
 
 
Resume – 12th Grade   

 

Completing this milestone is designed to provide you with practice creating a document that 
highlights your employability information. Career Cruising includes a Resume Builder linked 
with My Plan, making it easy to generate a resume based on saved portfolio information. 
Please carefully follow the directions below. This milestone is only considered finished when you 
have completed all of the directions below.  
 

1. Click on this link https://www2.careercruising.com/default/cplogin/AUB and enter your login 
information.  
 

2. Click Employment in the top menu bar. 
 

3. Click Build My Resume on the right side of the page. 
 

4. One at a time, click the pencil icon next to the resume section name. Then, click the blue Add 
button next to the plus sign (+).  
 

5. Fill in the requested information. Then, click Save.  
 

6. Click on Build My Resume near the top of the page and repeat this process until you have added 
all appropriate information to each section of the resume. 
 

7. Be sure to add at least three references using the Add a reference option at the bottom of the 
page. 
 

8. Click the blue Format & Print button.  

 

9. Choose your formatting. Click the Microsoft Word export option. 

 

10.  Click the blue Save Your Resume button. Save your resume using “Resume.JohnSmith”  

 

11. Click on My Plan > My Goals & Plans > Career Planning Activities.  

 

12. Click the + Add an activity option at the top. Select "Complete or update resume" from the 

dropdown list. Fill in the fields ("Title" is My Resume). Select "+ Attach File". Locate the file you 

just named and double click it. Save your work. This will save it to Career Cruising to show you 

have completed this required milestone. If you can open it from within Career Cruising, you 

have been successful. 

 

https://www2.careercruising.com/default/cplogin/AUB

