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To secure a CIEE job, you must complete this resume (CV). Your new employer 
will be very excited to learn about you, especially about why you want to 
participate on the Work & Travel USA program and why you’ll be a great 
employee! The following instructions will walk you through completing your 
resume online.  
 
Provide your international representative with the following information: 
• Your full name, gender, and birthdate  
• Your email address and phone number 
• Your home address 

 
After you have provided your international representative with the above 
information, you may be asked to log into the CIEE Beacon system to complete 
your resume. Please follow the instructions below.  
 
Please note, some international representatives will complete this on your 
behalf. In these cases, be prepared to provide them with the following 
information.  

 
Starting your Application and Completing Resume Fields 
 
If you are invited to complete your resume, you’ll receive an 
email with your log-in credentials (see left). 
 
Following this link, you’ll be prompted to enter an account 
password before being directed to your application. Click View 
Application.  
 
 
 
It is important to note that you are now viewing your full 
application which is broken up into two (2) steps: Your Resume 
and Your Application.  
 
To be eligible to interview, you must complete all fields in Step 
1: Your Resume. Your international representative will be able 
to advise you on when you should have Step 2: Your Application 
completed.  
 
 

 
 
 
 
 
IMPORTANT INFORMATION: 
 
 

  

 

A resume (CV) is your first 
opportunity to highlight a few 
things about you. What work 

experience do you have? 
What skills do you possess? 

What are you studying? 
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Step 1: Your Resume > Basic Information  
 

 
 
To open each section, click Start or the play button.  
 
The Basic Information Section should already be populated with the information you provided your international 
representative. Double-check all information, add additional information, and upload a professional photo. When 
you’re done, click Save and Close.  
 
Move on to the follow sections to add your work experience, education, skills. 
 

 
 

Work Experience 
Our application allows you to enter multiple work experiences! This section is very important as it tells your 
employer about your previous experience. This information will help the employer understand your skills and 
previous knowledge.  
 
If you do not have any previous work experience, that is okay! You can list any clubs, activities, or volunteer work 
that you have been a part of, especially if they have helped you develop skills and knowledge!  
 
Please include as many details as possible, including job duties, skills learned, and experiences, so that the 
employer can get to know you! 
 
Education 
Select the country, name of your university, and field of study from the drop-down lists here. 
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Skills 
This is your chance to tell your future employer about yourself! They want to know about you, so tell them as 
much as you can! Please think carefully about your answer and try to write at least 3-4 sentences of good English. 
Always provide an honest answer here! This section allows you to show the employer your personality and make 
your resume stand out.  
 
Remember to be professional, polite, and write in full sentences.  
 
Completing Your Resume 
 

Once you complete each section, you notice the play button will change to either a green 
check mark (left) or a yellow ellipsis (right). A green check means the section is complete! A 
yellow ellipsis means there is missing information.  
 

Once you’ve completed all three sections, you should see the following: 

 
  
 

Congratulations on completing your resume! 
Contact your international representative with questions or advice on next steps! 


