Prepare a Job Search Plan

ILLINOIS \

o workNet The lllinois workNet Center System, an American Job Center, is an equal opportunity employer am. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipmen
CENTER by calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. For more information, please refer to the footer at the bottom of any webpage at illinoisworknet.com.

- * e
americanjobcenter



® Get Prepared Unit
Lesson 2A1: Get Organized

'ﬁ Learn ' Identify

.3 E101 8 Learn about the things you need . E101 Bidentify Use the Notes tool to

. . .
Act I VIt Ste S . e Bl ok sesdfich. . enter information about your previous
[ employment, education, licenses or credentials,

references, and recommendations.

1. Learn things you need to begin a job search. Get Organized e R

2. Identify: Use the Notes tool to enter T Add notes about what you still
information about previous employment, S need to get from the checklist for
education, licenses or credentials, references, vttt your job search.

and recommendations.

. 9 k Complete

3. Complete the activity response by updating

the Career Plan step called "Get Started: : o ’ e o o et 0
) o e N ctep called "Get Starteck Learn Update step for Career Plan by:
Learn how to prepare to find a job. hov to prepare to find a job. « Add a date you want to begin.
a. Set Start and End dates. e \ Complese he iy esponse: updte your e lon i called it * Add a date you plan to finish.
b. Include missing items on your checklist OpenmmmkNMw ry— . Erteinumbker of hourStVOU
i i Charoscarsr || -Gt e e b o prepar 0 i o plan to work on your step.
in the Notes portion of the step. - o Enter additional notes.
: S ———— i ~ || * Update Status to Started/Open
. s o . when you add a date.
Duration — 5-20 Minutes . S * Click the Update button to
return to the learning module.

More Resources:
® The Nine Steps of your Job Search (PDF)

:L.@.s:wkNet e Job Search Plan (PDF)
A e Job Search checklist

—x .
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https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf
https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf

® Get Prepared Unit

Lesson 2A2: Prepare Resume

Activity Steps

1.

Learn why everyone needs a resume.
a. Learn what keywords are
b. Learn what action words to use
c. Learn the types of resumes

Identify keywords and action words to use

on your resume in the Notes Tool.

Review how to use the resume builder tool

available on lllinois workNet.

Complete the activity response - update the

career plan dates on "Prepare your

resume." In the notes portion, include your
keywords and the type of resume that is

best for you.

Duration - 7 - 20 minutes

More Resources

e Pick your Style, Resume Style that is
e Sample Resumes

* Resumes in a Custom World

e Keywords Are the "Key" to Your Resume

-ﬁ Learn

' Identify

' Review

(‘i E101 8 Learn why everyone needs a <«
resume.

revious

Prepare your Resume

Resume
Your resume tells employers about your work and education experience. This
activity will help you explore which resume might be best for you. The resume is

what encourages employers to set up an interview with you

Pick a style of resume:

«««««

Functional Resume -

Highlights skills and accomplishments. This

style of resume s great for people with

imited work history, er who have gaps in

emplayment history.

.(J E101 WPidentify Use the Notes tool to
enter your Keywords and Action Words.
Note *

BIUS E= ¥ EE

revious

k Complete

DIReview how to use the resume builder
tool available on lllinois workNet.

...,\ yorkNet Resume Builder. O
:L.Nﬁso KNet
\W"rCENTERe

americanjobcenter

Resume Builder
Tool Overview

https://youtu.be/Vin8e-bNh-I

(4
ILLINOIS\ Being Seen
workNet . .
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* Your best Generic Resume

* Resume: share and share alike
e Resume Writing Guide on IwN
* Job Search Plan (PDF)

* Videos to watch from YouTube

playlist

.Y E101 R Complete the activity

response - update the career plan
dates on "Prepare your resume.”
In the notes portion, include your
keywords and the type of resume
that is best for you.

i Toe

Epdate the step for your Career
Plan by:
* Adding a date you want to

k Complete the activity respons
resume.” In the notes portion, in|

== Get a job or work experience.
Open Il/i [

st

begin.

* Adding a date you plan to
finish.

* Enter the number of hours you
plan to work on each step.

* Enter any additional notes.

* Update Status to Started/Open
when you add a date.

* Click the update button to
return to the learning module.



https://youtu.be/Vjn8e-bNh-I
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=9
https://www.illinoisworknet.com/DownloadPrint/Sample%20resumes.pdf
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=10
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=7
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=6
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=376
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=11
http://illinoisworknet.com/Qualify/Pages/Resume.aspx
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf
https://www.youtube.com/watch?v=Bo4XuEZDvY4&list=PLlkuU1Id_xm-DKLXROQiXuYYMoNqASnr1

Get Prepared Unit

Lesson 2A3: Prepare your portfolio.

Activity Steps

1.
2.

Learn what a portfolio is.

Identify what items you could include in a
portfolio. (Some examples include your
resume, images of projects you have
completed, samples of your writing or
PowerPoint skills, links to websites you
designed, or photos of cars you repaired.)
Complete he activity response update the
career plan dates for "Organize your
information." In the notes section, type in
items that you know you will include in your
portfolio.

12 — 25 minutes

More Resources
*Portfolio Basics (2014)
*Job Search Plan (PDF)

Duration -
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-ﬁ Learn

' Identify

.(J E101 B Learn what is a portfolio

Prepare your Portfolio

What is a portfolio?
A portfolio is a scrapbook of sorts for the best things that represent your work or

education. A portfolio is not just for artists. This activity shows the things that you

may include in your portolio

Proof of Residency

Include In Portfollo Don't Include

.(‘5 E101 WP Identify what items you could
include in a portfolio

Download Checkdist

Note *

BIUS EE xx EE

‘Some examples include your

ime. images of projects you have completed, sampies of your wriing or Pow
designed, or phatos of ars you repaired

yerPoint skills, links 1o websites you

Fill in the notes for your
plan.

The notes save as you

k Complete

.(ﬁ E101 R Complete he activity response:
Update your career plan dates for "Organize
your information”

& Complete he activity respons

‘Open lllinois workNet Career Plan

Change Career Plan

e: Update your career plan dates for *Organize your information!

Organize your information.

Service addresses the following situations

Fundecr

type.
6Update the step for your Career
— Plan by:
e * Adding a date you want to
begin.
* Adding a date you plan to
finish.
* Enter the number of hours
you plan to work on your
ST step.
* Enter any additional notes.

« * Update Status to
Started/Open when you add
a date.

* Click the update button to
return to the learning
e - module.



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=22
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® Get Prepared Unit

Lesson 2A4: Prepare a plan.

-ﬁ Learn k Complete

ACtiVity Steps ﬁ&:sluﬁol:::gt::a:emsm ADD NEW GOAL
. . roductive.
1. Learnabout the items to make your job A
search plan productive.
2. Create goals to complete your job search Frepane.a;klan /
. . — S Create a Goal by:
plan. i.e. get dates for work experience, or : o .

) —_— R * Typing in something that
request a recommendation to add to , you want to achieve
portfolio  Select whether it applies

! —— ' to Employment,
Prepare a Job Search Plan Education’ le'ng
What do you need to do to make your job search productive? Independently Or Support
Services
* Select Short-term or Long-
term
Click the box to the left after you hove reviewed each item.
Duration - 5 - 10 minutes B el
More Resources ot ooty
* How to Make SMART Goals T -

e Tips for Youth — Setting Goals
e Setting Goals 101
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=2
https://www.illinoisworknet.com/pages/article.aspx?articleID=181
https://www.illinoisworknet.com/pages/article.aspx?articleID=119

® Get Prepared Unit
Lesson 2A5: Quiz

R com plete
e o (j E101 Test your knowledge of what you
ActIVIty Ste p : :Sasrer::;e'l'nlleligueslions will be on the post-
Test your knowledge of what you

learned. These questions will be on the
Post-Assessment test.

revious | B Mark Complete

After answering the question, the
correct answer will be given.

Mark the box at the top of the lesson
panel that says “Mark Complete”
when the quiz is finished.

TTTTTTTTTT

Duration — 5 Minutes
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®® [ind Jobs Unit

Lesson 2B1: Network.

-ﬁ Learn

' Identify

Activity Steps .(j'E1(!1 1§ Learn the ways to network _I:’SEVEVL(:LI;HEHUW places to begin
1. Learnabout: Network
a. The ways to Network e fs e =
i. Virtually S Fill in the notes for your
ii. In-Person plan.

Learn about elevator speeches
c. Learn about additional networking
material
i. Networking card
ii.  Networking handbill
2. Identify places to begin networking.
3. Complete the activities update the career
plan dates on Marketing Yourself.

Duration - 5—15 minutes

More Resources

e Start with Why - Simon Sinek
* 30 Second Elevator Speech

* Get Prepared to Network

* Introducing Yourself to Others

Networking

Getting to know new people is
what networking is all about.
Remember, it's not about who
you know, but who they know.
When you are networking:

* Market the skills on your
resume and when you speak
in an interview.

¢ Be clear about what you are
looking for - know what your
job search goal is.

»_You can find jobs from your
friends and other people:

k Complete

. E101 k Complete the activitiy response:

Update the career plan dates for "Marketing
Yourself".

Xk Complete the activitiy response: Update the career plan dates for "Marketing Yourself",

Open lllinois workNet Career Plan

The notes save as you
type.

Update the step for your Career
Plan by:

Adding a date you want to
begin.
Adding a date you plan to
finish.

Enter the number of hours you

plan to work on your step.
Enter any additional notes.

Update Status to Started/Open

when you add a date.

’\. - - * Click the update button to
G Nt Markt?tlng Your Skills . return to the learning module.
N, CENTER e 2020 s the Year Everyone Learned to Connect Virtually

X .
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https://www.ted.com/talks/simon_sinek_how_great_leaders_inspire_action?language=en
https://www.illinoisworknet.com/DownloadPrint/30secondelevatorspeech22013.pdf
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=20
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=101
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=374
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=375

® ® Find Jobs Unit

Lesson 2B2: Search for job openings.

-ﬁ Learn

' Review

Activity Steps el e B3 | | ©Learn how to track / organize job search. After you watch the
1. Learn about places to search for job _ : video, mark the box
. . Search for Job Openings Mark Complete” in the
openings: — Job Search : upper right corner of the
a. Job boards Organizer learning module to move
o the next item.
. Niche sites Tool to the next it
C Where can | look for job openings?
C. ompany po sts TS 2 g0 0512 s of e wher o canead s nd 5ty
d. Associations
e. Social media & cameEr MobPro _ Sa
2. Learn how to track / organize job search. Dolassdoor- [y CO m p I ete
3. Complete this activity update the career snagajob = 0
o = E101 Rk Complete the activitiy response: « Previous c.,...pue Nsn»
plan dates for the Step "Use a strategic job S Upl:latethel;:are::ﬁlanfda;esfobr?‘(Usepa - Update the Step for your Career
Job Boards - like Monster, Niche Sites - focused on Social Networking - especially strategic job search to find a job™. Plan by-
H 1 n Career Builder & Google - specific industries. Linkedin with it's professional . . :
Sea rch to f| nd a JOb- search jobs near me o R Complete the activitiy response: Update the career plan dates for “Use a strategic job search to find a job™. . Addlng a date yoU Want tO
Open lllinois workNet Career Plan UPDATE STATUS beg| n.
— RS * Adding a date you plan to
- finish.

Duration- 7 —15 minutes

More Resources
*Job Search in the Digital Age Webinar - Staying motivated

* Enter the number of hours you
plan to work on your step.

* Enter any additional notes.

* Update Status to Started/Open

. when you add a date.
Job Search Plan (PDF) * Click the update button to
° return to the learning module.
5@rkNet‘
% CENTER Close
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=12
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® e Find Jobs Unit
Lesson 2B3: Apply for a job.

-ﬁ Learn ' Review

. - E101 & Bxplore the proper way to apply ©Learn how to use the job tracker to tool
Activity Steps e || to track the progress of your job search.
i 1
1. Learnthe proper way to apply for a job. T ——
a. On-line S
_ Job Search
b- In person Organizer
Tool part 2

c. Resume vs. application
2. Learn how to use the job tracker to tool to il
track the progress of your job search. Following are some things to
3. Complete this activity customer will update Jt:t')"k P o PSR
the career plan dates for the step "Apply for

k Complete

Jobs." = 0
) E101 RComplete this activity response: @
Juopbd:"te the career plan dates for "Apply for Update the Step for yOUr Career
kComplete this activity response: Update the career plan dates for "Apply for Jobs." Pla n by
< S - * Adding a date you want to begin.
Ay U@ B * Adding a date you plan to finish.
D ti 7 - 20 minut * Enter the number of hours you
- - o
uration utes - plan to work on your step.
On:-line - You can fill out an application on the internet and submit right away. ’ . - e S e - * Enter any additional nOteS'
MOI"E ReSOU rces . Review completely before submitting. . Update Status to Sta rted/Open
*Things you Need to Know when Applying forJobs V. . = when you add a date.
*Troubleshooting Why You don't Get Interviews : C"tthhte :ﬁdj‘te button t‘(’j |
return to the learning module.
A
e workNet
(Y CENTER
americanjobcenter ciose




® ® Find Jobs Unit

Lesson 2B4: Interview.

-ﬁ Learn k Complete

HY .3 E101 1 Learn ways to research the = : o :
ACtIVIty Ste ps ity BatBrt the T d E101 k Complete this activity response: @

Update the career plan dates for "Prepare for

1. Learn about: an interview."
. . InterVieW omplete this activity response: ate the career plan dates for "Prepare for an interview.”
a. Theinformation needed to prepare for an A Cormploe i e et Ui i oo i o e

interview.

b. Ways to research the company before the : e
. . Are you ready for an interview? UEDATESTAIUS
I nte rVI eW' This activity will help you prepare for an Prepare for an interview.
c. How to practice interviewing: P P i -
i. Questions Eisenaataadi 5 0
ii. Nonverbal Communication | e e Update the step for your Career Plan by:
. . + What you need for the interview N Pre Next . Adding a date you want to begin.
”I. Locatlon . How:?res?ar(\w[Petomueﬂybe"are Flancied Duie Dabe! & su Mo Tu We Th Fr Sa . ..
: . the ncerviow A * Adding a date you plan to finish.
iv.  Attire s - o + Enter the number of hours you plan
d. What to do during the interview » Wt doaferthe nervew o - to work on your step.
e. Interview follow-up behavior * Enterany additional notes.
2 C I t th. t. .t t .|I d t th Flip each of the cards beiow to learn abeut information needed te prepare for an * Update Status to Started/Open When
. omplete this activity customer will update the ﬁ you add a date.
career plan dates for the step "Prepare for an R * Click the update button to return to
interview." - the learning module.
Duration - 10 — 30 minutes More Resources

*Types of interview
eInterview clothes: Do's and Don'ts
[ J

| , *What to Do during an Interview
e workNet .
o CENTER *What to Do After an Interview

—x .
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®e [ind Jobs Unit
Lesson 2B5: Quiz

k Complete

(‘5 E101 Test your knowledge of what you

learned. These questions will be on the post-
assessment test.

Activity Steps Questions on the quiz will be on the
1. Test your knowledge of what you Post Assessment. When you answer

learned. These questions will be on the oni the question, you will be given the
Uiz
post-assessment test. correct answer.

< Previous | M Mark Complete

Test your knowledge! These guiz questions are included on the
Post Assessment test. When you hava complated the Quiz, you M a rk t h e box at t h e to p of t h e | esson
will be directed to the next set of learning modules. When you

have finished the quiz, check the box at the top of the lesson

- panel that says “Mark Complete”
when you have finished the quiz.

TTTTT Quiz >

Duration — 5 minutes

ILLINOIS \
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