
Applicant Tutorial 

About Franklin County Works 

Welcome to Franklin County Works.  Franklin County Works is a job board serving Franklin County, PA.   

Local job openings are listed as well as ads for other career and business opportunities.  This site also 

contains a resume bank that approved employers can browse to find candidates that may fit their 

needs.  Only approved employers are able to see the resume information you load. This tutorial will 

walk you through the process of uploading your information and applying for an open position.  Franklin 

County Works is a service of the Greater Chambersburg Chamber Foundation (GCCF), a 501(c)3 affiliate 

of the Greater Chambersburg Chamber of Commerce.  For more information on the GCCF go to 

http:// www.chambersburg.org/ChamberFoundation.   

New Users 

To apply for positions or load a resume for the resume bank, you must create an account.  From the 

Home Page, click on Login. 

 

Fill in the columns under the right side of the screen under Register.  You will need a valid email address.  

Choose Account Type Applicant and complete the CAPTCHA and click Submit. 

http://www.chambersburg.org/ChamberFoundation


 

 

 

 



You may login at this time. You will receive a confirmation email to the address entered in a few 

minutes. Be sure to check your spam folder in the event this confirmation is filtered.  Add 

foundation@franklincountyworks.com ǘƻ ȅƻǳǊ ŀŘŘǊŜǎǎ ōƻƻƪ ŀƴŘ ƳŀǊƪ ǘƘŜ ŜƳŀƛƭ ŀǎ άbƻǘ {ǇŀƳέ ǘƻ ōŜ 

sure you receive future updates from Franklin County Works. 

Once you are logged in, you will see the Candidate Dashboard. 

 

From this screen you can add, edit or remove a resume as well as edit your password. 

Add A Resume 

By adding a resume to Franklin County Works, you will be able to apply for posted openings and your 

resume will be part of a resume bank available to approved employers.  You may either upload a resume 

you have previously created in Word or as a PDF or you may create a resume in Franklin County Works 

ǳǎƛƴƎ ǘƘŜ ƻƴƭƛƴŜ ǘŜƳǇƭŀǘŜΦ  /ƭƛŎƪ ƻƴ ά!ŘŘ wŜǎǳƳŜέ ƻƴ ǘƘŜ /ŀƴŘƛŘŀǘŜ 5ŀǎƘōƻŀǊŘ {ŎǊŜŜƴΦ  ¸ƻǳ Ƴŀȅ ǳǇƭƻŀŘ 

more than 1 version of a resume. 

mailto:foundation@franklincountyworks.com


 

Upload an existing resume 

¦ǎƛƴƎ ǘƘŜ ά!ŘŘ wŜǎǳƳŜέ ŦŜŀǘǳǊŜ ƻƴ ǘƘŜ /ŀƴŘƛŘŀǘŜ 5ŀǎƘōƻŀǊŘΣ ȅƻǳ Ƴŀȅ ǳǇƭƻŀŘ ŀƴ ŜȄƛǎǘƛƴƎ ǊŜǎǳƳŜ ƛƴ 

Microsoft Word document or a PDF.  The maximum file size is 256 MB.  The YOUR NAME and YOUR 

EMAIL fields will prepopulate.  Complete the STREET ADDRESS, CITY, and STATE fields as these are 

ƳŀƴŘŀǘƻǊȅΦ  Lƴ ǘƘŜ w9{¦a9 CL[9 ŦƛŜƭŘ ŎƭƛŎƪ ƻƴ ά/ƘƻƻǎŜ CƛƭŜΦέ /ƘƻƻǎŜ ǘƘŜ ŦƛƭŜ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊ Ǿƛa the 

ŘƛŀƭƻƎ ōƻȄ ŀƴŘ ŎƭƛŎƪ άhǇŜƴ.έ 

 



 

 

You will see the file listed if it has successfully been added.  It is also recommended to complete the 

CAREER OBJECTIVE field, although it is not required. {ŎǊƻƭƭ ǘƻ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǇŀƎŜ ŀƴŘ ŎƭƛŎƪ άtǊŜǾƛŜǿέ 

to continue. 



 

 

At this time, you may use the buttons at the top to edit your resume or submit the resume.  Click 

ά{ǳōƳƛǘ wŜǎǳƳŜέ ǘƻ ŎƻƴǘƛƴǳŜΦ 



 

Congratulations you have successfully uploaded a resume. 

Click on the Dashboard link at the top right to continue adding or editing resumes, or click on Job Board 

to see a listing of open positions. 

The above process can be repeated to add additional resumes if desired.  The Dashboard will provide a 

listing of all resumes.  You may edit, hide or delete a resume from this page.  Editing a resume will allow 

you to update the fields on the system template and/or delete and reload a resume in Microsoft Word 

of PDF.  Hiding a resume will leave the resume in the system, but potential employers will not be able to 

see it.  Deleting a resume will remove it from the system. 

 

 

 

 

 

 

 

 

 



Enter a resume using the system template 

 

From the Dashboard click on Add Resume.  The YOUR NAME and YOUR EMAIL will be prepopulated.  The 

STREET ADDRESS, CITY AND STATE fields are mandatory.  It is recommended (but not required) to 

complete as many other fields as practical so potential employers have as much information on your 

skills as possible.  There is a section for employment history, education history and up to 3 references.  

Enter your information as desired and click on Preview at the bottom to continue. 



 

 

Click Edit Resume to return to the previous page to edit your resume or Submit Resume once complete. 


