
CREATING/UPLOADING RESUME



CREATING A RESUME
Step One: 

Log In



CREATING A RESUME

From your Home screen, you 

have two options. If you 

need assistance creating a 

resume, its best to start with 

an instructional step-by-step 

video.



CREATING A RESUME
Click on the Help icon 

to access guides and 

tutorial videos to help 

you create a resume



CREATING A RESUME

KANSASWORKS have 

built in online assistance 

tools that feature 

instructional videos and 

guides.



Click on “Creating a 

Resume” to watch 

the video tutorial



CREATING A RESUME
If you feel confident you can create or 

upload a resume on your own. You may 

proceed to the resume section via the 

“Home” or “My Profile” icons.



CREATING A RESUME

From your Home or 

My Profile icons, 

you'll be able to 

access your “My 

Resumes” menu



CREATING A RESUME

Click on the “My 

Resumes” icon to be 

transported to your 

resumes home page



CREATING A RESUME

From your “My Resumes” 

menu, you can view and 

edit any preexisting resumes 

you have stored on 

KANSASWORKS.com or you 

can create resumes. 



By clicking on the “Create Another 

Resume” option, your screen will 

expand to allow you to impute the 

necessary and required 

information to begin the creation 

of your resume. All fields must be 

completed to continue.



CREATING A RESUME
Once you have the new resume information 

entered. You can continue to create the 

resume or upload a resume if you have one 

in a PDF, Microsoft Word, Microsoft WordPad 

or LibreOffice Writer document formats.



UPLOADING A RESUME

If you have a resume in one of 

those formats, simply click “Select 

File to Upload” to view and 

publish to your KANSASWORKS 

account.



CREATING A RESUME

If you don’t have a completed 

resume in one of the formats 

listed. You can click “create 

Resume” to continue to the 

resume builder.



Start with step 1 and 

work your way through 

the resume builder. 

Enter in as much 

information as you can. 



What you enter 

is what 

employers will 

see.



When you get to step 11, 

you'll be able to view and 

edit your resume before 

you publish.



CREATING A RESUME

Once published, you 

should be able to see your 

completed resume under 

your “My Resumes” 

section on 

KANSSWORKS.com



Remember, virtual 

assistance is 

available via video 

tutorials and guides 

24/7 on 

KANSASWORKS.com



For additional assistance, Live Chat, in person and 

over the phone assistance is also available during 

business hours. Visit or contact your local Workforce 

Center or use the Live Chat feature on 

KANSASWORKS.com


