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WEJOBS PORTAL TUTORIAL: 

RESUME BUILDER 
 
INTRODUCTION 
 
Writing your resume can be a daunting task, but our Resume Builder makes creating a 
professional quality resume quick and easy. Choose from nine different templates to suit your 
style and career aspirations. 
 
CREATING YOUR FIRST RESUME 
 
In your profile, select My Resumes from the left side menu. This will bring you to a list of your 
resumes you’ve previously created. Since this is your first resume, you’ll want to click on the 
“New Resume” button. 
 
Clicking on New Resume opens the Resume Builder. 
 

 
 
Title your resume with something that will help you identify what the resume is for. From there, 
select from one of the nine available templates: 
 

https://www.workforcewindsoressex.com/portal/?wdt-page=resume-builder
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PROFILE: 
 
Fill in your information under the Profile tab. In Profile, there is an option to add either an 
Objective, Summary, Profile, or Personal Statement, should you wish to include one. Although 
not required on a resume, there is an option to add your social media platforms. The only 
required field in Profile is your Full Name. 
 

 
 
At any time after you enter your Full Name on your resume, you can select the “Save & 
Preview” button. This will save your work and display a preview of your resume to the right side 
of your work. When your resume is successfully saved, you will see a green bar indicating this. 
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You can use the three lines at the top left corner of the preview window to toggle between two 
different views: 
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SKILLS: 
 
To add skills to your resume, click Add Skill. This will bring up a box to name a skill as well as 
add details about that skill. This section is optional. If you would like to add more skills, click 
“Add Skill” or click on the plus symbol. If you would like to remove skills, click on the minus 
symbol. 
 
Include skills reflective of those you've added earlier to your skills library and those seen as a 
great match for the job you are applying for and are listed in that job posting. 
 

 
 
You can move your skills around and re-order them. Simply hover over the number on the left of 
your Skill and drag to where you would like it to appear. 
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WORK EXPERIENCE: 
 
Here you can enter your Work Experience. The Company Name and Job Title fields are 
mandatory. Depending on your preferences, you can include the company’s website and 
various location details.  
 

 
 
You can add a Summary of your job and/or list your Responsibilities. To list your 
Responsibilities, click “Add Responsibility”. Just like with the Skills section, you can add or 
remove Responsibilities as well as move them around by hovering your mouse over the number 
and dragging to re-order. 
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At the end of your individual Work Experiences, you can add your start and end date (if 
applicable) as well as indicate if this is your current position by clicking the button. If you check 
“Yes” to “Is this your current position?”, the option to add an end date with be removed. 
 
Under the date, there is an option to “Add Experience”. Click on this to add more Work 
Experience to your resume and fill out as you have above. 
 

 
 
If you need to rearrange your Work History, hover over the number on the left side. A circle with 
an arrow will appear at the top of the box the number appears in. Clicking on this will collapse 
the information. 
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Once the information is collapsed, you can easily re-order as needed. You can also use the 
minus symbol to remove a Work Experience. 
 

 
 
VOLUNTEER EXPERIENCE: 
Entering Volunteer Experience works similarly to how you entered your Work Experience. To 
add Volunteer Experience, click “Add Experience”. From here, you can enter in all your details 
and indicate if you are currently volunteering at this position. 
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EDUCATION & TRAINING: 
 
Education & Training works much like the previous two sections. Here, you can enter any 
education and training you have had. If you wish, you can add in Courses under each Education 
& Training section. 

 
 
AWARDS: 
 
If you have any awards you would like to include on your resume, there is the option to “Add 
Award”. This works much like the previous sections in terms of data entry and re-ordering your 
information. 
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LANGUAGE: 
 
If you speak more than one language, it’s a good idea to include this information on your 
resume. Under the Language section, you can click “Add Language”. 
 
From here, you can get more in-depth about how well you know other languages in terms of 
speaking, reading, and writing skill levels. Again, if you know multiple languages and have 
multiple entries here, you can hover your mouse over the number on the left side of the screen 
and drag to re-order. 

 
 
REFERENCES: 
 
References are not required on a resume, but you may wish to include them. To add 
References, click “Add Reference”. 
 
Once you add in your references and their contact information, you can re-order them as you 
have in previous sections by simply hovering your mouse over the number on the left side and 
dragging. This is especially helpful if you have a certain reference you’d like a potential 
employer to contact first. 
 

 
For more information on displaying References on your resume, please see the Customizing 
Your Resume section. 
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DOWNLOADING YOUR RESUME: 
 
Once you’re happy with your resume, you can download a copy in PDF format. To do this, click 
on the “Preview/Download Resume” button at the top of your screen. 
 

 
 
This will open your resume in a new browser window. From here, click the arrow at the top right 
corner to download a copy of your resume in PDF format to your device. You now have a copy 
of your resume on your device to reupload to apply for any job you are interested in, using that 
job posting’s instructions. 
 

 
 
EDITING YOUR RESUME: 
 
If at any time you wish to edit your resume, head to the My Resumes section of My Career 
Portal. From here, click on the name of your resume to edit. Don’t forget to hit the “Save & 
Preview” button to save your work. 

 

https://www.workforcewindsoressex.com/portal/?wdt-page=resume-builder
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CUSTOMIZING YOUR RESUME: 
 
Once you’ve successfully entered your information into the resume template and have saved 
your work, feel free to explore the Customize tab. The Customize tab provides many different 
options to customize your resume. While not mandatory, this does give you the option to play 
around more with the template and the information you’ve entered. 
 
PAGE NUMBER: 

 
 
With this option, you can toggle the switches to show page numbers at the top of the page 
(header), bottom of the page (footer), or both. 
 
SECTIONS AND PAGE BREAKS: 
 
PROFILE: 
 
Depending on what information you would like to include on your resume, you can choose to 
remove certain sections. This will not delete the information you have entered, rather that 
information won’t be displayed on your resume. You can go back and select “Yes” to include 
information you have previously selected “No” for. 
 
Additionally, if you would like a page break before a section, you can select that here. This can 
be a great option to better streamline the layout of your resume. 
 
You can re-order the different sections here by hovering your mouse over the numbers on the 
left side and dragging. 
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REFERENCES: 
 
You can also customize your References. For example, if on a copy of your resume you do not 
wish to include your References and their contact information, but would rather include a 
message indicating that References are available upon request, you can do that here. 
 

 
 
 
SPACING: 
 
You also have the option to have small, medium, or large spacing between the sections of your 
resume. Play with this section, hitting the “Save & Preview” button, to see how your changes 
affect the look of your resume. 
 

 
 
 
ICONS: 
 
On your resume, there are icons for contact information located in your header and in your 
References (should you choose to include References). There are a few different options for 
each icon. You can change the icon by clicking on the dropdown menu and selecting the icon 
you like best. 
 
 

 
. 
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SETTING A RESUME AS PRIMARY: 
 
If you would like to set your resume as your Primary Resume, simply click the “Set as Primary” 
button at the top of your screen. 
 
 

 
Once a resume is set as your Primary resume, the button will turn red. If you want to unset this, 
click “Unset as Primary”. 
 

 
 
DUPLICATE YOUR RESUME: 
 
Often, people have multiple copies of their resumes, especially if they are applying to different 
types of occupations. While much of the information may stay the same, you may want to alter 
some areas to target the resume to certain employers or positions. 
 
To duplicate your resume, head to the My Resumes section of My Career Portal. Click the 
“Duplicate” button next to the resume you would like to duplicate. 
 

 

https://www.workforcewindsoressex.com/portal/?wdt-page=resume-builder
https://www.workforcewindsoressex.com/portal/
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This will create a copy of your resume, indicated by the “(Copy)” text next to it. To rename the 
copy of your resume, click on the Copy resume you just made. 
 

 
 
In the title field, rename the resume to something that will indicate what the resume is for. In this 
case, the resume has been changed from “Retail” to “Office Administration”. When you are 
done, hit the “Save & Preview” button to save your changes. 
 

 
 

 
 
The newly renamed resume will appear in your My Resumes section. 
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