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Instructor Outline
Job Searching

Title: Searching for Jobs
Length: 90 minutes
Description: Create a quick reference sheet for filling in job applications.  Explore career options and identify networking opportunities.  Evaluate online job search sites and in-person job application skills.
Audience: People that have basic computer skills and an email address.
Learning Objectives:

Students will:
1. Identify what is needed to begin the job search process
2.  Explore career options

3.  Identify companies/industries where you want to work

4. Determine 2-5 networking avenues to pursue

5. Prepare to apply for a job in person
6. Appraise online job board sites

Special considerations:
This class was created using Firefox and Windows XP. Content and handouts should be adapted for use with other systems.

Optional: Add bibliography of books about Job Searching (available at your PCC or library) to the handout.
Introduction









Time: 10 minutes
· Introduce self

· Announcements

· Overview of objectives
· OK to ask questions
· Have participants introduce themselves to 3 new people. Have them share one thing they do and what kind of job they are looking for. Listen in to their conversations to get an idea of what their interests are, and incorporate them into the class if possible.
Identify what is needed to begin the job search process
Time: 10 minutes

· Create an up-to-date summary of your qualifications.  Include:

· Work Experience

· Job titles, duties, dates held, wage
· References 

· Education and Training

· Transcripts

· Licenses & Certifications

· Military Service

· Separation papers

· Training Record
· DD Form 2586

· Personal identification and Proof of Citizenship

· Birth Certificate, Social Security Card, Driver’s License, etc

· Email address

· An email address is essential for many aspects of a job search, including completing online applications and using Internet job sites like Monster.com. 
· Suggest an email class for those who need help with this.
· Activity - Hand out the Job Application Activity worksheets. Students can complete the application after the class.  They can use this practice application as reference in the future.

Explore career options

Time: 15 minutes

· Develop a list of possible occupations
· Vocational Exploration

· College in Colorado, http://secure.collegeincolorado.org/Career_Planning/_default.aspx
· Quintessential Careers, http://www.quintcareers.com/career_assessment.html
· Bureau of Labor Statistics,  http://www.bls.gov/oco/cg/cgindex.htm
· Career InfoNet, http://www.careerinfonet.org/
· Occupational Outlook Handbook, http://www.bls.gov/OCO
· Career Voyages, http://www.careervoyages.gov/index.cfm
· O*NET Online, http://online.onetcenter.org/
· Researching occupations
· The internet can be a good tool for researching and finding opportunities.  
· Research which companies are big employers in your area.  
· Find specific people in the company to contact from your field. 
· Determine which associations are the most popular in your field. 
· Find out where people in a company gather socially for networking.
· Activity – Have students make a list of 3 occupations they are interested in applying for.
· Any questions?

Identify companies/industries where you want to work
Time: 15 minutes
· Most jobs are not advertised - 80% of all positions are filled without employer advertising.  The come from recommendations from employees, referrals from trusted associates, recruiters, direct contact with candidates.
· Activity – Using the list of three occupations, have student explore the internet for one company for each occupation that is in your local area.
· Any questions?
Assemble 2-5 networking avenues to pursue

Time: 10 minutes
 Networking is making connections:
·  Socially - 
· Friends and family

· Social organizations and church

· Recreational groups or fitness clubs
· Professionally - Many career fields have professional or trade associations that you can join to make connections and find out about job openings. In addition, sometimes there are social groups that meet to network and share knowledge in a specific field. 

· Professional Associations & Groups

· Business networking groups

· Professional and trade groups

· Former colleagues, professors and alumni groups
· Online Social Media Sites

· LinkedIn

· Facebook

· Meetup

· Twitter

· Blogs
· Activity – Have each student write down 2-5 networking avenues for each of the 3 occupations they have identified.
· Any questions?

Prepare to apply for a job in person

Time: 20 minutes

· Direct Contact

· When you are applying for a job in person, business casual attire is usually appropriate. It is always important to be neat, tidy, and well-groomed and to present a positive image to the employer.

· Don't wear jeans or shorts, tank tops, crop tops or anything especially low cut (shirt or pants) or too short (skirt). Make sure your hair and fingernails are well groomed. Wear moderate shoes. Don't wear spike heels, platforms, flip flops, or your favorite pair of old ratty sneakers. 
· When you apply for a job in person you may be asked to complete a paper application or you may apply via a hiring kiosk. For example, many retail stores, like Target and WalMart, having hiring kiosks where you complete an electronic version of a job application, rather than a paper application form. 

· Carefully read the instructions for applying for employment - before you click the Submit button or turn in your application. The company will regard applications that are submitted correctly and accurately in a much better light than those from candidates who don't follow the instructions. 

· When you are applying for jobs in-person, it's important to be prepared for a quick interview to take place as soon as you hand in your application. 

· Be prepared to answer interview questions about your employment history and education, including questions about why you want to work at the company and why you are qualified for the job. 
· Especially when applying for part-time jobs, you may also be asked what days and hours you are available to work. Know your schedule and availability before you apply.
· When you apply for jobs in person, see if you can get a business card from the store manager or hiring manger. Then follow up with a thank you note or email message thanking them for considering your application.

· If you were able to interview when you applied, say thank you for the interview, as well. 
· Volunteering/Internship
· Offer to volunteer with a company you are thinking about working for.  People like to hire folks they are familiar with and volunteering puts you on the inside where you can be recognized if there is an opening
· Activity – Role play - Have one participant be a local employer and one being a person looking for a job.  The job seeker should ask for employment.  Have three of four participants in each group, so there are one or two observers. Have the observers give feedback and discuss the activity.
· Any questions?

Appraise online job board sites
Time: 10 minutes

· Online Job Board Sites

· Connecting Colorado 
Colorado Department of Labor and Employment provides this site as a free resource to job seekers. 

· Craigslist 
A good source for local part-time work. Search by keyword, job category, or by all part-time positions available. Also see Craigslist Gigs for labor, freelance, and part-time positions.

·  Career Builder Job Search 
Search by company, job type, industry.

· Indeed
Search by job title, company, or state. 

· Job Hunters Bible Job Listings 
Find which the best sites are. Also learn the limitations of all job opening sites on the Internet.
· Job-hunt.org 
· Jobing.com
Post your resume, search jobs and research local and national companies.

· Career Journal from the Wall Street Journal Job Search 
Search by corporate partners, category, country or the Wall Street Journal print ads only.

· Chronicle of Higher Education Career Network 
Jobs from more than 1,000 institutions. No job listing older than
30 days. Source for college and university faculty members and administrators.

· Colorado Nonprofit Association Job Board 
Find job listings in the nonprofit sector.

· Cool Works.com 
Postings for jobs in national & state parks, resorts, cruise vessels
and more.

· Classifieds 
Job listings from the Denver Post.

· Denver Area / Front Range Colorado Jobs 
Search jobs, view all jobs, view companies, brought to you by Nation Job Network, an electronic recruiter.

· USA Jobs 
The federal government's official one-stop source for federal jobs and employment information.

· Monster.com
Search over 800,000 jobs, build and post your resume and access thousands
of pages of career info and advice.

· Simply Hired 
Searching jobs from thousands of job boards, classifieds, and company sites.

· Dice.com
Recruiting services for technology professionals. Search by keyword,
job title, skills, state, city or area code.

· EmpleosCB
Helping Latinos find success. Powered by CareerBuilder. Site is in English.

· Net-Temps
Online recruiting service for the staffing industry.

· Andrew Hudson's Jobs List
Andrew Hudson's site is free to job seekers and targets local professionals and employers in the Rocky Mountain Region. 

· Resources available for older workers

· AARP has a lot of great information for older workers, including help on writing resumes and cover letters, ideas for part-time employment, and articles on retirement planning. AARP also has a job search board which includes positions from age-friendly employers.

· Quintessential Careers has a very comprehensive list of job and volunteer sites for older workers as well as articles on job hunting, resumes, and interview strategies. 

· Resources for people reentering the job market after being incarcerated

· The book Go: Getting On After Getting Out is a Colorado-centric publication that provides a wealth of information about community agencies, workforce centers and other places to find help, tips on how to fill out an application, and what to say about your criminal history when you are asked about your conviction. Many libraries in Colorado have the book in their collection. Ask for it at your local library. If they don't have it, they can probably get it for you through interlibrary loan. 

· Resources for temporary or part-time work
· The local phone book's Yellow Pages may also have employment agencies listed. 
· Craigslist is a good source for local part-time work. Job seekers can search by keyword, job category, or by all part-time positions available. Additionally, some labor, freelance, and part-time positions are listed under the Gigs section.

· Net-Temps is an online recruiting service for the staffing industry.
· Activity – Experiment with 3 of the online job board sites. Use one to look for jobs in the 3 fields previously identified.
· Any questions?

Conclusion 









Time: 10 minutes
· Any final questions?
· Evaluation & Thank You
[image: image1.png]

[image: image2.png]COLORADO pPuBLIC

COMPUTER CENTERS




