Using O*Net for Résumés

O*Net provides excellent insight as you tailor your résumé. You'll be able to identify the skills that specific jobs require
and get a list of their individual job tasks to help you find effective wording as you highlight your related qualifications.

Step 1.
e Click on www.onetonline.org
e Type the job you’re targeting.

Help~

@ O‘NET OnLine

Find Occupations ~

Occupation rd search
Bl e e

Advanced Searches ~ O*NET Data~ Crosswalks ~ Share - Sites ~

Step 2.
Select the best match from the list.

Search again:

20 occupations shown

Code $
13-1011.00
29.1229.06
27.2023.00

39-3012.00

sports agent

Occupation Keyword Search

Occupations matching “sports agent”

How do they match?

Showmaces

Oceupation ¢

Agents and Business Managers of Artists, Performers, and Athletes £ Bright Outiook

Sports Medicine Physicians

Umpires, Referees,_ and Other Sports Officials

Gambling and Sports Book Writers and Runners £

Step 3.

When you SeIeCt the JOb you are ta rgetlngl Represent and promote artists, performers, and athletes in dealings with current or prospective employers. May handle contract negotiation and other business
. . matters for clients.
pay special attention to
Sample of reported job titles: Agent, ATTETE VETRETE A et Srmter- ook Agerrt-E Tt eNT STRTaTTEE Literary Agent, Print Agent, Talent Agent. Talent

these sections at the beginning:

e Theintroductory sentence
or paragraph and
e “Tasks.”

Agents and Business Managers of Artists, Performers, and Athletes
13-1011.00 [ Brght Outook |

Representative, Theatrical Agent

Detals Custom ' EasyRead ' Veterans ' Espafiol

Occupation-Specific Information

Tasks

Step 4.
Next, get an expanded tasks list:

e Select the “Details” tab
e Expand the number displayed.

This will provide you with a more specific
list of tasks, in descending order of
importance, and will identify which tasks
are core (performed regularly) vs.
supplemental (undertaken less

Summarusr.crr ¢ EasyRead ¢ Veterans ¢ Espafiol
Occupation-Specific Information
Tasks s:vﬂablem
v 100t 14dispiayed)
Importhnce ¢ Category ¢ Task
Core © Collect fees, commissions, or other payments, according to contract terms.

Core © Send samples of dlients’ work and other promotional material to potential employers to obtain

auditions, sponsorships, or endorsement deals.

8] e— Core © Keep informed of industry trends and deals.

Conduct auditions or interviews to evaluate potential clients.

frequently).
Step 5. /
Save the Tasks Table using XLSX link

above and print out your results
using Excel.

Tasks |
13-1011.00 - Agents and Business Managers of Artists, Performers, and Athletes

Importam:e| Categorv‘Tnsk ‘
86 Core Collect fees, commissions, or other payments, according to
contract terms.
80 Core Confer with clients to develop strategies for their careers,

and to explain actions taken on their behalf.




