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How to Build an MWE Resume

	
	1. Visit the Exchange at www.mwejobs.com
2. Enroll  or  Login  –
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	Enroll in Workforce Exchange Today!
a. Go to the lower left and select, “I am a(n) Job Seeker”
b. Follow the instructions on the pages that follow to enroll as a job seeker
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After completing enrollment, you will be prompted to build a resume
	Already Enrolled in MWE?
a. Go to the lower right and enter your User ID and Password, then click on [image: image1.png]



b. On your personal folder screen, click on ( Resumes [located in the gray section]

c. On the Resume List screen, click on a title link to revise a resume or click on [image: image2.png]


 to build a new resume
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File Edit

View Higtory Bookmarks Tools Help

Charles S . Test blake
5590 Sincere Lane
Baltimore, MD 21206
Primary Phone: (410) - 222 - 2245 Ext. 5555
Alternate Phone: (443) - 222 - 2201

Objective : to obtain work

Work Experience

0ct 2007 To
Present

Dec 2003 To
Jul 2005

Jan 1990 To
Dec 2003

Oct 1981 To
May 1993

Staff Assistant
Baltimore Works, Baltimore, MD
to assist workforce development staff

Systems Analyst
Easter Concerns, Aberdeen, MD
Supenised computer programmers. Analyzed systern data

Computer Network Administrator
Computer Computations Corporation, Colurnbia, MD

Used UNIX, C+ & C++. SQL, COBOL, FORTRAN, Visual Basic, Java, etc., in a wide range of
science-based applications.

Computer Programmer
University of Maryland, Callege Park, MD

Pryrarmmed mainframe and web-based university computer systems. Following source code
spcieifications to wite basic and sub-programs [modules]. Used C-++, CICS, Java Script, SQL and
Sybase prograrm languages
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@» Enter a tile for your resume and a description of the resume. The title and description are to help you keep track of your resures. They will not appear on your resurme

« Title
Ex: Secretary Resume

Description

Max. Length: 255 chars.

Enter an objective for this resume. If you do not [ Objectives,
want an objective to appear on your resume,

leave the field blank.

Max. Length: 800 char:
Spell Check

Choose which items of your contact information
you would like to appear on the resume by
checking the box nextto each

Contact Information Address

Primary Phone
e-rmail

Alternate Phone

Fax
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@» In order to Build Your Resume, you will need to provide details of your Work History, Mitary History, Education, Certifications and Skills. Please click the Add button in each
section to enter your details

Work History

Military History

Education History

skills, Qualifications and Achievements

Format your Resume

Choose which order you would like the sections of the resume to appear by choo:
formation to appear first and your work experience second, select “Education
section, for example, Military History, select Do not Display from the drop down.

on of Resume [work History v
« Second Section of Resume [Miltary History >

i [Education History v
[Cetifications &
Skills, Qualifications and Achieverents v

ng them from the drop down. For example,

you want your education
n the first drop down and *Work Experience

the second. If you do not have a

* First Se
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Give your resume a Title [required]


List a Description and/or Objectives, if desired [Objectives will display on your printable resume]


For Contact Information, ( 1 or more ways to contact you [at least 1 is required]


Click  �
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Click on � to make a new entry into 1 or more of the content sections – Work History, Military History, Education History, Certifications and Skills


Complete the detail screen for that entry and click on � (you may copy & paste information into text boxes)


Click � to make additional new entries


Click on a entry title link to modify the existing entry


Use the selection boxes to the left of an entry, to determine what contents you would like displayed as part of your created resume.  A ( item will display on your printable resume


Format your resume to arrange the sections. Using the drop down menu, select the content to be displayed in the First Section of the Resume, Second Section, etc., Sections without content must be selected as “Do Not Display” 


Click  � to save your resume





Resume Folder





In the Resume Folder, click on � [located to the left of the resume’s title link] to display a printable version of your resume in a pop-up window (your computer’s pop-up blocker must be disabled)
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Printable Resume





 - or -








