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The SCDConline Resume  

The process of finding your co-op job often takes place through SCDConline, a unique recruitment 
management resource that streamlines the operations of the Steinbright Career Development Center. 
Through this convenient online system, you can search for job openings, select jobs to apply for, schedule 
interviews, and accept job offers.  

Before you can apply to jobs, you must create at least one resume online on the SCDConline system. 
This ensures uniformity of resume size, and enables a huge volume of resumes to be accessed by 
employers for each job posting cycle. Your coordinator will critique your resume during your pre-
registration meeting (sometimes referred to as “pre-reg”).   

You cannot participate in the SCDConline process without having the SCDConline resume 
completed online and having it reviewed by your coordinator during your pre-registration meeting. You 
will complete your first resume in COOP 101. Your coordinator will critique your resume during pre-reg 
and approve you in the system to search for jobs.  

Since SCDConline is web-based, you can continue to work on your resume from anywhere, even during 
the summer, without returning to campus.  

Using Multiple Resumes  

One of the great features of SCDConline is that it gives you the ability to create and save up to three 
versions of your resume, so you can apply to different kinds of jobs with a resume that’s tailored to fit 
them. When applying for jobs, you determine which version of your resume to submit to each employer.  

If you are completing your first resume for COOP 101, only create ONE resume. Delete any test resumes 
that you may have previously entered. Having more than one resume can result in the wrong resume 
being graded, or even an incomplete resume going to an employer later on when you are applying for 
jobs.  

Getting Started  

On SCDConline, resumes are built in sections, and initially they all use the same default style—the same 
font, font size, number of columns, and so on—which you need to modify before you can send it out.  

To get started, log onto DrexelOne, and follow the directions in this pamphlet.  
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Access Student Resources  

To access your Student Resources:  

• Click on the Students tab  
• You will be directed to the Student Resources page  

 
 
 
 
 
 
 
 
 
 
 
 
  

 

 

 

 
 
 

 

Click here 
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Access the Steinbright Career Development Center Services  

To access the Steinbright Career Development Center (SCDC) Services:  

• Find the Coop / Steinbright Career Development Center section  
• Click on More BannerWeb SCDC Services 

 
   
  
 
 

 

 

 

 

 

Click here 
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Access Resume Development  

To access your resume:  

• Click Resume Development  
• You will enter the Resume Development application  

 
 
 
 
 

 

 

 

Click here 
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Editing an Existing Resume  

If you have a resume already in the system, to edit it:  

• Click on the name of the resume  
• You will be directed to the resume display page  

 

Create a New Resume  

If you do not yet have a resume online, or want to create a new one:  

• Input a name for the resume  
• Click Create New Resume  
• You will be directed to the resume display page 

Notes  
• Make sure the name you choose for a resume identifies the content or target of that 

resume, because if you confuse resumes, you may send the wrong one to an employer  
• If you are entering your first resume for COOP-101, only enter ONE resume to ensure 

that the correct resume is graded  

   

If you have already created a resume, 
click on the name of your resume to edit 
it 

Type the name 
of your new 
resume here 
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Enter Contact Information 

 
• Enter your name, address, telephone number(s) and email(s) in the fields 
• Empty fields will be removed when your resume is viewed or printed 
• Additional fields may be used for an additional address, telephone number or email; or 

for a professional website that you would like employers to see (example: a link to your 
portfolio) 
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Set the Resume Style  

Before an employer can see your resume, you must set the style.  The style of your resume 
refers to how the information is structured on the page.  This screen also allows for some 
formatting options.  

• Click Set Resume Style  
• You will be directed to the Resume style settings page 

 
 
 
 
 

 
 
 
This screen is the Resume Display page.  You will return to this page every time you want 
to create a new section, edit an existing section, change your resume style or view your 
completed resume.  

Click this link to create a style for 
your resume

This links allow you to create new 
section, and each link can be used as 
many times as you need it
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Resume Style Settings 

 
• Choose the size of your margins (the system defaults to ½ inch, which is often too small) 
• Chose the font size and format for your name and address 
• Indicate whether or not you would like a horizontal line in between your contact information 

and the body of your resume   
 

 

  

• Next, choose how you would like your contact information to be displayed in the header of 
your resume 

 

Use the drop down menus to make 
your selections 
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• Finally, select formatting options for your section titles and remaining text, and choose how 
you would like the body of your resume to be displayed 

 

 

 

After you have made your style selections, be sure to click Save your style selections at the bottom of 
the page.  You will then return to the Resume Display screen, and can begin building each section 
of your resume. 

Hints: 

• Be sure to use the same font throughout your resume (choose either Arial or Times New 
Roman, not both) 

• Choose a layout that will not leave one side of your resume empty, since your resume should 
take up the entire page 

• Use formatting to make section titles stand out, and to emphasize any other important points 

• Remember to be consistent with formatting 
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Input Education  
• Input your first Education item, Drexel University  
• In the row of blue links, click Education to add a new education item  
• You will be directed to the Resume Sections Update page 

 
Note:  The names of the links are more about formatting than content. The Education template 
has specific fields relevant to education; Experience is the only one that will let you break out 
your accomplishments into bullet lists. The others are limited, and have subtle variations of 
which you should be aware.  

Input Education Item  
 Input your current school (Drexel University) here   

• Enter the section title in the “Title of this section” field (Education) 
• Enter the school information on the left  
• Set the styles on the right  
• Click the Save section button 
• You will be returned to the Resume Display page  

 
Note:  You can repeat the steps on this page for each college you have attended.  We do not 
recommend you include high school unless there is something special about it you want to 
bring out.  Do NOT include a section title for subsequent Education entries.  Leave the field 
blank.  Refer to A Note About Sections… on page 16.  
 
 

   

  
   

Type text in these 
fields Format each item here 



 13

 Input Relevant Coursework Item  
• Refer to the Resume Display screen on page 9  
• In the row of blue links, click Relevant Coursework to add a new Relevant Coursework item  

 
The Resume Sections Update page shown above is displayed  

• Enter the title of the section  
• Enter six to ten relevant courses you have taken or are currently taking (Note: Use 

descriptive titles, not course numbers) 
• Choose a format for the list  
• Click the Save section button  
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Input Skills Item  
• Refer to the Resume Display screen on page 9  
• In the row of blue links, click Skills to add a new Skills item  

 
The Resume Sections Update page shown above is displayed  

• Enter the title of the section  
• Enter the list of skills  
• Choose a format for the list  
• Click the Save section button  

 
Note:  You can have multiple skills sections if you would like to differentiate sets of skills.  
The example below shows a combined list of software and language skills.  You can have 
sections for technical skills, artistic skills, language skills, etc.  Title each appropriately.  Refer 
to A Note About Sections… on page 16.  
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Input Experience Item  
• Refer to the Resume Display screen on page 9 
• In the row of blue links, click Experience to add a new Experience item  

 
The Resume Sections Update page shown above is displayed  

• Enter the title of the section  
• Enter the details of the employer or organization  
• Enter a list of your accomplishments - be sure that you cursor is at the end of the last 

word you typed in the “Responsibilities” field or you will create an empty bullet point 
on your resume 

• Choose a format for the list – this is where you can create bullet points  
• Select some formatting options from the drop-down menus on the right side  
• Click the Save section button  

Note:  You can repeat the steps on this page for each Experience you have had.  Refer to A 
Note About Sections… on page 16.  
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A Note About Sections…  

The SCDConline resume system uses the term “Section” differently than we do when referring to 
your resume.  

  

   

 

It is important to understand this distinction to build sections of experiences that bring out your 
accomplishments.  When considering experiences, consider not only job experience, but also 
volunteer experience, memberships in organizations, class projects, etc.  Group these items together 
in sections such as “Relevant Experience,” “Volunteer Activities,” “Organizations,” “Work Experience,” 
etc.  This way you can group relevant information first, even if it was not paid employment.  

When entering any of these experiences, be sure to use an “Experience” item.  This is the only item 
that allows you to format it with all the detail shown above.  

Creating Sections  

The “Title of this section” field determines when new sections of your resume are created.  

 For example, in the sample above:  
• The “Washington Mortgage” item starts the “Employment Experience” section. The 

“Title of this section” field contains “Employment Experience”  
• The “Banana Republic” item is in the same section. The “Title of this section” field is 

blank.  
• “Activities” is a new section of Experience descriptions. To start the new section, enter 

“Activities” in the “Title of this section” field.  
 
Since each section is in its own reverse chronological order, you can have an older experience that is 
more relevant come before newer, less relevant experience by careful choice of sections. Check with 
your COOP 101 Instructor or your Co-op Coordinator to discuss your own particular circumstances.   
  
 
 

This is what the 
SCDConline system defines 
as a section.  It is really one 
item. 

This is what we define as a 
section of your resume.  It is a 
group of items (in this case, 
experiences) under one 
heading. 
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 Start a New Experience Section  
 

• Refer to the Resume Display screen on page 9 
• In the row of blue links, click Experience to add a new Experience item  
 

The Resume Sections Update page shown above is displayed  
• Enter the title of the section  
• Follow all directions for any other Experience item  
• Click the Save section button  

 

Note:  For any experience in which you have had accomplishments, use an experience item.  
Only use Additional for organizations or activities for which you do not want to expand out 
your accomplishments.  
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Input Additional Item  
• Refer to the Resume Display screen on page 9 
• In the row of blue links, click Additional to add a new Additional item  

 
The Resume Sections Update page shown above is displayed  

• Enter the title of the section  
• Enter the list of organizations, activities, etc  
• Choose a format for the list  
• Click the Save section button 

 
Note:  The formatting options of this item are limited.  Use only for additional information for 
which you do not want to expand out accomplishments.  
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Final Resume  

The screen below shows your finished resume in the design screen. Refer to the callouts for different 
functions you can access from here.  
 

   
 

  

Click here to download a Word 
document version of your resume

Click one of these links to 
add new sections 

Click here to edit existing sections 

Click here to delete existing sections 

Click the red arrows to move 
sections up or down
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SCDConline Resume -  Frequently Asked Questions  
  

 Q: Why do I have to name my resumes?  

 A: You can have up to three resumes in SCDConline.  You should give them different names.  
As you apply for each online job, the system will ask you ‘Which resume do you want to 
send?’ and you should be able to pick the correct one, based on the name.  The resume in 
the first position is the default resume.  If you do not choose a resume to send as you apply to 
a job, the system will send the default resume.  Make sure that the default resume is in good 
shape—if it is only partially complete, delete it or change the position so it is no longer the 
default resume.  

  
 Q: I created my whole resume, but I cannot view it.  

 A: You need to click the link to Set Resume Style, and then choose the layouts, fonts, etc. 
that you want for your resume.  You should then be able to see it when you click the link, View 
resume.  

  
 Q: I have added one Employment Experience section, how do I add others?  

 A: Go to the screen which has the links for section headings.  Click on Experience, and 
complete the information.  The new section may now show up on the bottom of the page.  If it 
does, use the red arrow to move it up.  

  

 Q: I see the section heading “Employment Experience” three times.   

 A: That should really appear just once, as the head of one whole employment section, with 
perhaps three different jobs under it.  On the screen which shows each section, there is a 
button to Edit or Delete.  Leave the heading “Employment Experience” in the section that is on 
top, and go in and delete the heading from the other sections.   

  
 Q: I added a section, but it is now at the bottom of the resume.   

 A: Use the red arrows to move sections up or down.  

  
 Q: I thought I made corrections, but I cannot see the changes.  

 

 A: Make sure you are working within the section, where you can edit or delete, and then save 
your changes.  You should not be working on the PDF version of your resume.   

  


