
myJack Overview of 
Main Menu



myJack 
Overview of Main Menu

my
ToDos

Interview
Checklist

Network
Checklist

On The Job
Checklist

Resume
Checklist

Letter 
Checklist

Jack on
Tumblr

Add Friends 
from 

Contacts

Account
Settings

Search Help

Jack on
Pinterest

Add friends 
from 

Facebook

Profile 
Settings

Tutorial Contact Us



1. Login to Main Menu

Home

Login
Screen

Forget
UserName
Password

SIgnup
Screen

Create 
Account

Account
Details

Main
Menu

Log  I n

Enter email or Username

Enter Password

    L og  I n  W it h  Fac ebook

or

Welcome  Back !

9:41 AM 100%

Log  I n

Forget Password or Username?

Log  I n

Enter email or Username

Enter Password

    L og  I n  W it h  Fac ebook

Forget Password or Username?

or

Welcome  Back !

9:41 AM 100%

To reset your password 
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2. myBasics Area
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Store everything you need 
to fill out a job application 
in one handy place
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Information for job searches that 
can be accessed to help fill out job 
applications, and can be exported 
to resumes and cover letters. 
Includes an area to save jobs you 
are interested in.



2.a myBasics 
Main Section

my
Basics

School
Addresses Name

Address

City, State, Zip

Contact

Contact Phone

Contact Email

# of Years

1.	

2.	

3.	

4.	

5.	

6.	

7.	

8.	

9.	

Jobs

References

Skills

Volunteer Work

Awards/
Accomplishments

Hobbies

Cover 
Letters

Resumes

Saved 
Jobs

myBasics is a section to store 
everything you need for a job 
interview. Areas can be exported 
into a simple resume.       

Main Menu/

myBasics

myReminders

myNetwork

Jackits

Settings

Help



Name of School

Street Address

City, State, Zip

Contact (if necessary)

Contact Phone 

Email

Name of School

Street Address

City, State, Zip 

Contact (if necessary)

Contact Phone 

Email

Name of School

Street Address

City, State, Zip

Contact (if necessary)

Contact Phone 

Email

1

2

3

my Schoo ls

9:41 AM 100%

my Sk i l ls

1

2

3

4

5

6

9:41 AM 100%

my Vo lunt e er  Work

1

2

3

4

5

6

9:41 AM 100%

my Ach i e v ements

1

2

3

4

5

6

9:41 AM 100%

my basics

School Addresses

Jobs

References

Skills

Volunteer Work

Awards/Accomplishments

√

√

10-30
min

10-30
min

10-30
min

10-30
min

Supervisor/ Contact Name

Title

Company

Street Address

City, State, Zip

Contact Phone 

Contact Email

Supervisor/ Contact Name

Title

Company

Street Address

City, State, Zip

Contact Phone 

Contact Email

Supervisor/ Contact Name

Title

Company

Street Address

City, State, Zip

Contact Phone 

Contact Email

1

2

3

my Jobs

9:41 AM 100%

Name

Title/Company

Street Address

City, State, Zip

Contact Phone 

Email

Number of Years I’ve Known

Name

Title/Company

Street Address

City, State, Zip

Contact Phone 

Email

Number of Years I’ve Known

Name

Title/Company

Street Address

City, State, Zip

Contact Phone 

Email

Number of Years I’ve Known

1

2

3

my R e f e r enc es
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2.b Cover Letters Section 
under myBasics
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Sample letter for 
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Notes that can be 
saved as a letter, 
exported as pdf or doc.
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Want more space?
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Keep a direct link to a pdf 
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Cover Letters 

Historical Reference: 
Adler manual typewriter

A portrait of the professional you

Mindl ibs

First Draft

Sample Letters

Find The Mistakes

In A Nutshell

1
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Ms. Boss Incharge

Department of Human Resources

Big Corporation

55 Street Rd, Suite 555

Large City, State, 55555

Thursday, December 4, 2014

Dear Ms. Incharge,     

I read your job posting for the Assistant Manager position with 

interest. I’ve heard good things about Armageddon for the People 

from colleagues and I think my experience in the industry makes me 

a great fit for the position.

Last year, as a work-study student at Loma Vista, I was the assistant 

manager at the campus bookstore. It was my responsibility to train 

new hires on the cash register system, orient them to the store and 

update the store’s social media outlets. I was able to put to good 

use my high school volunteer experience at the City Zoo, as college 

students are not that different from chimpanzees. 

I have attached my resume, which further highlights my skills, 

education and experience for the Assistant Manager position. I look 

forward to hearing back from you at your convenience.

Sincerely, 

Jack F Dawes

Jack F. Dawes
55555 South Avenue

Any Town, State 88888

555-555-5555  jfd@gmail.com
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Link to Cover Letter 
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2.c Resumes Section of 
myBasics
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saved as a resume, 
exported as pdf or doc.Sample Resume
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Premium connects you 
directly to your Jacquets 
Keep a direct link to a pdf 
of your resume.
Store one resume for free.
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Jack F Dawes 
55555 South Avenue 

Anytown, USA 88888 
(555) 555-5555 jfd@gmail.com 

 
 
Education 
Cabrillo College 
1234 The Other Street 
Santa Cruz, CA 9999 
 
Relevant Experience: 
 
Assistant Manager 
Cabrillo College Campus Bookstore, Santa Cruz CA 99999 
9/11 – present 
Assist in Bookstore operations to ensure quality customer service. 
Update Bookstore’s social media sites; Facebook, Twitter, Tumbler 
Train new cashiers. 
Provide IT solutions when necessary 
 
 
 
Additional Experience: 
 
Chimpanzee Interpreter – Summer Internship 
The City Zoo, Anytown, State 33333 
6/09 – 8/11 
Public educator at chimpanzee house. 
Knowledgeable of primates; diet, tool usage, rearing of young and world population. 
Wrote the Chimp Column updates for monthly Zoo Newsletter. 
Interact with chimpanzees utilizing ‘sign language’ twice a day for public observance. 
 
 
 
 
Technical Skills:  
Microsoft Word, Word Press,  
 
Additional skills:  
American Sign Language 
Fluent in Spanish 
 

	
  

Sample Resume
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2.d Saved Jobs Section of 
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3. myReminders Section
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reminders.

my
ToDos

Interview
Checklist

Network
Checklist

On The 
Job

Checklist

Resume
Checklist

Cover 
Letter 

Checklist

my R em i n d ers

My ToDos

Letters Checklists

Resume Checklists

Interview Checklists

Networking Checklists

On The Job Checklists

Don’t Despair Advice

24

R

DD

L

OtJ

R

BB

9:41 AM 100%

Resumes 101:
a quick reference guide

1. When using Word, use a basic font 
that comes with the program and 
is ready to use, such as Cambria 
or Times. If you are sending a 
Word Doc in an email, all of your 
careful formatting will be lost if the 
receiver does not have that exact 
font active on their computer.

2. Only use document creation 
software to write your resume; 
Microsoft Word, Apple Pages, 
Adobe InDesign, etc. Do not use 
photo-editing or presentation 
software (like PowerPoint) for your 
resume.

The order listed below can change 
depending on your abilities, (needs 
build out where there are gaps in 
employment....

my R esume  R em i n d ers
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Your contact information 
Name, Address, Phone number, Email address

The contact information for the 
company (on your PDF)

Date

Put the position name in the first line 
of your letter

Introduce yourself in a story-like 
format

Explain why you want to work for this 
company

Go in depth about important 
experiences and/or job skills that 
relate specifically to the job you are 
applying for.

Always Include:

my L et t ers  R em i n d ers
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Save To Calendar
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4. Social Media: myStyle and 
myProfressional Face
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Your Job Search Is Better With Friends
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Inbox Sent

myMessages
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6. Connectivity and Help
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