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_____________________        ___ 

 

________ 

 
RE:   Promote OMJ (self-service system) versus OWCMS (staff-assisted system). 

 All Local Ops staff should register in OMJ to become better acquainted with the system and to more 

effectively assist job seekers.  

 Seekers with more than one resume can create multiple accounts to post their resumes as a 

workaround to the one active resume limitation. Seekers must also have more than one email 

address to use this workaround.   

 Questions seekers may ask of Local Ops staff, including: 

 How many employers viewed my resume? 

 Am I registered in OWCMS/OMJ? 

 Emails from my job scouts? 
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Procedure: Register as a Job Seeker 

1. In Internet Explorer or other browser, go to http://ohiomeansjobs.com/omj/. 

2. On the OMJ.com Home page, click Post resume. 

 

3. On the Post/Update page, click Continue. 

 

  



 
 

 

 OhioMeansJobs.com (OMJ) & 
Ohio’s Workforce Case Management System (OWCMS)  

Instructional Documentation  (Job Seeker) 

 

4 

 

4. On the Welcome page, click Go!. 

 

5. On the Create Account page: 

 Complete all required fields. Required fields are denoted by *. 

 Click Create Account. 
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6. On the Career Plans page: 

 Complete all required fields. Required fields are denoted by *. 

 Click Save and Continue. 
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7. On the Welcome page, click the links to perform job search-related tasks, including creating a 

resume, searching for jobs, or updating your OMJ account profile: 

 

For details about creating a resume, see Procedure: Assist an Individual in Posting a Resume. For 

details about searching for jobs, see Procedure: Assist an Individual in Searching for a Job. 

Procedure: Assist an Individual in Searching for a Job 

To fully utilize OMJ features, such as saving job searches, make sure job seekers create an OMJ 

account before searching for jobs. See Procedure: Register as a Job Seeker. 

For information about saving a job search and creating a job scout, see Procedure: Create a Job Scout.  

To assist an individual with a job search: 

1. In Internet Explorer or other browser, go to http://ohiomeansjobs.com/omj/. 

2. Do one of the following: 

 If the individual is not registered on OMJ, click Search Jobs on the OMJ.com Home page. 

 If the individual is registered on OMJ: 

 Log in to the individual’s account.  

 From the Welcome page, click Job Search.  
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3. On the Search Jobs page: 

 Type or select appropriate job information for the job seeker. 

 Click Search. 

 

  

OR 
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4. In the list of search results, click the link to view job information.  

 

5. Follow the instructions in the job posting to apply for the job. 

Procedure: Create a Job Scout 

A job scout enables individuals to save job search criteria and have jobs that match the criteria emailed 

to them on a regular basis. 

Important: The individual must have an OMJ seeker account to save the search.  

To create a job scout: 

1. Perform a job search as described in Procedure: Assist an Individual Searching for a Job. 

2. In the Search Jobs page Results area, click Save this search and email me jobs. 

 

3. On the Saved Searches dialog box: 

 Click the radio box for the frequency with which the job seeker wishes to receive job 

postings that match the search criteria. 

 In the Saved Search Title field, type a title for the job search. 

 Click Save Search. 
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A confirmation page, similar to the following example, displays. 

 

The job seeker will also receive an email confirmation. 
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When job seekers log in to OMJ, they can update or run the job scout as necessary by clicking Saved 

Searches. 
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Procedure: Post Multiple Active Resumes 

Some job seekers may be searching for jobs in different fields and may want to post resumes tailored 

to attract employers in those different fields.  

For example, a job seeker has experience as a bartender and as a welder and is searching for a job in 

both areas. The job seeker has a resume focused on each type of job to improve the chances that a 

prospective employer would be interested in the job seeker. 

Due to limitations with OMJ and Monster, job seekers can post only one active resume at a time. 

Therefore, those job seekers who are searching for employment in different fields would have to 

alternate which resume is active at any given time. 

 

 

 

To work around this issue, job seekers can create multiple OMJ accounts—one for each type of job 

they are seeking. To create multiple OMJ accounts, job seekers must also have a different email 

account for each OMJ account. 

Tip: Suggest job seekers create accounts on free email services such as Yahoo!, gmail, or Hotmail. To 

simplify, job seekers should use similar user names so they are easy to remember. 

Based on the earlier example, the welder/bartender job seeker has two OMJ accounts and two email 

addresses, one each for the welder job search and the bartender job search. Because the job seeker 

has two OMJ accounts and different email addresses linked to each of those OMJ accounts, both the 

bartender resume and the welder resume can be active at the same time.  
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Job Seeker FAQs 

How many employers viewed my resume? 

1. In Internet Explorer or other browser, go to http://ohiomeansjobs.com/omj/. 

2. Log in to OMJ. 

3. On the job seeker Welcome page, view the number of views for each resume created for this 

account. 

 

Am I registered in OWCMS/OMJ? 

To verify whether a job seeker is registered in OMJ, check OWCMS. 

1. Log in to OWCMS. 

2. Select an LE office. 

3. Locate the seeker. 

4. From the LE menu, select Seeker Services. 

5. On the Seeker Services tab, look for Self Service Registration in the Service Type column. If the 

service is included in the list, the seeker is registered in OMJ. 

 

http://ohiomeansjobs.com/omj/
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How do I know what job scouts or saved jobs I created?  

1. In Internet Explorer or other browser, go to http://ohiomeansjobs.com/omj/. 

2. Log in to OMJ. 

3. On the job seeker Welcome page: 

 In the Saved Jobs area, view the jobs you saved. To view details about the job posting, click 

the link in the Job Title column or click View/Manage Saved Jobs. 

 In the Saved Searches area, view the job searches (scouts) you saved. To view or update the 

job search criteria, such as how often emails with appropriate job postings are sent to you, click 

the link in the Saved Search Name column or click View/Manage Saved Searches. 

 

To set up a job scout, see Procedure: Create a Job Scout. 

http://ohiomeansjobs.com/omj/
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Is there anything I can do to make sure my resume is seen by as many employers as possible?  

Update or refresh your resume often. New or recently updated resumes display at the top of employer 

search results; older resumes display at the bottom of the employer search results.  


