Searching and Applying for Jobs Online

Class: Searching and Applying for Jobs Online

Objective: Conduct a better job search by learning about valuable job hunting tools you can use at the library or online from anywhere.
Time: 1 hour
Led by: Librarian
Introductions 

Explain that this class will cover a variety of sources. Invite students to follow along as you demonstrate, but note that you will be moving quickly.  
· Ask how many people have used computers and/or have computers at home
· Ask how many people have used the library website 
General Information

Using computers at HCL
1. Library Card or guest pass needed to use an HCL computer. 
2. Dedicated computers for Jobs & Careers work – Central, Brookdale, East Lake, North Regional and soon at Southdale. 
3. Computer skills self assessment – LearnTech free computer classes (these are the public training classes taught by James and Melony) at eight HCL locations- Brookdale, Central, Eden Prairie, Franklin, Hosmer, North Regional, Ridgedale, Southdale
4. Setting up an email account – most online apps require this! Use a professional name. Need an email account? Sign up for a Computer Basics Workshop. (Show where this class is located using the Classes and Events search.)
5. Recruiters and employers often do Google search on your name. Do this yourself- a “vanity search.” Gives you the chance to clean up any “digital dirt” – Facebook, MySpace, gossip, etc. 
6. Paper application form – fill out ahead of time & bring with you 
Learning Express Library
This database offers online practice and tutorials that prepare users to pass a wide range academic and licensing  including U.S. Citizenship, GED (General Educational Development), Nursing, TOEFL (Test of English as a Foreign Language),College Admission exams and much more.  
The Learning Express Library also has section on Jobs Search and Workplace Skills. It's broken into two parts: Business Communication Skills (grammar and vocabulary skills) and more importantly: Job and Career Success (job search, creating resumes and cover letters, interviewing and success on the job).  
To use this from home, you’ll need you library card barcode to access Learning Express Library 
Getting Started:

1. From the Hennepin County Library home page, (www.hclib.org), click on Reference & Research, and then Databases A-Z.  Click on F-M and scroll down until you find Learning Express Library. Click on the link to open the database.

2. If you are a new user, you will need to register for an account. 

3. If you have a username and password, click on “Returning User.” Then type your name and password. Click “Continue.” For this session, the librarian can demonstrate for the class using login: pubtrain  password: pubtrain 
4. After you “Sign in,” click on the Job Search & Workplace Skills on the left hand side of the screen.
Look through the Business Communication Skills Improvement and Job and Career Success and  select a subject to see a list of online ecourses available for study.
 

Creating a resume 
1. You can use Word template instructions (simple, step-by step), Word, Open Office, or a website to create a resume. 
2. Show sample resume formats. From hclib.org homepage click on Jobs & Careers to go to the Jobs & Careers Subject Guide. Click on the subtopic Interviewing & Resumes. 
3. Click on the link for Virginia Tech: Resume Formats and Samples

Note from site: 
Chronological format and variations:  

The most common resume format is called "chronological." It's simply a resume that lists your education and experience in reverse chronological order - most recent items first - and it's a good way to start a draft of your resume. Most of the samples are variations on the chronological format. You may also hear the terms "functional" or "creative" used to describe resumes. These are just variations on the chronological format that use headings that best showcase your background and qualifications. 

Skills format: 

A skills resume combines the skills you have from a variety of experiences - paid work, volunteer work, student activities, classroom work, projects, you name it - and groups these skills by category of skills that relate to the kind of job you're seeking. This format works best when a traditional resume just doesn't work to make you look like a good candidate even though you have relevant skills. A Career Services advisor can look at your first resume draft and help you decide if a skills format might be the best approach to use. 

 Skills resume sample: Kelly (MS Word doc) — B.A. candidate 

How to choose a format for your resume 

Look at the samples, and the features of each. Choose the combination of features that matches your background. 

DON'T choose a resume style simply because the fictional student in a sample has your major. Students in any major can use any resume style. 

 You may choose any style regardless of the type of employment you are seeking, whether internship, co-op, or permanent employment.   

DO choose a format which best shows how your individual credentials support your objective.   

If you are unsure, start with a chronological style (the most traditional), have your resume critiqued, and revise your resume as needed.
Show samples available. 
4. Include words that are specific to industry and position and language commonly seen in job ads (team player, creative thinker, etc). Many employers/recruiters use technology that filters resumes into a searchable database. Increases your chances of success.
Finding Jobs on Jobs & Careers Subject Guide
1. Back to the Jobs & Careers Subject Guide point out various Job Search sites. Note Minnesota Works https://www.minnesotaworks.net/ 
2. You can also point to company research to research the company before an interview. Ask the class for an example of a local company where they’d like to work. Look up the company on Business & Company Resource Center. 
3. Next, look up the website (using a search engine) and find job postings on the page.
Applying online – Tips:
1. Applying online may be the only way to apply for a job with many companies
2. Many employers make you fill out an online resume form and don’t allow you to email or attach a document (Ex: Starbucks, U-Haul, some government sites)
3. If you have no money to purchase electronic storage device or don’t have an email account, use Google Documents or other similar online services to create your resume.
4. Expect the unexpected - every site is different
5. Have all your information with you. Stay focused –work carefully and quickly. Some sites “time out” if you don’t enter information within a certain amount of time. Use care. 
6. Fill in all requested information. Watch for asterisks, which often indicate fields that you are required to fill out. Your application may be rejected if everything isn’t filled out.
7. If you cannot continue to the next page of the application, check to make sure you have filled in all required fields. If you do not have the information needed to fill out a required field, sometimes you can “trick” the system by putting some text in the field. Use a phrase like “Information is forthcoming” or “Information to be submitted at time of interview” – something that makes sense given the nature of the information requested 
8. Some websites allow you to apply for only one job at a time.  Fill in separate application for each position you apply for, even if in same company.
9. If you are asked to include a resume, copy and paste whenever possible, but if the format looks strange, type your information manually.
10. Filling in an hourly wage: This is often required. If unsure, use Minn Salary Survey or National Salary Survey to get average wages. Make sure you fill it in correctly. Example: Applicant errored on job application on Marriott site –entered $99 instead of $9 and the application was rejected. When job applicant inquired about resubmitting, she was told that she couldn’t apply for another six months!
“Deal breakers”
1. Job application site may require special software or cookies, which is currently not possible to download on library’s computers

2. Most sites are reviewed electronically – misspelled words or items left blank can cause your application to be rejected

3. Resumes stored in other document formats or on Workforce Center website may not be accepted by the employer site

4. What happens after you have submitted your application? 

5. You will usually get an immediate confirmation that your application has been submitted successfully;  you may also get an acknowledgement sent to your email address
6. Keep a record of online job applications: username and password (if required for submitting an application); name and url of employer, title of job you applied for, date of application
7. Determine if there is a way to contact employer, either on their website or by some other means 
Have additional time? Invite students to work through applications, get email accounts, or work on a resume. 
Wrap Up 
Questions 

Evaluation: to find the online Computer Class Survey, go to Classes under Events & Classes and find the hyperlink Computer Class Survey in the top right column. 




























































