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How to Create a Resume in CalJOBS 
 
This help sheet describes how to create or upload a resume in CalJOBS to help 
participants and employers connect effectively. 
 

Creating a Resume: 

 
1. To begin, navigate to Services for Workforce Staff > Manage Resumes > 

Create a Resume. 

(Note: You may also search for a resume by clicking “Search for Resumes”.) 

 

 

 

 

 

 

 

 

 

 

 

2. Next, search for the individual. Using a unique identifier such as the Application 

# will usually result in a faster search. 

 

3. Once you find your participant, click on the username of the client to proceed to 

the add resume screen.  

 

Note: Clicking on “Programs Tab” will NOT take you to the resume section. 
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Note: Alternatively, you can arrive at the same resume section by accesing the 

participant’s case file and navigating to My Individual Plans > Employment Plan 

Profile > Resumes.  

 

 

 

 

 

 

 

 

 

4. The Resumes page will appear, with five available tabs. Click on “Create new 

Resume” to create the resume for the individual. 

 You may click on “Tips on 

preparing your resume” for 

help and “Cover Letter” to 

create a cover letter. 
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1. Enter the ‘Resume Title’, and ‘Resume Creation Method’. Click the radio button 

next to the Resume Creation Method you prefer. In the Availability section, 

enter whether the participant would like to make their resume available online for 

employers to view. 

In this Help Sheet, we will provide instruction on bulding the resume from scratch 

(Comprehensive). You also have the option to ‘Upload’ or ‘Copy & Paste’ from 

an existing resume. 

 

Note: When selecting “Comprehensive”, you will have addtional sections to 

complete in order to create a complete resume. 
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2. A preview of the resume will appear and you will be able to select which section 

to edit. There are various templates to choose from when clicking on the 

Template button. 

 

 
 

 

 

 

Click on any one of the tabs in 

order to enter the information. 

You may print, email, 

download, or 

customize the 

template options by 

clicking these icons. 
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• Enter Employment History. Click “Add Employment History”. Each 

entry will be separate. Check the box “Allow interested employers to 

view your salary history and reason for leaving the jobs displayed on 

your resume” if you would like that information to be displayed.  

 

Enter the information related to the Employer. Then, enter a Job Title.  
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In the Occupation section, search for the specific occupation by clicking “Search 

for an occupation”, if one is not already pre-populated. Finally, enter the 

Position information and job duties in the text box and click “Save”. 
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• Enter Education and Training information by clicking the section and 

“Add a new Education History”. To select the educational program, click 

“Select Educational Program Classification”. Similar to selecting an 

occupation, you must search for the program. You may enter any 

additional information in the text box as required. Click “Save” once you 

want to proceed. 
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• Enter Occupational Licenses, Certificates and Training information. 

You may skip this section if not applicable. 

 

3.  The Objective, Ability Summary, Honors & Activities and Additonal 

Information sections allow you to add more information using text boxes. 

 

4. The Detailed References 

section will allow you to add 

any references, by clicking 

“Add New Reference”. Once 

finished, click “Save” to 

complete the creation of the 

resume.  
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5. Additional Employer Searchable Items are available to complete for employers 

who are looking for resumes based on these criteria. 

 

 

Click on any one of the 

sections in order to enter 

the information. 
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• Enter ‘Desired Occupation’. The default occupation that appears will be 

the one entered when the participant first registered. You may change it 

by clicking on “Search for an Occupation”. 

 

Note: You may search for a new occupation by the different categories  

listed below. 

 

 

• Enter the ‘Desired Salary’. You may search the Labor Market Wage 

Rates for the desired occupation by clicking “View Labor Market Wage 

Rates for [desired occupation]“. This field defaults to “ANY”. 
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• Enter the ‘Desired Job Location’. Click “Add Location” and select which 

area the participant desires to have their job location, and click “Save”. 

 

• Enter the ‘Desired Job Type Profile’ by clicking the “Add New 

Profile”and entering ‘ Employment Category’, ‘Work Hours’, ‘Travel’, 

and ‘Relocation’. You may enter any additional information in the 

description box. Click “Next”. 
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Once finished, you may edit, delete or view your profile. You may also add a 

new profile by cliking “Add New Profile”. Click “Save” when you are ready to 

proceed. 
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• Enter driver’s license information. If you select “Yes” on “Do you have a 

valid Driver’s license?” question, you will be required to complete 

additional fields. Click “Next” when you have completed all the necessary 

fields. 

 

 

 

 

 

 

 

 

• Enter the Security Clearance, Language Information, Job Skills, Tools 

and Technology, Typing Speed, and Language/Proficiency. To add a 

new language click “Add a new language” and click “Save” after input. 

Click “Save” when you are ready to proceed. 

• After all the Additional Employer Searchable Items sections are 

entered, the resume is now able to be Online for employers to search for, 

if the participant allowed from the Availability question in the beginning. 

 

 


