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jave you been working on?

or a full-time job is a full-time job”

imize use of that time while
e and without losing my

ledge can be free and accessible

ated self-planning

our workday

1 Goal setting - keep it tangible

= Adopt a learning mindset

= Volunteer in related field - include on resume



=xpected Outcomes

o develop various office skills
learn language basics online

h ways to improve prospects, including
orking and education

nd strategies for a job search
ore new interests - tap into creative self

hift scenery, surround yourself with inspiring
people, sources, and environment
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B New Tab

Welcome to
LearningExpress Librar

Whatever your goal, LearningExpress Library's resources wil help
i. E Leaming Centers offers the practice
ulging courses, eBooks, and Information
you ’ee’ to r,cr--we the resufts you want-—at school, at wor
in Iife. Looking to land a job? You'l find an entire Learning Cente
dedicated to helping you get the one that's right for you

Get Started Now!

@ Choose 3 Learning Centef on,the left to begn explonng.
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& complete it of Lesning Canters

(‘_@ to browse the complete list of eBooks
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New Users:

Bagin using Learn
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username: | Express
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News at
LearningExpress Library
& All aBooks are now avallable in
the Learning Centers!

€ New Practice Tests Now Avallable
for Careers in: Téachng and
Medical Assrstng

4 New Practice Tasts Now Avallable
for the Teat of English for

Asrnanona! Commumication

[TOEIC)
<

nciudng btles to help prepare for
carears in Civil Service, Education,
Alied Healthcare, and more

& The Job Search & Workplace Skills
Learning Center wil halp you

@ Craft a resume that wil get you
hrec

& Stengthen your job searching,
intervewing, and networkng skills

® Achieve carger success
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Skills Learning Canter now.

What Do I Do Now?
@ Help Center: Visit the Library Help

Centar

“w Wded Tour: Take 3 uxoad tour ot
e APress
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v Q  Popular Software Tutorials

What Do I Do Now? ‘ot . i T S s
) Browsing Tests, Courses, and
eBooks: Cick on 3 gory on
the nght to view 2 .
rescurces in that

Flash Playe

Choose your tests, courses, and eBooks from the categories below:

Searching for Tests, Courses,
and eBooks: Type the topic » Adobe Dreamweaver Courses
you mto the

» Adobe Flash Courses

» Adobe Hustrator Courses

LJ,_ 3 Sk b Adobe Photoshop Courses

Nordity » Corel WordPerfect Courses

Moving to Other Learning » Microsoft Access Courses
Centers: To Jump Lo anothar

Centar, click on the v
desired Learnng Center in the
tabs above. »

Microsoflt Excel Courses

Microsoft Outiook Courses

Improving a Course's Microsoft PowerPoint Courses

Readability: 1f

Microsoft Project Courses

Microsoft Publisher Courses

readabiity. Flesse Microsoft SharePoint Designer Courses
note, however, y can o

this in Frefox or Internat Microsoft Visio Courses
@

Microsoft Word Courses

Nead More Help? Visit the
Ubrary Halp Center Windows and Mac Operalting Systems Courses

———
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wrsten 2.0
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EATNINg Express: Software Skills

What Do 1 Do Now? ! mp!
) Browsing Tests, Courses, and
eBooks: ¢ on A category on
the nght o view 2 hist of
rasources in that top To vaw
more spacific information on a Choose your tests, courses, and eBooks from the categories below:
tes urse, or eBoak, click on
itz name. » Adobe Dreamweaver Courses

€ Adobe Flash Player 8.0 or higher.

Searching for Tests, Courses, » Adobe Flash Courses
and eBooks: Typs ths topic

to th » Adobe Tllustrator Courses

You can fter
your search by sefecting "Tes
“Courses,” or "eBooks” from the
pul-down menu, or leave the
default "Al* to search our entire
library of rasourcas

¥ Adobe Photoshop Courses

» Corel WordPerfect Courses

b Microsoft Access Courses

¥ Microsolt Excel Courses
Moving to Other Learning

Centers: To jump to another ¥ Excel 2003 for Windows
Leaming Centar, click on the
desred Learming Canter in the
tadbs above,

= Excel 2007 for Windows

Microsoft Excel 2007 Course 1: Basic ¢ Lognt
Improving a Course’s

Readability: I you are having ¢ o | teach you the basics of using Microsoft's 2preat

difficulty readng & coursa on program - o

your screen, pressng F11 on the 2 X 4
keyboard to expand to full screen Microsoft Excel 2007 Course 2: Intermediate & Ltj-.)-'v o
often iImproves readabilty. Please add
note, how A < 5 - \ Jy Tamikar with tha b

< Loginto
Need More Help? S 3dd
Library Help Center

» Excel 2008 for Macintosh
+ Excel 2010 for Windows
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“Books L ON 3 category on
the nght to view a list of
rescurces in that topc. To wew
more specific information on a3
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Improving & Course’s
Readability: If you are having
difficulty reading a course an
YOUT 5Crosn, pressng F11 on the
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you can onl
this in Frefox or Intemet
Explorer

Need More Help? yigit the

| thrarv Haln Fantes

u'll fing a wide vanety of re the job search

viewang and beyond

s that wil prepare you

Choose your tests, courses, and eBooks from the categories below:

» Business Writing

w Job Search, Resumes, and Interviewing
= Job Search and Networking Skills

Career Course: Determining What You Want from Your Career

It 15 important to undesstand yoursedf and v
you define your goals that you find ¢

% Loginto

Q Career Course: Job Search and Networking Skills )

erwhalming, and thera are many v
wrces avatable to you

Q Search Smart and Get Ahead ¥ Logn to

eed 1 the workplace, your opirrons is guide wil make that

Q Social Networking for Career Success

your arfine brand and achiev

Craating Great Resumes and Cover Lettars
Interviewing

Success on the Job
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*Q  Skill Building for Adults

What Do 1 Do Now? 1 u're y adult ¥ mprove or refresh your re ting, or math skiis, the =

W Browsing Tests, Courses, and i help you ir goats

Choose your tests, courses, and eBooks from the categories below:

Math and Reasoning Skills Improvement

Personal Finance Skills ITmprovement

Public Speaking Skills Improvement

Searching for Tests, Courses,
oand eBooks: Type the topic

Reading Skills Improvement

Science Skills ITmprovement

Statistics Skills Improvement
pul-down meny, or leave the

default "All" to search our entire »
hbrary of rescurces.

Trigonometry Skills improvement

* Writing and Grammar Skills Improvement
Moving to Other Learning
Centers: To jump to another

" Leaming Center, click on the + Grammar Skilis for Writing Courses
desred Learmnng Center in the

tshs shove. Writing Practice

* Grammar Practice

Improving a Course’s Fundamentals of Writing Courses
Readabillty: 1f you are having

often improves readabikty
note, ho ver, you can only do
or Intamst

Neead More Help? Visit the

Hiheary Maln Cantas
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Mount Prospect Public Library

Language Learning Center
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go Languages
sic & Complete 2.0

Fernale 1

Mnle 1

Forrale 1

Male 1

Femunle 1
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rguson’s Career Skills

Home | JobProfies | Skills | Resources Holp  Search Job Peofites: [ NG [ » |

Dictionary | Advanced Search | Scarch History | Search Tes

Job-Hunting and Workplace Skills

Maintaining @ professional appesran f ng well with others
are important aspects of gecting and ke a Job. Find out how to
best present yourself here,

Résume and Job-Hunting Skills

format a resuma, aca an Intscy

Interviewing A e Sallurs PROFESSIONAL TIP

v Dilvacid ¢ Tip # 23; Proofread
You're Hired! Besu . every document.

Career Skills
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Research and Reference:

selfeers and Job Searching
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Viage Ve
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Vieb Rasources by Sutpect

V/ab Rasaurcas by Tl Books and Reading +

Arts and Entertainment +

Business And Personal Finance «

Carears and Job Searching +

" Adult Career Center (Live Tutor)
MPPL offers hedp from real, Iive tulors via our Web s#e or from the Library's in-
house computers — Free!

[ FunTex tutor com

EBSCO
o8 T)

Ferguson's Career Guidance Center
erguson's Career ® Click hare to use at home

Buidance Cente Provides detailed profiles of mare than 3.300 jobs and 94 industries, invaluable
advice on career skills, mare than 48 000 resource entries, and much mare!

r
4
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| Learning Learning Express Library
> Q Exprass Take practice tesls in a variety of subject areas, inciuding ACT, GED. Civil Service
Ubrary and Citizenship exams. Leam computer skills and job interview techniques

‘ Jobe and Career Development Research Guides

‘ workNet Center

NEIGHRORING S8 workNet Centar dosts free |0D preparation workshops and are available to work with
o AT vou one-to-one by appointment. They will also help with applying for unemployment
online. (847-981-7400) 723 W. Algonquin Rd . Arfington Hesghts

‘ CEDA Northwest Seif-Help Center
CEDA Northwest Sefi-Help Center helps in job readiness and has a counselor
available by appointment (847-392-2332) 1300 W. Nodhwest Hwy., Mount

o Prospect. -
1 Dore @ nterat




Resedrch and Reference:
e lraining Materials

7 VIS A

EFERENCE % 2 2020220 28] 22 e———

Hane Books, Mavees, & M flesaann S Reference

At Coninang Bducetion
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Reach out
0 neighboring services:

free job preparation workshops and are available to work
appointment. They will also help with applying for
17-981-7400) 723 W. Algonquin Rd., Arlington Heights.

3 | ter helps in job readiness and has a counselor
ppointment (84 332) 1300 W. Northwest Hwy., Mount

> b

ollege, Community Career Ser es offers career counseling by
ent to the public (847-925-6293).

rt’s Job Ministry offers a rotation of classes to prepare and review resumes,
d skills needed in the workplace (847—885-770013 . They also host networking
on the second and fourth Monday of each Month at 7-9p. at 729 Grand

Canyor Hoffman Estates.

The Jewish Vocational Service (JVS) Northwest Suburban office provides resume
essentials and career counseling (847-392-8205).

@ Computer Training offered through a Doorste]i{l Communitg Outreach effort hosts
basic training at the Faith Alliance Bible Church (847-502-1598) 382 S. Mount
Prospect Rd., Des Plaines.
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