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The SCDConline Resume

The process of finding your co-op job often takes place through SCDConline, a unique recruitment
management resource that streamlines the operations of the Steinbright Career Development Center.
Through this convenient online system, you can search for job openings, select jobs to apply for, schedule
interviews, and accept job offers.

Before you can apply to jobs, you must create at least one resume online on the SCDConline system.
This ensures uniformity of resume size, and enables a huge volume of resumes to be accessed by
employers for each job posting cycle. Your coordinator will critique your resume during your pre-
registration meeting (sometimes referred to as “pre-reg”).

You cannot participate in the SCDConline process without having the SCDConline resume
completed online and having it reviewed by your coordinator during your pre-registration meeting. You
will complete your first resume in COOP 101. Your coordinator will critique your resume during pre-reg
and approve you in the system to search for jobs.

Since SCDConline is web-based, you can continue to work on your resume from anywhere, even during
the summer, without returning to campus.

Using Multiple Resumes

One of the great features of SCDConline is that it gives you the ability to create and save up to three
versions of your resume, so you can apply to different kinds of jobs with a resume that'’s tailored to fit
them. When applying for jobs, you determine which version of your resume to submit to each employer.

If you are completing your first resume for COOP 101, only create ONE resume. Delete any test resumes
that you may have previously entered. Having more than one resume can result in the wrong resume
being graded, or even an incomplete resume going to an employer later on when you are applying for
jobs.

Getting Started

On SCDConline, resumes are built in sections, and initially they all use the same default style—the same
font, font size, number of columns, and so on—which you need to modify before you can send it out.

To get started, log onto DrexelOne, and follow the directions in this pamphlet.



Access Student Resources

To access your Student Resources:

e Click on the Students tab
¢ You will be directed to the Student Resources page
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Access the Steinbright Career Development Center Services

To access the Steinbright Career Development Center (SCDC) Services:

e Find the Coop / Steinbright Career Development Center section
e Click on More BannerWeb SCDC Services
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Access Resume Development

To access your resume:

e Click Resume Development
e You will enter the Resume Development application
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Editing an Existing Resume
If you have a resume already in the system, to edit it:

e Click on the name of the resume
¢ You will be directed to the resume display page

Create a New Resume
If you do not yet have a resume online, or want to create a new one:

e Input a name for the resume
e Click Create New Resume
¢ You will be directed to the resume display page

e Make sure the name you choose for a resume identifies the content or target of that
resume, because if you confuse resumes, you may send the wrong one to an employer

e If you are entering your first resume for COOP-101, only enter ONE resume to ensure
that the correct resume is graded
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Enter Contact Information

e Enter your name, address, telephone number(s) and email(s) in the fields

o Empty fields will be removed when your resume is viewed or printed

e Additional fields may be used for an additional address, telephone number or email; or
for a professional website that you would like employers to see (example: a link to your
portfolio)
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Set the Resume Style

Before an employer can see your resume, you must set the style. The style of your resume
refers to how the information is structured on the page. This screen also allows for some
formatting options.

e Click Set Resume Style
e You will be directed to the Resume style settings page
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This screen is the Resume Display page. You will return to this page every time you want
to create a new section, edit an existing section, change your resume style or view your
completed resume.



Resume Style Settings

Choose the size of your margins (the system defaults to %2 inch, which is often too small)

e Chose the font size and format for your name and address
Indicate whether or not you would like a horizontal line in between your contact information
and the body of your resume
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¢ Next, choose how you would like your contact information to be displayed in the header of
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e Finally, select formatting options for your section titles and remaining text, and choose how
you would like the body of your resume to be displayed
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After you have made your style selections, be sure to click Save your style selections at the bottom of
the page. You will then return to the Resume Display screen, and can begin building each section
of your resume.

Hints:

e Be sure to use the same font throughout your resume (choose either Arial or Times New
Roman, not both)

¢ Choose a layout that will not leave one side of your resume empty, since your resume should
take up the entire page

e Use formatting to make section titles stand out, and to emphasize any other important points

e Remember to be consistent with formatting
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Input Education

e Input your first Education item, Drexel University
¢ Inthe row of blue links, click Education to add a new education item
¢ You will be directed to the Resume Sections Update page

Note: The names of the links are more about formatting than content. The Education template
has specific fields relevant to education; Experience is the only one that will let you break out
your accomplishments into bullet lists. The others are limited, and have subtle variations of
which you should be aware.

Input Education Item

Input your current school (Drexel University) here
o Enter the section title in the “Title of this section” field (Education)
e Enter the school information on the left
e Set the styles on the right

Click the Save section button
¢ You will be returned to the Resume Display page

Note: You can repeat the steps on this page for each college you have attended. We do not
recommend you include high school unless there is something special about it you want to

bring out. Do NOT include a section title for subsequent Education entries. Leave the field

blank. Refer to A Note About Sections... on page 16.
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Input Relevant Coursework Item

¢ Refer to the Resume Display screen on page 9
¢ In the row of blue links, click Relevant Coursework to add a new Relevant Coursework item

The Resume Sections Update page shown above is displayed
e Enter the title of the section

e Enter six to ten relevant courses you have taken or are currently taking (Note: Use
descriptive titles, not course numbers)

e Choose a format for the list
e Click the Save section button
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Input Skills Iltem

¢ Refer to the Resume Display screen on page 9
¢ In the row of blue links, click Skills to add a new Skills item

The Resume Sections Update page shown above is displayed
e Enter the title of the section
e Enter the list of skills
e Choose a format for the list
¢ Click the Save section button

Note: You can have multiple skills sections if you would like to differentiate sets of skills.

The example below shows a combined list of software and language skills. You can have
sections for technical skills, artistic skills, language skills, etc. Title each appropriately. Refer
to A Note About Sections... on page 16.
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Input Experience Item

¢ Refer to the Resume Display screen on page 9
e Inthe row of blue links, click Experience to add a new Experience item

The Resume Sections Update page shown above is displayed
e Enter the title of the section
e Enter the details of the employer or organization

e Enter a list of your accomplishments - be sure that you cursor is at the end of the last
word you typed in the “Responsibilities” field or you will create an empty bullet point
on your resume

e Choose a format for the list — this is where you can create bullet points
e Select some formatting options from the drop-down menus on the right side
e Click the Save section button

Note: You can repeat the steps on this page for each Experience you have had. Referto A
Note About Sections... on page 16.
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Qo © NE G P frrons @3- 2 W LJE B
Address @ http:fione. drexel.edujcprender, UserLayoutRootMode, UP?UP _tparam=utFatf=%:2Fcp%2Fip%2Flogin%e3Fsys % 30sck % 260k % 3Dt tps % 3A%2F % 2Fbanner . drexel edu V| GO Links

GoogleGo o5 D B~ {9 Bockmarksw Eho7oblocked %% Check v g Autolink w o Autoril D settings~ femowo -

Megan ~
Left and Right Margins: 3/4 inch

Left and Right Margins: 3/4 inch

This is an Experience Section

The title of this section Ewample: Experience Atial, 12 paint, Bold, Italics

Experience

Marme of Empl " Example: Sperry-Rand Univac, Inc Style: |Bo|d v|
|Starbucks

Location of Employer (City and State or Gountry)i  Eusmple: Philadzlphis, PA sryle; [ Plain ~|
[Philadelphia, Pa

Job Title/Pozition: Ewxample: Clerk Typist, Azsistant Accountant Style: | Ttalics vl
|Barista

Example: April to August, 2001 Style: |Plain vl
[1une 2005 - June 2007 |

Reszponsibilities: Atial, 11 paint, Plain

Prepared coffee orders according to custorner specifications

Processed cash and credit transactions of up to $700 per day

Resolved customer concerns and complaints

Trained four new employaes

Select a format for the text sbove:

If you choose a columnar format, keep each line short, and press (enter) after avery line,

O Paragraph

O 1 column List

O 2 Columnn List

O 2 Column List. Bulleted b

@Done B Internst
4 start & B rkox-..  Fo . Bz, - @z, - mzwnd., - SEE L E B &0 104 a0
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L.

A Note About Sections...

The SCDConline resume system uses the term “Section” differently than we do when referring to
your resume.

Honors Foundation of Business Financial Accounting
Introduction to Analysis Corporate Strategy and Decision Making
Introduction to Computing (VB Iet)

f Employment Experience

‘Washington Morigage
Havertown, PA .
Asgistant to the Manager of Loan Set-ups This is what the

BEpLRRIDEC 200k - IRt EocRt SCDConline system defines

e Completed refinance/purchase loan set-ups, data entry, and contacted insurance . .
companies for Mortgage Clause Changes as a section. Itis rea”y one

» Entered loan information and searched credit reports using Point Software |tem

* Demonstrated effective organizational skills through development of a new )
office filing system

Banana Republic

e Exhibited excelld erpersonal skills while assisting customers with purchases

N I e e =i A This is what we define as a

section of your resume. Itisa
group of items (in this case,
experiences) under one
heading.

Activities

Freshman Deans Advisory Board Council, Drexel University
Academic Siubcommitiee member
2004 - Present
e 3elected through competitive application process to serve on Advisory Board for
the Dean of Lebow College of Business
*  Work collaboratively with other board members to improve quality of education

It is important to understand this distinction to build sections of experiences that bring out your
accomplishments. When considering experiences, consider not only job experience, but also
volunteer experience, memberships in organizations, class projects, etc. Group these items together
in sections such as “Relevant Experience,” “Volunteer Activities,” “Organizations,” “Work Experience,”
etc. This way you can group relevant information first, even if it was not paid employment.

When entering any of these experiences, be sure to use an “Experience” item. This is the only item
that allows you to format it with all the detail shown above.

Creating Sections

The “Title of this section” field determines when new sections of your resume are created.

For example, in the sample above:

e The “Washington Mortgage” item starts the “Employment Experience” section. The
“Title of this section” field contains “Employment Experience”

e The “Banana Republic” item is in the same section. The “Title of this section” field is
blank.

o “Activities” is a new section of Experience descriptions. To start the new section, enter
“Activities” in the “Title of this section” field.

Since each section is in its own reverse chronological order, you can have an older experience that is
more relevant come before newer, less relevant experience by careful choice of sections. Check with
your COOP 101 Instructor or your Co-op Coordinator to discuss your own particular circumstances.
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Start a New Experience Section

¢ Refer to the Resume Display screen on page 9
¢ In the row of blue links, click Experience to add a new Experience item

The Resume Sections Update page shown above is displayed
o Enter the title of the section
e Follow all directions for any other Experience item
e Click the Save section button

Note: For any experience in which you have had accomplishments, use an experience item.
Only use Additional for organizations or activities for which you do not want to expand out
your accomplishments.

23 DrexelOne - Microsoft Internet Explorer |
File Edit ‘Wiew Favorites Tools Help ”
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Google Goo & @D B~ €% Bookmarksw Eh270blocked | TP Check v % Autolink v | Autoril 2 D zettings~ femowo -

Left and Right Margins: 3/4 inch ~
This is an Experience Section b |
The rtitle of this section Example: Experience Arial, 12 point, Bold, Italics
[activities |
Mare of Employer: Example: Sperry-Rand Univac, Inc Style: |Bn|d v|
[springfield High School Yearbook Staff
Location of Employar (City and State or Countrylt  Ewample: Philadelphis, PA gele; | Plain v
[springfisld, pa
Job Title/Position: Example: Clerk Typist, Assistant Accountant Style: |1ta|.CS v|
[chief Layout specialist
Enarnple: April to August, 2001 Style: | Plain v
[septernber 2005 - June 2007 |
Responsibilities: Arial, 11 point, Plain

PEJENET ~
Crested 100 page yearbook to accurately reflect the school 0
population and culture 3
Utilized Adobe Photoshop and Illustrator to struckure pages,
edit content and create uniform style =
Delagated tasks to staff of saven and manitorad prograss of o
Select a format for the tent above:
If you choose a columnar formar, keep each line short, and press fenter) after every line,
O Paragraph
O 1 column List
@ 1 Column List, Bulleted —
2 Column List
< 2 column List, Bulleted

v
@ 0 Internet
. Inho - ...  Drexelo. . Eizmicr.. - BH2Micr.. - @m2wind. - S B 5 o HEECEeEd o &0 10:554M
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Input Additional Item

¢ Refer to the Resume Display screen on page 9
¢ Inthe row of blue links, click Additional to add a new Additional item

The Resume Sections Update page shown above is displayed

e Enter the title of the section

e Enter the list of organizations, activities, etc
e Choose a format for the list

¢ Click the Save section button

Note: The formatting options of this item are limited. Use only for additional information for
which you do not want to expand out accomplishments.

2l DrexelOne - Microsoft Internet Explorer

File Edit Wiew Favarites Tools  Help

eBack - -J B @ \/_h pSearch *Favnrites @ Bv :’__; - |_J ﬂ ‘3

Address @ http: jfone.drexel. edujcpfrender. UserLayoutRaathode . uPFUP _tparam=utfautf=%2Fcpe 2Fip% 2Flogin® 3Fsys % 3Dsct% 260t % 3Dtk ps % 3A% 2F % 2Fbanner . drexel .edu® V| Go Links ™

Q setings~ femowo T -

~
Megan 1
Left and Right Margins: 3/4 inch
Left and Right Margins: 3/4 inch
This is an Additional Information Section
The title of this section  Example: Activities &rial, 12 point, Bold, Italics
|VDIunteer W ork |
Enter your information here: Arial, 11 paoint, Plain
Big Brothers and Big Sisters of America, Yolunteer: 2004 - present
tMarch of Dimes WalkAmerica, snnual Participant: 2002 - present
Springfield Hospital, Pediatric Wing Yolunteer: 2006
Select a format for the text above: .
If vou choose a columnar format, keep each line short, and press {enter) after every line,
' Paragraph
® L
O t, Bulleted
2 Column List b |
O 2 Column List, Bulleted
L
a 0 Internet
4 & nboxe- ... . Bezvic.. -~ @zt - ®wmzwnd. - S 28458 B &0 10:57 M
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Final Resume

The screen below shows your finished resume in the design screen. Refer to the callouts for different
functions you can access from here.

rexelOne - Microsoft Internet Explorer

File Edit View Favorites Toaols Help ?

@Back @ -\_) @ @ \{;j pSearch ‘*E/n'\'f‘Favorites @ B' u‘i—; - |_J ﬂ ‘3
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Click here to download a Word *
document version of your resume @)

. Click one of these links to

add new sections

Style Sgg# Yes Change Résumé Style A
Yiew résumé as employers see it.

Use these links to add a new section type:

Yo my hae s masy of U saems type of asction i you requine. You 3 hould, howerer, endeiver 1o have at baat ons of sach type of swction fust as @ genenal rule.

Education Honars Skills CF;EL:::';trk Experience Additianal
Current résumé sections:
1€ the arrows 1 redrrange the sections. U the “Ed" button b mukie chinges 10,3 s6ction; e the “Delete” butten to dekets a section. >
- Education m -
Drexel University . i L. . - m
Click here to edit existing sections
-~ Relevant Coursework Delete
s
~ 3
. e ] i |
Click here to delete existing sections
-~ Experience
=
& Activities . m -
- springfield High School Yearbook Staff Click the red arrows to move - m
sections up or down =2
-~ Yolunteer Work
. . ]
& - i Internet
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SCDConline Resume - Frequently Asked Questions

Q: Why do | have to name my resumes?

A: You can have up to three resumes in SCDConline. You should give them different names.
As you apply for each online job, the system will ask you ‘Which resume do you want to
send?’ and you should be able to pick the correct one, based on the name. The resume in
the first position is the default resume. If you do not choose a resume to send as you apply to
a job, the system will send the default resume. Make sure that the default resume is in good
shape—if it is only partially complete, delete it or change the position so it is no longer the
default resume.

Q: | created my whole resume, but | cannot view it.

A: You need to click the link to Set Resume Style, and then choose the layouts, fonts, etc.
that you want for your resume. You should then be able to see it when you click the link, View
resume.

Q: I have added one Employment Experience section, how do | add others?

A: Go to the screen which has the links for section headings. Click on Experience, and
complete the information. The new section may now show up on the bottom of the page. If it
does, use the red arrow to move it up.

Q: | see the section heading “Employment Experience” three times.

A: That should really appear just once, as the head of one whole employment section, with
perhaps three different jobs under it. On the screen which shows each section, there is a
button to Edit or Delete. Leave the heading “Employment Experience” in the section that is on
top, and go in and delete the heading from the other sections.

Q: | added a section, but it is now at the bottom of the resume.

A: Use the red arrows to move sections up or down.

Q: I thought | made corrections, but | cannot see the changes.

A: Make sure you are working within the section, where you can edit or delete, and then save
your changes. You should not be working on the PDF version of your resume.
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