Job Search 101.
Get at Jump on Your Job Search!



Job Search 101

Changing Jobs...
Research job classification

Geographic limitations?
What's local?

Network, network, network!

Use Social Networking Tools such as
LinkedIn and Facebook

Don’t forget FTF including Informational
Interviewing
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Job Search 101

Changing Careers...
Research the career field both nationally and locally

Will you need additional education, certification,
Internships, etc.?

Geographic limitations?

What's local?

Network, network, network!

Use Social Networking Tools such as LinkedIn and
Facebook

Don’t forget FTF including Informational Interviewing
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Job Search 101

Tools to use
Your local library and library staff

Michigan eLibrary (MeL.org)
Business and Jobs Gateway

Key MeL Resources
LearningExpress Library
NetLibrary

Newspapers: NewsBank Michigan Newspapers,
NYT, Infotrac Custom Newspapers

MICHIGA N}Q
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http://mel.org/SPT--BrowseResourcesBusiness.php?ParentId=832�

Job Search 101

Michigan eLibrary (MeL.org) Business and Jobs
Gateway (contd)

MeLCat Suggestions

Recommended Web sites
Careers and Jobs

Jobs and CareersCover Letters and Resumes
Employee Satisfaction Rankings

Exploring Career Preferences

Internships

Job Posting Sites: All Michigan and National
Job Posting Sites: Mid-Michigan and Thumb Area
Job Posting Sites: Northern Michigan

Job Posting Sites: Southeast Michigan

Job Posting Sites: Upper Peninsula

Job Posting Sites: West Michigan

Learning About Careers

Michigan Works

MICHIGAN |
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http://www.mel.org/SPT--BrowseResources.php?ParentId=425�
http://www.mel.org/SPT--BrowseResources.php?ParentId=717�
http://www.mel.org/SPT--BrowseResources.php?ParentId=768�
http://www.mel.org/SPT--BrowseResources.php?ParentId=764�
http://www.mel.org/SPT--BrowseResources.php?ParentId=766�
http://www.mel.org/SPT--BrowseResources.php?ParentId=767�
http://www.mel.org/SPT--BrowseResources.php?ParentId=895�
http://www.mel.org/SPT--BrowseResources.php?ParentId=896�
http://www.mel.org/SPT--BrowseResources.php?ParentId=898�
http://www.mel.org/SPT--BrowseResources.php?ParentId=899�
http://www.mel.org/SPT--BrowseResources.php?ParentId=900�
http://www.mel.org/SPT--BrowseResources.php?ParentId=765�
http://www.mel.org/SPT--BrowseResources.php?ParentId=907�

Job Search 101

CCCCCCC



Job Search 101

CCCCCCC



Job Search 101: MeL Business and
J Jobs Gateway

o companypofe, rand oo, anngs ..

Gengral BusinessFie ASAP Mot

Recommended for Generaluser ALl et Analyz company peromance
e autly, sty events and ends as Vel s the st management
econonics and piics. Aceess fo acobinaton .

InfoTrac Custom Newspapers Norg

Recommended or Generaluser ALl teit Acoleeion of approimately
0l nevspapers o around he couny and e word ncuces
e st 12 months o e New Yok Tnes and e ..

LearningExpress Library ot

Recommended for General user neractive onin laming o of
atadenic and lensingcerfaton pracie ess ementary el tesing
Tormath and reading Icuges 2 secion ht e

Netlibrai Mo
Recommended for: General user. Al ful text. Over 20,000 eBooks avalable

on 2l topcs. Consider using 2 keward search (i the drop-down men)
raiher fhan the default ul-ext search, Whigan es...

I

I

I

New York Times

Recormendefor Generaluser ALful et The iy enspaper e York
Times 1005-yesent. Mihigan esiens o ichigen orary axcessony.

NewsBank Nichigan Newspapers

Recommended for Generaluser.Fulltei of the Detrot News (1/1/100-
Curent, Grand Rapids Press (2002-Curren) and Lansing State Joumal
(1A 1998-Currn). Mchigan residents or Michigan orar...




Job Search 101: MeL Business and
Jobs Gateway

Business

Assaociations

Casinos and Gaming
Corporations

Cultural Economic Development

Mare Business and Company Resource Center [Vlore
Recommended for: General user. Professionals. Mostly full text. Business
and Company Resource Center is a fully integrated resource bringing
together company profiles, brand information, rankings, inv...
General BusinessFile ASAP [Viore
Recommended for: General user. Al full text. Analyze company performance
and activity, industry events and trends as well as the latest in management,
economics and politics. Access to a combination ...
InfoTrac Custom Newspapers Mare
Recommended for: General user. All full text. A collection of approximately
900 full text newspapers from around the country and the world. Includes
the last 12 months of the New York Times and the Gr...
LearningExpress Library are
Number 1 MeL 7 Recommended for: General user. Interactive online learning platform of
Resource for Job 7 academic and licensing/certification practice tests, elementary level testing
Seekers & Career for math and reading. Includes a section that take. .
Changers .
2 v NetlLibra Mare
/,/ Recommended for: General user. All full text. Over 20,000 eBooks available
Great for eBooks 7 on all topics. Consider using a keyword search (in the drop-down menu)
on the Job Search ¥ rather than the default full-text search. Michigan res...
New York Times IVlore

Recommended for: General user. Al full text. The daily newspaper New York
Times 1995-present. Michigan residents or Michigan library access only.
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Job Search 101: LearningExpress Library
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Job Search 101: LearningExpress Library

MICHIGAN R ¥
Education




Job Search 101: LearningExpress Library

LearningExpressLibrary”
V ]

Login | Help

Elementary Widdle
School School

Search... Q

What Do I Do Now?

@ Browsing Tests and Courses:
Click on a category on the right
to view a list of resources in

that topic. To view more specific

information on a test or course,
click on its name.

@ searching for Tests and
Courses: Type the topic that
interests you into the search
box above.

@ Moving to Other Learning
Centers: To jump to another
Learning Center, click on the
desired Learning Center in the
tabs above.

@ Need More Help? Visit the
Library Help Center.

Students
College College GED Job Search & Jobz & | Skil Building us. Recurzos para

Preparafion | Students | | ISEEEREN VVorpiace Skils | S i S

High Schaol

Job Search & Workplace Skills

Below, you'll find a wide variety of resources that will prepare you for career success, from the job search to interviewing and beyond.

Choose your tests and courses from the categories below:

} Business Writing

¥ Job Search, Resumes, and Interviewing

= Job Search and Networking Skills

@ Career Course: Determining What You Want from Your Career & Lglgdin to
a
It is important to understand yourself and what you are looking for in a career. This course will help you define your
goals so that you find the job that's perfect for you. mere info
@ Career Course: Job Search and Networking Skills & Lil%in to
d

The job search can be overwhelming, and there are many ways you can research job positions. This course explains how
to use the resources available to you, including how to select a mentor. more info

Creating Great Resumes and Cover Letters
Interviewing
Success on the Job

MICHIGAN

s ¥

Education



Job Search 101: LearningExpress Library

LearningExpressLibrary |

Login | Help

Search...

Elementary Middle
School

School

What Do I Do Now?

@ Browsing Tests and Courses:

Click on a category on the right
to view a list of resources in
that topic. To view more specific
information on a test or course,
click on its name.

Searching for Tests and
Courses: Type the topic that
interests you into the search
box above.

Moving to Other Learning
Centers: To jump to another
Learning Center, click on the
desired Learning Center in the
tabs above.

MNeed More Help? Visit the
Library Help Center.

Q

Students

College
Preparation

College GED
Student=s

Job Search & Jobs & | Skill Building Uu.s. Recursos para

Preparation ioriglace Skl Careers for Adus Cizenship. Hispanohablanes

Job Search & Workplace Skills

Below, you'll find a wide variety of resources that will prepare you for career success, from the job search to interviewing and beyond.

High School

Choose your tests and courses from the categories below:

} Business Writing

¥ Job Search, Resumes, and Interviewing
Job Search and Networking Skills

= Creating Great Resumes and Cover Letters

@ Career Course: Creating a Great Resume i Lglgin to
a
A professional, well-written resume is the best way to get a potential employer's attention; with the help of this course,
you'll learn how to tailor your resume to exactly what they're looking for. more info
@ Career Course: Creating Great Cover Letters & Lglgil'l to
a

Your cover letter is your chance to make a strong first impression with a potential employer. By using the skills in this
course, you're bound to get noticed. morzinfo

Interviewing

Success on the Job

MICHIGAN
Education



Job Search 101: LearningExpress Library

MICHIGAN R ¥
Education




Job Search 101: LearningExpress Library

LearningExpressLli

an ra

Login | Help

Elementary
School

Search... Q

What Do I Do Now?

@ Browsing Tests and Courses:
Click on a category on the right
to view a list of resources in
that topic. To view more specific
information on a test or course,
click on its name.

@ searching for Tests and
Courses: Type the topic that
interests you into the search
box above.

@ Moving to Other Learning
Centers: To jump to another
Learning Center, click on the
desired Learning Center in the
tabs above.

@ Need More Help? Visit the
Library Help Center.

Widdle
School

Students

College
Preparation

College GED
Students

Job Search & Jobs & | Skill Building Uu.s. Recursos para

Preparaton iaiglace Swle  Careers for Adus Ciizenship Hispanohablenies

Job Search & Workplace Skills

Below, you'll find a wide variety of resources that will prepare you for career success, from the job search to interviewing and beyond.

High School

Choose your tests and courses from the categories below:

» Business Writing

¥ Job Search, Resumes, and Interviewing

Job Search and Networking Skills

= Creating Great Resumes and Cover Letters

Click here

$——WF Loginte
start course add

@ Career Course: Creating a Great Resume

A professional, well-written resume is the best way to get a potential employer's attention; with the help of this course,
you'll learn how to tailor your resume to exactly what they're looking for. mere info

% Login te

@ Career Course: Creating Great Cover Letters e
a

Your cover letter is your chance to make a strong first impression with a potential employer. By using the skills in this
course, you're bound to get noticed. mere info
Interviewing

Success on the Job

MICHIGAN
Education



Job Search 101: LearningExpress Library

LearningExpressLibrary®
! e M e !

Login to LearningExpress Library

Returning Users: New Users:

Your library provides LearningExpress Library to all its patrons. To use this

Username: |dbiggs | valuable resource, all you have to do is register. Registration creates your
own account called "My Center," which allows you to use any of the
Password: |"""| | available tests, courses, or eBooks. "My Center" is completely private;

only you can see it.

To register, please enter the username and password of your choice
below, verify your password, and then click the "Register" button. Both
your username and password must be a minimum of 6 characters and
should not include spaces. If you require home access, your username
should be your library card number.

If you need help, call us at 1-800-295-9556, ext. 2; or e-mail us at libraries@learningexpressllc.com.

Capyright €& 2009 LearningExprass, LLC,
wwwlzarningexpresslibrary.com is a trademark of LearningExpress, LLC,
The LzarningExpress tast enging, patent = US 6,544,042, is a tasting system proprietary ta LearningExpress, LLC,
Version 2.0

MICHIGAN
Education
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Job Search 101: LearningExpress Library

learnatest.co

C

My Center course

Welcome to Your Course Center

Welcome to the LearningExpress Course Center. Before you begin your course, please read the
description below carefully. It explains the content of the course and how to use it. For specific
instructions on how to navigate through the Course Center, as well as the special features of the
course platform, please click on the "Instructions” link on the top navigation bar within the course. You
can return to these instructions anytime while you are in the course.

Career Course: Creating a Great Resume

Description: In this course, you will learn about the importance of creating a flawless resume.
First, this course reviews different resume formats you can use to present your
professional information. Then, after reviewing each of the critical resume
components, you will compile your own resume, which you can download and save to
a disk.

Lesson Topics: Segment 1: About Resumes and Formats
Segment 2: Compiling Your Resume

For mare instructions on using this course platform, please click on the "Instructions” link on the top
navigation bar within the course.

Please Click the "Start Course” Button to begin.

m o + Click here to begin course

MICH HG_ANQ

Education




Job Search 101: LearningExpress Library

Course Outline Career Course: Creating a Great Resume

v Course Overview

v/ Segment 1: About Traditional Resume Formats

Resumes and Formats

® Traditional Resume Although the word format sounds like a technical word, it really just means how your resume is arranged. The following are three of the most commonly

Formats accepted resume formats:
@ Chronelogical Format

@ Resume Template: b Chronplcglcal
Chronalogical Format ® Functional
@ Functional Format ® Combination/Targeted

@ Resume Template:

Functional Farmat It is critical to adhere to one of these accepted formats as you create your resume.

@ Combination/Targeted

— This section first describes these formats, and then helps you choose the one that best highlights your skills and accomplishments.

@ Resume Template:
Combination/Targeted
Format

@ Elactronic Resumes

@ The Format That Is
Right for You

More about Formatting

When you are formatting and fine- tuning your one-page resume, don't forget to
consider things such as font style, font size, line spacing, and margins. Although

@ Segment 2: Compiling you are free to do what you want, it is best to stay within common standards,
Your Resume such as:

@ putting It All Together

® Times New Roman or other standard font

& 12-point font; never use smaller than 10-point font

® single spacing, with an extra line space between sections

& 1-inch margins are best, but you can go down to 0.5-inch margins if you
need to fit more information on the page.

0l
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Job Search 101: LearningExpress Library
Practice Tests & Tutorials

Education




Job Search 101: LearningExpress Library
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Job Search 101: LearningExpress Library
eBooks

Education




Job Search 101: LearningExpress Library
eBooks

LearningExpressEBooks.com

LearningExpress Searchable eBooks

Welcome to LearningExpress Library's searchable eBooks collection. LearningExpress prowvides career guides, study
aides, and test-preparation books to help people prepare for high-stakes tests; to pass licensing, certification, or
competitive entry-level exams; or to advance in school or professionally.

To find an eBook on a particular subject, please enter a topic (e.g., SAT) in the field below and click the "Search”

button.

Enter Search Topic:

Academic Test Prep

10 Secrets to Acing Any High School Test, 501
Challenging Loegic and Reasoning Problems, 2nd

Edition, Acing the GED Exam, Acing the GRE, ACT
Essavy Practice, Catholic School Entrance Exam, <4th
Edition, Critical Thinking Skills Success, GED Test
Prep, NYSTCE, Test-Taking Power Strategies,
TExES, THEA: Texas Higher Education Assessment,
TOEFL Exam Essentials, Wocabulary for TOEFL iBET

9 Steps to a Great Federal Job, Becoming a Border
Patrol Agent, Becoming a Casewosrker, Becoming a

Firefighter, Becoming a Police Officer, Border
Patrol Exam, 4th Edition, California Firefighter

Exam, California Highwav Patrol Officer Exam, Srd

Real Estate

S5 Steps to Real Estate Success, Arizona Real

Estate Sales Exam, California Real Estate Sales

Exam. 2rd Edition, Connecticut Real Estate Sales

Exam, Florida Real Estate Sales Exam, Georgia

Re=al Estate Sales Exam, Massachusstts Real

Estate Sales Exam, Mew lersey Real Estate Sales

Exam, Real Estate fppraisal Exam, Real Estate
2nd
Edition, Real Estate Essentials: & Glossary and
Study Guide, Real Estate Math, Real Estate Sales

Exam, Texas Real Estate Sales Exam, <4th Editicn

Science

Biology Success in 20 Minutes a Day, Chemistry
Succass in 20 Minutes a Doy

Broker Exam, Real Estate Carser Starter

Edition, Civil Service Exams, Corrections Officer
Exam, 2rd Editicn, Cowurt Officer Exam, EMS
Essentials, EMT-Basic for Firefighters, Firefighter

Exam, 4th Editieon, Math and Vocabulary for Ciwil

Service Exams, Math for Civil Service Tests, Police

Officer Exam. 2rd Editicon, Police Sergeant Exam.
2rd Editicon, Postal Worker Exam, 4th Editicon,

Treasury Enforcement Agent Exam, 2rd Editicon,
Vocabulary for Civil Service Tests

Health Occupations

Becoming A Murse, Health COccupations Entrance

Exams, 2nd Edition, Healthcare Essentials: A

—_ e I T T U PA—

Titles in Spanish

Aprenda Rapido: Escritura/Writing, Aprenda
Rapido: Lectura/Reading, Aprenda Rapido:
Vocabulario v Ortografia/Voecabulary and Spelling,
SED Preparacion Para Examen en Espaficl, Guia de
Ciudadania / Naturalizacion en USA, Lo Ultimo en

Suias de Obtener su 'Tareta Verde', Pase =l
Examen de Cuidadania Americana, 2rd Edition

U.S. Citizenship

Pass the U.5. Citizenship Exam,. 2rd Editien, The
Ultimate Guide to Getting Your Green Card




Job Search 101: More MelL Resources

In Business and Jobs Gateway
NetLibrary
NewsBank Michigan Newspapers
MelLCat
Best Web sites
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Job Search 101: NetLibrary
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Job Search 101: NetLibrary
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Job Search 101: NetLibrary
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Job Search 101: NetLibrary

" NetLibrary’ Home « Previous | Pa |
Home ge Next »
L | Back to Search Results | | | @ | |
Ed
Have a Winning Job Inte... (Clos ltem) @ Page 18
Other: | Select an open item... v| Go . .
Job-Hunting Technigues
There are four basic methods for seeking a job. There is no need for vou to select onlv one method. A successful job campaign often inchudes the use of
Contents @ several or all of the methods. The four methods are:
Job-Hunting Technigues o:[\:etworldng
Resume Writing— A Brief .y . .
I — - +Using professional employment services
*Answering advertisements
3 Preparing: Your Brain
4 Preparing: Your Body ‘Ad\r"EﬂlSﬂlg YOMSEE
Networking
SECTION II DURING THE INTERVIEW
111 AFTER THE INTERVIEW Networling is a currently popular term that gives a technical sound to a technique that people have been using for a very long time_ Basically, it means
\PPENDIC A ~HE PRACTICE that vou tell all the people you know that you are looking for a job and ask them to help you. Do not think that you don't know anybody. Think of the
:N-ER._.-:E,'._,.;A CELF-HELR B:'ERC: - word nerwork. Picture a network. It is not a single string from you to one person and from you to another person. It is like a web with strings from you
A PPENDI B: BIELIOERABHY OF to the people you know and from them to the people they know. People will generally like to help. One reason is because it makes them feel good.
RELATED READINGS Another is because it may in turn increase their own network. B
P The first thing to do is to make a list of everyone you know. Consider people from all aspects of your life: family; friends; parents or children of friends;
ontinue Search? . ) . o
‘ ‘ Search for job interviewing in teachers; fellow members of religious, professional, and community organizations; spotts teammates or opponents.
this eBook , ,
The next step is to think of what vou want from each of these people—how each one can help vou. Some may actually be emploved by or run
Search this eContent organizations in which you would like to work. Others may know people in the kinds of organizations you would like to work for. Still others may be just
| English v| a shot in the dark That 15 vem can't think of how thev can heln vom bt #t's worth seeine if thev can Your annroach to each nerson mav have to he a A
Search
MICHIGAN
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Job Search 101.
NewsBank Michigan Newspapers
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Job Search 101.
NewsBank Michigan Newspapers
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NewsBank Michigan Newspapers
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Job Search 101: MeLCat
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Job Search 101: Best Web sites —
Business and Jobs Gateway

Education




Job Search 101: Best Web sites —
Jobs and Careers
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Job Search 101: Best Web sites -
Michigan Talent Bank
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Job Search 101: Best Web sites —
Job Postings



Job Search 101: Best Web sites -

craigslist

post to classifieds
my account

help, fag, abuse, legal

search craigslist

-

for sale

event calendar

23 24 25 26 27 28 29
31 2 3 4 5
B 7 8 9 10 11 12
13 14 15 16 17 18 19

haiti earthquake relief
avoid scams & fraud
personal safety tips

craiaslist blog

northern michigan *

community
activities lost+found
artists musicians
childzare local news
general politics
groups rideshare
pets volunteers
events classes

personals

strictly platonic
women seek women
women seeking men
men seeking women
men seeking men
misc romance
casual encounters
missed connections
rants and raves

discussion forums
1099 gifts pets

apple haiku philas
arts health politic
atheist  help psych
atns histaory  aueer

Craigslist

housing
apts / housing
rooms / shared
sublets / temporary
housing wanted
housing swap
vacation rentals
parking / storage
office / commercial
real estate for sale

for sale

appliances arts+crafts
antiques auto parts
barter baby+kids
bikes beauty+hlth
boats cars+trucks
books cds/dvdivhs
business cell phones
computer clothes+acc
free collectibles
furniture  electronics
general  farm+garden
jewelry  garage sale

materials household

jobs
accounting+inance

............................. S
arch / englneermE “~

art / media / design
biotech ! science
business / mgmt
customer senvice
education

food / bev / hosp
general labor
government

human resources
internet engineers
legal / paralegal
manufacturing
marketing { pr / ad
medical { health
nonprofit sector
real estate

retail / wholesale
sales / biz dev
salon / spa / fitness

security
clillad trada | ~raft

other cities us states
ann arbor alabama
battle creek alaska
central mi arizona
detroit metro arkanzas
flint california
Click here o
for job listings. ~ Fieut
jackzon delaware
kalamazoo florida
lan=ing georgia
mu=kegon guam
northern mi hawaii
port huron idaho
saginaw illinoiz
sarnia indiana
sault ste marie izwa
shebovgan kanzas
the thumb kentucky
windsor lpuiziana
maine
us cities et
mass
atlanta michigan
austin minnesota
boston mizsizsippi
chicago migsouri
dallas mentana
denver n caroling
detroit n hampshire

countries

argentina
australia
austria
bangladesh
belgium
brazil
canada
caribbean
chile

china
colombia
costa rica
croatia
czech repub
denmark
ecuador
egypt
finland
france
germany
great britain
greece
hoeng kong
hungary
india
indonesia
ireland
izrael

itahy

japan



Job Search 101: Best Web sites -
raigslist

Cralgshst upper penmsu]_a by us cities us states countries
atlanta alabama argentina
community housing jobs ‘ austin alﬁska austrlalia
post to classifieds activities lost+found apts { housing accounting+finance ¥ ~._ Doston anzena .
. .. . L “~ghicago arkanzas kangladesh
artists musicians rooms / shared admin / office : - -
my account . ) ) da'TTas“ california belgium
’ childcare local news sublets / temparary arch / engineering denver™._  colorade brazil
it ; { o | H = . .
help, fag, abuse, legal  general p.ulmcs hDUS!ng wanted art / media design houston # Click on job category
groups rideshare housing swap biotech / science las vegas
— ats volunteers vacation rentals business / mgmt los angeles  delaware chile
search craigslist P . J riami florida china
I
gvents classes parking / storage customer senice mineapols  georgin .
office / commercial education -
forsale v persunals ; ; new york guam costa rica
trictly olatonic real estate for sale food / bev / hosp orange co hawai czech repub
Ve " general labor philadelphia  idaho denmark
event calendar HOMEN SESK Women I government phoenix ilingis egypt
women seeking men barter  arts+crafts huMman [S0UTCes pertland indiana finland
men seeking women bikes  auto parts intemet engineers raleigh iowa france
T18 91011213 ey seeking men boats  baby+kids el SEED (ISR germany
14 15 16 17 18 19 20 misc romance books  cars+trucks daly pareiey san diego kentucky great briain
. o manufacturlng zeattle louiziana gresce
21 22 23 24 25 26 27  casual encounters business cds/dvdivhs marketing / pr / ad s rETe TR
missed connections computer clothes+acc . - indi
282930 1 2 3 4 s : medical / health prastCa TR
rants and raves free collectibles e mass indonesia
- - nonprofit sector o= - ——
o o furniture electronics el estate R e
- ISCUsSsIon Torums minnesota israel
eneral farm+garden . d
avaid scams & fraud 1099 gifts pets g I 9 retail / wholesale cenass mizsizsippi italy
. L\
persanal safety tips apple  haiku  philos JEJT r‘,jl games+tnlys sales { biz dev calgary missouri japan
" material garage sale
craigslist blog arts health  politic garag salon { spa / fitness edmenton montana korea
) ) S household . halifax n carolina lebanon
L atheist  help psych security
CrﬂlgSllSt factshest . Spgrﬁng mgmrcydes . montreal n hampghire malayzia
autes  history  gueer skilled trade / craft " :
best-of-craigslist . . tickets  music instr TECE nebraska WEIEL
beauty  housing recover | : v software / ga / dba saskatoon nevada micronesia
- ) X o \
job boards compared bikes  jobs religion  t00ls P Dt:;“ &0 systems / network torento new jersey  netherlands
i wante . x x -
craigslist movie & dvd celebs  jokes  rofo / technical support vancouver new mexico  new zealand
comp  kink science e tranenart victoria new york norway

HZCHI'I;_:.-"'. N}Q
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Job Search 101: Best Web sites -
Craigslist

northern MI craigslist = jobs = admin/office jobs [help ][ E
search for: in: admin/office jobs - only search titles | Search |
telecommute | |contract | internship | | part-time | | non-profit has image
[ Mon, 24 May 14:36:12 ] [ FTC Warning on JOB SCAMS ] [ craigslist vs monster vs careerbuilder | [ jobs forum ] [success story?)

[AVOIDING SCAMS & FRAUD | [ PERSONAL SAFETY TIPS ] [ craigslist blog |

Mon May 24

Fully trained and experience LOOKING FOR WORK! - (Traverse City)

Sun May 23

transport sales - (Big Rapids, MI)

Sat May 22

Administrative & Sales Assistant - (Northemn MI)

Administrative Assistant -

[ s r—— | [—— T, TR N T SR 1 ST I TS



Job Search 101: Best Web sites —
Craigslist Job Posting

northern M| craigslist = jobs = admin/office jobs

email this posting to a |

Avoid scams and fraud by dealing locallv! Beware any deal involving Western Union, Moneyzram, wire transfer, cashier check. money order, shipping,

escrow, of any promise of transaction protection/certification/guarantee. More fufb

transport sales (Big Rapids, MI)

please flag with
miscateg o

prohibd

Date: 2010-05-23, 10:14AM EDT
Reply to: job-ensbu-1755161846(@ craigslist. org EIoE when colvine to 2ée7]

Span o e

best of craigs

The primary tasks and responsibilities for the Forwarder position include:

Develop new prospects and interact with customers to increase sales of our logistics services;

Actively acquiring new business through cold calling and industry contacts.

Negotiate pricing and service programs;

Provide accurate timely information to ensure customers' needs are known by all concerned;
Achieve or exceed established sales goals;

Respond quickly and accurately to customers and management inquiries.

Required Experience:

Minitmum 2-5 vears sales experience

Freight Forwarding / Transport experience is a major asset.

MUST have excellent communication and interpersonal skills

Must be a 'go getter’ and very eager to seek out new business

The primary tasks and responsibilities for the Internal Account Coordinator position inchude:
Account Management of client requirements

Coordinating Ground services (booking of trucks, follow through and updates of transport to clients)
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Job Search 101: Best Web sites —
Cover Letters and Resumes

MICHIGAN eLIBRARY

Jobs and Careers -- Cover Lefters and Resumes

Michigan Works - Michigan Talent Bank IMare

Whether you are looking for a job or looking for employees, the Michigan
Talent Bank is the place to be If you are a jobseeker, search more than
15,000 new job openings monthly and post your resume s...

MeL Databases

MeL Catalog

MeL Michigana business job fitles in specific zip codes or metro areas. There are also
many articles with advice on job hunting and sala...
Featured Resources

MORE How to Stand Qut From the Crowd at a Job Fair Iore

Career Journal More
This resource by the Wall Street Journal offers average salary statistics for

I ERROIERELTEER UM Advice from the Better Business Bureau on how to prepare for attending a
Educators job fair.

JobWeb - Resumes & Interviews IMare

JobWeb offers good advice on resumes, interviews, cover letters, and
references. It has sample resumes and cover letters as well as tips on
online applications, resumes for internships, handling illeg...

OWL Job Search Writing More

Detailed resume and cover letter writing help from Purdue University's
Online Writing Lab (OWL). Also, useful tips on preparing cv's or
management resumes, Preference sheets, PowerPoint presentations..

ResumeHelp.org More

This site offers numerous sample resumes for many types of careers.
Other resume help includes a list of recommended action words,

e P R S B e T Y
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Job Search 101: Best Web sites -
Cover Letters and Resumes

@ Education
I'.\"\:|



Job Search 101: Social Networking—
Online and In-Person

LinkedIn

Facebook

Professional Organizations
Community and Service Organizations
Church Groups

School groups

Others....
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Job Search 101: Social Networking
Online

Education




Job Search 101: Good Luck!

Remember to:
Do your Homework

Use LearningExpress Library’s Job Search & Workplace
Skills Center to prepare!

Exhaust all of your resources

Tell everyone you know that you are job hunting: Network!
Stay positive and focused

Put together a great resume & cover letter

After you get an interview:
Thank the interviewer in writing
Follow-up afterwards

Get the job!!

@ Education
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Job Search 101.
Get at Jump on Your Job Search!

Presenter Contact Information

Deb Biggs Thomas
MeL Coordinator

Library of Michigan
517.373.4466
biggsthomasd@michigan.gov
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