Introduction to the Internet & Email – class outline
Goals:  This class will introduce job training center patrons to basic searching on the internet and setting up an email account, submitting a resume on line and using sites like Monster.com.  This class can be taught by any library staff member familiar with the internet and saving and retrieving files; it is designed in a manner that does not require advanced knowledge on the part of the student or the teacher.
Equipment Needed:  The Jones Meeting Room :  This lesson requires a computer for each student with Firefox or MS Internet Explorer installed on every computer, a computer for the instructor, and connection with the projector and screen. Assistants to circulate and help students during the class are preferable. Tables and chairs are needed for the students. Brochures about the library’s Job & Career Information Center.
Introduction to the Career/Job Training Center 
Explain new center resources at library: monthly workshop classes at library designed in two parts which build on each other, these require registration, enrollment is limited to 10, require cancellation because waiting list is kept, etc. Other resources such as books and DVDs are available at all times. Additional workshops offered with community partners in self-presentation and interviewing skills. Also mention community partners, eg. Salvation Army which will help with interview clothes. Pass out brochures with workshop schedules and other information from partners.  (10 minutes)
Order of Instruction
Introduce yourself – we’re not here to be computer experts, so the class isn’t about answering technical questions or fixing computer problems, but we do use the Internet every day; we have to learn constantly and keep up with new developments.
Background: What is the Internet? The internet is a vast international network of computers connected to each other either by phone lines and cables or wirelessly; there isn’t one governing body for the Internet; it has no physical, geographical boundaries.  It began in the 60’s for research and resource sharing, used by the military and by educational institutions.  In 1990 the World Wide Web was developed to give universal access to these resources.  The Web uses a computer language called HTTP – Hyper Text Transfer Protocol – with a point and click interface to access the data on the Internet.  
We gain access to the Web through an Internet Browser.  Our public computers use Microsoft’s Internet Explorer.  We also have Mozilla’s Firefox on our computers.  Other browsers include AOL and Apple’s browser Safari.
Double click on the IE icon on the desktop. 
Web site, home page, web page – all mean the same thing.  
Explain about the IE toolbar across the top, the URL address, Google search box, links 


toolbar
Explain about the various parts of our web page – home page, other pages
Explain about hyper-links, point and click, explain about Back and Forward buttons
Going off our site to other sites – this is called surfing or browsing – aimless searching 
around – go to Reference recommended sites for this
(estimated time: 15 minutes)
We are going to learn 2 ways to find information (not just surfing around):
1. You might already know the web address you need – you might get this from newspaper, magazine, an employer, a friend, a product (many different words which mean the same thing – web address, web site, URL, home page, web page)
Type in a web site – www.anywho.com
Look around the site – look up your name
Explain about Home button – takes you back to this computer’s home page 
Make additional tabs at top of screen
Explain about Print and Print Preview (how many pages will print)
(estimated time 10 minutes)
2. Keyword searching - type in www.google.com (or use toolbar) 
“I Googled it”
Explain about search engines - Yahoo
Google is a nice, clean, easy to read page
Do keyword searches for find job, employment, career



Explain search results, sponsored pages



Explain about all the ads that also come up
pick a site to look at from the results list 
Use the Back button to go back to results, look at another site



Explain about Refresh and Stop buttons
Explain about Bookmarks/Favorites (may be a Star on toolbar) as a way to save your favorite sites on your own computer 
(not on public computer)
(estimated time 15 minutes)
Evaluating web sites and search engines - wikipedia

Explain about URLs - .com, .org, .gov, .edu, .net

Look for dates and authority on the site

Handout for evaluating web sites

Remember that sites change constantly – sometimes busy for various reasons
(estimated time 15minutes)
People already having email may want to leave or practice searching - http://www.careerpath.com/ is an interesting site with free tests they can take to find out about their career interests and suitable types of jobs
Basic introduction to Email

Have everyone return to Google, click on Gmail

Explain that this is how they will log in to their email, but first must click on 


Sign up for Gmail to create their own free account


Walk them through the steps to sign up, making sure to write down their email 



addresses and passwords – explain about good passwords
Let them log on to their new accounts, explain basic page – how to look at emails, how to create and send a new email. Also have them attach their resume file and send it to themselves, open it and look at it. If they do not have a resume file with them, they may use the demo file on the instructor’s flash drive.
Have them log out and log back into their account.
Explain about using Gmail for storage – they can email themselves copies of important documents (like resumes) so that they always have access to them, even if they’re out somewhere and don’t have a flash drive or CD with them.
(estimated time 30+ minutes)
10 minute break before beginning “Monster” portion of class – allow time to pull up their resumes from previous class or whatever storage media they have
Introduction to Monster.com
Monster.com was one of the first widely used job searching and resume posting sites on the internet. This is not to say Monster is the best or only one. We are using Monster today just as an example and to show you how sites like this typically work, and most importantly for you to gain experience similar to applying for an actual job on line. Once you learn to navigate one site, you will be pretty familiar with how others work. Also, because Monster has been around for a long time, they have had to continue to evolve and offer more and more free tools that can be pretty useful, if you want to take advantage of them. Many other sites do this as well.
There are numerous ways that you can use Monster. (Everyone type in monster.com in your URL address box.) You may search or browse jobs without uploading a resume or “registering” or creating a profile. Browsing jobs works by “forced choice,” in other words asking you to pick an industry, career, location, and then returning the results. (Allow time for class to experiment.) Depending on your choices, you may not see a lot of results. 
You can also do a “search” rather than a “browse.” Here, however, your choices for an area (location) to search are limited to either nationwide or up to 200 miles of certain city you enter. This setting will show up after your search results are returned. You also have other parameters you can change, such as the date the jobs were posted, the career level, experience, etc. These settings are located on the far right hand of the screen. Additionally, you can change the location from one city to an entire state, but when you do that, the ability to say that you also want to see jobs within a range of miles around that state goes away. You may notice, again depending on the type of job you’re looking for, that changing to a state location – a WIDER range - actually DECREASES the number of jobs it returns. You may also notice that many results that are returned are not specific to the job title or description you are looking for. If your search contains more than one word try putting quotation marks around them to help with this. (Let students experiment with various settings – 15 - minutes.) (2hr mark)
It may be more productive to register and make a profile, store your resume so that potential employers can find you.  There are 3 ways to create a resume in Monster: by using their guide, by uploading a file, or by copying and pasting from a document. We will try both these last 2 ways. First you will need to register by entering your email address that you just made, and creating a password. (Also suggest strongly writing this password down.) 
Walk though steps of uploading and copying and pasting resume. (These steps will take approximately 20-30 minutes.) If a student does not have their own resume file, let them use the mock resume on instructor’s jump drive to copy and paste, but not actually post the resume. 
You may store more than one resume, and when you log in, you will see these in a column on the left hand side of the page. Only one may be set to be viewable by employers at a time, though. 
Have students now perform a job search with parameters of their choice, then apply for a selected job using their stored resume.  (Remainder of class time)
Assessment of learning: If students are able, at the end of class, to name several free web-based email providers and career sites, to distinguish between websites and email addresses, indicate either an increased comfort level with filling out on line forms, logging in and out of email accounts and attaching documents, and uploading files, and/or an increased proficiency in using the internet to search for jobs, the instructors will have a satisfactory sense that persons requiring a basic level internet skills class have met substantive goals. Additionally, a brief survey questionnaire will be circulated before the end of the class to see if goals have been met.
Handout – Career and Email sites
Free email - 
Gmail.com
Yahoo.com
Hotmail.com
Career websites – 
Job Central

+Jobs America

Monster Job Search
Tennessee Department of Labor
Available through Tennessee Electronic Library (www.tntel.info )
Learning Express Library
Infotrack Vocations, Careers, and Technical Education Collection
Infotrack Small Business Collection
Q: How can you tell a “web address” from an “email address?”
A: An email address always has an “@” symbol in it. 
Survey – 
Help Us Know How We Did Today, and How We Can Teach You Better
	Match the example with the correct term

	Hotmail.com
Monster.com
www.jcpl.net
Tennessee Electronic Library
johnsmith@somewhere.com
+Jobs America
Gmail.com
lwilliams@jcpl.net
Tennessee Department of Labor
Amazon.com
Yahoo.com

	Database of career resources
Free email provider
Email address
Job search website
Free email provider
Email address
Website
Commercial website
Job search website
Free email provider
Job search website



Of the following skills, place a check in the blank you feel most describes your experience in the class today.
Different types of searching on internet (keyword/knowing an address vs. surfing)
Learned____________         Improved_____________              Did not learn_________
Print and Print Preview
Learned____________         Improved_____________              Did not learn_________
Creating email account, logging in and out, sending attachments
Learned____________         Improved_____________              Did not learn_________
Using internet for job searching: search engines vs. career sites
Learned____________         Improved_____________              Did not learn_________
Using career sites: searching without a account, creating an account, posting resumes
Learned____________         Improved_____________              Did not learn_________
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