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Resume Creator in hireLINK 

Are you developing your resume from a blank page?   

Not sure what to include or even how to begin? 

The Resume Creator feature in hireLINK may be just what you need to get started.  It will 

help you create your initial resume by pre-filling information that you already have in your 

hireLINK profile into the resume template you select.  It will also allow you to change or add 

to this information.  It will NOT, however, create a resume that is “application-ready” (in its 

best format to showcase your qualifications to employers and graduate schools).  You will 

need to put the finishing touches (such as removing unused fields or wording AND adding 

content that was not in the template you selected) on your resume outside of hireLINK.   

 

 

 

 

 

 

Select the resume template you wish to use, then click “Save and Preview”.   

▪ Rename the document with your name (so that employers do not see 

the template name) and any other information to help you (and others) 

identify the resume and its content.   

Examples:   
John C. Smith Summer 2015 Internship    

John C. Smith Fall 2014   

Civil Engineering, John C. Smith 

▪ Treat Resume Creator like any other document software by regularly 

saving your work so you do not lose it! 
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From within Resume Creator, click “Resume Templates” and “preview” at least 1 or 2 to get 

an idea of what they could look like when completed.  Each template is named to describe 

the types of content the template includes or the type of student best served with its use. 

 

NOTE:  Not all resume templates 

will include every section type that 

an individual will need to best 

showcase their qualifications.  Select 

a template that best represents you 

and then expect to add to and/or 

remove sections from your resume 

outside of hireLINK in MS Word. 

Step 1. 

Step 2. 
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Resume Creator in hireLINK 

Step 3.  

Fill out the fields of your resume template in 

Resume Creator.   

▪ Complete the blanks as appropriate to your 

skills and other qualifications. 

▪ Adjust wording in pre-filled fields as needed. 

▪ Save your work so that you can return another time 

to complete the resume and download it to your 

computer. 

▪ Delete unused fields from within MS Word. 

▪ Download the resume 

created in Resume Creator 

to save it in MS Word.   

▪ Remove unneeded section headers and fields. 

▪ Add appropriate content that was not a part of the resume template you selected. Refer to The Citadel 

Career Center’s Resume web page for tips and samples, including a Resume Construction Guide! 

▪ If you need additional assistance with your resume, bring a copy along with your questions to  

Resume Blitz or Career Education Drop-In Hours.  (Refer to www.citadel.edu/career for scheduling 

changes). 

Step 5.  

Once your resume is ready, upload it to ‘My Account / My Documents’ in hireLINK.   

▪ Resumes uploaded to your hireLINK account may be used when applying to jobs posted in the system 

and to make your resume visible to recruiters within all Resume Books (read separate guide for details 

about Resume Books) for which you are eligible.   

▪ You may update your resumes in hireLINK at any time including the default resume that appears in all 

Resume Books for which you are eligible.   

  

NOTE:  Some academic majors get pulled into Resume Creator in a way that is incomplete on a resume OR your 

contact information may be missing some key details.  Fix these and related situations outside of Resume Creator. 

 

Step 4. Finalize your resume by opening the document in MS Word.  

http://q1.citadel.edu/root/career/resources/resume
http://www.citadel.edu/root/images/Career_Center/resumeblitz.pdf
http://www.citadel.edu/root/images/Career_Center/dropinhours.pdf
http://www.citadel.edu/career
https://www.myinterfase.com/citadel/student
http://www.citadel.edu/root/images/Career_Center/resumebooks.pdf

