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1. Take your time and follow instructions. Each
little different and will take a few minutes. When
for the help keys around the sections you don't u

 
2. Choose your e-mail address carefully. Many 

systems are e-mail driven, and the e-mail addre
key identifier. Only enter one e-mail address (pr
office), and be sure that it sounds professional—
the one you already have. Receiving mail from s
amuse your friends but it won’t do the same for 
 

3. Be sure to include “buzzwords” in your profi
increase your chances of being pulled up when 
search. They may include a specific skill set or s
have, a certain school, degree or certification, a 
specialized computer software, etc. When a rec
Engineering,” and “fluent Spanish,” as their crite
candidates who meet the criteria will only pop up
words. 
 

4. Check your spelling and word usage. You an
more professional, and it will look like you cared
with that company to take the time to do a caref
may keep your profile from coming up in a key-w
 

5. When creating your resume: 
- Create a plain text format for when a com

and paste version. Graphics and informa
over. 

- Be concise (use bullet points and keep it
- Begin with your most recent work 
- Show progression and stability 
- Show accomplishments 
- Use the right language (i.e., did you do th

a team that did the work?) 
- Don’t embellish; be scrupulously honest.

you’ve told them. 
 

6. Include all relevant information. The more spe
about yourself on your profile, the more informa
word search. 
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7. Print out the profile you entered at one site to use as a guide for 

answering similar questions at another. 
 

8. Keep checking the sites of companies you’ve submitted profiles to for 
new job postings. Even if you’ve entered a general profile on a company’s 
site, submitting your profile to specific jobs you’re interested in may 
increase your chances of getting an interview for one of them. That’s 
because your profile will automatically appear on a recruiter’s possible 
candidate list for those jobs. 
 

 


