
Creating a Resume in 

Career Transitions at 

Indy PL 
Michael Starks (mstarks@indypl.org | 317-275-4104) 
• Your Flash Drive Files: http://bit.ly/IndyPLResumes 
• Job Center at Central Library:  12:00-5:00 every Sunday 

and 5:00-8:00 every Monday, Tuesday & Wednesday. 
• Computer Class Schedule: http://bit.ly/IndyPLComputers 
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http://bit.ly/IndyPLResumes
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Before starting a job search, we will 

need… 
1. Basic computer knowledge. 

2. A “grown-up” email address that you know the 

password for. 

3. A goal – what kind of job do you want? 

4. Know yourself: What do you like to do?  What 

are you good at? 

5. 3 people who agreed to be a reference and 

will say good things about you. 

6. A starter resume – your master copy from 

which you’ll make customized resumes. 
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Why do I need to 

create customized 

resumes?  Can’t I 

just use one for all 

my applications? 
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Who’s the first 

person who will 

read your 

resume? 



6 

Trick question.  The 

answer isn’t a person. 



A computer program will scan your 

resume, compare its wording to the job 

description, and score your resume. 

How to improve your chances of a 

high score: 

•Keep formatting simple. 

•Nail the correct keywords from the 

job description. 

•Use spell-check. 
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Today’s Class 

•Learn where to find Career 

Transitions Database. 

•Write and save a starter 

resume. 

•Review other sections of CT. 
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Go directly to www.ilibrary.org. 
 

Or go to www.indypl.org and click 

“Articles & Databases” 
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http://www.ilibrary.org/
http://www.indypl.org/


Select “Career Transitions Database” 

10 



Search for Jobs on indeed.com 

Get help deciding what job or career is best for you. 

Write a 

Resume 

Get help using the website 

Create an account so you can save your work in CT. 



Click “WRITE A RESUME” 



Click “Get started” 



All the parts of your resume are in 

the blue panel on the right. 
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Dark blue means 

“You are here” 

Click here before 

logging out of CT 

Click to jump to another 

section of your resume 

A list of links to the 

examples that you saved 



WORK ON RESUMES 
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First part is Your Contact Info. 
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Click the 

Save 

button 
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Carefully read what you wrote! 

Did you find a 

mistake? Click Edit 

Is it perfect?  Click 

“Go to Next Section” 
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Carefully read what you wrote! 

Did you find a 

mistake? Click Edit 

One tiny mistake is 

enough to get your 

resume tossed into 

the wastebasket! 

On average, the hiring 

manager spends 15-

30 seconds reading 

your resume. 
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Fix what’s wrong and carefully 

read it again. 

Always 

Click Save! 
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Is it perfect?  Click 

“Go to Next Section” 
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In your Summary, tell the employer: 

1.The job you want. 

2.What sets you apart – a skill, an attitude, or 

something that others say you’re good at. 

3.Your desire to make the employer successful. 

You can rename this 

section “OBJECTIVE” 

or “CAREER GOAL” 



Summary example 

•Seeking a challenging 

position in the hospitality 

industry where I can apply 

my people skills and 

contribute to business 

success. 
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Summary examples 

•Outgoing team player 

seeking a challenging 

position in customer service. 

•Reliable, caring individual 

seeking an opportunity in 

health care. 

24 



Put Experience first unless you have a 

gap of 1 year or longer 
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When you’re finished, click “Preview & 

Download Resume” 
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In the lower left corner of your screen, 

click the downloaded resume file to 

open it in Microsoft Word. 
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Click the blue File tab 
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Click “Save as” 
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Click on the file name to highlight it. 
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Change the filename to Your Name 

Resume. 
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Your USB Disk or Flash Drive 

Click once on the name of your flash 

drive (it might be “USB Disk”). 



And then click the Save button to save 

your file to your flash drive. 
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THANK YOU! Please 

complete your 

evaluation. 
Michael Starks (mstarks@indypl.org) 
• Resume Class Flash Drive Files: https://goo.gl/XmJEfi 
• Job Center at Central Library:  12:00-5:00 every Sunday 

and 5:00-8:00 every Monday, Tuesday & Wednesday. 
• Computer Class Schedule: http://bit.ly/IndyPLComputers 

 

mailto:mstarks@indypl.org
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RESUME EXAMPLES 
Get ideas and copy text from real resumes. 
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Click “Go to resume examples” 



16 careers.  3 types of resumes.  Click 

“Little Experience Resume” 
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See a resume that you like?  Save it to  

“My Resume Examples area.” 
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Click the white x to close the resume 

example (don’t click the back arrow). 
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Click the tab “Write a Resume” 
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You can always go back to the Resume 

Examples while writing your resume. 
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ACCESS TO CAREER 

TRANSITIONS 
How to get to Career Transitions from a computer 

outside Indy PL 
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Go directly to www.ilibrary.org. 
 

Or go to www.indypl.org and click 

“Articles & Databases” 
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http://www.ilibrary.org/
http://www.indypl.org/


From outside the Library… 
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You will need your Library Card number when 

you’re outside the Library. 

Click “alphabetical” and scroll 

to “Career Transitions” 



Outside the library, log in using your 

library card number and PIN 

Class Schedule: http://bit.ly/IndyPLComputers 47 



HOW TO GET A LIBRARY 

CARD 
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Go to www.indypl.org and click 

“Getting a Library Card” 
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http://www.indypl.org/


Click “register for a Library Card 

online!” 
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www.indypl.org/using/card/ 



Click “Apply Now!” 
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www.indypl.org/using/card/register/ 



Fill out the form and click “Apply for 

Library Card” at the bottom. 
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bit.ly/IndyPLcard 

register.indypl.org/#/cardSignup


More parts of career transitions 

•Job Search 

• Interview 

Simulation 

•Tips & Advice 

•Assess Your 

Career Interests 

•Browse Career 

Paths 

•Match Your 

Experience to a 

Career 

•Search Schools 

and Educational 

Programs 
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Most comprehensive job search 
available online 

Comprehensive and focused: Search All Jobs, Temp, Entry Level, Internships, and 
Apprenticeships. 

Job tracking: 

• Save any posting immediately. 

• Save your notes and track your application dates and follow-up dates with 
the My Jobs feature. 

Expert advice: Articles and videos on searching, applying, interviewing, and more. 



Interview Simulation 

Interactive: Users practice the interview process and learn to articulate their experience and 
qualifications.  

Proven method: STAR (Situation, Task, Action, Result) is a popular and proven method for 
preparing for behavioral interviews -- the type workers are most likely to face.  

Immediate, targeted feedback: Based directly on a user’s responses.  



Tips & Advice 

12 categories of expert advice: Hundreds of articles and videos.  

Essential guidance: Advice for each step of the employment process. 

Dynamic updating: CT editorial team adds content to stay on top of employment trends. 



Assess Your Career Interests 

Fun, immersive, fast: Users of all ages/backgrounds get engaged. 
Pedagogically sound: Based on the Holland RIASEC psychological 
model and on information gathered from workers across the U.S. 
Comprehensive career info: Results profiles include tasks, tools, 
technologies, videos, career ladders, salary, growth, and job and 
education searches. 



Browse Career Paths 

U.S. Dept. of Education's 16 Career Clusters: Browsing introduces users to new 
career possibilities and more than 1,100 careers. 
Convenient sorting and filtering: Results are filtered to spotlight pathways, 
green, and new & emerging careers. Users can filter by salary, growth and 
employed. 
Comprehensive career info: Include tasks, tools, technologies, videos, career 
ladders, salary, growth, and job and education searches. 



Match Your Experience To a Career 

Leverages users’ experience to identify new careers: Find new career possibilities based on 
jobs or military positions held by users. 

Matches skills, knowledge, and experience: Mines latest DOL data to find related careers 
that cross industries and career types that users may not have considered. 

Comprehensive career info: Include tasks, tools, technologies, videos, career ladders, salary, 
growth, and job and education searches. 



 Search Schools And Programs 

Comprehensive: Search 9,000+ schools and 3,500+ 
programs by career, program and location. Covers 
public, private, and non-profit schools across the U.S.  

Quick comparison: Compare quickly by location, school 
type, cost and related programs. Click through for more 
details, including websites and more info. 

Continuing education online: Users can also choose 
from 300+ instructor-led courses from ed2go, a leading 
online provider. 



The “Daily Leap” And Featured Videos 

The Daily Leap: features advice articles from career and employment experts, 
covering a broad range of topics. Several new ones are published each week. 

Featured Videos: Cover various career and employment subjects, with new ones 
added on a regular basis. 

Relevant and current: Job-seekers and people seeking career advice will find fresh 
content that's relevant to a variety of interests and life situations. 
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