
Careers Workshop 

Using resume builder



Learning Objectives

At the end of this workshop you should be able to:

• Enter relevant data into the sections of resume 
builder

• Use different formats to create an initial draft of 
your resume



Accessing resume builder

• Login to Career Gateway



Accessing resume builder

• Click on “Build my resume”



Entering Personal Details

• Click on “My Details” or “Go to my details”

• Enter your:
– Address
– Suburb / city
– State / region
– Phone number



Entering Education Details
• Click on “My Education”

• Click “Add Education Record for Monash 
University”



Entering Education Details
• Enter details of your current studies and then click “Save”



Entering Education Details
• Click on “My Education”

• Click “Add Education Record for another 
institution



Entering Education Details
• Enter details of your previous studies and then click “Save”



Entering Experience Details

• Click on “My Experiences”

• Click “Add an Experience Record”



Entering Experience Details
• Enter details of your experience and then click “Save”



Entering Skills
• Click on “My Skills List”

• Select the skills and knowledge that you
have demonstrated with you experiences



Entering Career Goals

• Click on “My Career Goals”

• Click “Add a new career goal”



Entering Career Goals
• Enter details of your career goal and then click “Save”



Selecting a resume style
• Select the style that best represent the type of resume you are 

wanting by clicking on the title.



Resume Editing Required

• You now have the framework of a resume.

• It has been populated by the information you have entered in each 
category.

• Red text may need to be deleted, edited or further information may 
need to be added.

• Use this framework as a starting point rather than a way of producing 
an employer ready resume.



Next Seminar / Workshop

Next seminar / workshop title
Date

Venue

Check full details on-line at 
www.career.monash.edu.au



Contact us

Tel: 9905 3151
Email: info@careers.monash.edu.au
Web: www.careers.monash.edu


