
Creating your Resume on Naviance  
Once logged onto your Naviance account follow the below steps to create, update and 
edit your resume. Your resume will be an integral part of the Scholarship & College 
Application Process. Be sure to include both in school and out of school activities and 
note your leadership roles in all that you do.  

 

After logging onto Naviance:  

1. Click About Me  

2. Select Resume from the dropdown menu 

3. In the blue window at the top, select access the previous resume builder 

4. Click the red plus symbol (+)  

5. Begin with the “Education” section of the Resume and enter your education 
information, click ADD when complete 

6. Continue to click the (+) symbol to add more sections to your Resume. Be sure to 
add all sections of the resume that apply to you! Do not forget to highlight 
leadership roles and special accomplishments. 

7. Once you are finished adding all sections to your resume you must click Print/Export 
Resume in order to save your resume as a PDF.  

8. Click the red plus symbol (+)  

9. Name your resume and then select one of the templates (we typically recommend 
choosing Template 1). Click Continue.  

10. Be sure to check ALL of the boxes that you want included on your final resume. 
Click Save Resume. From here, you can download and print or send your resume as 
needed.  

 


