Notes for MTB Webinar Power Point 

Presentation December 6, 7, and 8

Slide 1.  Welcome to the Webinar

Slide 2.  Webinar Agenda
Slide 3.  Talent Bank Services Staff
I am the manager of the Talent Bank Services Section and, as Lisa stated, assisting me today are Debbie Hughes, Senior Analyst, and Mike Warunek, Employer Services Analyst in the Talent Bank Services Section. The Talent Bank staff is the first line of contact with customers. We work on the development of the system to improve it and implement the many suggestions we receive.  We answer phone calls and emails that come in to the Help Desk, we provide training such as this, and we attend job fairs and conferences to promote the Talent Bank’s many services.

Through our work, we realized the need to provide training on the Talent Bank for all of you, the staff who assist customers every day all across the State. We realize that many of you are new and some of the Talent Bank features are not being used. We receive requests to add features that are already on the Talent Bank. In addition, we hear statements made about the MTB that are inaccurate. So today, we want to review the basics and focus on some of the special parts of the Talent Bank that will help you to maximize its use for job seekers and employers. Let’s look at the next slide for contact information.

Slide 4.  Questions? Feedback?

When you have questions or want to give us comments or feedback on the site, please contact us by phone at 1-888-253-6855 or email us at MTBHelp@michigan.gov.
If you want “hands-on” learning about the MTB, please use the MTB Training website. Did you know that we have a Training Site? It is there for you to conduct training and practice using any and all of the features. The features and functions are a mirror image of the live site. The difference is, you can use all the features and it will not disturb the production website—you can experiment with entering resumes and creating employer accounts. 

We prefer that you DO NOT use the live site to practice on because the data is there for our customers to see. If you are going to use the site to train a large group, please email implementation@michworks.org, so we will not disturb the site at the same time. If you are training and need your employer account validated, please email the MTB Help Desk so we can assist you. 

We included the Mediated Services web address for those of you who are Business Liaisons and need to enter job orders through that web site (which will be discussed later). You will need a login from your MWA administrator to be able to use it.  If you have any questions about Mediated Services, send an email to the Implementation address—we cannot assist you, but our IT staff can help.

Slide 5.  Know the Options
Let’s look at the Job Seeker Menu and note the options available from this page:
Login/Update takes the job seeker to the JS main menu page. Once they login, they can Update, View, Activate or Inactivate their resume.

We also have Job Search options. You can Sign Up/Create Resume

Under Job Order Cart you can View or update your cart 

Internship Search takes you to the Internship website that we host.

And, Job Fairs takes you to the Career Portal Job Fair list.

FAQ We will be adding more information here soon. Let’s get started with the Job Seeker side of the Talent Bank. There are two major ways Job Seekers should use the Talent Bank: First, post a resume and keep it updated so employers can find YOU. Second, be proactive! Use the many options on the MTB to SEARCH for a job.  We hear from job seekers who complain that they have not gotten a job through the Talent Bank. They are waiting for employers to find their resume and they are not using the many options they have to search for a job.

We will discuss the resume first and then discuss the other features in more detail as we go along. 

Slide 6.  Resume Writing 101
I know that many of you are experts in preparing resumes, but let’s quickly go over the “Do’s and Don’ts” to share with job seekers:
First, job seekers should have a paper copy of a resume to work from before logging in to enter one for the first time. It will save time and reduce frustration. Use the paper MTB Application or a prior resume to gather the facts. Your office should have a supply of MTB applications. If not, download the master through the One Stop/Mediated Services web site (which I gave you earlier). We do not have a paper copy of the Functional Resume format, so you will have to print out a blank copy from the website. 

Next: Use the TOOLS like sample resumes, Instructions and Explains provided throughout the resume builder. They are there to assist the job seeker. We see many resumes with common mistakes that we have warned the job seeker about. We have provided Samples and Explains to prevent mistakes, yet….there they are! So we know they are not looking at the tips and suggestions! Please point them out to the job seekers.

Advise the job seeker to NOT use all caps in the resume because Spell Check will not work!

Next: Be specific about job skills. Employers want to know what a person can DO! 

Regarding email accounts…. I will speak more later about the advantages of having an email account… but suffice it to say, anyone looking for a job today needs one! They must enter their email address on the resume in order to email their resume to an employer or use the Job Scout. Before starting to write the resume, direct them to Yahoo or Hotmail to get a free Email account!

Emphasize with the Job Seekers that they must save their User ID & PIN in a Secure Place and they should not give it to their spouse, girlfriend or boyfriend.  The Talent Bank staff cannot change User Ids or PINs. If a job seeker gives his or her login to someone else and that person alters the resume, we can only delete that resume. They have to enter a new one. If the person is receiving Unemployment Benefits, and needs to have a resume in the system, it could become a problem. If you need a supply of the Reminder Cards, send an email to us at the address I provided earlier. Lastly, while the job seeker is building their resume, you must disable the pop-up blocker. Your IT staff know about this requirement for our website. Ask them about it if computers in your resource rooms are getting the Time Out Warning. Otherwise, the job seeker will not see the Pop-Up message that gives them a warning when they have been building their resume for 25 minutes. We will discuss more about that later as well.

Slide 7.  Chronological or Functional Resume?
Job seekers must first select the type of resume they want…what will work best for their situation. The suggestion box on the left side of the page should give most job seekers the information they need to make the selection. They can also click on the Examples under each “Enter Resume” category to help them decide.  
Toward the bottom of the page, there are links to America’s Career Infonet that will provide much more information and samples. Based on customer requests, we revised this page to clearly distinguish between seeing sample resumes, getting Resume Help and where to click to actually enter the resume! If you believe it is still a problem for users, please email us your comments and suggestions. 

Slide 8.  Confidential Resume
This is a view of the Resume Builder. Did you know that a Confidential Resume option is available? A Confidential Resume displays ONLY the email address on it as the method of contact. No name, no address and no phone number. The arrow is pointing to the question, “Do you want your personal information shown on your resume for employers? Yes or No?”
This option is useful for a job seeker who is working and does not want their current employer to see their resume on-line. Even though they select Confidential Resume, all of the Contact Information is recorded in the background and is available for you to look at through your administrative tools—Mediated Services. We still know who the person is in the database---it just does not appear on the resume. Your office might have specific policies about job seekers using or not using this feature, but it is available.

Slide 9.  Job Objective
The Job Objective is a required field. Notice that we have tried to help job seekers in three different ways to get them to write good objectives.
First, next to the red dot we state WHY it is important…even critical… to write it correctly and HOW to do it. It says: “Describe your desired position. Clearly state the type of job you are currently seeking. Using job titles in your objective may increase the number of times your resume is found by employers. 
Second, on the left side, there is the big box with the red exclamation point telling them exactly WHY this is so important and telling then HOW to write it. 
Third, click on Show Examples and you will find both GOOD and BAD examples. Please direct job seekers to read all of the guides when entering their resume!

Slide 10.  Employer View of Job Objective
This is a view of what an employer sees after their search. They read over the objectives and decide which resumes to select. If the job objective doesn’t grab their attention, it will not be selected. Notice the differences in Job Objectives and decide which resumes you would view based on this information alone.  No.13 reads, “seeking a position which will utilize my education, experience and skills to the benefit of my employer”. 

No. 4, the competition, reads, “Position as a lab tech, quality tech, or chemist in an R&D facility, quality assurance or environmental testing lab. Skills include chemical and instrumental analysis, data entry and report writing. Team work and/or independent assignments are OK.” 

I hope you see the importance of the Job Objective!

Slide 11.  Save and Submit
You all know the importance of saving your work, whether you are using a software application or you are on-line. 
Notice the Save icon up near the arrow. The Submit icon is at the bottom of the resume. The resume data can be saved at any time, but the job seeker must FIRST complete ALL of the required fields, all of the red dots in order to SUBMIT it. The red dots are spread throughout the resume builder and some job seekers take longer than others to get through it. This is where we have problems with job seekers losing their data because they did not Save and Submit within an hour of starting. In other words, they have TIMED OUT. I will discuss that more on the next slide.

Let’s look at the next screen to see the warning.

Slide 12.  Time Out Warning!

This is the message the job seeker gets when 25 minutes pass by and they have not Saved their work. Last January, we added the
 “Time Out Warning” as a pop up. Again, it appears after 25 minutes go by and the work was not saved. Remember, if the Pop up Blocker is still TURNED ON, the job seeker will not see this message! I hope you have instructed the job seekers to save their work as they go through the resume builder.

All MWA service centers are aware of the need to disable the pop-up blocker so the job seeker sees the Time Out Warning. If you are having trouble with job seekers loosing their resume data, make sure the pop-up blocker is disabled for our website. Our long-term solution to the problem of being timed-out, is to reconstruct the resume builder so this is not a problem. We hope that will happen in early 2007. 

Slide 13.  View Resume, Spell Check and Submit
At the bottom of the resume builder, the job seeker can do several things:
They can click on View Resume to see how their resume looks to employers. They can then print out a copy for their use. You can select 
the Spell Check feature at any time, but it will automatically run when the job seeker clicks on Submit. Spell Check will be upgraded very soon to a much better version that includes plurals and more commonly used occupational terminology. I hope you find it more useful. 
While Spell Check is running, the job seeker can make corrections, if necessary. Then they will be instructed to Submit it again. We do NOT have Grammar Check, so they will have to check grammar themselves. 
If they are satisfied with everything, they should click Submit.

Slide 14.  Congratulations Page
The Congratulations page has a popup feature that automatically displays the completed resume.  The message also states that if the resume does not display, you may manually click “View Resume.”  Additionally, if you need to make changes to your resume, you can click “Update Resume” and return to the resume builder immediately.
Several useful functions can be performed here as well that will familiarize the new user with the Talent Bank: They can conduct a Job Search, activate a Job Scout, or Quit the application from this page.

Slide 15.  Applying for Jobs on MTB
Let’s review the many ways a job seeker can apply for a job found on the Talent Bank: Email, website, fax, mail and in person. 
First, pay attention to the employer’s request! It appears near the bottom of the page under the dotted line. 

Let’s discuss websites first. More and more employers only accept applications on their own websites. They advertise the openings on other web sites like the Talent Bank, but job seekers must apply on the employer’s site. If an employer selects “website” only, a web address will be there. The job seeker clicks on it from the MTB.

You have seen “website only” with many retailers like Target, Best Buy, Radio Shack, Home Depot and more. Did you know that the only way to get a job with the federal government is to apply on their website? Federal recruiters say they consider it the first “screening” to see how well the job seeker does! 

Let’s look at the example of a job order on the next page. 

Slide 16.  Follow Employer’s Request
This employer, the University of Michigan, selected “apply by Mail” and provided an address. Even though the contact person supplied their phone and fax numbers, job seekers should NOT APPLY IN ANY MANNER OTHER THAN MAIL! The employer could be contacted by phone or fax with a question, but do NOT FAX THE RESUME. 
We receive complaints from employers about this, so please emphasize to your job seekers the importance of following the instructions. 

Slide 17.  Cover Letters for Emailed Resumes

We recently changed this feature, Create/Modify—Email Resume Message, to make it clearer for job seekers. This feature is on the Update Resume page.
The Cover Letter option has always been for use when applying for a job by email ON THE TALENT BANK. You cannot email a resume from the Talent Bank to other employers! 

We provide a standard format or you can create your own. The one “pre-filled” is very basic and will do the trick. We recommend that the job seeker compose their own message and highlight their experience and qualifications for the job.  Additionally, it is a good idea to personalize each letter with the HR representative’s name. 

You can save the cover letter you use and the next time you click on this option, the most recent one will come up for use again. If you do NOT save it, it will default to the generic letter MTB provides. We want to teach job seekers to always send a cover letter with any resume! The next page shows you the standard wording we provide.

Slide 18.  Cover Email Text
Remember, the job seeker has the option to write their own cover letter. Once they do that, they can save it.
Slide 19.  Update the Resume 

Why Update?
I am pointing out the Quick Update feature to remind you of the importance to job seekers to keep their resume current. First, when most employers are searching for resumes, they use the default of 30 days. That means that only those resumes that have been entered or updated in the last 30 days will be retrieved. The assumption is that the most recent resumes belong to people who are most interested in finding a job. After logging in, a job seeker can click here if there are no changes to be made.

Second, a resume remains active for 365 days from the last date it was updated. Potentially, an employer could still find it in a search process if they expand the date range. Job seekers should not count on that because, with the number of resumes in the MTB, an employer usually finds plenty of resumes among the most recent ones.

After 365 days, the Talent Bank determines that it is inactive and it will no longer be found by employers. After another 365 days, it is deleted by the system. Remind job seekers that they will have to completely re-enter their resume if they let it go and do not update it.

Slide 20.  Job Search Options
When we changed the look of the Talent Bank earlier this year, we added Job Search options on the front page. The box on the left titled, “Looking for a Job”, has two options.

First, the straight arrow points to a “quick search”. You enter Key Words in the first text field, then the city and the distance or radius around the city you are willing to travel. Let me point out that, the list of cities available here, is very limited. This is due to some technical issues. Please advise job seekers to go to the “advanced search” if they do not see the city they want listed there.   

Second, 
let’s look at the “advanced search” which is in red letters. When you click there, it takes you to the regular Search for Jobs page where all of the search options are available. 
I will also point out that a job seeker can quickly get to the Update Resume option in this box and to the task to Create a Resume!

Now look along the top of the Home Page, the curved arrow points to the drop-down menu and the option to do a “Job Search”. This also takes the job seeker to the regular Search for Jobs page, which we will view shortly.

Slide 21.  Easy Job Searches
The arrow on the Update Resume page is pointing to two easy methods to conduct a job search. First, on the upper right-hand side, click on the ‘Search for Jobs’ button. The system then matches resumes to jobs by using the location the job seeker selected on their resume, and the job titles they entered.  If a job posting has specified the level of education and a wage, the system will also check against that.
Second, job seekers should be encouraged to set up a Job Scout. The bottom of the arrow points to that feature. A Job Scout matches resumes to jobs the same way as the Search for Jobs button above. It uses the same criteria: the location the job seeker selected on their resume and the job titles they entered.  It also uses the level of education and a wage if the job order uses them.

Remember the job seeker must have email set up and the resume must be kept updated every 60 days. The job seeker selects whether they want to receive an email message every day or once a week. The job seeker can discontinue the job scout at any time.

Slide 22.  Tailor Your Job Search
Now, we are on the Search for Jobs page. We recommend that job seekers try many different key words to determine how to get the best results. Look at the boxes for “Match text with any of these key words” and “Match text with all of these key words”. 
Let’s use the example of searching for a truck driver job to explain how this works. If you enter truck driver in the box for ANY words, the search results will include both words or just one of the words and they will not necessarily be together. For example: cab driver, bus driver, truck mechanic and truck stop.

If truck driver is entered under ALL words, both words will appear in the job opening, but will not necessarily be together. A job order for a dispatcher who schedules trucks and drivers will be found.  

Therefore, use quotes around the words you are searching on if you want them to stick together in the search, like “truck driver”.

This search method makes the job search much more efficient.

One more tip, you don’t have to use a comma between words because the database ignores them.

Slide 23.  Job Order Shopping Cart
The Shopping Cart is one way to keep track of the job orders you are interested in!
You can only use this feature if you have a resume on the MTB. You access it from the Search Results page the first time you use it. Once you create a Job Order Cart, it is accessed from the Update Resume menu.

If the job seeker has not logged in, the Login page will appear. 

If the job seeker has NO resume on MTB, they will be taken to Create a Resume. However, they will lose their job search – they cannot return to it. We are working on instructions to clarify how this feature works. 

Once the job seeker has clicked on “Add Jobs to Cart”, they can view the jobs from the Cart, note the date they applied and the method (Mail, fax, website, etc.). We recommend printing a copy of your job orders, because if a job becomes Inactive, the job seeker will be told that it is no longer available for viewing. 

Jobs stay in the Cart for 14 days if you do not fill in the box that you applied for it.

If you enter an applied date, the job order will stay there for 60 days. Remember! If the job order has become inactive, you will no longer be able to view it! 

The Shopping Cart is a wonderful tool, however, if you put a job in the Cart, you still must apply for it! We have job seekers that think they APPLIED just because they put it in the cart and filled in the date they applied! Remember: Shopping is not Applying! Just like at the grocery store, you still have to “Check Out!”

That ends our session on applying for and searching for jobs. 

Lisa will now take us to the questions.

