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{  Why Use Google

Useful fools integrated together

Start with Gmail and expand from there
Calendar: make a schedule to stay organized

Google Docs: create your documents, practice
computer skills since Docs is similar to MSWord)

Google Drive: store your resumes & other datq)

Google Jobs: search for job openings

Google Maps: do a map based job search

Google News: research potential employers or industries
Contacts: organize your Networking contacts

Google Sheets: create a Spread Sheet to organize your
job search, similar to Excel)

Google Slides: create a presentation similar to
PowerPoint

YouTube: get advice or learn a skill



Easy to attach Resumes & Cover Letters to
an email if saved in Google Drive

Add a Signature to your sent emails with
ink fo your LinkedIn Account

Create Folders to organize
correspondence

Can add “Add-Ons’” for more features
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General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP

" Pause Inbox Add-ons Chat Advanced Offline Themes
* Starred Language: Gmail display language: | English (US) v /]
Change language settings for other Google products
© snoozed Show all language options
» Important
> Sent Phone Default country code: | United States v +
. Drafts 9 numbers:
W Trash .
cat N Maximum Show 50 + | conversations per page
» @ Categories page size:
B [Imap]/Sent
® [Imapl/Trash 1,423 Images: » Always display external images - Learn more
® Boomerang Ask before displaying external images
~ B Boomerang-Outbox
. Undo Send: Send cancellation period: | 5 ¥ |seconds
aMlke +
Default reply  Reply
behavior:
Reply all
Learn more Py
Auto- After archiving, deleting, muting, etc. a conversation:
advance: Go to the next (newer) conversation
» Go to the previous (older) conversation
Go back to the threadlist
Smart ® Writing suggestions on
Compose: . .
Find someone p . Writing suggestions off
(predictive
writing

suggestions
appear as you
COMpose an
email)



GMall

M Gmail Q, Search mail - ~ B O @

b compose Settings e ]

General Labels Inbox AccountsandImport Filters and Blocked Addresses Forwarding and POP/IMAP

" Pause Inbox Add-ons Chat Advanced Offline Themes
% Starred Signature: No signature
° Snoozed (appended at
» Important e end or Sansserif ~ T~ B I U A~ o= EviE=EEE®" Y
outgeing +
Sent
> messages) Mike Buhmann
B Drafts 9 Learn mare 708-975-8515
B Trash mwbuhmann@gmail.com
» @ Categories Linkedm.a
® [Imapl/Sent
Imapl/Trash 1,423
®  [imapl/ (] Insert this signature before quoted text in replies and remove the "-" line that precedes it.
B Boomerang
~ @ Boomerang-Outbox Personal # No indicators
al\v‘like + :ﬁ:ietl:aiory Show indicators - Display an arrow [ » ) by messages sent to my address (not a mailing list), and a doubl
’ arrow ( » ) by messages sent only to me.
Snippets: # Show snippets - Show snippets of the message (like Google web search!).
No snippets - Show subject only.
Vacation # Vacation responder off
responder: .
P Vacation responder on
(sends an
automated Firstday: December 4, 2018 ") Last day: |(optional)
reply to
incoming Subject: | |

o messages. Ifa
Find someone

contact sends  MESSI9E: SsansSerif v T+ B I U A~ o= EriZ =T EE"®”
you several —

messages, this « Plain Text

automated

reply will be

sent at most
once every 4



GMall

- . ']
| Gmail 4 @

= G Suite Marketplace

Task Management

o
L)
1]/ asana  Bsmertos
for Gmail Add-On Turn emails into tasks
C
. Trello for Gmail Asana for Gmail Smarisheet for Gmail MeisterTask for Gmail
d Add-On
k4 (1217) * ¥ (622) * (454) % (523)
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techwiser.com/best-amail-chrome-extensions/

TECHWISER

Home HowTo Internet More ~

15+ Best Gmail Chrome Extensions S
(2018)
& Abhishek Macwan @ May 17 2018 @@ Google, Internet

Gmail has a wide range of features and has improved email organization
in the recent years with the addition of categories and various other

customizations. However, there's always room for productivity and Gmail
is on the top of that list. Fortunately, there are many Chrome extensions

available for Gmail that can help you be maore productive and maybe even

give you that missing feature that you always wanted. So, we have
compiled here a list of best Gmail Chrome Extension for productivity and

ease of use.
. . Give your customers
Best Gmail Chrome Extensions the power to pay
the way they want.
1. Checker Plus for Gmail Automatically present Venmo

e . . - with PayPal Checkout.
Wouldn'tit be great if you could have access to your entire Gmail in a

Chrome Extension? Well, Checker plus for Gmail happens to fulfill that Learn More



Calendar

Keep track of interviews and appointments 31
Get reminders of events

Google Calendar

= Calendar TooAY < > November 2018 Q. Week -~ £ = QO m
November 2018 < > sun hon Tue Wed Thu - sl

18 19 20 21 22 23 24

& 3 30 3l 1 2 El GMT-06 o

1 12 13 14 15 16 17 10am

11am

12pm .
Interview at Allstate
12 - Zpm
1
Add a friend's calendar + e Email Potenti, 1pm
. 2
My calendars ~ o Call John Wayne (Ne
2 - 3pm
Mike Buhmann 2o
10on 1 Classes
4
[]  eirthdays i
[0  Reminders o
D Tasks Chamber Christmas
Gpm Party
Other calendars A~
Tpm
[0  Adult Programs
[J  Holidays in United States gpm
9pm
10pm




({l  Google Docs

. Create cover letters, resumes & GOOS[Q docs

other job search documents

= A

Formarts available for creating a
Resume or a cover letter

Easy to attach the document o @
resume or upload to a website

Practice creating documents to
help learn Word Processing Skills
(tools similar to MSWord)

Don't have to worry about storing
the document to a Flash Drive

Can save and format the
document as a MSWord file or @
PDF



Google Docs
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Google Docs

Template gallery

Recently used

+

Resumes

Resume
Swiss

Letters

Your Name

Resume
Serif

Your Name

Resume
Serif

Resume
Coral

Resume
Coral

Letter
Spearmint

Project Name

Project proposal
Tropic

Resume
Spearmint

YOUR COMPANY

Prockct Brochule

Brochure
Geometric

Resume
Modern Writer
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Your Name

Loremn ipsum dolaor sit amet, consectetuer adipiscing elit

EXPERIENCE

Company, Location — Job Title

MONTH 20XX - PRESENT

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh.

Company, Location — Job Title

MONTH 20XX - MONTH 20XX

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh.

Company, Location — Job Title

MONTH 20X - MONTH 20XX

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh.

EDUCATION
School Name, Location — Degree
MONTH 20X - MONTH 20XX

Lorem ipsum dolor sit amet, consectetuer adipiscing elit, sed diam
nonummy nibh enismod tincidunt ut laoreet dolore.

School Name, Location — Degree

B- =E === 2 £-=2-EE X /- -
0
Vel C B o T |
123 Your Swreet o
Your City, ST 12345
{123) 456-7890

no_reply@example.com

SKILLS

Lorem ipsum dolor sit amet.
Consectetuer adipiscing elit.

Sed diam nonummy nibh
euismod tincidunt.

Lapreet dolore magna
aliquam erat volutpat.

AWARDS

Lorem ipsum dolor sit amet
Consectetuer adipiscing elit,
Sed diam nonummy

Nibh euismod tincidunt ut
laoreet dolore magna aliquam
erat volutpat.

Lorem ipsum dolor sit amet
Consectetuer adipiscing elit,
Sed diam nonummy

Nibh euismod tincidunt ut
laoreet dolore magna aliquam
erat volutpat.
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Google Drive

Store Data, Documents,
Photos and more

Stores up to 15 GB of
data for free, can add
more storage for a fee

Google Drive



Google Drive
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Google Jobs

Use the Google search engine 1o search for jobs
Type in the type of job or the location with the word

“lobs” and Google will search for openings (similar to

InDeed.com)

Q library jobs

Google

ALERTS

._T;" Category Title Location Date posted Type
All Education Admin & Office Management

Get alerts for this search c |
et alerts
You can unsubscribe or control how

often you're emailed

Digital Services IT Specialist |
Niles-Maine District Library

Niles, IL

via LinkedIn

(© 4days ago (il Part-time

O Library RHC Student Employee, Job A

\Y; Code
Oakton Community College

Skokie, IL
via Glassdoor

@® 2days ago il Full-time

Library Faculty (LIB-19) [
QOaken Community College

Skokie, IL

via ZipRecruiter

O 2 dave ann

Company type Employer Send fe

Media, Communications & Writing

Computer & IT Social Services & Nonprofit Advertising & Marketing

Digital Services IT Specialist

Niles-Maine District Library
Niles, IL
Apply on LinkedIn

(© 4daysago Wl Part-time

[1save

$17 an hourPart-timelf you enjoy troubleshooting technology issues and delivering top-notch
customer service in a fast-paced library environment, this position is for you!

The Miles-Maine District Library is looking for a self-motivated, innovative, and tech-savvy individual to
join the Digital Services team. The Digital Services Department was formed in October 2015 and
continues to expand and evolve. Whether it is circulating technology equipment or leading virtual
reality workshops we are always trying new things.

+ Duties include**...

+ Troubleshooting basic computer hardware, software and network problems. Assists patrons and
staff in the usage of library equipment and software. Reviews and responds to IT request using issue

e emoa g g e g




Google Maps

Do a Drive-By Job Search by Using Google Maps

« Search for potential employers by location, then
research to see if any jobs are available A

e Scroll in for more companies
: Google Maps
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Google News

Get updates on a career field

Google

public libraries  Q
All Maps News Images Shopping More Settings Tools
All news v Past week v Sorted by date v Hide Duplicates v Clear

1~ 3 | ong Beach's Main Library Closes For Move Across Park

Gazettes.com (satire) (press release) (blog) - 19 minutes ago

A Long Beach's Main Library Closes For Move Across Park ... There will be more public
y computers with a variety of software, four study rooms with collaborative ...

‘Rocket Man' chosen as ‘A Novel Idea’ community read

KTVZ - 53 minutes ago

Deschutes Public Library has announced Rocket Men: The Daring Odyssey of Apollo
8 and the Astronauts Who Made Man's First Journey to the Moon as the ...

Closing graphic for National Day of Mourning

News-Press Now - 1 hour ago

Normal mail delivery and post office operation will resume Thursday. Public schools. St. Joseph public
schools: Open. Missouri Western State University: Open.

VVS Middle School receives $500 grant for coding activities

Rome Sentinel - 1 hour ago

VVS Middle School is one of 250 school and public libraries around the country to
receive the microfunding from Libraries Ready to Code, an initiative of the ...

Chronicle Times

Goo

NEWS



Google News

Google
Research an employer neWSg\‘??

%

GO gle skokie public library

(=

All Maps Books News Images More Settings 1

All news v Past week v Sorted by date v Hide Duplicates Clear

Where Passion and Purpose Meet
ChicagoMow (blog) - Nov 30, 2018

I'm in my second semester in the library and information science program at Dominican and have gc¢
lucky enough to land a practicum at Skokie Public ...

Stay up 1o date on results for skokie public library. Create a

The selection and placement of stories on this page were determined automatically by @ computer program. The time or date disg
reflects when an article was added to or updated in Google Mews.



Google Contacts

Create new contact

Williams

Suffix




(Il  Google Sheets

* Free to use with a Google account

* A Spreadsheet program similar to
Excel

« Use it as a tutorial to learn how to
create and use spreadsheefts

« Use it in your job search (create @
To-do list or a Networking Contact
Sheet

« To Get Started: go to Google
Docs/Click the =image in the top
left corner/then choose Sheets

Google
Sheets



Google Sheefs

Start a new spreadsheet TEMPLATE GALLERY ) | :

_|_

Schedule To-do list Annual budget Monthly budget

Today Owned by anyone + Last opened by me - V-4 [}
Networking Contacts me 12:52 PM
2018 End of Year Staff Picks Katy Jacob 12:43 PM
Schedule me 12:43 PM
To-do list me 12:41 PM
Yesterday
SPL Sign Up Technology Assistant  Dec 3,2018
Exam Proctoring me Dec 3,2018

Previous 30 days
Patron Issues me Nov 25, 2018

Patron Feedback: Pop-ups Katy Jacob Nov 25, 2018



Google Sheefs

Networking Contacts | a m m

File Edit View Insert Format Data Tools Add-ons Help All changes saved in Drive
~ o~ & P 00% - § % .0 .00 123-  Aral - 10 - B I S A & H R R LR ~ R ~ -
ﬁ\_

A B C D E F G H |
1 Name Email Phone Date Called Company Worked | Position Rating for Help Notes &3
2 | John Wayne Jjwayne@gmail.com 7734444444 12/02/2018 MGM Actor 5 Has a friend in production
2 Humphrey Bogart |jwayne@gmai|.com |84?—888—8888 11/28/2018 Warner Brothers Actor 3 Told me about a job as camerar (/)
4
5
6
T
: [ ]
L}

a9
10
1
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31
3z

+ = Sheet1 (4] >



[l  Google Slides

-

* Free to use with a Google account

* A Presentation program similar to
PowerPoint

« Use it as a tutorial to learn how to
create presentations

« To Get Started: go 1o Google
Docs/Click the = image in the top
left corner/then choose Slides

Google Slides



Google Slides

Slides Q

Start a new presentation

Making
Presentations That

Your big idea
by Made to Stick

Recent presentations

Get a Job!

Rating Experiential Retail
Strategies in Your Library

Get a Job

Opened 12:57 PM P Opened Sep 28,2018

Photo album

Library Experiential Retail...

TEMPLATE GALLERY c

o0 ol wezkend of activides!

Wedding Portfolio
Owned by anyone ~ = Az

Your Elected Officials
Online

Skokia Pubic Library
12,207

Your Elected Officials Onli...
Opened —




Google Slides

+ Your big idea | B [ PrResenT -~ m m
“=l  File Edit View Insert Format Slide Arrange Tools Add-ons Help Lastedit was 28 minutes ago
1 E—] i i A
Mak » In this presentation
o
A e Click to add title
v Click to add sublitle
3 Simple Light
Making
L} .
to add title
: Presentations That
How many languages do
you need to know to Stick
- Simple Dark
5
A guide by Chip Heath & Dan Heath Click to add title
. e
Streamline
7
8
Click to add speaker notes Eoriis o N

Import theme



3 YouTube

Tuforials on various job

related subjects

« Networking (Both face to face &
Online)

« Resumes & Cover Leftters

» Personal Branding

» LinkedlIn Profiles & Groups

« Technology (MSOffice &
Programming)
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