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Where to go and how to get there 

Start by opening the center column folder labeled My Individual Plans > Employment Plan Profile > then select Resumes. 

 

The following screen will look like this: 

 

On this screen there are a variety of different tools available to both participants and case managers. For the purpose of 
this document we will focus on creating a new resume. This can be done by uploading a previously created resume or 
creating one from scratch using the MoJobs Resume Wizard.  
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Resume Builder 
Begin by selecting the large plus (+) sign above the “Add Resume”. 

 

Here you will have the following three options: to upload a resume file, edit a previous existing MoJobs resume or create 
one from scratch. Select whichever option fits the scenario of the participant. For the purpose of this guide, we are going 
to select “I don’t have a resume”.  

 

 

The next screen will give you multiple options, which are shown below. Select whichever option best serves you and the 
participant. If no assistance is needed creating the resume feel free to select “I’m comfortable doing it myself”.  
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For the purpose of this guide, we are going to select “I would like help creating my resume”. 
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After making the selection needed, click “Start Resume”.  

 

First, you will be prompted to give the resume a title as shown below.  

 

Enter the best fitting title for the resume that is being created and click “Start”.  

*Pro tip: Make sure to use resume best practices for this process. A few examples of resume titles could include: 
“Marketing Manager”, “Experienced Truck Driver”, “Licensed Practical Nurse”, and “Innovative Program Specialist”. 
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Next, select the availability of the resume. This is something that can be changed at the end of the process, so if you’re 
unsure know that it can be changed.  

 

If you select “Yes”, you will be prompted to confirm on the following screen, as shown below. Select “Ok” to confirm and 
move to the next screening.  

 

The next screen will take you into the Resume Builder. 
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Employer Search Items 

 

Based on the information that is entered in the profile of the participant, the “Desired Location” should auto populate. 
This can be adjusted by selecting “Edit”. Then the following screen will load and the location where the resume will be 
seen can be adjusted.  

 

It can be adjusted by statewide, a specific county or counties in Missouri, or by zip code with a specified radius. Once you 
select the option that fits the needs of the participant, you will be returned to the Resume Builder screen.  

Once returning click “Next”.  

This screen allows you to select the occupation the participant desires to have. If the desired occupation is not listed in 
the dropdown bow, select the blue “Search for an Occupation” hyperlink to be directed to ONET where you can select 
the correct occupation. 
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Once the occupation is selected, click “Next”.  

 

This screen allows to adjust the desired salary the participant is looking for.  

*Pro tip: A resume with the “Any/Negotiable” salary choice selected, will result in more options. Not only in participants 
searches but also for employer searches.  

Then click “Next”. 

 

Here you will have the option to “Add New Profile” or select a previous profile to display on the resume page. For the 
purpose of this guide we are going to select “Add New Profile”.  

The following screen will populate: 
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Once completed, click “Next” and you will return to the previous screen.  



Resume Navigation Guide (3.2025) 
 

 

Then click “Next”. 

Fill in the information regarding the participants driver’s license: 

 

 

 

Once that is all entered, click “Next”.  
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The final screen for this tab asks questions that pertain to the participant’s abilities that are searchable from the 
employer side. Answer the three questions and click “Next”. 

 

Templates 
This tab within the Resume Builder allows you to modify the way a resume looks from an employer side. You can create a 
resume using templates that are already in place in the system or create your own. You have the ability to adjust the 
resume sections, the resume format and the format within a specific section.  

When you first get to this section, here is what your screen will look like: 

 

To select different templates, click on the drop-down box next to “Current Template.” The drop-down options will appear, 
and you are able to choose a different template like shown below. If you created templates in the past, these should 
show in this drop-down box.  
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To adjust other details of the resume, select from the three smaller tabs labeled “Resume Sections”, “Resume Format”, 
and “Section Specific Format”. 

 

In the first tab, “Resume Sections”; you can add or remove different sections that can be visible to employers. To add or 
remove, click the check boxes on the left side.  

 

The second tab, “Resume Format”; allows you to adjust the section titles, the body, the headers, and the formatting of 
each of those sections and the information held within them.  
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The third tab, “Section Specific Format”; allows adjustments to be made for the specific sections within the resumes.  
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Once you have completed these sections select “Next” at the bottom of the screen. You also have the option to “Skip this 
Step” if these sections do not apply.  

Education 
The next section is “Education.” Enter all education history for the participant. If you have a participant that has 
completed multiple levels of education, add each one individually.  
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Once completing, click “Next”. You will be taken to the main “Education” tab. If you have a participant that has 
completed multiple levels of education,  select “Add a new Education History” and repeat the same process as above. 
You will have the option to select which education will be displayed on the resume, to add or remove any of the 
information, check or uncheck the box on the far-right hand side of the screen under “Display on Resume”.  
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After entering the participant’s educational history click “Next”.  

Certifications 
In this section, enter any and all occupational licenses, certifications and/or trainings: 

 

 

If your participant does not have any applicable information for this section, scroll down and select “Skip this Step”. 
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Employment 
In this section, enter all pertaining employment history for the participant. If your participant does not have any 
applicable information for this section, scroll down and select “Skip this Step”,  
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*Pro tip: When listing out job duties, list them in order of most specific to you and most important. All broad duties 
should be listed towards the end. 

Once you are finished select “Save”, after this selection two confirmation pop ups will appear one after the other. They 
both pertain to adding skills associated with the occupations selected to the current resume. Select “Ok”, this will help 
further in the application.   

 

 

If your participant does not have any applicable information for this section, scroll down and select “Skip this Step”, 
otherwise choose “Next”.  
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Job Skills 
Here are where the two pop ups from the previous screen come into play. You will add jobs skills the participant has. If 
you selected “ok” to adding the skills in the “employment tab”, all of the skills associated with the occupational codes 
chosen will auto populate here.  

 

Like many of the previous screens, you have the ability to add or remove different skills within the “Select” column. 

 

To add skills that are not listed, scroll to the bottom and select “Modify Skills”.  

 

 

Choose the categories that are applicable, scroll through the sections and select the skills that are relevant: 
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Once all the skills are selected, scroll to the bottom and select “Save Skills and Continue”.  

 

This will bring you back to the main screen, where you will scroll to the bottom and select “Next”.  

Technical Skills and Tools 
Like the previous section, this section is also skills, but it is specific to “Technical Skills and Tools”.  

 
The format in this section is very close to that of the previous one. You can add or remove different skills within the 
“Select” column. To add skills that are not listed, scroll to the bottom and select either “Add tools and technology by 
keyword” OR “Add tools and technology by occupation”.  

 



Resume Navigation Guide (3.2025) 
 

For this guide, we are going to select “Add tools and technology by occupation”. The following screen will populate, and 
you will need to select or search the specific occupation you are seeking.  

 

 
Once you have added all the necessary skills and tools, scroll to the bottom and select “Add these tools and technology.”  

 

This will bring you back to the main screen, where you will scroll to the bottom and select “Next”.  
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Ability Summary 
In this section, summarize the participants abilities. These should be different than skills listed.  

 

*Pro tip: When listing out abilities, list them in order of most specific and most important. This is a good space to 
highlight specialized abilities.  

Once this is completed, click “Next”.  

Objective 
This section is meant to summarize what the participant is looking for in a few short sentences. This section is shown at 
the top of the resume when viewing.  

 

If your participant does not have any applicable information for this section or does not want an objective, scroll down 
and select “Skip this Step”, otherwise choose “Next”. 



Resume Navigation Guide (3.2025) 
 

Honors and Activities 
Enter any honors and/or extra-curricular activities that are relevant:  

 
If the participant does not have any applicable information for this section, select “Next”. 

Additional Information 
Enter any other additional information that is relevant:  

 
If the participant does not have any applicable information for this section, select “Skip this Step”, otherwise choose 
“Next”. 
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Websites 
In this section, participants have the ability to enter any pertinent websites to showcase. An example for this would be a 
LinkedIn profile. 

 
If the participant does not have any applicable information for this section, select “Skip this Step”, otherwise choose 
“Next”. 

Contact 
Most of the information on this tab will be auto populated from information entered in the applications or in the 
summary page. Ensure the participant’s information is correct then click “Next”.  
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Pro tip: Avoid uploading any photos in your resume, these can lead to possible discrimination.  

References 
The final page in the resume builder is the references tab. Enter any references the participant has. They can be a 
personal, supervisory, or business reference.  

  

 

Select “Add New Reference” and fill out the information below. Only the information with the red asterisk is required and 
will be displayed on the resume.  
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Once you are finished select “Save”, after this a confirmation pop up. Select “Ok”.  
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If the participant does not wish to include “References” on their resume, check the “Display “References Available on 
Request” on this resume” on the main tab. 

 

Once the information is entered, select “Finish”.  

 

MoJobs will take a moment to load, then the resume will generate, and you will be directed to the resume screen. This 
looks like: 

 

 

From here you are able to view the completed resume and make any adjustments that are necessary. On this screen you 
can also create a copy, print, email, download and delete the resume using the below icons. 

 


