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Job Searching on the Web



Job Searching on the Web
Objectives

1. The trainee will be introduced to some helpful websites other than employment databases that will help them with their job search.
2. The trainee will be able to use online employment databases.
3. The trainee will be able to find employment information on various company web pages.

Prerequisites

Before participating in this class, the trainee should be able to:

1. Use a mouse.

2. Follow a link.

3. Type in an Internet address into the Address Bar.

4. Use a search engine or online database.

Contents

1. What Do You Want to Do?

2. What Do You Need Before You Start Your Search?

3. Know What to Look for in the Job Listings

4. Searching Online Classifieds
5. Searching Online Databases
6. Searching Company Websites
What Do You Want To Do?

Use the Web to take personality or career tests to find out what field may be appropriate for YOU.  Use these sites:

· www.jobhuntersbible.com/counseling/counseling.shtml
· www.jobstar.org/tools/career/
· www.quintcareers.com/career_resources.html
Use the Web to research different occupations.  Find out what training is needed, salary information, etc.:

· www.bls.gov/oco

· www.acinet.org

What Do You Need Before You Start Your Job Search on the Web?

Resume/Cover Letters – Use the Web to find advice on resumes and cover letters:

· www.jobstar.org/tools/resume/
· www.damngood.com

· www.jobhuntersbible.com/resumes/resumes.php
· wtcareer.wtamu.edu/cs/student/workshop.htm
Email – Create a free Web-based email account:

· www.yahoo.com

· www.hotmail.com

· Many others. . .

What Other Tools Will You Use Besides The Web?

Employment support groups (call 2-1-1 or check with local church for contacts)

Career Centers (www.memphiscareercenter.com)

Occupational Associations (www.ipl.org/div/aon)

Alumni Groups (check with your school or fraternity/sorority)
Family/Friends

Know What to Look For in the Job Listings

The job listings will always tell you what you need to do.  Here are some examples of what to look for:

· Send resume and cover letter to 9999 Address Ln. Memphis, TN 38192

· Fax resume to (901) 555-5555

· Forward resume to sssss@email.com

· Call 1-800-555-5555

· Apply in person at 9999 Address Ln. between 9AM-12PM M-Th only

 Searching Online Databases
The Internet offers a wide array of databases that list employment opportunities across the nation.  Here is a list of some of the more popular sites:

· www.monster.com

· www.careerbuilder.com

· hotjobs.yahoo.com

· www.ajb.org (America’s Job Bank)

· www.flipdog.com
· www.employmentguide.com
Here is an example layout that you will come across quite frequently.  This layout comes from the site:

www.monster.com
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Specialty Databases

It may be more beneficial to search sites that are built specifically for a certain industry.  Here are some examples:
Education

· www.academic360.com

· www.h-net.org/jobs

· www.recruitingteachers.org

Computers

· www.computerjobs.com

· www.computerwork.com

Government

· www.usajobs.opm.gov

Marketing

· www.marketingjobs.com

“Blue Collar”

· www.employmentguide.com

Many other specialty sites.  Just use a search engine.

Searching Company Websites
These days, many larger companies are referring possible applicants to their websites to apply for open positions.  All websites generally work the same.  Just look for words such as Careers, Employment, Jobs, or Human Resources.  
Depending on the site, you may come across a page similar to the ones above where you select the type of job, the location, and search.  

Some companies may not have a searchable database.  They may just list the current available jobs.  Keep an eye out for their instructions much like in the Classifieds above.  Do you need to show up at a certain time?  Do you need to fax a resume, e-mail a resume?
If you are able to apply online, you may need to register first.  That process is similar to starting an e-mail address.

As with any other job search, make sure to include to official Job Title and Job Number in any e-mail or resume you submit.
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Similar to the Classifieds, you can enter any keywords you would like.





Narrow your search to anywhere in the nation.  If you are relocating, this is a great tool to use.





Select your category or keep it on “Select All”.  If you want to search more than one category, press CTRL while clicking on additional categories.





Limit your results to a specific company.
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