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How do I find it on MySECO?

MySECO Feature:

How do I  
build my resume?

Use the quick action 
links located on  
each page.

Click the ‘Resume Builder’ link in the 
Applications and Resumes section of the 
Employment Readiness lifecycle stage.
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Access the tool from the resume section 
of your MySECO profile.
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The MySECO Resume Builder provides an easy-to-use template to create a 
chronological resume by pulling information from your MySECO profile.  
A well-prepared resume provides an accurate and professional snapshot 
of your skills and abilities to potential employers.
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How to use this tool

Once you ‘Save’ your resume, you 
have the option to edit your resume 
using Microsoft Word or the Resume 
Builder. You can also delete your 
resume or print it as a PDF.
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Jane Doe Phone: 555-555-5555

Email: janedoe@mail.com

Address
123 Wallaby Way, Washington, DC 22222

Summary

Highly dedicated communications professional dedicated to helping companies succeed in

business.

Skills
Research, Writing, Customer Relations, Problem Solving, Public Relations, Resume Writing,

Editing, Non-profits, Community Relations, Administration, Proposal Writing, Leadership

Development, Customer Service, Social Media, Interviews, Leadership

Education

Bachelor of Arts (B.A.)

University of Nowhere
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The resume builder automatically 
populates information from your 
MySECO profile. You can also change 
information as you go. Use the 
‘Include/Exclude’ buttons to add or 
remove items you want to appear on 
the final resume. Once you’re happy 
with your resume, click ‘Save.’
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Click ‘New Resume’ to get started.
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Check out your new resume!
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