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Looking for a 

Job Today



When will this Pandemic end? 

Will the economy bounce 

back? 

Will some industries disappear, 

new industries appear? 

How best to prepare for the 

unknown?

Using the Internet to Search for JobThe Unknown Future

Probably best to be flexible and 

prepared for change



More Work-from-Home 

Opportunities, partial & full-time

Employers offering more flexible 

work hours, fewer commuters

New Workplace tools (software) 

& new methods of working

Gig work continues, think of 

being a contractor

Using the Internet to Search for JobThings to Consider



Three Online Guides
1. CareerOneStop.org – Job Search

careeronestop.org/jobsearch

2. TheBalanceCareers
Thebalancecareers.com

3. Job-Hunt.org
job-hunt.org

Using the Internet to Search for JobJob Search Guidance 

http://careeronestop.org/jobsearch
http://job-hunt.org/


Using the Internet to Search for JobCareerOneStop.org

Careers

https://www.careeronestop.org/toolkit/careers/occupations/Occupation-profile.aspx?keyword=Librarians&onetcode=25402100&location=60632


Using the Internet to Search for Job
TheBalanceCareers.com



Using the Internet to Search for Job
Job-hunt.org 

1

https://job-hunt.org/
https://job-hunt.org/


• Develop a plan & set long term 

and daily goals

• Make lists and prioritize tasks

• Emphasize tasks that have the 

highest rewards (networking vs. 

replying blindly to job ads)

• Organize Your Passwords  
Applications and job search tools often 
require a registration. Make it easy and 
be protected by using a password 
organizer like “LastPass”

Using the Internet to Search for JobGet Organized



These tools can help you stay 
organized and be productive

RememberTheMilk.com
A Website and app to help create lists and 

prioritize tasks

JibberJobber.com
Provides a place to keep track of contacts, 

interview questions, and a job search log 

Gmail.com
Combine your email with your resume and your 

schedule.  Learn office tools that many 

employers are adopting.  

Using the Internet to Search for Job
Getting Organized

http://toodledo.com/
http://jibberjobber.com/
http://gmail.com/


Using the Internet to Search for Job
Remember the Milk



Using the Internet to Search for Job
Jibber Jobber



Using the Internet to Search for Job
Jibber Jobber



Using the Internet to Search for Job
Gmail 

Also Contains Google Docs, Sheets, Slides, Calendar, Drive and more



• What are your Skills & Experience

• What do you like to do

• What are your Priorities –
Personal & Professional  (such as 
location of job, salary range, 
prestige, etc.) 

• Choose a Direction and Follow 
Through.  It makes it easier to 
find a job when you have one or 
two paths to follow

Using the Internet to Search for JobElements of a Job Search

1. Evaluate Your Background & Desires



Using the Internet to Search for JobEvaluate Yourself (CareerOneStop)



2. Research Career Fields, 

Industries, and Companies
• Determine what experience, 

education or skills are needed 
to enter your field. For help 
check CareerOneStop.org

• Check Organizations & 
Associations

• Network with people (face to 
face & online)

• Select one or two  
Industries/Professions to focus on

Using the Internet to Search for JobElements of a Focused Job Search



Using the Internet to Search for JobCareer Fields (CareerOneStop)



3. Get Education & Training
Take Classes to:

• Enhance Job Skills

• Test-drive a new career field 

• Get a Certification

Where

• Check local Libraries for free online classes 

such as Lynda.com, Gale Courses 

• Check CareerOneStop.org for education ideas 

and sources for funding

• Take a free Online College Courses (MOOCs)

Using the Internet to Search for JobElements of a Focused Job Search



Skokie Public Library Online Courses

edx.org

coursera.org

futurelearn.com

udacity.com

http://edx.org/
http://coursera.org/
http://futurelearn.com
http://coursera.org/


Using the Internet to Search for Jobd

MOOCs

edx.org

coursera.org

futurelearn.com

Online University courses offered to the 
public from major universities. Most classes 
are free to audit, get college credit, 
certification or a degree (fee involved)

http://edx.org/
http://coursera.org/
http://futurelearn.com


3. Develop Marketing Material 

• Put together a Core Resume        

& Cover Letter. Create a list of 

bullet points to customize for 

particular jobs

• Update your LinkedIn Profile &   

clean up your online presence

• Organize & Contact References

• Work on an Elevator Speech to 

fluently explain your background, 

skills and direction

Using the Internet to Search for JobElements of a Focused Job Search



• Check for Job Postings

• Target companies and 

organizations; your preferred 

places to work (Use a Business 

Directory to create lists of 

companies by size, location or type 

of business (ReferenceUSA, Hoovers)

• Check Your Network                                   

for information on                          

particular industries or          

companies in your field

Using the Internet to Search for JobElements of a Focused Job Search

4. Find Openings & Target Companies



Using the Internet to Search for JobReference USA (Data Axle)
Target Companies (Business Directories)

ReferenceUSA/DataAxle (available at most Public Libraries)



• Use Job Ads to research positions to 

see what skills and experience 

employers are asking for

• For quick turn around include the 

search terms “urgently hiring” or “hiring 

immediately”

• For piece work include the search 

terms “work at home”, “freelance”, or 

“telecommute” Check the sites:  

Upwork.com, Freelancer.com, 

guru.com, taskrabbit.com

• Check neighborhood businesses

Using the Internet to Search for JobUsing Job Ads & Finding Openings



InDeed.com & SimplyHired.com
Meta job search sites that search for openings on company and 
job search websites

Google for Jobs google.com
Google recently added a job search feature to its search 
engine. Simply tag the word “jobs” to a search. Recent job 
listings from job search sites and employer websites will appear

Usajobs.gov
Find jobs working for the largest employer in the US, the federal 
government

CraigsList chicago.craigslist.org
Good for finding jobs at smaller companies and for contract  
work.  Inexpensive for employers to post listings

Associations & Organizations
Do a google search for relevant associations & organizations in 
your field.  Many offer job postings and career assistance

Using the Internet to Search for Job
Job Listing Sources

http://indeed.com/
http://simplyhired.com/
http://google.com/
https://www.inc.com/fiscal-times/2017-will-be-good-for-job-seekers.html?cid=search
http://usajobs.gov/


Using the Internet to Search for JobAssociations & Organizations



Using the Internet to Search for Job
Associations & Organizations 



5. Networking

• It lets you tap into the “hidden job 
network”—many jobs are never 
advertised (some estimates say 60% are 
never listed)

• Employers prefer hiring a known quality, 
someone recommended from within

• Your time is better to spent networking 
than replying blindly to job ads 

• Networking occurs every time you meet 
someone new or reach out to a friend 
or colleague

Using the Internet to Search for JobElements of a Focused Job Search



https://www.youtube.com/watch?v=5LMkhAhaY5g

Networking

• Not the same as asking for a job. 

Usually networking contacts will 

not be potential employers

• Helpful for ongoing professional 

and personal development

• An employer not hiring today may 

be looking for someone like you 

tomorrow

• Ask for names of other people you 

may be able to connect with

• Networking is a give and take, 

offer to help and you’ll be 

remembered



https://www.youtube.com/watch?v=5LMkhAhaY5g

Networking

• Reach out to colleagues, 
clients, alumni, friends, friends of 
friends, family members, 
neighbors or anyone in your 
community

• With Covid-19, online 
networking is more important 
than ever, use LinkedIn, 
Facebook Groups, Email, Zoom

• Set up Information Interviews to 
learn about career fields and 
possible openings



Why Use It?

• LinkedIn is THE default professional networking 

tool 

• Provides a means to connect and communicate 

with friends, colleagues, industry leaders, 

recruiters & connectors

• Allows Recruiters & Hiring managers to find you 

• Allows you to control information that potential  

employers can see about you

• At a minimum, all job seekers should know about 

LinkedIn and create a “Profile” with relevant 

keywords related to the job you want

Using the Internet to Search for Job
Online Networking - LinkedIn

http://linkedin.com/
http://linkedin.com/


• Create a professional profile with industry 
keywords, a memorable headline, summary and a 
professional photo

• Connect with colleagues, key people in your 
industry, friends, and alumni

• Follow companies & organizations you are 
interested in to get updates & news

• Join relevant professional groups and participate 
in conversations 

• Post updates & share articles related to your 
career field. Like and comment on your 
connection’s updates

• Use the Search function to find people in particular 
industries or who work at particular companies

Using the Internet to Search for Job
Online Networking - LinkedIn

http://linkedin.com/
http://linkedin.com/


Using the Internet to Search for Job
Online Networking - LinkedIn

http://linkedin.com/
http://linkedin.com/


Using the Internet to Search for Job
Online Networking - LinkedIn

http://linkedin.com/
http://linkedin.com/


• An old idea first introduced in 
1937 in the book “Think and 
Grow Rich” but has taken on 
new life with the advent of the 
internet and social media

• Think of yourself as a brand and 
use ideas based on business 
marketing & advertising to best 
display your assets to potential 
employers

Using the Internet to Search for Job
Personal Branding



Prepare a story about your career 

path and who you are. A clear 

and compelling story explains the 

motivation behind your job search, 

you will likely be perceived as 

memorable, trustworthy & 

authentic

Using the Internet to Search for JobBranding – Tell A Story  



Using the Internet to Search for Job
10 Golden Rules of Personal Branding

1. Be Focused

2. Be Genuine

3. Tell a Story

4. Be Consistent

5. Be Ready to Fail

6. Create a Positive Impact

7. Follow a Successful Example

8. Live Your Brand

9. Let Other People Help Tell Your Story

10. Be future oriented, leave a Legacy
From Forbes bit.ly/2TAYbO0



• youtu.be/0a0Vm0zHFh0

Using the Internet to Search for Job
Personal Branding

http://youtu.be/0a0Vm0zHFh0


6. Interviewing & Follow Up        
• Research Company & Industry 

(GlassDoor.com, Libraries)

• Review the Job Posting to make 
sure you address what the 
company is looking for

• Get the equipment and software 
for online interviewing

• Make a list of possible interview 
questions and hold mock 
interviews to practice your answers

• Send Thank You Emails to all 
Involved 

Using the Internet to Search for Job
Elements of a Focused Job Search



• Job Searching can be 
stressful, take it easy on 
yourself

• Reach out to friends and 
family, develop an emotional 
support network

• Be Kind to Your Body  
(Exercise, Stretch, Do Yoga, 
Meditate, Dance, Pray, Eat 
Well)

Using the Internet to Search for JobLook After Yourself



Using the Internet to Search for Job
Last Thoughts

• The Hiring process today is likely to 

take longer and be different than 

what you’re used to 

• Be Patient and Kind to everyone you 

communicate with, you don’t know 

what they’re going through at this 

time

• Thank everyone who has helped you 

with your job search



Mike Buhmann

Reference Librarian

Skokie Public Library

mbuhmann@skokielibrary.info

Navigating the Job Search 

Thank You
Looking for a 

Job Today



• Resumes & Marketing Material       
Thursday, January 28, 3 PM

• Informational Interviewing              
Thursday, February 4, 3 PM

• Interviewing in the Virtual Age       
Thursday, February 11, 3 PM

Contact a sponsoring library for more help:
Evanston Public Library 847-448-8600

Skokie Public Library  847-673-7774

Niles-Maine District Library  847-663-1234

Glenview Public Library  847-729-7500

Wilmette Public Library  847-256-5025

Morton Grove Public Library 847-965-4220

Lincolnwood Public Library 847-677-5277

Upcoming Workshops: 


