Digital Download

Next Digital Skills Class:
August 19-20, 2026 8:30am to 12:30pm
Workforce Connection WEST, Room 101
3170 W. Shaw Ave., Fresno, CA

Software Skills Section on Your Resume

Gain the Ski"S You Need to A software skills section exists

on a resume to show

Thrive in a Digital World employers that you have the

technical abilities needed to
Having strong digital skills is more important than ever. perform the job. This format

‘ob licati handled onli q v all iob presents you as organized,
Most job applications are handled online, and nearly all jobs melemeE e Ty e e rel
require some level of computer knowledge. e Include tools mentioned in the job posting.
L . o . . e Prioritize the software in order of most

Finding the right opportunities requires effective search commonly used for the position.
techniques and communication by email. You may need to Only list software you can use confidently.
create or update a résumé, organize and manage files, and If you're a beginner, focus on your

capabilities rather than claiming expertise.
Add specific abilities:
Instead of: “MS Excel”

work with different file types. All of this must be done while
protecting your personal information from fraud. These

essential skills help you navigate the job search process and Write: “MS Excel (data entry, formulas,
improve your chances of success. sorting, filtering)”

Instead of: “Google Docs”
The list may sound overwhelming, but you don't have to Write: “Google Docs (letters, reports,

figure it out on your own. You can learn these skills and agendas, proofing)”
Instead of: “ChatGPT, Gemini”

Write: “Al-assisted research, drafting, and
next step toward your career goals. proofing”

more in our Digital Skills Class! Sign up today and take the

How to Enroll in the Digital Skills Class:

See your Case Manager about enrolling in Digital Skills training. Once enrolled, assess your
knowledge by taking the Pre-Test. Here are the steps:

1. Navigate to IT-FRS.net and click on the “Digital Skills” link in the menu.

2. Click on “Student Test Form” and follow prompts for the Pre-Test.

3. Meet with your Case Manager to get your score. Your Case Manager will help you decide
whether you should complete Digital Skills Training.


https://www.it-frs.net/

Digital Skills Class Topics

Computer e Introduction to Computers and Computer Components
Skills e Desktop Navigation
Day 1: e Productivity Tools (MS Office and Google Suite)
e Collaboration Tools

e Email Communications and Etiquette

Internet e Browsers, Search Engines
Skills e Job Board Programs, Optimizing Searches
Day 2. e Online Research, Evaluating Credibility, Fact Checking

e Social Media Platforms, Algorithms
e Common Online Threats, Online Safety

e Artificial Intelligence

Why Passkeys are Replacing Passwords

Passkeys offer a safer, faster, and more convenient way to sign
in, while simplifying the authentication process.
When you create a passkey, two digital keys are generated:

« A private key that stays securely stored on your device.

o A public key that is shared with the website or app.

When you sign in, the website sends a request to your device. You

confirm the sign-in using a fingerprint, facial recognition, or a PIN. Your

device then uses the private key to prove your identity, and the website verifies the request using the
public key. No password needs to be entered.

Benefits of Passkeys

1. More resistant to phishing: Each passkey works 3. Reduced risk from data breaches: Websites store
only with the website or app where it was created, only the public key, while the private key remains on
making it difficult for attackers to steal. your device.

2. Device-based security: A person typically needs 4. Convenient Sign In: Users can sign in with a
access to your trusted device and its unlock method fingerprint, face recognition, or PIN instead of
to use your passkey. remembering complex passwords.

Many websites, financial institutions, and e-commerce platforms now support passkeys. Cybersecurity
organizations increasingly recommend them because they provide stronger protection against
common password attacks.
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