Profile Quick Guide

Gaal

Use Profile to create your own up-to-date employee profile (online resume) and give supervisors an at-a-

glance reference about you.

Profile holds your work history and City information.
To locate your Profile, select My Employee File from
the drop-down navigation menu.

Read Your Profile
Think of Profile as an online resume. You will see sec-
tions about your work history, educational background,
special skills, and professional interests.

Edit Your Profile
Not all sections are editable. To make changes to
an editable section, click“""in the section you want
to edit and update the details. Click Oto add
another line of detail.

Keep Your Profile Current
It is up to you to keep your Profile current. You can edit
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Personal Information

me Zachary
Mic

L Zubow

HR Generalist
hrgRs@surpriseazgov

Work Experience Within ity
From Date Tito Department

Q70712003 Human Resources

Previous Employment
From Nate
01/10/2000

Fnd Date
07/04/2003

Company Name Type of Rusiness Title

City of Silver Saddle HR Specialist

Formal Education

From Date End Date School Major Degree

011211998 01/068/2003 Anizona State University Human Resources Bachelors

Courses/Workshops/Seminars

Length Date Completed

3

Course Name Institution Name

Certifications/Licenses

Cerfification/License Description Institution Effective Date Expiration Date

Language Skils
Reading Proficiency

3

Language Speaking Proficiency Wiriting Proficiency

Function Timeframe Comments

Professional Memberships

Organization Position/Role From Date

Additional Resources Available on My Employee Files

History

History lists all the
relevant completed
actions for the em-
ployee.
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