Job Search Toolkit: Getting Started 
Reviews and Comments from Workshop Participants
  

Occupations and Career Exploration 

The North Carolina Career Resource Network has online resources for career information, self assessment, and employment trends in North Carolina.

 

O*NETTM OnLine!  This system serves as the nation's primary source of occupational information.
O*NET® Career Exploration Tools are self-directed career exploration/assessment tools to help workers consider and plan career options, preparation, and transitions more effectively.

 

NC LIVE Resources
 

Selected books for occupations and career exploration

 
Networking and Online Social Networks

Today many people find jobs through referral from friends, colleagues, alumni, or family and social networking sites.

 

Online Social Networks

Linkedin 

Facebook 

MySpace 

Twitter 

 

Information about the use of social networks and networking for job searching

Networking 

Social Networks 

 

 

Free email accounts 

Free email accounts, a necessity for today's job seeker, are available at the following addresses and only require a few minutes to sign up. 

Gmail – Google’s online email 

Hotmail – Microsoft’s online email  

Yahoo! Mail– Yahoo!’s online email   

 

Coping With Unemployment

Unemployment Benefits

The North Carolina Employment Security Commission offers online unemployment information and filing.  Unemployment benefits are based on combinations of federal and state statutes. North Carolina's unemployment compensation program is administered by the North Carolina Employment Security Commission and provides monetary compensation to workers who have been terminated without cause, through no fault of their own. You may be eligible for unemployment benefits if you become unemployed if you have become unemployed due to business closing, downsizing, a layoff, or something that was not your fault, you may be eligible for unemployment benefits.  

 

Health Insurance

The federal law, Consolidated Omnibus Budget Reconciliation Act (COBRA), allows qualified employees to continue their health insurance benefits, at their expense.  The American Recovery and Reinvestment Act of 2009 (ARRA) provides for a 65% reduction in COBRA premiums for certain assistance eligible individuals for up to 9 months.

 

Severance Packages

Information on what's typically covered in a company's written severance policy, typical severance payments and when you may be able to negotiate a severance package, provided by Marikay Jung, Recruiting and HR Professional, from the jobsearch.about.com website.

 

Coping Strategies

Links from the New York Public Library online employment resources

 

State Agencies

The following agencies provide assistance in the job search process.

North Carolina Department of Commerce
North Carolina Employment Security Commission
JobLink
North Carolina Department of Labor
North Carolina Community Colleges
Notes on Getting Started

At your tables form groups of 3 or more and review the resources to answer the following questions.  

1. Name of resource, what do you like about it?
2. What didn’t you like about it?
3. How would you use this resource in your library? 
1. Name of resource, what do you like about it?
2. What didn’t you like about it?
3. How would you use this resource in your library? 

Job Search Toolkit: Where To Find Jobs 
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North Carolina Jobs Online

· Links to North Carolina Newspapers

NewsLink-NC Newspapers - Local Newspapers Online 

North Carolina Press Association - Member Newspapers Online 

 

· Links to North Carolina Online Job Search Engines

State Library Employment Link – list of library jobs in North Carolina 

North Carolina Office of State Personnel – job postings for the state of North Carolina 

Job Openings from the North Carolina Employment Security Commission 

Craig’s List – localized - Search North Carolina Cities by job type 

Indeed – searches job sites, newspapers, associations and company career pages.  You can also search nationwide. 

 
North Carolina Job Search Resources

JobLink Career Centers – offer employment and training services that can help job seekers find a new or better job.  Local workforce development professionals from diverse partner agencies work together under one roof to help provide these services. JobLink Career Centers also serve businesses.  Services available at JobLink Career Centers.  

North Carolina Career Resource Network – list of links to online job search and career websites.  Includes information about resumes, interviews and career choices. 

 
National Jobs Online

· Links to National Online Job Search Engines

SnagaJob – a source for hourly and part-time jobs 

Simply Hired – job search made simple, searches thousands of job boards, classifieds, and company sites. Advanced search options include type of job, type of company, keyword, location and the date the job was posted. 

CoolWorks - Jobs in Cool Places  – seasonal jobs, cruise ships, camps, and internships 

More Job Sites – list of additional job search engines from About.com 

USA Jobs – United States Federal Government official job site 

RealMatch – matches job seeker's qualifications and preferences with the employer's requirements 

 

· National Job Search Resources

About.com – comprehensive collection of resources for job searching 

The Riley Guide – exhaustive list of links to sites with job listings    

Vault – for professionals and students pursuing careers  

Monster – find jobs, network, build a career  

Careerbuilder – U.S.’s largest online job site 

Local Online Jobs
Notes on Where to Find Jobs
At your tables form groups of 3 or more and review the resources to answer the following questions.  

1. Name of resource, what do you like about it?
2. What didn’t you like about it?
3. How would you use this resource in your library? 

1. Name of resource, what do you like about it?
2. What didn’t you like about it?
3. How would you use this resource in your library? 
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Free Email Sites

Before a job searcher begins to fill out a job application they will need to have a valid email address.

Free email accounts are available at the following sites

Hotmail – Microsoft’s online email

Yahoo! Mail – Yahoo!’s online email

Gmail - Googles online email

 

Applications

Worksmart - Tips For Success; tips on filling out a job application

Fill in Fact Sheet to carry with you on your job search,  from worksmart.ca.gov.

 

Online Job Applications 

Create Your Own Practice Application
If the job seeker is not comfortable filling out forms using a computer it might be helpful for them to practice.

Job Application Guide  This job application guide includes information on how to complete a job application, including paper applications, online applications, and employer-direct applications. You can also review job application samples, examples, and forms.

Online Jobs and Kiosks from the Riley Guide - Unemployment Opportunities and Job Resources on the Internet.

Job Search Toolkit: Resumes and Cover Letters 
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Print:

Selected Books about resumes and cover letters

 

Online:

NC LIVE Resources
 

North Carolina Career Resource Network – exhaustive resources including resume and interviewing information
 

JobLink Career Centers – offer employment and training services that can help job seekers find a new or better job.  Services available at JobLink Career Centers:

Free computer access 

Career guidance 

Resume preparation 

 

The Riley Guide – help with resumes and cover letters

 

USA Jobs – Information Center – Official job site of the US Federal Government: includes help with resumes, interviewing, hiring trends, writing and cover letter tips
 

Careerbuilder.com – free resume review 

 

Monster.com –  advice, resumes, and letters

 

Free Resume Test – check to see if yours stands out in a crowd

 

About.com – comprehensive collection of resources for cover letters, resumes, etc.

 

Vault – resume advice, and interview questions for professionals and students pursuing careers

 

Resume Resource – resources for resumes, cover letters, interviews, etc.

 

Yahoo! – Hot Jobs Career Tools includes interviewing tips and a guide to resumes and cover letters

Job Search Toolkit: Interview Tips 
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Getting Ready

Job Interview Checklist
 

In-person Interviews

Interview Dos and Don'ts
Interview Tips (video) 
 

Telephone Interviews

Telephone Interview Tips
 

Dress for Success

How to Dress for an Interview
 

Questions to Expect

Types of Questions
35 Questions - be prepared to answer these 35questions

 

Questons to Ask

Questions to Ask Potential Employers
Notes on What to Prepare
At your tables form groups of 3 or more and review the resources to answer the following questions.  

1. Name of resource, what do you like about it?
2. What didn’t you like about it?
3. How would you use this resource in your library? 

1. Name of resource, what do you like about it?
2. What didn’t you like about it?
3. How would you use this resource in your library? 
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Print: (**=also available in e-book format at NetLibrary)

Career Exploration

Bolles, R. N. (2009). The 2009 What color is your parachute?: A practical manual for job-hunters and career-changers. Berkeley, Calif: Ten Speed Press.

Farr, J. M., & Shatkin, L. (2009). Best jobs for the 21st century. Indianapolis, IN: JIST Works.

Farr, M., & Shatkin, L. (2009). 300 best jobs without a four-year degree. Indianapolis, IN: JIST Works.

Fields, J. (2009). Career renegade: How to make a great living doing what you love. New York: Broadway Books.

Greengard, S. (2008). The AARP crash course in finding the work you love: The essential guide to reinventing your life. New York: Sterling.

Tieger, P. D., & Barron-Tieger, B. (2007). Do what you are: Discover the perfect career for you through the secrets of personality type. New York: Little, Brown and Co.

United States, & JIST Works, Inc. (2008). ** Top 300 careers: Your complete guidebook to major jobs in every field. Jist's top careers series. Indianapolis: Jist Works.

Zichy, S., & Bidou, A. (2007). ** Career match: Connecting who you are with what you'll love to do. New York: AMACOM, American Management Association.

 

Job Searching

Beshara, T. (2006). The job search solution: The ultimate system for finding a great job now! New York: AMACOM, American Management Association.

Bolles, M. E., Bolles, R. N., & Bolles, R. N. (2008). Job-hunting online: A guide to job listings, message boards, research sites, the UnderWeb, counseling, networking, self-assessment tools, niche sites. Berkeley: Ten Speed Press.

Dikel, M. F., & Roehm, F. E. (2008). ** Guide to Internet job searching. New York: McGraw-Hill.

Shapiro, C. (2008). What does somebody have to do to get a job around here!: 44 insider secrets and tips that will get you hired. New York: St. Martin's Griffin.

Shatkin, L. (2009). 150 best recession-proof jobs. JIST's best jobs series. Indianapolis, Ind: JIST Works.

Shatkin, L. (2008). 150 best low-stress jobs. JIST's best jobs series. Indianapolis, Ind: JIST Works.

Yate, M. J. (2008). Knock 'em dead 2009: The ultimate job search guide. Avon, Mass: Adams Media.

 

Resumes and Cover Letters

Criscito, P. (2008). How to write better résumés and cover letters. Hauppauge, N.Y.: Barron's Educational Series.

Farr, J. M. (2008). ** The quick résumé & cover letter book: Write and use an effective résumé in only one day. Indianapolis, IN: JIST Works.

Karsh, B., & Pike, C. (2009). How to say it on your résumé: A top recruiting director's guide to writing the perfect résumé for every job. New York: Prentice Hall Press.

Kennedy, J. L. (2007). Resumes for dummies. --For dummies. New York: Wiley Pub.

Kursmark, L. (2008). 30-minute résumé makeover: Rev up your résumé in half an hour. Indianapolis, IN: JIST Works.

Rosenberg, A. D. (2007). The resume handbook. Avon, Mass: Adams Media.

Schuman, N., & Nadler, B. J. (2008). The everything resume book: Create a winning resume that stands out from the crowd. Avon, Mass: Adams Media.

Troutman, K. K. (2007). Federal resume guidebook: Strategies for writing a winning federal electronic resume, KSAs, and essays. Indianapolis, IN: JIST Works.

Walsh, R. (2007). The only resume and cover letter book you'll ever need. Avon, Mass: Adams Media.

Whitcomb, S. B. (2007). ** Résumé magic: Trade secrets of a professional résumé writer. Indianapolis, IN: JIST Pub.

Yate, M. J., & Yate, M. J. (2008). Knock 'em dead résumés: Smart advice to make your online and paper résumés more productive. Avon, Mass: Adams Media.

Yate, M. J. (2008). Knock 'em dead cover letters: Great letter techniques and samples for every step of your search. Avon, Mass: Adams Media.

 

Interviewing

Beshara, T. (2008). ** Acing the interview: How to ask and answer the questions that will get you the job. New York: American Management Association.

Corfield, R. (2006). Successful interview skills. London: Kogan Page.

Farr, J. M., & Gaither, R. (2009). Next-day job interview: Prepare tonight and get the job tomorrow. Indianapolis, IN: JIST Works.

Fry, R. W. (2007). 101 great answers to the toughest interview questions. Clifton Park, NY: Thomson Delmar Learning.

Greene, B. (2008). Get the interview every time: Proven strategies from Fortune 500 hiring professionals. New York: Kaplan Pub.

Kennedy, J. L. (2008). Job interviews for dummies. --For dummies. Hoboken, N.J.: Wiley.

Oliver, V. (2005). 301 smart answers to tough interview questions. Naperville, Ill: Sourcebooks.

Ryan, R. (2008). 60 seconds & you're hired! New York, N.Y.: Penguin Books.

Whitcomb, S. B. (2008). Interview magic: Job interview secrets from America's career and life coach. Indianapolis: JIST.

 

Encyclopedias

Career information center. (2007). Farmington Hills, MI: Macmillan Reference USA.

Ferguson Publishing. (2008). Encyclopedia of careers and vocational guidance. New York, NY: Ferguson.

 

E-books

NC LIVE Career Resources and E-books
Job Search Toolkit: NC LIVE Career Info and E-books 

Career Library via EBSCOhost

Career Library offers a comprehensive information resource for career and college research. Five user-friendly components help users match their interests to occupations, education prospects, and more.

 

The Exploration Center lets users assess career interests and explore information pertaining to occupations and higher education. It contains interest and skills assessments, connecting results to a career cluster and/or occupation list. It provides various search options and important information including: Occupation Search, College Search, Financial Aid Information, Apprenticeships, Military Occupations, College Majors, State-specific Data, Occupation Video Library (English and Spanish), and more.

 

The Planning Center lets users obtain printable resources and gather information to assist with entering the higher education community or the workforce. It includes resources such as a resume builder, and checklists for college and career planning.

 

The Resource Center lets users search for web resources related to colleges/universities, careers, curriculum, and much more. It provides information on items including: "Cool Jobs" (job profiles on up-and-coming or out-of-the-ordinary careers), Web Resources, Full Text Articles, Standards-aligned Curriculum, Occupation Video Library (English and Spanish), State-specific Data, and more.

 

The Activity Center offers ways for users to test their knowledge on history, vocabulary, math, English, and occupations in an engaging environment. It includes items such as Interactive Quizzes on history and vocabulary, online polls, sample proficiency and standardized test questions, GED sample tests and more.

 

LearningExpress Library via LearningExpress

Learning Express provides an interactive online learning platform of practice tests and tutorial course series designed to help patrons, students, and adult learners succeed on the academic or licensing tests they must pass. You'll get immediate scoring, complete answer explanations, and an individualized analysis of your results.  LearningExpress also provides study guides, test-preparation, and career/resume e-books to help people prepare for tests, explore careers, advance in school, or pass licensing, certification, or competitive entry-level exams. 

List of E-book Titles and Practice Tests
 

NetLibrary via NetLibrary

NetLibrary e-books offers access to the full text of more than 22,000 reference, scholarly, and professional full-text books online.  There are over 400 titles that cover career exploration and resumes/cover letters/interviewing.

Career Related E-book Titles
 
ReferenceUSA via infoUSA

ReferenceUSA is a searchable database with detailed information, including addresses and phone numbers, on more than 14 million U.S. businesses, 210 million U.S. residents, 855,000 U.S. health care providers, and 285,000 executives at 95,000 high-tech companies.  Job seekers can look for companies that match their degree or interest, conduct research about industries and companies, and find executives (especially Human Resource officers), corporate families, and company descriptions.

PAGE  
1
State Library of North Carolina

         
Job Search Workshops

     March 2009


