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WEB RESOURCES
Use the Jobs & Careers Class webpage as your GUIDE
•Links to lots of useful resources (including those featured here!)

•Table of Contents at top 

Getting to the  “Finding Jobs and Careers on the Internet”  webpage

• On the library homepage, mouse over eLibrary and click on “Research Tools”

• Scroll down to the bottom of the page, looking for “Jobs & Careers”

• Click on “Finding Jobs and Careers on the Internet”



Personality Tests and Skills Assessment

For  Career Changers or people trying to figure out what they could do: 
What kind of work would you enjoy?

What would you be good at?
What kinds of skills do you already possess?



California Career Zone
Simple personality tests that suggest possible job matches
Job descriptions by Industry



mySkills myFuture
Transfer Skills - Compares skills you might have with skills needed for 

other jobs 
Good for people who need a new career, but don’t know where to start



Click on arrow for other 
related job titles to find the 
best match.

Click on Compare Skills to see how 
your skills & salary  line up with 
new job type, and what additional 
training you might need.



Job Descriptions and Labor Market Information



Occupational Outlook Handbook
Easier to navigate than the book
Authoritative job descriptions, including many details

Search using this box



Occupational Outlook Handbook
Job Descriptions all have same “Table of Contents”
Note the “Significant Points” – like an executive summary

How much employment 
in this sector will grow

Jobs requiring similar skills

Orgs of people doing this kind of work –
for possible networking, job boards, etc



Help Wanted Postings



craigslist - Some TIPS
Craigslist is the most popular site for Employers & Job Seekers, so it’s 
important to apply for jobs ASAP after they’re listed!
Find the most relevant listings by doing an “all jobs” search 

Using “all jobs” pulls from 
many categories

Searching for keywords in 
one category limits hits.  
Get more hits with “all jobs”



craigslist
Consider temporary jobs for quick cash in ETC and gigs

gigs are (usually) 
short term, pick-up 
jobs. They aren’t 
found by an “all 
jobs” search.

ETC includes hard 
to classify jobs, 
heavy on Research 
Studies 



indeed.com
Casts the widest net, pulling job listings from 100’s of websites –
company sites, job search sites large and small, association pages and 
more.  Good for hard-to-find jobs that rarely show up on Craigslist.  



indeed.com
Limit distance from target area and age of job (go to advanced search) 
for greatest accuracy.



Networking



is a business social networking site widely used by 
jobseekers.  In the Bay Area, many employers use it for hiring.



Hidden Job Market 
Networking technique from JobStar helps you look for the 80% of jobs 
that are never advertised

Lots of useful advice on many 
aspects  of the job search.

Hidden Job Market technique  
laid out step-by-step



Hidden Job Market

Even offers help 
if you get stuck!



Recent local wages 
Best source is through the California State website – EDD (Employment 
Development Dept) section.
Useful for getting an idea of what wage might be appropriate to ask for.

Scroll down page to San 
Francisco County & click on Excel



(4)

This brings up a large Excel 
file.  Use Ctrl + F to find 
occupation keyword – may 
be necessary to try different 
keywords.



Low, medium, & high 
end wages based on 1st

quarter 2010



Using The Databases in a Job Search

Most useful categories:
Jobs & Careers                                    Business        



Jobs & Careers Database Category
Help with Resumes and Cover Letters

Job Search & Workplace Skills | (LearningExpressLibrary)
Online tutorials on resume & cover letter writing (and more).  Resume course teaches 
about resume formats and goes through possible info you might want to include when 
preparing a resume. At end of course, you’ll have a resume, ready to send out.

2 hour course

http://ezproxy.sfpl.org/login?url=http://www.learnatest.com/LEL/index.cfm/learningCenter/workplaceSkills
http://ezproxy.sfpl.org/login?url=http://www.learnatest.com/LEL/index.cfm/learningCenter/workplaceSkills
http://ezproxy.sfpl.org/login?url=http://www.learnatest.com/LEL/index.cfm/learningCenter/workplaceSkills


Help with Resumes and Cover Letters

Career Transitions | (Gale)
Has a resume-building tool (and more) – walks you through parts of a resume, in 6 
steps.  You supply content with minimal input from database.  It will format resume for 
you.  No Cover Letter help. 

http://ezproxy.sfpl.org/login?url=http://infotrac.galegroup.com/itweb/sfpl_main?db=CART


Help with Resumes and Cover Letters
Career Center | (Tutor.com) 
Chat live with a certified tutor who will assist you in writing / reviewing your resume or 
writing a cover letter (and more), M-Sun 2-9 pm.  Also available in Spanish

Click on “Adult Center - Resume Help” 
on Tutor.com home page to get here

http://ezproxy.sfpl.org/login?url=http://lhh.tutor.com/lhh/default.aspx?ProgramGUID=11ae75e2-ade1-48ed-a498-b3aae1c3c10b&InterfaceId=3&InterfaceType=Adult&culture=en


Business Database Category
Information about Businesses or Industries

Useful handout listing Business 
databases (available from link 
on Jobs & Careers Class page)

Descriptions detail which 
databases have industry info, 
which have articles, etc 

Also includes a few databases 
from other categories helpful for 
Job Seekers 



Business Databases 
Reference USA – one of our best resources
Can create lists of companies in the same line of business

Handout gives step by step directions for 
using Ref USA to find similar kinds of 
companies.  Job seekers can contact 
companies to see if they are hiring!

This works for a job search starting with 
the type of business – ie a law firm that 
might be looking for admin assistants, 
not admin assistant in general.

Handout available from link 
on Jobs & Careers Class page



Business Database Handouts +
PDFs of handouts are online in the Jobs & Careers Class webpage .  

“Quick Guide to Business 
Databases” handout

“Using Reference USA in 
your Job Search” handout

“How to Prepare for a Civil 
Service Test…” handout



More from the Databases

Articles on job-related topics 
– Keep up with what’s happening in an industry

– Find info on a career of interest

– Research small business opportunities

– And more

Use Articles & News Category
(some Business or Jobs & Careers 
databases also have articles)



Particular Magazines or Journals
Look through a magazine or journal used in a previous or future career 

Find electronic version starting 
with OPAC or Periodical Finder 
(on database page).

Click on desired issue,  
look through starting at 
table of contents.



The End


