Using O*Net for Résumés

O*Net provides a wealth of insight as you tailor your résumé. You’ll be able to identify the skills that various jobs are
seeking and get a list of specific job tasks to help you find related wording as you tailor your résumé.

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

sports agent
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Step 2.
Select the best match from the list.

Quick Search for:
sports agent

Occupations matching “sports agent”

The search results are listed in a rank order that is calculated on the relevance of the occupational title, altermate titles, description, tasks, and detailed work
activities associated with the keyword you entered.

Select the Relevance Score to view the specific items matched by your search within the occupation

Relevance Score Code Oocupation

100 se— 13101100 Agents and Business Managers of Atists, P and Athletes
03 e— 29106811 Sports Medicine Physicians

35 e— 27-2023.00 Umpires, Referees, and Other Sports Officials

55 e— 27-2095.00 Entertainers and P Sports and Related YWarkers, All Other
73 e— 27-2022.00 Coaches and Scouts

Step 3.

When you select the job you are
targeting, pay special attention to
these sections at the beginning:

e The introductory sentence
or paragraph, and
o “Tasks.”

Updsted 2010

Summary Report for:
13-1011.00 - Agents and Business Managers of Artists, Performers, and Athletes

Represent and prorote artists, performers, and athletes to prospective employers. May handle contract negotiation and other business matters for clients.
Sample of reporied JOB TS Taterm etk Tkt al aithlatasdan ) Frerrer - TatETT WanEger, Artist Agent,

Artist Manager, Artist Representative

View report: | Summary Details Custom

. !uHecl fees, commissiong, or other payments, according to contract terms.

* Confer with clients to develop strategies for their careers, and to explain actions taken on their behalf.
o Develop contacts with individuals and organizations, and apply effective strategies and techniques to ensure their clients' success:

* Schedule or for clients

s _Neatiate with manacers. sromoters. union officials. and other persons regarding clients’ contractual riahts and ablioations

Step 4.
Next, get an expanded tasks list:

e Select the “Details” tab
e C(Click on the “+” sign.

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 frequently).

View report: Summary Details Custom

Styles | Waork Values | Related O« | Wages & | Job Openings

Tasks save TabIV)
O 10 of 13 displayed (12 important)

Importance Category Task

86— Core @ Collect fees, commissions, or other payments, according to contract terms.

Core @ Confer with clients to develop strategies for their careers, and to explain actions taken on their behalf.

79 e— Core @ Develop contacts with individuals and organizations, and apply effective strategies and techniques to ensure their clients'
success.
Core @ Schedule promotional or performance engagements for clients.
Core @ Negotiate with managers, promoters, union officials, and other persons regarding clients' contractual rights and obligations
Core @ Keep informed of industry trends and deals.
Core @ Manage business and financial affairs for clients, such as arranging travel and lodging, selling tickets, and directing

marketing and advertising activities.
Core @ Conduct auditions or interviews to evaluate potential clients.
Core @ Arrange meetings concerning issues involving their clients

60 m— Supplemental @ Prepare periodic accounting statements for clients

Step 5. /
Save the Tasks Table using XLS link
above and print out your results
using Excel.

Tasks |

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

Importance| Category|Task |
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.

79 Core Develon contacts with indiwviduals and oreanizations_and



