Help Employers Find You!

Update your Profile, Upload your Résumé and Review Matched Jobs on Job Quest

1. Open Internet Explorer to go to www.valleyworks.cc. Click on Job Search button on the banner in the
top right. Scroll down to Job Quest.

2. Create a User Sign-On by selecting Register at top right of the screen. Enter your social security
number, date of birth and zip code. The password must be a maximum of four letters or numbers or a
combination of four letters and numbers. (Remember your password for future access)

3. After signing into JobQuest, you will be in the Home Page where you should see Welcome with your
name.
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4. To Update your Profile, click on the links in the My JobQuest Profile box. In the Contact Information
link, you must answer NO to the question “Do you want your contact information confidential?” for
potential employers to find and contact you.

5. Next, update your information in the Job Match Profile box. Verify that your Job Match Profile Status is
Active to be matched to jobs. Your Job Inbox will be updated when you log into JobQuest with
matched jobs.

6. Once both profiles are completed, you have the option to review the information.

7. You also have the option to start a job match which results in jobs that match your profile.

8. Next, upload your Résumé. See the reverse side of this document for detail instructions.
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Upload your Resume to Job Quest and provide interested employers
the opportunity to review your qualifications and contact you directly.
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1. The My Resume box is for attaching or copy and pasting your Résumé into JobQuest.

2. Verify your Résumé is NOT password protected and maximum size of the file is 500KB.

3. Attached Résumé:
a. Click on the Upload button next to Attached Résumé.
b. Next click Add and then the Browse button to find you Résumé on a floppy disk,
thumb drive or in My Documents.
Once you locate and select the document, click the Open button and then the Attach File button.
Your Résumé will be available as a PFD document for potential employers to review.
e. Itis possible to replace or delete this document as often as you wish.
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4. Copy and Paste

a. Click on Add button next to Copy & Paste.

b. Copy your Résumé from the original source and paste into JobQuest.
c. Click Save at the bottom on the page which brings you to Edit /View Résumé page.
d. Itis possible to replace or delete this document as often as you wish.

Many employers from the Merrimack Valley and the surrounding area use JobQuest for Employers.
They are looking for talented employees. Keep your profile current and help them find you.
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