LINE JOB SEARCHING
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Fssentials

repared and reviewed
repared and tailored to job

ive/thumb drive
ctive email account - use professional

e online job accounts
Upload resume or copy/paste .txt format



Expected Outcomes
its for individual job search

erm ow or expand your search

v online for sele psitions

d resume
d or draft cover letter in .txt

= Apply to individual companies for select
positions

Upload resume and cover letter



"‘-_

Sources of Hire

Referrals

Career Site
Job Boards

College

Career Fairs
Temp-to-hire

m 9t Annual Sources of Hire Study 2/2010,
Career Xroads.com



Job Searching

ors
1any and diverse sources (job boards,

s changing ...)
dual Job Search Engines

s from companies which pay fee
= careerbuilder.com

= Monster.com
. Searching and resume posting



“ Enter location (ex: Mount Prospect,
o0, California, 60056, etc.)

: Find Jobs
5 Browsing capability & advanced Search



indeed.com

jobs salaries  trends  forums Mew! Upload Your Resume - my indeed - sign in - preferences

indeed

one search. all jobs.

what where

| Springfield, IL [ Find Jobs |

job title, keywaords or company name city, state or zip code

Advanced Job Search

Mew! Upload Your Resume

My recent searches - clear

Library Science - Springfield. IL - 4 new jobs

librarian - springfield. IL - 0 new jobs

librarian - Mount Prospect. IL - 10 new jobs

social worker - Mount Prospect. IL - 94 new jobs

Browse Jobs - Tools - Employers - Publishers - About

Australia - Belgium - Brazil - Canada - China - France - Germany - India - ltaly - Japan - Korea - Mexico - Metherlands -
Paoland - Scuth Africa - Spain - Sweden - Switzerland - United Kingdoem - View all...

E2011 Indead

| o Internet




Digning Up: Indeed.com

‘indeed

one search. all jobs.

IManage your job search with my.indeed

Why create an account?

= Manage, create and delete yvour job
alerts

» Access your saved jobs and notes
froam any computer

Already have an account?
Sign In - Forgot Your Password?

Create Account (it's free)

Do You Use Facebook?

Email Address

Password

Re-type Password

Keep me signed-in on this computer.

It's fast and easy to use your Facehook
account to sign in.

f Login with Facebook

All job search activity and information is kept
private.

About - Questions? Contact us

22011 Indesd

| 0 Internet



areating Accounts Requiring
ENCryption (simplyhired.com

create free accoun

personalize your job search * required information already a member?

username® email or username

L 1

email address* password

password*

Please use at least 6 characters,
l:l including letters and numbers.
confirm password*®

verification®
& -

1
b
¥

Enter the characters shown in the image above:

[[] Create a Universal Profile through Taleo Talent Exchange (why?)

11 agree to Terms of Service®




Why encryption?

ormation (referred to as
n algorithm (called cipher) to

ble process to provide the much needed
y people can rely on today to handle

f their important and personal
transactions, leaving them with assurance and
confidence.


http://www.pcworld.com/article/15230/how_it_works_encryption.html

ent requests/application fees

irm’s reputation, contact information: use
5 resources!

New York Better Business Bureau’s “Use Caution
- When Seeking Employment Online I and II”


http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89
http://www.newyork.bbb.org/SitePage.aspx?site=24&id=ed2bc727-1455-43be-a5df-2fa325a1ee89

etup Job Alert

5 Post resume (upload or copy & paste)



careerbuilder.com

5
5

careerbuildercon

'# MyCareerBuilder Find.Jobs |

Find Jobs

Keywords Ex. Registered Nurse or Sales

Careers by Category

- Selecta Joh Category - w

Jobs

Job Recommendations
Location; Chicago, lllincis 60801 Change

Performance Improvement Senior - Financial
Services Office - Ins
Ernst & Young LLP

Financial Services Office - Advisory Service
Senior - Performanc
Ernst & Young LLP

AVP Complex Claims and Claim Audits
Lincaln Financial Group

Claims Adjuster 5r.- Workers'
Compensation™EW!
Cambridge Integrated Services Group, Inc.

Commercial Trucking / Auto Claims Adjuster

Financial Services Office - Advisory Services
Manager - Performa
Ernst & Young LLP

Claims Administrator, Boat/Marine NEW!

Financial Services Advisory Senior Manager -
Performance Improve
Ernst & Young LLP

Advanced Search

Recently Viewed

Job Recommendations ~ Post Resumes

Location Ex. Chicago iL or 80607

Chicaga, llinois

Find .Jobs

Saved Jobs

Subscribe

Ea

Chicago,

Chicago,
Chicago,

Chicago,
Villa Park, IL
Chicago, IL
Chicago, IL

Chicago, IL

Employers: Post Jobs | Search Resumes

Hi Ellen Dini!

|
Advice & Resources

Post Your Resume

Keep your resume private, or searchable by employers.
Get Job Recommendations based on your resums

Let employers find you in our database

Apply to jobs faster

Upload or Paste Resume

Need Resume Help?
chRezume iz a click away. Learn More

Signin>> Help Security

%%E University of Phoenixe

Bachelor's Degrees
Business

Mursing

Education
communications
criminal Justice
Health Admin.

Info. Technology

Master's Degrees
MBA

Education
Mursing

Doctoral Degrees
Business Admin.
Health Admin.

Online and Campus Programs. Learn More

Job Search Tools

@ ResumeUpgrade

Mot only do employers post jobs on CareerBuilder,
they also search for candidates in our database.
IMake sure yours is seen first with a
ResumelUpgrade. Learn More

P nistribute Your Resume Get more inteniews!

@ 0 Internet




Signing Up: careerbuilder

Employers: Post Jobs | Search Resumes o

Careerhullderﬁﬁm Hi Ellen Dini! SignIn>> Help Security

'# MyCarcerBuilder FindJobs JobRecommendations PostResumes  Advice & Resources

Keywords £x. Registered Nurse or Salez  Location Ex. Chicago IL or 6060

Search I Find Jobs

Registered User?  Sign in here ==

New Users: Sign up now

CareerBuilder Registration

| will b using CarserBuilder.com as:

O an Employer @ a Job Seeker O a Staffing Agency Reprezentative
* Required field

Account Information

* Your first name:

L ]

“Yourlastname:

]

*Email Address:

]

* Confirm Email Address:

L ]

* Create Password

L ]

*Confirm Password:

L ]

Contact Information

e Internet




POSTIing Your Resum

5

| ©or Fnoenix

Employers: Post Jobs | Search Resumes

Help Security edini@mppl.org Sign Out >>

careerbuildercon

# My CareerBuilder Find Jobs Job Recommendations Post Resumes Advice & Resources

Post Your Resume in 3 easy steps!

Concerned about privacy? You can cheose to hide your name, email and phone frem employers.
“ou can alzo keep your regume private and use it only for applying to jobs on CareerBuilder.Frivagy | Tarms

1 Upload or Paste Review your Resume Enhance your Profile

Post Resume - indicates Required Field

. Resume Title Example
For maximum sxposure use a Resume title that de=cribes yvour profezsion or zkils

Choose an Existing Resume to Upload

Suppoertz Microsoft Word documents and text files up to 200KB.

For a better formatted html resume, pleage check our formatting tipe befere uplead.

|| Browse...

OR

Paste Your Resume

BEG o 1 e | v

e Internet




mployer Job Sites
ords often required to apply
ious lengths needed to

oros than cons to following protocol and
o to online hiring routes



@ Alistate.

You're in good hands.

Allstate

~

FIND AN AGENT CUSTOMERLOGIN ESPANOL SEARCH: S

INVESTORS NEWSROOM CAREERS CUSTOMER CARE ABOUT ALLSTATE PRODUCTS

Job Search

About Allstate
Careers Home
Job Search
Internships
Become an Agent
Explore Qur Departments
Purchase an Allstate Agency
Become a Personal Financial
epresentative
Career Fairs
Working at Allstate
Allstate Benefits & Supports
Alistate Benefits Overview
Educational Supports
/Life Supports
Allstate Overview
Diversity

2

Career Profiles

® Car % ch

Allstate Career

Specify your job search criteria, then click "Search for Jobs".

Job Number

Keywords
administrative
Job Field

Job Field
| Al

Add Job Field

Location

Northbrook

Agency Opportunities

Careers

v

Financial Rep Opportunities

Hide Search Criteria | Save
this Search

Search Tips
You can search jobs by selecting
relevant criteria in rop-down

You can also use a job number

the current search for
by clicking "Save this Search™ at
ur searches
Saved Searches

Basic job search
To perform a job search using basic

search criteria, click the “Basic Search”

tab and select the relevant criteria

0 Internet

Working at Allstate

. Alistate

CAREER FAIRS

" > Leam More

-

b4
-




Allstate

andidate Profile

your preferred
future cpenings matc

Sourcer / Recruiting Support™

IL-Morthbrook

Requisition 1D 000C.

Apply | Addto My Jo lcon legend

[ More information

Law Clerk ™ . _
IL-Morthhbi T Added to the job cart

Requisition 1D 000BGI Ié Draft submission

Apply | Add to Wy Job Cart || Completed submission

Executive Administrative Assistant - Northbrook, IL ™~
IL-Morthbrook

Requisition ID 000BY7
Apply | Add to My Cart

Executive Administrative Assistant ™~
IL-Marthhb 1

Executive Administrative Assistant ™~

ce, color, religi 2, age, nationsl origin, sexus|
seteran of the Vietnam Era.

PROPERTY POVVER SPORTS LIFE / RETIREMENT BUSINESS | OTHER CLAIMS




Allstate

Welcome. You are not signed in. My Account Options My Job Cart  Sign In

My Jobpage

Backto pricr page
Frintable Format

out of 6 Previous | 12345 | Mext
Apply Online | Add to My Job Cart |

Job Description

Executive Administrative Assistant - Northbrook, IL- send this job to a friend
000BY7 Send this job description to a fries
Description " :

Scope and Respon
ndividual
and

2, age, nationsl origin, sexus|
of the Vietnam Era.

PROPERTY POVVER SPORTS LIFE / RETIREMENT BUSINESS | OTHER CLAIMS




Allstate

Welcome. You are not signed in.

Powered by Taleo 3¢

state |
. gender identity/gender expre:

PROPERTY POVVER SPORTS LIFE / RETIREMENT BUSINESS | OTHER CLAIMS




Allstate

v ¥ K|S allstate careers ‘p\'\ - aX

i v Research & Reference ... ‘ A Allstate.com Search,., X% ]gList of awaiting visitors ... e Smolin, Patti - Outlook ... g [ peh v Page~ Safety v Tools » 0"
~ V oo

k 5 C 5 Search

About Allstate Alistate Careers

Careers Home

Job Search John Smith, you are signed in. My Account Options My Job Cart (0 tems) Sign Out

Inter: p)
My

Explore Our Depariments
Purchase an Allstat:

Applying for:
Print/Email
er Fairs

Working at Allstate
lIstate Benefits & Supports

Work &
Education

ertifications

e Benefits Overview

pports

pports Save and Continue Save as Draft m

Allstate Overview
Diversity

You must select a value in the field "Source Type".
The field "Primary Number" is mandatory.
You must select ALL possible values in the section Place of Residence.

Source and Personal Information Email lotifications

When you ct the che

nds an gmall r

Held down the Ctrl key (Command key for Mac) to make multiple selections or to clear items.

Mandatory fields are marked with an asterisk. x
e Internet



e Depot

LOGIN | NEWS | CAREEREPOT m “

Our Culture Event Calendar Find Your Fit Developing Potential FAQs

stribution Center Hourly

Corporate/Other

Putting customers first is The Home Depot way. We
want associates who will ensure our customers get the
‘nost out of our products.

-

» Learn More
e ®

* .j'

CAREERAREAS:

New at The Home Depot Find Your Fit B Featured Opportu

Please visit our new Facebook Careers The Home Depot has developed some Distribution Center Maintenance Manager
page! questions to help you select the career that's Responsible for the success of assigned

1 right for you. Answer the questions to learn functions within a complex distribution center
Distribution Center openings: Ontario. CA your best fit with The Home Depot environment: works with the management
Decmber 2010: Westfield. MA December team to develop strategies and objectives for

2010. and Salem, OR January 2011 maximizing productivity and leveraging
expenses: manages and oversees the
maintenance of equipment and facility
analyzes trends and solve problems in order to
maximize contribution to the Distribution
Center's success

@ Internet



Home Depot

View all Grand Openings

Please select the stores you wish to apply to:

Applying to multiple locations will increase your probability in being considered for
available opportunities.

F;ﬁ The Home Depot
1. Randhurst 350 East Kensington
Mount Prospect, IL 60056

2 West Niles 8650 Dempster Street
Miles, IL 60714

3. Glenview 2850 Patriot Boulevard
Glenview, IL 60025

4 Palatine 825 E Dundee Rd
Palatine, IL 60074

5. Elk Grove Village 600 Meacham Road
Elk Grove Village, IL 60007

6. Miles 901 Civic Center Plaza
Miles, IL 60714

7. Deerfield 655 Lake Cook Rd
Deerfield, IL 60015

8. Schaumburg 100 Barrington Road
Schaumburg. IL 60194

9. Morthlake 37 W North Ave
Northlake, IL 60164

10. Glendale Heights 295 E Armytrail Rd
Glendale Heights, IL 60139

*Indicates required field..

v
|
& € Internet H105% <




Positions

Please select one or mare of the following position categories. ®

Home Depot

Click on any position below to view a detailed job description.

F;ﬁ Non-Supervisory Positions

[] Asset Protection and
Operations Specialist

[] Bay Integrity Associate

[ Computer Rm/Bookkeeping
Associate

[ Decor Sales Associate

[ Delivery Puller

[ Designer

[ Export Associate

[] FACILITY SUPP-SALES

[ Freight Team Associate
(Mights/ A M.)

[[] Hardware/Tools Sales
Associate

[ Inventory Management
Associate (Early AM.)

[ Lead Generatar
[] Lumber/Building

Materials/Millwork Sales
Associate

[ Master Plumbing Specialist
(License Required)

Office Associate

[ Phone Center Associate

[ Pro Account Sales

1 PRO 1 OTIOANFR
<

[ Associate Coordinatar

[ Cashier
[] Customer Order Specialist

[ Delivery Driver

[ Delivery Will Call Coordinatar
[ Electrical/Lighting Associate
[ FACILITY SUPP ASS0C

[ Flooring Sales Associate

[ Garden Sales Associate

Head Cashier
[ Kitchen/Bath Sales Associate

[ Lot Attendant

[] Master Electrical Specialist
(License Required

[ Merchandising Execution
Associate

[] Paint Sales Associate
[ Plumbing Sales Associate
PRO CASHIER

1 Receivinn Assnrciate

&3

v

https: jfcareers, homedepot, com/fcg/positionDescription, do? positionCode=41

0 Internet

T
¥

,105%




Home Depot

57 Favorites | 533

m Job Cart: 3 positions

» Return to Career De

Careers Login

Password

L1

Forgot your User ID/Pass

RETURNING
USER

The Home Depot suggests you use an unique identifier as your
NEW USER User ID

CREATE AN ACCOUNT

‘4 Start 2 Messagelabs... ~ | T Main Library - [Bi... w1 PC Reservation... 1 2 Windows Exp.. /2 Home Depot, Inc... | (@] Microsoft PowerP... & ) 6:07 PM



Home Depot

Language Career Search

& . English; Espafiol Wit typo oposivon? [
b " SEARI .|

« Returning User Login

« Home Depot Associates click here
Wl

m Job Cart: 3 positions * APPLY

« Returnto Career Depot

Account Creation

UserName/Password
UserID: * Confirm User ID: *

MNew Password: * Confirm New Password: *

Account Validation Information

Secret Question:

Secret Answer: *

What is your mother's maiden name? v| | |

Secret Question: Secret Answer: *

SSN:~ Confirm SSN: *
| | | | | |
< | >

@’ e Internet

|What is your mother's maiden name?

v

v v Hiosw -




| I A | I (hkad M (7 V"4 BRZ Y4 BN
Catalog Books, Movies, & Music Research & Reference Events Services About Us South Branch

Adult Continuing Education B

Ask a Librarian For great advice on and the best place for...
Digital Past N\ 5 .
E-Nets Startup »

Motes from the Reference Dask = E-Joumals

Public Green

Training Materials Search for journal,
vilage Vibe magazine, and

encyclopedia articles
\Web Resources by Subject < previous

Find online journals
by title or subject

\Web Resources by Title

Web S Need help with Taxes 20107
Resources
Need in-depth research help? Make an appointment with a

For quick questions
Reference Librarian

and answers Browse All Library

Web Resources i N i ?
Btorencedibrasans-are by Subject Need help with homework or a job search?
Try Live Homework Help

available to chat

Prefer email
Research Guides or phone? 847 590-4050
MPPL Staff + Business in person? on the second floor at the Reference Desk

Online = Community Info
«  Genealogy
Government
Grants
Jobs and Career

Training Materials

Browse All Library Web Resources by Title

A|B|C|D|E|F|G|H|I|J|K|L|M|N|O|P|Q|R|S|T|U[V|W|X]Y]|Z

& Internet sh v ®10s% v

search and Reference



Mount Prospect Public Library
explore the opportunities
My Account | Contact Us | Site Index
M Kids Teen Zone Parents & Teachers|

o RESEARCH e EEEEE
REFERENCE =2 ::‘ o> :, mO | Catalog ¥
nZ nZ || nZ ;/ ;:_ - =
4 Nl 1 -

Home Catalog Books, Movies, & Music Services

Adult Continuing Education

Ask 3 Librarian

Digital Past

E-Nets Startup

Notes from the Reference Desk
Public Green

Jobs and Career Development

For a successful job search
«  Prepare yourself and your resume

+  Assess your skills
Training Materials Y A

Village Vibe +  Research the types of jobs available.
\Web Resources by Subject «  Evaluate what skills and background are
Web Resources by Title required

General Information About Jobs,
Careers and Salaries :
Online Job Search *‘

Resume and Cover Letters : 3 3 :
x . Bob l’umjm'\l\l N
Skills Improvement and Test Practice por3) . - -
.“A’J_,}'L'I ( "-lh'yk,\anjlu‘.m(»»;,l 1]

Company Research
Interviewing

General Information About Jobs,
Careers and Salaries

Ferguson's Career Guidance Center ®..
Provides detailed profiles of more than 3.300 jobs and 94 industries. invaluable advice on career skills. more than 48.000
resource entries. and much more!

lllinois Department of Employment Security

4| Error on page. & Internet ‘v ®105% -



Suggested tips

urself to just one job-search
all. Cast a wide net, continue
tions, get creative.

up for classes offered at the Library: Basic

uter, Using Word® 2007, Introduction to the

net, or Learn to Use E-mail. It is necessary

ve an email account when applying for

jobs online. It is also important that you are

~ familiar with using a word processing program
to start writing your resume and cover letter.




Suggested tips

r Center (live tutor.com) available
Live career counselor will

our collection of books on writing

es and cover letters. Use samples and
lates to start drafting a history of your
mployment, responsibilities,
accomplishments, and education.

@ Check out the Library’s Job and Career board

(near the Reference Desk) for local job fairs and
neighborhood training sessions.



Suggested tips

kNet Illinois at 847-981-7400 or
ation at 723 W. Algonquin Rd.,
They host free job seeker

o available to work with

build skills needed in the workplace (847-885-
7700).



Suggested tips

ointment with the JVS (Jewish
vice) Northwest Suburban Office
r resume essentials and

eer counselin

er College, Community Career Services

career counseling by appointment to the
ic. Call 847.925.6293 for details.

Northwest Self-Help Center helps in job

readiness and has a counselor available by
appointment (847-392-2332) 1300 W. Northwest
Hwy., Mount Prospect.



