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Accessing the Resumé Builder 
 
The Resumé Builder is accessed through QUT Virtual. 

 

  
 

 
 

Navigating the Resumé Builder 
  
The Resumé Builder has 4 tabs. Read about Resumé Builder on the Welcome  tab. Use the Manage Details , Create Resumé  
and  Export Resumé  tabs to create and manage your Resumé. 
 
 
 
 
 
 
 
 
 

 
 

Manage Details 
 
Click the Manage Details  tab to enter details for your resumé. 
 

The Export Resumé  tab allows you 
to export your resumé to print or to 

save and edit in another application. 
 

The Create Resumé  tab allows you to 
select which details are included in your 

resumé. 

The Resumé Builder functions are 
located on the Student Services tab 

in QUT Virtual. 
 
 

Click Resumé Builder . 

The Manage Details  tab allows you 
to enter the details of your resumé 

and organise these details into 
groups. 
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Enter as much detail as possible into as many groups as possible. You can create multiple resumés for different purposes. 
 

Create a Resumé 
 
Once you have added some details in various groups under the Manage Details tab, you can select the details you wish to 
appear in your resumé. Click the Create Resumé tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Export Resumé 
 
Once you have created a Resumé, you can export it. This will produce a viewable version of your resumé with basic formatting. 
Click the Export Resumé  tab. 
 
 

Click the ± next to a group to 
see the types of details you 

can edit in that group. 
 

Click a link to edit those details 

Click Create a new Resumé  
The box on the left appears. 

Enter a title for the 
Resumé. 

 

Tick the checkbox next to the details you wish to include. 
Ticking Resumé details selects all the details you 

previously entered in the Manage Details  tab. Use the ‘+’ 
to open each area to select individual details. 

 

Remember to click SAVE 
You can reorder your resumé after saving. 

Select the resumé you wish To save your resumé in Internet Explorer: 

Remember to click SAVE after editing your details. 


