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How to Search Resumes:  

1. Visit OhioMeansJobs.com and click the blue “Get Started” button under the Employers header. 

 
2. Click either “Posting a Job Opening” or “Searching Resumes” 
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3. Enter your username and password, then click the checkbox to agree to the OMJ Terms and Conditions, and 

then click the “Log In” button. 

a. Note:  This guide assumes you have already had your Restored Citizens resume search account created 

for you.  In the event that your account has not been created for you, please contact 

ohiomeansjobs@jfs.ohio.gov, Subject: “Employer Restored Citizens Account Creation” 

b. Note:  If you have an employer account that you already use for posting jobs and searching resumes, 

you will still need a different account from that in order to search the Restored Citizens database. 
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4. You will notice that on the Employer Briefcase page, there are multiple areas.   

 

a. Saved Employment Opportunities section will show you the last 5 Ohio-based employment programs 

that you had saved 

b. The Tutorials section offers videos on how to navigate Monster’s employer site, but most of the 

information is similar to OhioMeansJobs.com resume search. 

c. The Candidate Folders section will list the most recent folders that you have worked along with an 

option to View/Manage the folders.   

 

The Click “Find Candidates” on the Welcome Page. 
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5. You will need to enter either a Job Title or Keyword, and then click the blue magnifying glass button. 

a. You can optionally add a location, but if you choose not to, the default search will look within a 50 mile 

radius of the entire State of Ohio. 

 

 
 

 

• For instructions on searching for individuals who have already been released, go to the next page. 

• For instructions on searching for individuals who are still incarcerated, go to page 11. 
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Searching for Ex-Offenders Who Have Already Been Released 

 

6. Once you are at the search results screen, you can search for Ex-Offenders who are already released by clicking 

the “Show List” link in the Candidate Sources.  Then check the boxes that say “Monster” and “OhioMeansJobs.”  

a. Note:  Do NOT click “Restored Citizens/Reentry.”  This will restrict you to individuals who are still 

incarcerated. 

7. Next click “Manage Fields” 
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8. Under the Search Fields Management list, click “Ex-Offender” to move it to your Active Search Fields, and then 

click the Close button at the bottom to return to the search page. 

a. You may see additional fields under the Active Search Fields, depending on what you searched on. 

b. You can add as many or as few additional search fields to your search as you want; just keep in mind 

that it helps to take a “less is more” approach when starting a search.  Adding too many options off the 

bat can reduce the number of results you receive. 

c. It’s better to start with just one criteria, and add additional ones one at a time.  Keep in mind that when 

searching only ex-offenders, you are already searching a significantly smaller resume pool of candidates 
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9. After you select the Ex-Offenders field from Search Fields Management, click the + next to Manage Ex-

Offenders, and check the box for Ex-Offenders Only, and then click the Update button.   
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10. The results that come up will be sorted by relevance to the keywords, skills, location, etc that you selected.  In 

the results, the individuals’ names will show in the column on the left, and then to the right will be the profile of 

the individual selected. 

a. The orange icon to the right of the individuals’ name indicates that this person is an ex-offender. 

b. The red, white and blue “V” to the right of the individuals’ name indicates that this person is a veteran. 

c. If the user clicks “Resume” they will be shown the individual’s resume and contact information 
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Searching for Ex-Offenders Who Are Within 90 Days of Release 

 

11. Once you are at the search results screen, you can search for Ex-Offenders who are within 90 days of release, by 

clicking the “Show List” link in the Candidate Sources.  Then check the box that says “Restored Citizens/Reentry,” 

and uncheck any other source options. 

a. Once you have the candidate sources set, click the blue “Update” button 

b. After you click the “Update” button, click the “Manage Fields” link 

 

 
 

 

 

 

 

 

 

 

 

 

 

 



 

12 Rev. 8.13.2020 

 

 

 

 

 

 

 

12. Under the Search Fields Management list, click “Restored Citizens” to move it to your Active Search Fields, and 

then click the Close button at the bottom to return to the search page. 

a. You may see additional fields under the Active Search Fields, depending on what you searched on. 

b. You can add as many or as few additional search fields to your search as you want; just keep in mind 

that it helps to take a “less is more” approach when starting a search.  Adding too many options off the 

bat can reduce the number of results you receive. 

c. It’s better to start with just one criteria, and add additional ones one at a time.  Keep in mind that when 

searching only ex-offenders, you are already searching a significantly smaller resume pool of candidates 

 

  

  



 

13 Rev. 8.13.2020 

 

13. After you select the Ex-Offenders field from Search Fields Management, click the + next to Manage Restored 

Citizens, and choose how far out of a release date you want to look for. 

a. From indicates how soon the release date will be 

i. The default setting is Today 

b. To indicates the maximum amount of time before an inmate will be released 

i. The default setting is 3 Months 

c. For either of these you can choose:  1 Day, 2 Days, 3 Days, 1 Week, 2 Weeks, 1 Month, 2 Months or 3 

Months 
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14. Use the icons in the upper right corner of the resume to perform resume tasks. 

 
a. The star will add the resume to your list of Favorites 

b. The arrow facing right will forward the resume on to an email address of your choosing 

i. You need to add:  To address, Candidate reference, Email subject, name(s) of candidates to 

forward, and a message to accompany the email 

c. The down arrow will download a local copy of the resume to your computer 

d. The letter icon will send an email to the candidate 

i. You need to add:  Subject & email text 

ii. You can also choose to use one of your existing template emails or save that email as a template 

e. The folder icon will allow you to add a candidate to either an existing folder or create a new folder to 

keep candidates sorted for specific jobs 

i. You can also add notes about any candidates you are saving to folders 

f. The 3 vertical dots show additional options 

i. Skip – Unavailable feature at this time 

ii. Add note – Click this link to add a note to the job seeker’s record.  Example: “Resume will be 

updated prior to forwarding.”  On the Add Note dialog box, type or select the appropriate 

information and click Add. 

 
1. Tip:  You can choose to make the note viewable to everyone registered under your 

company’s FEIN, or make it private only to you. 

iii. Block - Click this link to block the resume from your resume search.  For example, you might 

want to block a resume when you know he or she is in training and is unavailable for interviews. 
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1. Tip: The resume is not blocked from other users’ searches. 

2. Tip:  Click on the red silhouette in the upper right corner to unblock a user’s resume 

iv. Report Issue:  Allows you to report a resume for various reasons 

 
1. Reasons for Reporting:  Staffing agency or 3rd party resume, Inappropriate or offensive 

content, Scam/Fraud, Advertisement/Not a Resume 

v. Add to Compare – This allows you to add candidates to a list where you can compare the 

characteristics of multiple candidates side by side 
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1. Once you have added multiple candidates (up to 5), click the “Compare Candidates” 

button to the left of the search criteria 

 
2. The comparison will only show the responses to the standardized questions.  The resume itself 

will not be visible in the comparison 

 



 

17 Rev. 8.13.2020 

 

How to Create a Resume Folder and Add a Resume to a Folder 
1. Once you have found a suitable candidate for the job posting, you can add those resume(s) to a folder. Create a 

resume folder to save resumes that match the requirements for a posted job. By saving the resumes in a folder, 

you can keep track of promising resumes and do not have to rerun the resume search to find those candidates 

again. 

a. When you find a resume you want to save, there are two options to move to a folder. 

i. From the Search Results screen, click the icon of the folder with the plus in the upper right 

corner 

ii. By clicking the checkbox above a candidate’s name, then click the icon of the folder with the 

plus above it.  You can add multiple resumes to the same folder by selecting the checkbox above 

their names 

 
 

b. If a folder for this resume search exists: 

i. Select the Folder to add the resume.  Click Add. 

ii. Under My Folders, click the folder to which you want to save the resume. 

iii. Click Add to Folder.  The resume is added to the folder.   

If the folder does not exist, continue to the next step. 
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c. Click Create Folder 

i. In the New folder field, type a name for the folder.  The naming standard is 

ii. Click Add to Folder.  The resume is added to the new folder. 
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How to Access Folders and Share a Folder 
 

1. There are several ways to access resumes saved in a folder. 

a. You can either click on the View/Manage link for the Candidate Folders on the Welcome Page 

or hover over My Candidates in the upper right corner and then click Manage Candidates. 
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2. To share a folder with other members of your organization, click the radio button for whichever 

folder you want to share, then click “Share/Edit”.  Select the radio button next to the folder, and click 

the Share/Edit icon.  On the Share/Edit Folder Members pop up, select any names that you want to 

share the folder with, click Add, and then click the Share/edit folder member button. 

 

 
 


