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 Have resume prepared and reviewed

 Have cover letter prepared and tailored to job 
description

 Own flash drive/jump drive/thumb drive

 Have active email account – use professional 
name

 Multiple online job accounts

 Upload resume or copy/paste .txt format



 Create accounts for individual job search 
engines 

 Identify terms to narrow or expand your search

 Apply online for select positions

 Upload resume

 Upload or draft cover letter in .txt

 Apply to individual companies for select 
positions

 Upload resume and cover letter



 9th Annual Sources of Hire Study 2/2010, 
Career Xroads.com

Referrals 26.7%

Career Site 22.3%

Job Boards 13.2%

College 6.3%

Career Fairs 2.3%

Temp-to-hire 1.6%



 Job Aggregators

 Listings from many and diverse sources (job boards, 
associations, newspapers, job search engines, etc.)

 SimplyHired.com

 indeed.com

 Mostly used for searching – no resume posting option 
(this is changing …)

 Individual Job Search Engines

 Listings from companies which pay fee

 careerbuilder.com

 Monster.com

 Searching and resume posting



 Create a free account to manage your online job 
search

 Search for Jobs – 3 Simple Steps! 

 What? Enter keywords (ex: social worker, 
mechanical engineer, customer service, hotel, retail, 
computer support, etc.)

 Where? Enter location (ex: Mount Prospect, 
Chicago, California, 60056, etc.)

 Click:  Find Jobs

 Browsing capability & advanced Search









 Transforms information (referred to as 
plaintext) using an algorithm (called cipher) to 
make it unreadable to anyone except those 
possessing special knowledge.

 A reliable process to provide the much needed 
security people can rely on today to handle 
most of their important and personal 
transactions, leaving them with assurance and 
confidence. 

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

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


 Red Flags when creating an online job search 
account – never give out:

 Mother’s maiden name

 Social security number

 Bank/credit card account  numbers

 Payment requests/application fees

 Check firm’s reputation, contact information: use 
Library’s 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
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 Create free account

 Search for jobs

 Enter keywords and location

 Click: “Find Jobs”

 Try : Advanced Search & Setup Job Alert

 Save search

 Save job

 Apply at job website

 Post resume (upload or copy & paste)









 Logons/passwords often required to apply 
online

 Questionnaires of various lengths needed to 
complete

 More pros than cons to following protocol and 
applying to online hiring routes



























 Don't limit yourself to just one job-search 
method. Try them all. Cast a wide net, continue 
to build your connections, get creative.

 Sign up for classes offered at the Library: Basic 
Computer, Using Word® 2007, Introduction to the 
Internet, or Learn to Use E-mail. It is necessary 
to have 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.



 Adult Career Center (live tutor.com) available 
2-9p CT daily. Live career counselor will 
review your resume and chat/reply to make 
suggestions

 Visit our collection of books on writing 
resumes and cover letters.  Use samples and 
templates to start drafting a history of your 
past employment, 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.



 Contact workNet Illinois at 847-981-7400 or 
visit at their location at 723 W. Algonquin Rd., 
Arlington Heights.  They host free job seeker 
workshops and are also available to work with 
you one-to-one by appointment. They will also 
help with applying for unemployment online.

 St. Hubert’s Job Ministry offers a rotation of 
classes to prepare and review resumes, and 
build skills needed in the workplace (847-885-
7700). 



 Make an appointment with the JVS (Jewish 
Vocational Service) Northwest Suburban Office 
at 847-392-8205. for resume essentials and 
career counseling

 Harper College, Community Career Services 
offers career counseling by appointment to the 
public. Call 847.925.6293 for details. 

 CEDA Northwest Self-Help Center helps in job 
readiness and has a counselor available by 
appointment (847-392-2332) 1300 W. Northwest 
Hwy., Mount Prospect.


