Instructions for OptimalResume
Need a resume?  Build one using OptimalResume!
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Create multiple resumes for different purposes and view them all as Microsoft Word® documents, plain text, PDF, HTML, and personal resume websites in Flash™.  Word® files can be saved to your hard drive for later printing, editing, and email attaching.  The program also includes spell checking, formatting, and examples to guide you along the way. Your resume can also be uploaded into your own personal website.


1. Go to: http://champlain. optimalresume.com 

2. Click on “Get Started Today” or “New Users Click Here”

3. Type in your Champlain email address and click on “Continue”

4. Create your User Profile 

5. Login with the username and password you created in your user profile

6. Click on “New Resume” then “Start New Resume”
7. Name your resume using this format: FirstnameLastnameResume.doc or 
FirstnameLastnameResume.rtf
8. Build your resume by filling out the forms provided
9. Click “Continue” to proceed
10. Click “Save and Close” when finished

11. Log back in anytime to update your resume or create multiple versions
12. Bring the draft to Drop-in Hours or e-mail the resume to your

career advisor for a review and feedback:
Dolly Shaw, Career Advisor, Education Majors, shaw@champlain.edu

Pat Boera, Career Advisor, Div. of Business, boerap@champlain.edu
Erin Meenan, Career Advisor, Div. of Education & Human Studies,

meenan@champlain.edu
Jana Nixon, Career Advisor, Div. of Information Technology &

Science, Nixon@champlain.edu
Daphne Walker, Career Advisor, Div. of Communication & Creative

Media, walkerd@champlain.edu
To Create A Website:

1. Click on “New Website”

2. Name your website

3. Use the “Style Your Website,” “Assign A Passkey To Your Website,” and 
“Select Your Website Content” buttons to create your website
4. When finished, click “Save” and “Close”
5. To activate the website, click on the icon for the website. Different 

options will appear in a box, click “Activate”

Questions? Please contact the Career Services office at:

(802) 860-2720 or careerservices@champlain.edu[image: image3.jpg]
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Helpful Tips





Click on “Examples” for helpful tips on how to phrase you ideas





Click on “Action Words” for language that will help you summarize your accomplishments and highlight your skills





Click on “Preview” at any point in time to view your resume or website

















