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A QUICK GUIDE TO APPLYING FOR JOBS

Job Boards & Postings
Job boards are websites that employers use to post jobs and to find applicants. Well-known ones include Monster, Indeed, CareerBuilder. There may be local ones in your area. Many link directly to the company that has posted the job. Remember to SAVE (write down!) all log-ins and passwords that you set up for these sites. (See our logs for help.)
Most companies now request that you apply online through the Job Board or through their company website. 

You will likely need to have most of the following: 

· a resume (and possibly a cover letter) that is electronic and able to be ‘uploaded’ to their application.
· The names/phone/email of references (often three).

· Salaries—many online sites mandate that you enter a requested salary. You can use Monster, Career Builder or Bureau of Labor & Statistics to ballpark salaries for similar jobs. 
· An email account for replies or to follow jobs. (Emails are free, the Library can help you set one up. You can access it when you need to from the Library’s computers.)

Tip: In your email, make a separate folder just for job seeking. Move all emails related to your job search and correspondence into that folder. This way you can more easily find the emails and copies of your resume, etc. when you are working with a potential employer.

Interviewing

· Look through the job posting and see how it connects to work you have done in the past. You can prepare in advance for ways to show how your experience is relevant.

· You may need to address gaps in work history. Think ahead to what you want to answer. Consider what activities/volunteer work you’ve been doing in the meantime. You don’t need to get into detail (e.g. health issue) and the interviewer is not really allowed to ask in many cases.
· Be prepared that interviewing may now be done ‘virtually’. You may need to know how to connect over a computer (Zoom, Microsoft Teams, Google Meet are platforms being used.)
Networking

· Many jobs (about 80%) are not posted so networking with people you know can be extremely helpful.
· You need to keep meeting people for connections/referrals for possible jobs.
· It is helpful to have a brief resume/summary of qualifications to give out at networking events.
· LinkedIn is a popular social networking tool for career and business professionals to connect. It can be a helpful way to job seek as well. You would need to set up a LinkedIn account.
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Books...And So Much More!
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