[bookmark: _GoBack]DIRECTIONS for using Naviance to complete the resume and job app.
How to complete and upload the Job Application in Naviance
· Cbsd.org
· Students
· On the left click Career Plan (High School)
· Scroll to the bottom and click on the job application link and complete and save your document. 
· Log into your Naviance account
· About me tab
· Scroll down to interesting things about me and click on journal
· Add new journal entry
· Type = other
· Subject = Job Application
· Share with – check counselors and teachers.
· Scroll down and hit browse and find saved document, hit attached and then scroll down to the bottom and click on add journal entry
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To complete resume
- About me tab
- Interesting things about me  - click on resume
- complete drop down tabs in Add New Entry
- must complete Objective, Education and References, plus 2        other of your choice. (ex:  Work experience, awards, etc.)
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resume
BUILD YOUR RESUME

Add new entries to your resume by selecting a type of entry from the menu below. If you're not sure what information to provide, you can
select an entry type and read the tips displayed. When printing your resume, you can choose which entries you want to display, so we
encourage you to add as much information as possible.

[ Build Resume Sections || Customize Your Printable Resumes |

Use the tools below to create and edit any sections you might want to use in your resume
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