My Jobs Feed is updated as often as 
every hour. 
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ADD AND CONFIGURE MY SKILLS 
 
In the menu on the left, select “My Skills”. This is a list of knowledge, skills and tools and 
technologies that can be added to your collection by clicking the plus icon to the right of the skill 
name. You can remove a skill by clicking on the checkmark again. Skills that you add to your 
collection will help you identify job opportunities that overlap with your skills. The more skills 
added to your collection, the easier it is to discover opportunities you may not have considered. 
 

 
 
After adding skills, refresh the page and scroll down. You will see a section under My Skills 
called “You May Also Have These Skills”, which suggests skills you may have based on the 
skills you’ve already added as well as your previous, current, and target occupations. You can 
also use the “Search for related Skill Tags” toolbar to search for skills manually. 
 

 

https://www.workforcewindsoressex.com/portal/?wdt-page=skills#wdt-potential-skills
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The skills you add will be used to power a skills-matching feature that will automatically 
compare your skillset against all of our job postings. Potential matches are highlighted in the My 
Jobs Feed and the Job Board tool by a skills badge with a percentage Skills Match. Only job 
postings with a 50% or greater match will have a skills badge. 
 
Once you've added skills to your profile, you'll see a green button noting the percentage of skills 
match you have with specific job postings as you browse the Job Board and your My Jobs Feed 
(your own customized Job Board). 
 

 
 
MY JOBS LEADS 
 
This is the narrowed-down list of specific job postings you've selected to follow. If you are no 
longer interested and would like to put them back into your Jobs Feed but removed from My Job 
Leads, click "Unfollow Job Post". 
 

 
From here, you can select to Go to Job Post and apply to a job based on the instructions of that 
specific job posting. 
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FIND A JOB YOU HAVE THE SKILLS FOR 
 
In searching the Job Board, you will now see various badges in some job postings, such as a 
Skills Match badge (indicating a percentage of how much your skills relate to that occupation), 
This job is in demand (indicating the job is in demand in the region), Related Careers (indicating 
that a post is similar or within the same family of jobs that you've already had, currently have, or 
are looking for), and Career Jump (indicating an opportunity to move through a career path 
different than what you're currently looking for). 
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You can also select the “View Skill Breakdown” button to see how your skills match with what 
the employer is looking for. 
 

 
The Skill Breakdown also identifies possible knowledge gaps, allowing you to add missing skills, 
if you do have them, by clicking the plus sign. These are skills that you'll want to include in your 
resume and in your cover letter (if applicable) when applying to jobs. 
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OTHER OPTIONS IN MY ACCOUNT 
 
After you’ve followed jobs, occupations, companies, and industries and also added in skills, 
there are other options to explore in your account. 
 
MY RESUMES 
 
To create a resume, select My Resumes from the left side menu and click the “New Resume” 
button. This will bring you to the Resume Builder where you can input your various skills, work 
experience, education, and more. There are nine resume templates to choose from. We will 
further explore this in a later tutorial. 
 

 

 
 

https://www.workforcewindsoressex.com/resumes/new
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FOLLOWING 
 
Under the Following heading in the left side menu, you can select to view the Occupations, 
Companies, and Industries you have selected to follow, which was demonstrated earlier in this 
tutorial. 
 

 

https://www.workforcewindsoressex.com/portal/?wdt-page=following-occupations
https://www.workforcewindsoressex.com/portal/?wdt-page=following-companies
https://www.workforcewindsoressex.com/portal/?wdt-page=following-industries

