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WEB RESOURCES

Use the Jobs & Careers Class webpage as your GUIDE

eLinks to lots of useful resources (including those featured here!)

eTable of Contents at top

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

* Onthe library homepage, mouse over elibrary and click on “Research Tools”
e Scroll down to the bottom of the page, looking for “Jobs & Careers”

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

Jobs and Career Resources on the Internet

Text zize AR Print &%
tareers Center s a
‘h Wehsites This Web page senes as the syllabus for Jobs and Career Resources
-t on the Internet. a class regularly taught tl'_-.-r staff at the Main Lit:uraw
| Career Resources Check the Libraw's calendar for a schedule of classes

" Skills Assessment and Career Counseling Centers

' Labor Market Information, Job Descriptions, and Vocational Training
" Help Wanted Postings

" Networking

" Cover Letters. Résumés, and Interview Tips

' Researching Companies

" Wages and Salary Negofiations

" Civil Service Exams



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?

' Researching Companies
* Wages and Salary Negotiations

f e
Civil Servi

Skills Assessment and Career Counseling Centers

' Personality and Skills Tests - Enhance your career potential by
assessing your interests and abilities
* California CareerZone

" My Skills my Future
~Skills Profiler by America's Career Infolet

" Local Career Counseling Centers - Career counseling centers
can provide assistance with your job search. réesumé preparation
career exploration, and job training skills
" Jewish Vocational Services
" California Career Centers by county (PDF 260K)



California Career Zone

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

Welcome to California CareerZone!

Lalifornia CareerZone is a new way to explore

2XCiting Jobs and occupations that the Golden
>tate nhas Lo offer and to iearn about whnat
path 1nterests you.

-al €1

Assess Industry Reality

Yourself Sectors  Check Resources Search Contact/

Occupations APOUt ~ Help

Sectors




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

mySkills myFuture

’&' a careeronestop website

Build a bridge to your new career.

Tell us a job you’ve had. We’ll match your
skills to new careers.

ENTER YOUR CURRENT OR PREVIOUS JOB.

Marketing

FIND MY
CAREER MATCHES




The careers below may be a good match for

‘Marketing Managers ,
, & Click on arrow for other
United States “related job titles to find the
best match.
Choose a Location ZIP Code or State Within  [Distance v

HOURLY ANNUAL

Public Relations Managers 300+ 531,17 - $60.20 Work experience plus
Plan and direct public relations programs designed to See Job Listings degree
create and maintain a favorable public image : .

Find Training
Compare Skills
Market Research Analysts 500+ 521.44 - 540.98 Bachelor's degree
Research market conditions in local, regional, or See Job Listings Find Trainin

national areas to determine potential sale

Compare Skills

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

Advertising and Promotions Managers Work experience plus




Job Descriptions and Labor Market Information

Labor Market Information, Job Descriptions, and Vocational
Training

Employment Outlook Statistics - Find out which jobs are in
demand or decline. Get reports at the local, state, and national level

California Employment Development Department
Employment Projections from the Bureau of Labor Statistics, U.S
Department of Labor

Job Descriptions - Job descriptions can further define the skills
involved. licensing information, or the training and education needed
- Find out which jobs are in demand or decline. Get reports at the
local, state, and national level

California Occupational Guides
Licenses and Licensing Boards in California from America's
er Infollet - Select Caliiorm m the list of states

Occupational Qutlook Handbook

Vocational Training and Apprenticeships - Learn a specific trade
or occupation through vocational training programs or
apprenticeships



Occupational Outlook Handbook

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

BUREAU OF . ABOR STATISTICS

Home v  Subject Areas ¥ Databases & Tools ~ QEEIMIGGEULLERS Economic Releases v  Beta ~

Occupational Outlook Handbook, 2010-11 Edition o 52508 punn:
st il Occupational Outlook Handbook (OOH), 2010-11 Edition

INDEX
For hundreds of different types of jobs—such as teacher, lawver, and nurse—the Orcupations! Outiook
OVERVIEW OF THE 2008 P ] Lot o
-18 PROJECTIONS Handbook tells you:
Ccupationa
MANASEMENT i Ouilook Handbook

the training and education needed

PROFESSIONAL b :
earnings
SERVICE b _
expected job prospects
SALES [ .
& what workers do on the job
S ! working conditions
FARMING i

In addition, the Hamdbook gives you job search tips, links to information about the job market in each State, and mere. You can also view

STALLATION k d ; :
a freqguentlv asked guestions about the Handbook:
PRODUCTICH i
TRANSPORTATION i

Customer Survey
ARMED FORCES

The Biyrazu of | ahar Grabichies” 1AV EY Niffica of Dublicatinns 5 conducting a survey to determine how we can improve BLS publications. For

more | SearCh USing th|S bOX wwr.bls.govibls/ customer survey opub 2010.hEm.

SPECIAL FEATURES

SEARCH DOH



Occupational Outlook Handbook

Job Descriptions all have same “Table of Contents”
Note the “Significant Points” — like an executive summary

Occupational Outlook Handbook, 2010-11 Edition cont size: 5 B pruwt

=
00K HOME Teachers—Kindergarten, Elementary, Middle, and Secondary Bk

INDEX

Mature of the Work
OVERVIEW OF THE 2008

ur Work N How much employment
218 PROJECTIONS Training, Other Qualifications, and Advancement p y

S S— L in this sector will grow

PROFESSICNAL I =

Earnings
SERVICE C W . . . . .
e L —g—hf.ati T p— Jobs requiring similar skills
ADMINISTRATIVE b
e : Orgs of people doing this kind of work —
CONETRUCTION Significant Points . : ,
INSTALLATION TR for possible networking, job boards, etc |-
PRODUCTION b
TRANSEORTATICHN R Public schoel teachers must be licensed, which typically requires a bachelor's degree and the completion of an approved teacher

. - ) , . \
ARMED FORCES education program; private school teachers do not have to be licensed but may still need a bachelor's degree.

Many States offer alternative licensing programs to attract people into teaching, especially for hard-to-fill positions.

SPECIAL FEATURES b
Teachers must have the ability to communicate, inspire trust and confidence, and motivate students, as well as understand students'
SEARCH OOH educational and emotional needs.
Go Job prospects are best for teachers in high-demand fields, such as mathematics, science, and bilingual education, and in less

desirable urban or rural school districts.
RELATED LINKS:



Help Wanted Postings

Help Wanted Postings

Private and Public Sector Jobs

CalJobs

Craigslist San Francisco

Government Jobs

" City & County of San Francisco
" Association of Bay Area Governments
State of California Jobs

" USAJOBS

Non-profit Jobs

" OpportunityKnocks org

ldealist.org

Chronicle of Philanthropy's Philanthropy Careers

Phone Hotlines
" Jobstar's recorded employment hotlines for the Bay Area



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

Searching for keywords in

P e o e [Porrpee one categorylimits hits.
acminioffice jobs G re hits with “all jobs”

search | administrative assistant ik admin/office jobs v Oititle only @ entire post /
for: i
oD

[Jtelecommute [Jcontract []nternship [part-time [Inon-profit [Jhas image ]
search |administrative assistant :| all jobs hd Oititle only @ entire post

tor:

SFE bay area craigslist = jobs > admin/office jobs [ help

sort by most recent best match
i Otelecommute [] act [Jmternship [Jpart-tifle [Jnon-profit [ has image

Found: 406 Displaying: 1 - 100

3|4|5] sort by most regefit best match

Nov 23 - Aministrative Assistant - (oakland downtown) T B L Wy g 1= 0L Boxis

Nov 13 - Administrative Assistant for Sales Marketing & Executive Office - (menlo park)

Nov 23 - Executive Assistant - (emeryville)

Nov 23 - Executive Assistant for Leading Finance Firm - 580-90K - (menlo

Nov 23 - Sr. Administrative Assistant - (emervville)

Nowv 13 - Administrative & Booldeeeping Assistant - (sgpffse downtown)

] . A
Using “all jobS” pulls fro
many categories

Nov 23 - Executive Assistant for Leading Finance Firm - 380-90K - (menlo park) admin office

Nov 23 - Sr. Administrative Assistant - (emervville) admin office

MNov 23 - Administrative & Booldeeeping Assistant - (san jose downtown) admin/office

R

ADMINISTRATI

VE ASSISTANT - (sunnyvale) admin office

Nowv 23 - Youth Development Assistant for YDI - {san Tmasea)

Nov 23 - Administrative Assistant - (San Jose, CA) admin office




craigslist

Consider temporary jobs for quick cash in ETC and gigs

craigslist

post to classifieds
my account

help. fag. abuse. legal

search craigslist
2

event calendar

for sale

S M T WT F 5§
21 22 23 24 25 26 27
28 /29 30 1, 2 3 4
5.6 7 &8 92 10 M

12 1314 15 16 17 18

haiti earthquake relief
avoid scams & fraud
personal safety tips
craigslist klog
progressive directory
craigslist factsheet
best-of-craigslist
CLY season 2
craigslist movie & dwd
craigslist foundation
weather gquake tide

system status

terms of use about
privacy help

SF bay area * s sby

community
activities lost+found
artists musicians
childcare local news
general politics
groups rideshare
pets volunteers
events classes

personals

strictly platonic
women seek women
women seeking men
men seeking women
men seeking men
misc romance
casual encounters
missed connections
rants and raves

discussion forums

1089 gifis pets
apple hailku philos
arts health politic
atheist help psych
autos history queer
beauty haousing recover
kbikes johbs religion
celebs  jokes rofo
Comp kKink science
crafts Ltr. shop
diet legal spirit
divarce  linux sports
dying loc pol (AT

eco m&im tax
educ money testing
etiquet motocy  transg
feedhlk music travel
film npo W
fitness open

fixit outdoor wed

m
o

housing
apts / housing
rooms { shared
sublets [ temporary
housing wanted
housing swap

vacation rentals

parking / storage

office / commercial

real estate for sale
for sale

appliances arns+crafts

antigues auto parts

barter baby+kids

bikes beauty+hlth
boats cars+trucks
books cds/dvdivhs
business cell phones
computer clothes+acc

free collectibles

furniture electronics
general farm+garden
jewelry garage sale
materials household

s muotorcycles

sporting music instr
tickets photo+video
tools toys+games
wanted video gaming
services

beauty automotive
creative farm+garden
computer household
cycle labor/imove
event skill'd trade
financial real estate

legal sm bkiz ads
lessons therapeutic

pen

nky  scz

jobs
accounting+finance
admin / office
arch / engineering
art / media / design
kiotech / science
business / mgmt
customer sernvice
education
food 7 bev { hosp
general labor
government
hurman resources
internet engineers
legal / paralegal

nesrby cl

bakersfisid
chico

fre=no

gold country
hanford
humboldt
mendocinoe co
merced
modesto
monterey
redding

reno
zacramento
zan luiz ckizpo
=anta maria
=T bay arsa
=tockion
susanville
wizalia-tulare

manufacturing
marketing / prf ad
medical / health
nonprofit sector
real estate

retail / wheolesale
sales / biz dev
salon ¢ spa f fithey
security
skilled trade /
software / ga Jdba

ETC includes hard
to classify jobs,
heavy on Research
Studies

systems / nyg
technical syfpport
transport

tv £ film ifideo
web { gfio design
[ editing

gigs
Creww computer
event creative

labar domestic
talent writing

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




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.

5 trends forums my.indes

‘indeed

one search. all jobs.

what where
administrative assistant San Francisco, CA Find Jobs

1,330,309 new jobs in the last 7 days
Search job sites, newspapers. associations and company career pages

Browse Jobs - Tools - Employers - Publishers - About




indeed.com

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

jobs salaries trends

forums

/o what
|ndeed administrative assist

one search. all jobs.

where

San Francisco, CA Find Jobs

=y
administrative assistant jobs in San Francisco C-.@e: within 25 miles D

¥ Salary Estimate
0+ (1801)

[ ]

|

» Company
» Location
b Job Type

» Employer/Recruiter

b B Get new jobs for this search by email

Sales Assistant Il - 47085
WellPoint - Walnut Creek, CA
for general administrative & Sales support to AME for... Performs other duties as assigned.
AME Sales Assistant will work with AMEs and brokers on pre-renewal. ..

From WellPoint - 1 day ago

HR Administrative Coordinator

Fairmont Hospital - San Leandro, CA

operational and administrative support duties and._ of certain administrative details by
routinely and independently performing administrative support tasks.

From Alameda County Medical Center - 10 days ago

Sponsored Jobs

Sort by relevance - date

Administrative Assistant

Movogradac & Company - San Francisco, CA

nationwide. Our San Francisco office has an immediate opening for an Administrative
Assistant. This position is responsible for a broad spectrum of activities

From Movogradac & Company - 16 hours ago - save job - block - email - more

Administrative Assistant

RSM McGladrey - San Francisco, CA

a high-caliber Administrative Assistant to join our... manner, diversified administrative
assistant assignments and general administrative tasks. including word

Jobs 1to 10 of 2,071

Ads by Google

Billing And Coding
IMedical Billing and Coding Cert

Training/Contra Costa Co., Antioch
WWW.CCMCC.0rg

Windows Gurus Wanted
Mew Johs for Serous Windows Pros
Send Us Your Resumel
workbridgeassociates com/windows

San Francisco Johs

Stay Close, Go Far. Search Job
Opportunities in San Francisco
www_Monster.com

Admin Assistant Jobs

Work hehind the scenes at the TSA
Admin & management jobs available
tsajobs.tsa.dhs go

Email this search to a friend:

From mv email addre=s



Networking

Networking

Professional Associations - One of the best ways to find
employment is through networking
Ryze com
" Professional and trade associations from America's Career InfoNet
QuintCareers.com
'Dm JobStar
" Find an association by accessing the San Francisco Public

Library's subscription database, Gale Directory Library. Available
to SFPL card holders only

Volunteer Organizations
Volunteer Center
VolunteerMatch

Job Fair announcements from JobStar

Job Clubs in San Francisco - Job clubs provide free job search
help. Members participate by helping each other

" Experience Unlimited, a program of the EDD (State Employment
Cevelopment Department) View San Francisco listing
Graceworks - Established by Grace Cathedral in partnership with
secular resources”

Job Forum of the San Francisco Chamber of Commerce



Linked (1) | is a business social networking site widely used by

jobseekers. In the Bay Area, many employers use it for hiring.

Linked (1]

Home  What is LinkedIn?  Join Today — Sign In

Over 85 million professionals use LinkedIn to

exchange information, ideas and opportunities

First Name: | |
Sk & Stay informed about your contacts and industry Last Hame: | |
_ q']| A7l Find the people & knowledge you need to achieve your goals Email: | |
«ﬁ Caontral your professional identity online Password: | |

S or mere characters

Already on LinkedIn? Sign in.

Search for someone by name: |First lame | |Last Name | | o |

Linkedin member directery: abcdefghijklmnopgretuvw xy zmore | Browse members by country

* By clicking Join Mow or using Linkedin, you are indicating that you have read, understood, and agree to Linkedin's User Agreement and Privacy Policy.



Hidden Job Market

Networking technique from JobStar helps you look for the 80% of jobs

that are never advertised

WJobStar Central
""" Job Search Guide
from your local public library

where

Find Jobs

jobs by ‘indeed

¥ city, state or zip

JobStar
Central

% LOCAL Jobe aspects of the job search.

LLots of useful advice on many

wdp /

Hidden Job

F

% Resumes
\~ Career Guides
A Salary Info

% Hidden Jobs
Y Ask Electra
Search Sitg

HOSPitH' Johs www. 5] healthjobs. com

Browse a variety of local healthcare careers in
San Jose.

rs.Degreslesp. com

Find Schools that Train You For the Highest
Faying Careers!

-{A_ CALIEORMIA Wal’ehﬂuse JCIIJS WarehouseReoruit. com

The best jobs are never
advertised.

Find out why and what to do about it.
How to network. research employers and create your
own Hidden Job Market plan

-Los Angeles
- Sacramento

- San Diego
- San Francisco

Hidden Job Market technique
laid out stlep-by-step

pgle

About JobStar
Privacy Policy

< Whatis the Hidden Job Market?

Contents

QUIZ: Is the Hidden Job Market Going to Work for Ie?

g |
E-imiai

m

eclis ¢ Step-by-5tep Plan for Finding the
Jobs that are Never Advertised
6 steps to eliminate the competition and find the

best job for YO .

¢ Researching Companies

What's happening? Who's on top? What's this
company really like? What makes a company "the
best" to work: for?

- A



About JohStar

Privacy Policy
Contents

T
m

eciig

v
=i iiaii

Even offers help
if you get stuck\!

Hidden Job Market

Step-by-Step Plan for Using the Internet to Go ""Beyvond the Want
Ads"

Focus on vour selling points.

Focus on one position and one target industry.
Develop a custom list of tarceted emplovers.
Use vour network.

Make contact with the emplover.

Get help.

Mok W

o

1. Focus on your selling points.

Why should an emplover hire vou? Be specific. And creative. The kev is to know (or be able to imagine)
what the emplover needs. Your experience, research and networking will help vou do this!

You'll need to know as much as vou can about the tasks, skills, and experiences vour new emplover is looking
for. You'll learn more about that in Steps 2-4. For now, focus on what YOU have to offer. As vou learn more
about emplover needs, vou will pick up the best ways to present vour selling points.

Your selling points are based on vour performance (proven track record), experience, and training as well as on
vour own preferences--What do vou LIKE to do? What do vou do WELL? What do vou want to LEARN and
keep on learning?

Make sure vour resume spells out vour selling points so the emplover doesn't have to "read between the lines"
or guess. [See JobStar's Eesume Section to learn more about writing a good resume for vour situation |




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.

Wages and Salary Negotiations

' Wages

. . . . o
Wages Dy & Setoator=itatonst

California Wages by Area and Occupation - Scroll down to San
rancisco County and click on "Excel” under most recent quarte

" JobStar Salary Gomne—

" Salany TREpa Lounty Excel
2010
Geographical Areas 1st Quarter
5 Regian) Excel
Scroll down page to San Excel
Francisco County & click on Exce| |Arcade-Roseville MSA) Excel
FTOTTTErS S OOy TParT O TOTeTTron esRs _Region) Excel
Riverside County (part of Riverside-5an Bernarding- [0 MSA) Excel
Sacramento County (part of Sacramento-Arden Arcade-Raseville IV Excel
San Benito County (part of San Jose-Sunnyvale-Santa Clara MSA) Excel
San Bernardino County (part of Riverside-San Bernardino-Cntario MSA) Excel
San Diego County Excel
San Francisco County (part of San Francisco-San Mateo-Redwood City MD) Excel
2010
Geographical Areas 1st Quarter




fﬁn H9-o© ¥ sanfioes [Read-Only] [Compatibility Mode] - Microsoft Excel -
il

Home Insert Page Layout Formulas Data Review View @ -
| Page Break Preview Ruler ¥ Formula Bar n_é Mew Window [ Split 1] % a
15| Custam Views ¥ Gridlines ¥ Headings = Arrange Al T Hide I H =
Page Zoom 100% Zoomto Save Switch Macros
Layout = Full Screen Message Bar Selection EE Freeze Panes = [ Unhide | 4 Workspace Windows = -
Waorkbook Views Show/Hide Zoom Window Macras
F19 - fe | (4) 3
A B C D E F G H J K.
1 Occupational Employment (May 2009) & Wage (2010 - 15t Quarter) Data
i Occupational Employment Statistics (OES) Survey Resulis
3 i Sorted by 50C code)
4
b [Released May 2010)
b |Thesze survey data are from the 2009 Occupational Employment Statistice (QES) survey. The wages have all been updated to the first quarter of 2010 by apphving the
7 |US Department of Laber's Employment Cost Index to the 2008 wagss. Occupations are classified using the Standard Occupational Clagsification (SOC) codes. Fer detaile of the methedology,
8 |=ee the Overview of the OES Survey at hitp:/fww w labormarketinfo.edd. ca.gov.
9
10 |Geography: 5an Francisco-5an Mateo-Redwood City MD
11 |Counties: Marin, San Francisco, and San Mateo 2010 - 1st Quarter Wages
50th
lMean 25th Percentile 75th
May 2002 Mean Mean  Relative Percentile (Median) Percentile
I SA sOC Employment Hourly Annual Standard  Hourly Hourly Hourly
12 | Code Geographic Area Name Code Occupational Title Estimates Wage Wage  Errori1) Vage Wage Wage
13 041884  San Francisco-5an Mateo-Redwood City MD, CA  00-0000 Total all occupations 982,930 53013 562,660 1.24 514,12 523.34 538.45
14
15 41884 San Francizco-5an Mateo-Redwood City 1D, CA 110000 Management Occupations 73,780 S64.83 5134,854 1.03 S40.01 559187 (4)
16

11-1011 | Chief Executives
11-1021 | General and Operationz Managers

17 M41284 =San Francizco-3an Matee-Redwoed City MD, C
158 041884 San Francizco-San Matso-Redwood City MD, C

A
A

19 fos Legizlators
[ i i Advertizing and Promotics
.. -, This brings up a large Excel e e
21 foe £ Marksting Managers Lnjel ERACE
¢~ file. Use Ctrl + FTo find Hatoihg ane |
Find what: |carpenter w |

23 o4 Public Relations Managers

24 MM OCCUpatIOn keyword - may Adminigtrative Services Managers

i Computer and Infermation Systems

s .. be necessary to try different ...

26 o4 Financial Managers

r keyWO rdS. Compenzation and Benefitz

CF B cim Gl 1 1 i L L e T U Ly L imou= Managers

4 4 » M| gesdata %]

Frdal | | Endwext | [ close |

| ———————— A — e



= T sanffoes [Read-Only] [Compatibility Mode] - Microsoft Excel - =
Home Insert Page Layout Formulas Data Review View 'Q,J - =
L)l Page Break Preview Rule ¥ Formula Bar I_ ] ] E_\J C25 Mew Window [ Split L] ] [ JJ:-_| =
IjJ Custom Views ¥ Gridlines ¥ Headings i ----- R E Arrange All — ' Hide | Ed ==
Page - -~ Zoom 100% Zoomto . Save Switch Macros
Layout (S Full Screen essage Ba Selection || EF Freeze Panes ~ (7] Unhide | 414 | workspace Windows - -
Waorkbook Views Show/Hide Zoom Window Macros
AS11 - fe | ‘041334

A B C D E F G| Low, medium, & high

Occupational Employment (May 2009) & Wage (2010 - 15t Quarter) Data

Occupational Employment Statistics (OES) Survey Results st
pat D ot e y Result end wages based on 1
leased May 2010) quarter 2019

=z 2Urvey data are frem the 2005 Occupational Employment Statiztice (OES) survey. The wages have all been updatsd to the first quarter of 2010 by applying the
Department of Labor's Emplovment Cozt Index to the 2009 wages. Occupationz are clazegified uzing the Standard Occupational Clasgification (S0C) codes. For detailz of the\methodology,
: the Overview of the OES Survey at hitp:/wwew labormarketinfo.edd.ca.gov.

ography: San Francisco-5an Mateo-Redwood City MD
unties: Marin, 5an Francisco, and San Mateo 2010 - 1=t Quarter VWa

50th

Mean 25th Percentile Thth
May 2009 Mean Mean  Relative [Percentile (Median) Percentil
154 S0C Employment Hourly Annual Standard Hourly
ode Geographic Area Name Code Occupational Title Estimates  Viage \/age @ Error (1) VWage
Construction and Extraction
5384  San Francisco-3an Mateo-Redwood City MD, CA 47-0000 Occupations 33,830 53032 563,076 1.59 521.95 528.90 $37.76
Firgt-Line Supervigors/Managers of
Conztruction Trades and Extraction
834 | San Francizce-San Mateo-Redwood City WD, CA 471011 Workers 2,060 S4211| S37 583 2.88 $32.22 34235 $51.29
284 | San Francizco-San Matse-Redwood City MD, CA 47-2021 Brickmazonz and Blockmazonz G50| 53628 575403 404 £30.18 £37.33 28222
284  San Francizco-San Matso-Redwood City MD, CA 47-2022 Stonemazonz 70 51558 541520 15.56 21412 $15.60 82777 |
iES-’- San Francizco-San Mateo-Redwood City MD, CA 47-2031 Carpenters 7,110 83163 865792 287 22520 £31.682 £38.03
284 | San Francizco-San Matse-Redwood City MD, CA 47-2041 Carpet Inztallerz 610| 525.03| 3552056 136 £15.64 £159.85 £35.53
384 | San Francizco-San Mateo-Redwood City MD, CA 47-2043 Floor Sanderz and Finizhers 80| 52593 352351 5.0z 52562 230438 23495
284 | San Francizco-5an Matso-Redwood City MD, CA 47-2044 Tile and Markle Setterz 410| 52417 550,265 4 66 £18.03 22281 £28.86
Cement Mazonz and Concrete
284 | San Francizco-5an Matso-Redwood City MD, CA 47-2051 Finizherz G20| 524 438 £20.93 52483 £28.87
224 | San Francizco-San Matse-Redwood City MD, CA 47-2061 Construction Laborerz 5,560 523 2.08 51523 22424 228.40
Paving, Surfacing, and Tamping r
284 | San Francizco-San Matse-Redwood City MO, CA 47-2071 Eguipment Operators (3} 526 322 £18.58
384 | San Francizco-San Mateo-Redwood City MD, CA 47-2072 Pile-Driver Operatorz r (3y 528 10.14 225.08

M| pesdata <%



Using The Databases in a Job Search

Most useful categories:

Jobs & Careers

Articles and Databases

Text size AAA  Print &}

Database Category

Johs & Careers

ABCDEFGHIJKLMNOPQRSTUVWXYZ
All Databases

Lur

Career Center | (Tutor.com)
Chat live with a certified tutor who will assist you in reviewing your
resume, job searching tips and interview preparation. There are
also thousands of worksheets. tutorials and study guides on cover
letters, resume writing, resume templates and samples

Career Transitions | (Gale)

Step-by-step approach to help people: 1) explore new career
possibilities; 2) assess their inferests and experience; 3) identify
ways to improve their prospects, including networking and
education: 4) prepare for a job search (including a resume-building
tool); and 3) search and apply for jobs

Job Search & Workplace Skills |
(LearningExpressLibrary)

Business

Articles and Databases

Text size AAA  Print £

Database Category

Business

ABT

All Databases

HIJKLMNOPQRSTUWVWXYZ

American Firms Operating in Foreign
Countries | (Uniworld)

Contains listings for American companies that have a substantial
investment in overseas operations-wholly or partially owned
subsidiary. affiliate or branch

Business & Company Resource Center |

(Gale)

Business and Company Resource Center is a fully integrated
resource bringing together company profiles. brand information
rankings. investment reports, company histories. chronologies and
periodicals. Search this database to find detailed company and
industry news and information

Business Source Complete | (EBSCQ)




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.
Job Search & Workplace Skills

Below, you'll find a wide wariety of resources that will prepare you for career success, from the
job search to interviewing and beyond.

Choose your tests, courses, and eBooks from the categories below:

P Business Writing

 Job Search, Resumes, and Interviewing

+ Job Search and Networking Skills

= Creating Great Resumes and Cover Letters

% Career Course: Creating a Great Resume

To be considered for most jobs, you must prepare a flawless resume that showcases
exactly why you are the best candidate for the job. Compiling and fine-tuning your
resume requires time, effort, and attention to detail.

This course will help yvou create either a standard resume or a custom resume for each
job wvou apply for. By following the steps outlined in this course, you will learn how to
obtain the necessary edge over other applicants that will demonstrate that yvou are
the perfect candidate to fill 3 particular job opening.

You will first learn what a resume is meant to achiewve and then learn about the three
main types of resume formats. Then, you will compile all the information you need to

create wour own resume.
If wou fill out each exercise in this course accurately, at the end of the final segment,
wou will have the option to download your resume in PDF format, which you can then

2 hour course

ek and send to a potential employer. Otherwise, you'll be prowvided with a text
docurmeswf_that includes everything yvou've written, which wou can paste into a word-

processing pregqram ang.Pe Qdit on your own.
ASpproximate Course E:ural:' clese

@ TCaraar Coaaoaaercors Craatinoag Craat Coocrae | atfacec



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.

Welcome Susan Cohen! W
e GAreer
uw CENGAGE Learning
r‘-.‘-‘.-;_.‘—i'!_ - = - F
£ Home = = —— 2 Unemployed! Get Help Now
| |

1. Discover My Interestsl 2. Explore Careers[ 3. Prepare Resume[ 4, Improve My Chances[ 3. Find Jol
Close

Prepare Resume Prepare Resume

Here we'll guide vou through a quick, step-bv-step process to create a

Create an effective resume in six easy steps resume that highlights vaur qualifications in a meaningful wav. Steps include:

Build it. Save it. Send it. o ,
Nex  Step 1: Contact Information-We'll make sure vou include the necessary

information in the rght format, with tips and examples to help vou

Related Articles:
W Deciding On 4 Career Goal Step Z: Objective-You'll find aut why this shart statement can be sa
fain Mo W Why you need a resume important, including what to putin and what to leave out
- W Writing an Effective Resume

W Your Resume Is a Marketing

Step 3: Experience-We'll affer vou helpful tips and examples for presenting
thiz centerpiece of vour resume so it will have the right positioning and
impact

Step 4: Skills-You'll find ways to identfy the skills, knowledge and
experience vou have, and how to present this as being important to the
waork you are seeling



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” tor com

s“-’*—"’" ) San Francisco Public Library
) on Tutor.com home page to get here

Home Create an Account - Forgot Password - Sign In: |Username/Email Password Sign In

Career Help GED Pg Citizenship Back To School

e vme ]
(Adult Center - Career H@

To connect to a career tutor, follow the steps below.
Reguired fields are marked with an asterisk (*).

1 How much help do you need? * | want a career tutor to help me: joptional)

L b

2 What's your question? * {Tips]



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

Tan Fraasisoo Pablis Lidear

Useful handout listing Business— Quick guide to using SFPL’s business databases

databases (available from link
on Jobs & Careers Class page)

I 1. Af our Web site, sfplorg, seisct Articles & Databases from the eLlibrary menu. I

2. Select from the resuiting aiphabencal
lis of databas=s, or Choose & calegory
(sUch as Susinzss)

Hame

. . . . 3. Enter your 5F Public Library card T # - ::p::m1m i
Descriptions detail which number and PN to open 3 database. —_— -

H H American Firms Operating in Foreign Countries § Foreign Firms Operating in the U.5.- Build
d ata bases h ave Ind USt ry Infol =ts of LS. firms w foregn operations, or foreign firms with ULS. cperations
Wh |Ch have artiCIes, etc Business & Company Resource Center: Information and articles on companies & industries.

Business Sowrce Complete [Ebsco): Industry owveniews, business artic'ss, and more.

D&B Million Dollar Database: International & U.5.: Detailed info for LS. and mtemational
companies. Searchable by industny.

Gale Virtual Reference Library: Includes "Business Plans Handbook.”
jale Directory Library: Use for finding assocziations. nonprofits, organizations.

InfoTrac COneFile: An aricle database with the widest fu” text coverage of peneral magazines.

Kompass: 'nternational company direciory, searchable by region. product, service. eto.

Also includes a few database
from other categories helpful for

JO b See ke rs \lews,papers [Proquest): Artic’e database wih the widest full text newspaper coverage.

Reference USA:; DCirectory of LS. companies. Ssarchable by industry, gecgraphy, sze, sic.

LexisMexis Statistical: Statstca database for demographic, economic and business data.
\ Mergent Online: Pubfc company financial infe, anmual reports, industry ovendews, ato.

Morningstar: Detailed stock, fund, and industry informiation, oriented towards ineestors.

Small Business Collection: Accsss 280+ current smia’ business sources, mosthy magazines.
Small Business Resource Center: Sampls business plans, how to guides, artides & websies.
S5an Frangisco Public Library- Main Library 100 Larkin Street

Phane: (415) S57-4400 [ask for Susiness Dept) | Email: info@siplomg
Howers- Aoy 1028 Tu S8 Wi .8 Th 8.8 Fr 19.8 Sz 108 S 17.5




Business Databases

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

, _ | sUsing Reference USA in your Job Search
I
Handout available from link How to find all the companies in San Francisco in a

on Jobs & Careers Class page selected field of business

On the SFPL Database list. click on Reference USA. When it starts up, click on U_5.
Businesses, then click on the Custom Search tab.
O the list on the left side of the page, cfick to open options for Business Type (select

Keyword!SICINAICS) and Geography (select City, State — or for a broader searnch, you

Handout gives step by step directions for cold chose Metro Area or State, &tc)
using Ref USA to find similar kinds of e
companies. Job seekers can contact
companies to see if they are hiring!

.......

This works for a job search starting with = s

the type of business —ie a law firm that B i
. . . . them to the big box. Look for all that seem related to your search. If there are mo good
might be looking for admin assistants, choces, Wy e e, t g
H . . T | S Tigsy
not admin assistant in general. s e

2 Esdiifines -

£ Bumiresse Tipe

o] o AT ST i -

o Inhas Ty Gy s
. AELATED WA
O Geograpiy o BT JeiFTy S e



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

“Quick Guide to Business

Databqses” handout
N

Researching Companies

It's a good idea to do soNe research about a company before you go in
for an interview. Take a looXat our Local Company Research page, a
research guide prepared by the staff of the Business, Science &
Technology Center

Many of o
ompanies and more. View the Quick guide to using 3FPL's business
daiabaszes (PDF 82K). The databases are available in the w
and remoely T S ettt e ek b= T (25 AN
Databases page

You can build lists of companies by location (for example, San
Francisco) and type of business (hotels, hospitals, real estate firms and
50 0n) using our subscription database, Reference USA

142K)

Click here 1o see hnw@?ente LSA in your @PDF
\\

“How to Prepare for a Civil
Servic’e Test...” handout

Civil Service Exangs

You will find Civil Sgrvice Exam books near the Business, Science &
Technology Centerf They are in alphabetical order by job fitle. Ask a
librarian for help if jou don't find what you're looking for

Learning Expregs Library - onling practice exams for jobs like
firefighter, postgl worker, police officer, California real estate broker
and many morg. Access to Learning Express Library and other
resources is apailable on the Articles & Databases page. You must
be a San Frarjcisco Public Library cardholder to access this

v
How to Prepare for a Civil Service Test When There's No Civil
Jervice Test Book (PDF 177K)

”Using\Reference USA in
your Job Search” 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)

—

/ BCDEFGHIJKLMNOPQRSTUWWXY

Articles and Databases

o

Text size AAA

Database Category
Articles & Mews -

[l

All Databases

Academic OneFile | (Gale)

A collection of journals covering the physical sciences, technology
medicine, social sciences, the arts. theology, literature and more
Among its full-text coverage. it includes full-text of the New York
Times back to 1955, Updated daily

Academic Search Complete | (Ebsco)

A multi-disciplinary full-text database, with more than 7,100 full-text
pericdicals. including more than 6,100 peer-reviewed journals. In
addition to full text. this database offers indexing and abstracis for
more than 11,200 journals and a total of more than 11.700
publications including monographs, reports. conference
proceedings, eic

Art Micanm lmana Sallens | Adlilennm



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

09 ABCDEFGHIJKLMNOPQRST _Find electronic version starting
UV WXY Z Other . . . .

with OPAC or Periodical Finder
(on database page).

(Title begins with v | | seancn |

- Please select a subject category - v | | Searg

Marketing managerfent (Chicago, Ill.) (1061-3846)

Title details from ulrichsweb.com™
from 01/01/1992 to present in Business Source Complete
in San Francisco Public Library - Check Catalog

Database: Business Source Complete — Publications

Click on desired issue,
look through starting at

ta b I e Of coO nte ntS Previous Record Next-fRecard Search within this pu
L]
Publication Details For "Marketing Management” .
All Issues
Title: Marketing Managemeant - 2010

ISSN: 1061-3846 Vol 19 Issue 2 -

c .

Publisher American Marketing Association Summer2010

Information: 311 South Wacker Dr, Suite 5800
Chicago Ilinois 60606-5819

Vol 19 Issue 1 -
Mar/&pr2010
+ 2009
Bibliographic 01/01/1992 to present
Records: +2008

Full Text: 01/01/1992 to present +2007



The End



