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 employems 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
Couwnty 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 acEoamtthe
Home Page, click drogin
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&Y The #1 site to find jobs in Franklin County, PA.

Job Board For Employers Leadership Franklin County

Search for jobs within Franklin County in Need to hire or fill a position? Want to Inspiring leaders for the advancement of

alltypes of categories from healthcare to hirein the local area? Create an account Franklin County since 1986.
manufacturing. and post your job isting today!

https://franklincountyworks.com/about/

Fill in the columns under the right side of the screen under RegisterwiMaeed a valid email address.
Choose Account Type Applicant and complete the CAPTCHA and click Submit.
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FranklinCountyWorks

The #1 site to find jobs in Franklin County, PA.

Login
EMAIL

mail@example.com

PASSWORD

Forgot Your Password?

Job Board Posta Job Leadership  About  Contact

Register

FIRST NAME®

John

ENTER PASSWORD

CONFIRM PASSWORD
Strengthindicator

EMAIL
mail@example.com

ACCOUNTTYPE®
[] appucanT

[] empLOYER

Login
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Login
EMAIL

mail@example.com

PASSWORD

Logi

Forgot Your Password?

Register
FIRST NAME"

PASSWORD"

ENTER PASSWORD

CONFIRM PASSWORD
Good

EMAIL®

fowapplicani@gmail com

ACCOUNTTYRE"
M sppLCANT

[] empLovER

7 Imnot a robot

FECAPTCHA
Fvacy Toms




You may login at this timé/ou will receive a confirmation email to the address entered in a few

minutes.Be sure to check youpam folderin the event this confirmation is filtered. Add
foundation@franklincountyworks.con 2 & 2 dzNJ I RRNBaa 6221 FyR YIN] GKS
sure you receive future updates from Franklin Cougrks.

Once you are logged iyipu will see the Candidate Dashboard.
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Hello, Jane! LOGOUT
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&/ The #1 site to find jobs in Franklin County, PA

View Profile

Your resumels) can be viewed, edited or removed below.

Name Date Posted
Youdo not have any active resume listings

Add Resume

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 postedggpand 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
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more than 1 version of a resume.
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Submit Resume

YOUR ACCOUNT Youarect igned i i il &, Sign out

To create an online resume, you can either fill out the required fields below and upload a digital copy of your resume, ar fill out the rest of the formin lieu of

adigital resume.

YOURNAME
Jane Doe

YOUR EMAIL
fewapplicant@gmail.com

PHONE NUMBER (0PTIONAL)

STREET ADDRESS
100 N Main St

cmy
STATE

RESUME FILE (OPTIONAL;

N
R
N\

Nofiecein

Please attacheither a Word Documentor PDF Max.filesize: 256 ME.

CAREER OBJECTIVE
Provide 2 sentence or two about your employment goals

Upload an existing resume
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Microsoft Word document or &DF.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
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ew folder = 0 @

- Name Date modified pe Size
Applicant Tutorial 9/14/2016 4:38 P Microsoft Word D... 1,462 KB
s |85 Jzne Doe Resume Customer Service 9/15/2016 12:4 Microsoft Word D... 12KB

Jane Doe Resume Manager 9/15/2016 M Microsoft Word D... 12KB

5(C Select a file to preview.
wen

(s)

File pame: Jane Doe Resume Customer Service ~ | AllFiles -

=l
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'YOUR ACCOUNT ‘You are currently signed in as fewapplicant@gmail.com. @ Sign out

To create an online resume, you can either fill out the required fields below and upload a digital copy of your resume, or fill out the rest of the formin lieu of

adigital resume.

YOUR NAME
Jane Doe

VOUR EMAIL
fewapplicant@gmail.com

PHONE NUMBER (0PTIONAL)

STREET ADDRESS P
100 N Main St.

Chamberzburg

RESUME FILE (OPTIONAL| Jane-Doe-Resume-Customer-Service-Z.docx [remove]

Nofile chosen

Please attach sither 3 Word Documentar PDF. Max.file size: 256 M.

(CAREER OBJECTIVE .
Seeking employment in customer cervice.

You will see the file listed if it has successfully been added. It is also recommended to complete the
CAREER OBJECTIVE field, although itis notrequiteN.2 f £ (2 GKS o62G02Y 2F GKS
to continue.
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PHONE NUMBER

RELATIONSHIP (OPTIONAL

Reference Three

NAME [0PTIONAL

POSITION AND COMPANY (OPTIONAL)

PHONE NUMBER (0

RELATIONSHIP (OFTIONAL,

Preview —
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») FranklinCounty

TR find jobs in Franklin County, PA,

Da

The #1 site to.

Jane Doe

View All Resumes

& @ Jane-Doe-Resume-Customer-Service-2.docx

At thistime, you may use the buttons at the top to edit your resume or submit the resume. Click
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Your resume has been submitted successfully. To view your resume click here.

Congratulations you have successfully uploaded a resume.

Click on the Dashboard link at the top rightcantinue 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 amestrom 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
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View Profile

Your resumels) can be viewed, edited or removed below.

Name Date Posted

Jane Doe September 15,2016
Jane Doe September 15,2016
Add Resume

/

DASHBOARD

From the Dashboard click on Add Resume. The YOUR NAME and YOUR EMAIL will be preftiaulated.
STREET ADDRESS, CITY AND STATE fields areymdhidatecommended (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.
Enteryour information as desired and click on Preview at the bottom to continue.
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Reference Two
NAME (OPTIONAL)

Dr. Sue Myers

POSITION AND COMPANY (OPTIONAL

Professor of Business, Pe

PHONE NUMBER (OPTIONAL)

717-345-678%
RELATIONSHIP (0PTIONAL

Professor
Reference Three
NAME (OPTIONAL!

Jan Martin
POSITION AND COMPANY (GPTIONSL .

Retired
PHONE NUMBER (0PTIONAL) o

717-678-1234
RELATIONSHIP [OFTIONAL)

Mentor

Preview —

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



