Job Searching Point-of-Service Training

July 2003

Job Searching Quick Tour 

Announcement and Outline
Announcement
"In between jobs or looking at a career change?  Come to the Information Desk at ____ for a quick tour of job searching resources at the Library.  We'll show you where to find job listings, resume and cover letter resources, and more"

Trainer Outline
Welcome and Introductions

1) Introduce yourself

2) Find out what kind of work people are seeking so you can use their examples in search demos or to point out special resources if applicable.

Tour of Job & CareerLinks website

From HCL homepage, go to the Job & CareerLinks website via "Link Centers"

a) Mention they can get to this site from home (point out “elibrary Tips and Information”). 
b) Point out the four areas on the screen:
i) What’s New:  Will contain such information as library events and classes of interest to job seekers; hot sites; news, booklists, online promotions, etc.  
ii) Online Features:  Ask-A-Librarian; Email at the library; quick links to “Resume Tips” and  “Job Listings” (both are also found under “Job Searching” section)
iii) Information about JACIC: Location (currently at GV), hours, resources, etc. Point out brochure.
iv) Job & CareerLinks Main Icon:  Includes 4 sections: 
(a) Job Searching
(b) Career Planning & Trends
(c) Community Resources 
(d) Education & Financial Aid 
This class is primarily about (a) Job Searching.
Tour of the Job Searching section:

1) Job Listings - Minnesota
a) Lists many sites, including Star Tribune, Pioneer Press, etc.  

b) Minnesota Job Bank: Demonstrate this site using a student’s example.
i) Largest site in Minnesota.  
ii) Allows users to do a basic search for jobs or

iii) Set-up an account for additional features (e.g., posting resumes, job alerts).
iv) Good example of a typical job searching web site.  Can search by location, type of job, etc.

c) Also mention Minnesota-Government Jobs (State, County and City jobs)

2) Job Listings – Nationwide

a) Will also find many Minnesota jobs at these sites.
b) Includes Monster.com, one of the largest sites.  Search features are similar to Minnesota Job Bank.
c) Also mention Nationwide-Federal Government Jobs
3) Job Listings - By Occupation or Field

a) Specialized sites for particular professions and areas of interest 
4) Job Listings - Newspaper Classified Ads

a) Websites with links to national and local papers 
b) Point out that smaller MN newspapers often have web sites which contain employment classified ads
5) Electronic Mail Accounts
a)  Links to HCL web page, “How Can I Use Email at the Library?” 
b) This link has helpful information about several free email providers.

c) Point out that email is useful for sending job search correspondence for example, sending resumes, thank you notes, etc. Also will need email if you want to receive job alerts or notifications from employment web sites.
6) Resume Tips
a) Links to sites with tips on preparing a good resume, creating an electronic resume, and how to post your resume online.
b) Click on eFolio Minnesota as an example of a free site where you can create an electronic portfolio which employers can access on the web. Cutting edge technology!  
7) Interviewing Tips:  
a) Good for sample questions to help you prepare for interviews.
8) Company Research: 
a) Good for generating leads and preparing for an interview.  Many are HCL databases.  Some non-HCL web sites are included.
9) Internet Job Search Guides
a) Good introduction to job searching on the Internet.  Tend to contain general advice rather than job listings.  Good for beginners.
Other features on the Job & CareerLinks main icon:

1) Community Resources:
a) Links to local career counseling, resume assistance, support groups, employment assistance for immigrants, and more.  Point out relevant HCL handouts (e.g., Classes Catalog, etc.)
b) Click on Minnesota WorkForce Center System/Minnesota Department of Employment and Economic Development link. Mention that this is a really great resource for job seekers; WorkForce Centers have expert staff, job search workshops, a resource room with computers, phones, specialized software, free printing and faxing, and more! Point out that there are links to the two suburban Hennepin locations (Hennepin-North and Hennepin-South), which are in Brooklyn Park and Bloomington. They also publish the Career Pursuit handout (optional handout).
2) Career Planning & Trends:

a) Career interest tests and self-assessments; explore occupations (Occupational Outlook Handbook online; Minnesota Career Information System, etc); salary information, etc.
3) Education & Financial Aid:

a) Resources for planning further education, online directories, scholarships and financial aid, study abroad, etc.
Brief Library Tour (can be done at end of session if instructor wants to)

1) Walk through 331s in Reference Area and point out job-related items at the Information Desk

2) Point out the Star-Tribune Working Kiosk, if available at your library. Mention free printing!

3) Walk through Circulating 331s and the collection at JACIC site (GV only).

a) If a book you need is checked out you can still place a hold on it from any location.

4) Walk over to computers with Word Processing available. 

a) Point out Microsoft Word (available at all HCL libraries).  Can be used for cover letters, resumes and other job correspondence.

b) All HCL libraries have at least one computer with both Internet access and word processing.  Patrons need both, in order to attach a resume or cover letter to an e-mail message or to post a resume on a web site. Remind them to use a computer with both Word and Internet access, if they want to do attachments or copy and paste from a Word document.
c) Other software packages.  Note: You will not have time to demonstrate these during the class. 
i) Word resume templates and wizard:  Microsoft Word > File Menu > New > Other Documents.  

ii) Keyboarding/Typing Software:  hclib.org/computerlab > Keyboarding  (Rd and Sd Computer labs only)

Wrap up

1) Remind patrons to ask, call or email for further assistance.

2) Additional questions.










