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Overview 
Knowing where to find a job is the first step.  In today’s career search, the Internet is vital.  Gone 

are the days of faxing and door-to-door marketing.  (Although, do not discount those methods!)  

Email and the Internet are here and they are not going anywhere, any time soon!   

 

Most companies utilize an applicant tracking system and tailor their searches to Internet job 

boards.  Similarly, most recruiters find potential candidates by searching around on the Internet, 

using buzzwords found on a resume.  Most companies and recruiters want you to email them a 

resume, so setting up a free email account is essential.  Unless a hiring manager networks his or 

her way directly to you, you are going to have to learn to use the Internet as a main source of 

finding that right career for you.   

 

This package covers crucial Internet job search information, such as:  Internet Resume Posting, 

Internet Job Search, Internet Research and Internet Marketing.  We also include an online search 

guide that can broaden your search results.  It is an exact replica of what recruiters use to search 

for candidates and research other recruitment methods online. 

 

Getting Started 

If you do not have Internet access, use a friend or family member’s computer or go to your local 

public library.  If you are an Internet novice, enroll in to a class to learn the basics of Internet 

terminology and navigation.  Look for affordable Internet classes at your local public library, 

community colleges, high schools or other institutions in your area offering these classes to the 

public.  Do not be intimidated or embarrassed.  As we stated earlier, in today’s career search, 

the Internet is vital!    

 

Create an electronic version of your resume with a word processing program (e.g., Microsoft 

Word).  You may also want to create an Adobe PDF version of your resume.  Depending on 

where you post your resume or where you email it, they may want a Word version or PDF 

version.     

 

Set up an email account to provide instant access of your resume to employers, networking 

contacts or recruiting professionals.  Free email accounts are available through Yahoo, Google 

(Gmail) and Hotmail.  Create an appropriate and professional email account name, not 

“BeerDrinker@___.com”.  Do not submit your resume with a confusing attachment named 

“821080res.doc (for example), but rather use your name or a descriptive label (e.g., job title). 

 

Marketing Yourself on the Internet 
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Here is a list of the ways to market you on the Internet.  We discuss each topic in more detail 

throughout this handout.  

 

• Setting up profiles on company portals and job boards to showcase your resume and 

skills. 

• Creating a personal resume website that is tailored towards your skills and resume.  

Although it can be expensive, the chances on being found increase due to the 

Internet being used a main search tool for recruiters.  Post projects you have worked 

on and a portfolio of your services you can offer to a prospective employer. 

• Posting your availability as a job seeker and a brief summary to free classified-

based websites including Craigslist, MySpace and Backpage. 

• Joining social networking sites including LinkedIn and Facebook.  Set up 

profiles/blogs on those sites and post your resume and credentials, divulge industry 

knowledge, share activities you are engaged in, provide your own networking tips 

or tips on advancing in a given career.   

• Starting a blog on well-known sites such as Twitter, Blogger, TypePad or WordPress 

to share your professional knowledge and get information from other bloggers.  This 

lets you be proactive, forward-thinking and draws people to you.  

• Joining discussion groups on social networking sites such as LinkedIn, Facebook, 

Myspace, Yahoo Groups and Google Groups to create an Internet presence that you 

can use to market yourself.  Discussion and networking groups exist for different 

industries, companies, interests, etc. 

• Making connections (building your network) on these networking sites.  Get advice 

and give advice.  Search company names, co-workers, etc. to see with whom you 

have connections.   

 

Internet Resume Posting 
Post your resume onto numerous job boards (both general and niche job boards) and activate 

alerts on those sites, so when a company posts a position that matches your background those 

alerts are sent directly to your email. 

 
Reference:  Check out the last section of this handout, called Job Links, for excellent spots to look 

for job leads.  They are also available on our website at: http://www.mjwcareers.com/Links.html 

 

Company Portals 
Almost all companies post their job openings on their company portal (or website).  So search 

all the portals of main industry players and also larger companies that hire your profession and 

click on that company’s “career” section.  Create an online profile and post your resume so that 

http://www.mjwcareers.com/Links.html
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company’s hiring manager or recruiter can find your resume.  Also, set up an alert before you 

log off the company’s portal. 

 

General Job Boards 
Post your resume on CareerBuilder, Monster and HotJobs because that is where recruiters 

typically search for resumes first; and why not, when there are more job seekers on there than 

anywhere else in the world. 

 

Niche Job Boards within Your Industry 
Perform an online search with your industry title plus “job board” and review the results.  Post 

your resume on those sites and set up alerts. 

 

Association Websites within Your Industry  
Most professional associations are easy to find online and by checking out an association’s 

website, you might find a job board or resume posting access.  Even if not, you may find 

industry events being held, networking groups or even an opportunity to create a profile and 

join an online chat-board to stay in the loop. 

 

Resume Distribution Services 
Send out your resume to thousands of recruiters and direct hiring companies by using: 

• BlastMyResume.com 

• ResumeBooster.com 

• ResumeBlaster.com 

• ResumeZapper.com 

 

Buzzwords 
By placing buzzwords in your resume that pertain to your specific skill set, profession, and 

industry, recruiters find your resume anywhere online by typing in that keyword in a 

searchable index.  The chances of your resume being spotted on Google or Monster, for 

example, enhance tremendously in a clutter-filled cyberspace.  Make sure you add a section at 

the end of your online resume that contains a list of the buzzwords relating to your industry; 

make sure you use all the various spellings of such words (e.g., HVAC, H.V.A.C., HVAC/R, 

HVACR). 

 

Personal Resume Website and Blog 
You may also consider creating your own website for your skills and resume.  Although it can 

be expensive, the chances on being found increase due to the Internet being used a main search 

http://blastmyresume.com/
http://resumebooster.com/
http://resumeblaster.com/
http://resumezapper.com/
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tool for recruiters.  Post projects you have worked on, and a portfolio of the services you can 

offer to a prospective employer.  When sending out emails, include a link to your personal 

marketing website; it makes you stand out from everyone else as someone who is serious about 

their job search!   
 

A personal Website is one of the best ways to promote and let the world read all about the 

benefits of your career brand. Your portfolio should include all important brand artifacts:  

resume(s), mission statement, detailed accomplishments list, samples of work, articles and 

working papers, speech transcripts, awards and honors, testimonials, and more. 

 

Even better, publish content-rich articles, and other keyword-rich materials that lead 

prospective employers looking for someone with your qualifications directly to your site. 

 

If you are a decent writer and can commit to writing regularly, creating a professional blog is a 

great tool for building your career brand.  A blog is a specialized Website that focuses on a 

particular subject (person, industry, profession) that can include news, analysis, commentary, 

and links in a variety of formats (including print, audio, images, and video).  Your blog 

showcases your expertise and knowledge of your industry or profession and is an excellent way 

to build your career brand.  In your professional blog (or anywhere a hiring manager might see) 

never mention anything about sex, religion or politics.  This handout talks more about blogs, 

including Twitter, later on.  
 

Setting Up Your Website in 5 Easy Steps 
1. Create a www.godaddy.com account. 

2. Search domain names via the domain search tool.  (We suggest using your name and 

try to stick with a “.com” or “.net” domain).  Once you have established an exclusive 

domain, click Add and Proceed to Checkout. 

3. Upon approval and receipt, go back to the GoDaddy homepage (make sure you are 

still logged in) and select Website Tonight under “My Products”. (If you cannot see 

the Website Tonight button, click Show All of My Products and it is listed there.) 

4. In the Website Tonight section, click Use Credit in the yellow box.  On the right-

hand side, select your website and click Continue.  It guides you through the 

remainder of the process. 

5. Once you have a Website Tonight domain established, go back into the Website 

Tonight section and check the box next to your domain and click Launch.  It guides 

you through a tutorial step-by-step process on developing your website.   

 
Reference:  Discover tips on how your website should be presented in our Personal Website 

Development handout.  

 

http://www.godaddy.com/
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Internet Job Search 
The main advantages of using the Internet as job search tool are that it is accessible 24 hours a 

day; you can apply to any location, and control a more detailed job search.  

 

Job Hunting Apps 
Searching for jobs is stressful. You’re constantly putting yourself out there and facing potential 

rejection (or worse, silence), racing to make sure you reply to posts fast enough, and looking 

under every metaphorical rock you come upon hoping to discover that perfect position. 

Welcome to the age of applications. “Did you see that app?” is an increasingly common theme 

running from the executives to entrepreneurs. Luckily, the digital age has brought with it some 

bonuses for jobseekers that make the search just a little bit easier on you: job-hunting apps. This 

kind of software runs the gamut, aiding with job searches, retrieving information and files, 

networking, and organizing. 

Here are some of the best apps out there to make your job-hunt less stressful. 

LunchMeet: When all you do all day is sift through job postings and send out your resume, life 

can get pretty lonely. Not to mention the fact that it can be difficult to land a position if you 

don’t have some kind of contact or “in” at the company. That’s where LunchMeet comes in. 

After you connect it to your LinkedIn account it looks for contacts in your industry who have 

said they are open to networking so that you can try to set up a lunch or grab coffee to talk 

about career opportunities. You can even specify a time and place and then have the program 

look for people willing to meet up nearby using geo-targeting. 

LinkUp: At first glance, this free app for iPhone, iPad and Android just seems like yet another 

program that lets you search for jobs while you’re out and about. The difference, however, is 

that unlike other apps, it doesn’t just search a job board with postings that have been directly 

submitted. Instead, it looks for jobs on more than 22,000 individual company sites, sifting for 

the category you choose. 

Career Igniter: There’s no use finding that perfect job unless you have a resume ready, and one 

of the best ways to make that looks great in a flash is to use a free online resume builder like the 

one at Career Igniter. With their dropdown menus for each section and prompts to include 

information like employer information and start and end dates, you’ll never forget to include 

any information. Even better, the system will automatically output your resume to several 

different templates, letting you see what it looks like and so you can choose your favorite. 

http://lunchmeetapp.com/
http://www.linkup.com/
http://www.careerigniter.com/resume-builder/
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BusyBee: If you’re a freelancer like me, you know how important it is to continually be looking 

for new clients and jobs. BusyBee assists in this search by allowing professionals in education, 

construction, engineering, data entry and administration, design, writing, and more to look for 

work by category as well as location if you’d like to find jobs close to home. And even people 

without freelance experience may want to try the app to make extra money or build up their 

portfolio. 

Jibber Jobber: Job searches can quickly become confusing, especially if you’re the type of 

person that likes to apply to lots of places in the hopes that something will pan out somewhere. 

Jibber Jobber is a great way to stay organized so you don’t mistake one company or contact for 

another and embarrass yourself with a costly mistake. 

SparkHire: What if you’re trying to find a new job to replace your current one? Chances are, 

you don’t have a whole lot of time to take off for things like interviews, but with SparkHire you 

don’t have to. The site is a job board where you can upload video resumes, as well as interview 

via recorded video. Employers create text questions for interviewees and they can record video 

answers and send them in. No more sneaking away for long “lunches” or calling in sick. Those 

with iPhones can also download the mobile app of the video interview software. 

Interview Pro: But before you record those SparkHire videos, you may want to practice with 

Interview Pro. With more than 80 typical job interview questions, you’ll be well-prepared for 

whatever might come your way. Even better, the program also offers explanations for the 

questions as well as suggested answers. 

Google everything: No, that’s not a new piece of Google software but it might as well be. With 

Google Drive, Docs, Calendar, Alerts, and more, you’ll be ready for anything. You can save 

your resume on the cloud, share it with employers, collaborate with friends to update it, create 

reminders for interviews and such on Calendar, and set up Alerts for specific kinds of job 

postings. 

Put the power of these apps in your hands and, who knows, your job search may even end up 

being something you enjoy. 

Essentials 
o Bookmark all the good job board sites so you are constantly checking for newest job 

postings that might not come through in an alert.  Some postings may have a 

different job title tailored towards a company that might not use universal job titles.   

o Set up alerts on both company portals and niche and general job boards.  Once a 

position opens up with your title, you receive an email instantly and you can have 

https://itunes.apple.com/us/app/busybee/id337163880?mt=8
http://www.jibberjobber.com/login.php
https://www.sparkhire.com/update
https://itunes.apple.com/us/app/interview-pro-hd/id406771238?mt=8
https://www.google.com/intl/en_US/drive/start/index.html?authuser=0
http://docs.google.com/
https://accounts.google.com/ServiceLogin?service=cl&passive=1209600&continue=https://www.google.com/calendar/render&followup=https://www.google.com/calendar/render&scc=1&authuser=0
http://www.google.com/alerts
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an edge on competitors by applying that same day the job was posted before the 

next 2,000 resumes come through.  Also, set up Google and Yahoo News alerts for 

your specific title/industry and general job hunting techniques.  Use relevant 

keywords such as "job hunting tips", "mechanical engineer" and "automotive". 

o Search company portals, niche and general job boards and blogs/chat-rooms relating 

to your industry to find employment opportunities. 

o Instead of going to the major job boards (e.g., CareerBuilder, Monster), start by using 

Indeed.com, SimplyHired.com, Trovit, Twitjobseek, Workcircle, or 1Job, which are 

job board aggregators; they search jobs on all the other job boards including 

company web sites.  Also use Craigslist which is a great place to find local job 

postings in your area. 

o Use the indexers and search engines to begin locating resources specific to your 

occupation and field.  Use these sites to locate specific organizations and companies 

to contact and to look for even smaller, more exclusive collections of job listings. 

o Use general search terms such as “job,” “opening,” “blog,” and your industry’s 

terms to locate hidden or deeper-result sites that might have industry experts who 

speak about everything from new equipment to who is hiring.  Try multiple 

combinations of words used in your industry until you find all the information you 

can digest.  Learn the labor market trends on who is laying-off and who is hiring.  

Know your industry! 

 

Advanced Google Search   
This is an effective way to tie in search engines with recruitment strategy.  Recruiters use 

certain tailored search commands that can send back exact information relating to their 

search, and your resume just might be in one of those searches.  

 

The following are some common Google commands. Use the exact format, including 

spacing and quotation marks.  In these examples, we use “HVAC Mechanic”.  Replace it 

with your job title or similar terms, so it pertains to your job search and industry. 

 

Command Result 

[jobs OR employment OR careers OR career] 

“HVAC Mechanic” [Cleveland or OH or Ohio] 

Job list for an HVAC mechanic in Cleveland, Ohio 

INURL:Resume “HVAC MECHANIC” Chiller HVAC mechanics’ (with chiller machine experience) 

resumes that are in the URL as a title 

INTITLE:Resume “HVAC MECHANIC” Chiller HVAC mechanics’ (with chiller machine experience)  

resumes that are in a title of a website 

INTEXT:HVAC INTEXT:MECHANIC INTEXT:Resume Chosen keywords (“HVAC, Mechanic and Resume”) in 

the body of the website 

ALLINURL: Resume Mechanic HVAC All keywords “Resume, Mechanic and HVAC” in URL of 

http://indeed.com/
http://simplyhired.com/
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website 

ALLINTITLE: Resume Mechanic HVAC All keywords “Resume, Mechanic and HVAC” in website 

title 

ALLINTEXT: Resume Mechanic HVAC All keywords “Resume, Mechanic and HVAC” in text of 

website 

FILETYPE:PDF Resume Resumes with PDF file types 

SITE:Carrier.com HVAC MECHANIC The word HVAC MECHANIC on Carrier’s website 

DEFINE: HVAC MECHANIC Online dictionaries defining the chosen word (“HVAC 

Mechanic”) 

LINK:IHACI.ORG Pages linked to the page entered (“Ihaci.org”) 

INFO: Recruiting.com Information on this link (“Recruiting.com”) 

ID: Recruiting.com Information on this link (alternative to INFO search) 

DATERANGE: 2453496.66135-2453496.66140 

HVAC MECHANIC RESUME 

Along with the Julian calendar, it uses 
OnlineConversions.com for Julian date setup and finds 

HVAC mechanic resumes within the specified date range 

~QA Synonyms for keywords entered, like “Quality 

Assurance” or “questions and answers”. Look for the 

bold words that come up. 

*MECHANIC Substitutes for an unknown word, so it displays AUTO 

MECHANIC, HVAC MECHANIC, AIRPLANE MECHANIC… 

Resume –Submit –Jobs –Openings –Apply Minus sign omits words after the main keyword, so it 

finds resumes on pages without the words SUBMIT, 

JOBS, APPLY and OPENINGS 

Resume (Sales | Marketing) “Carrier” Replaces the word “or” in Boolean search, so it finds 

resumes of sales or marketing people at Carrier 

Resume Mechanic 90606..95112 This is the numbers range shortcut, so it finds mechanic 

resumes that have ZIP codes between 90606 and 95112 

“Resumes AND Mechanic NEAR Reference*” Resumes with the word “Mechanic” near the word 

“Reference or References” 

Related:Google.com Competitors of Google.com 

 

The Social Networking Trifecta:  LinkedIn, Facebook and 
Twitter   
If you are not a member already, you need to join what we call “The Social Networking 

Trifecta”. It consists of LinkedIn, Facebook and Twitter.  You are probably asking yourself, “Do 

I really need to be on ALL of them?”  The answer is:  Yes.  Why?  Because everyone else is!  

Also, different people have different preferences on which one is their “favorite” to use.  Some 

people may think Facebook is more user-friendly than LinkedIn.  Others may find that they 

receive more activity on Twitter than on Facebook.  Whatever the case may be, you must be a 

part of them all.  They all serve the same key purpose:  to connect, share information and 

maintain relations with a growing network of people.  
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But there are some slight differences: 

• LinkedIn is a business network designed to help professionals find jobs, people, 

and services providers.  It is primarily used by co-workers and business 

colleagues.  Similar to an online resume, your profile contains education and work 

history and contact information. The main function LinkedIn does not have (that 

Facebook and Twitter do) is the ability to update your status and provide new 

messages. 

• Facebook is an online social networking directory that connects people with 

friends and others who work, study and live around them.  People use Facebook to 

keep up with friends, upload photos, share links and videos, and learn more about 

the people they meet.  It originally started as a site strictly for colleges and 

universities.   

• Twitter is a free Website that blends social networking with the ability to post 

short messages (or micro-blogs) limited to 140 characters or less, commonly known 

by users as "tweets." Tweets are designed to be accessed on mobile devices and 

through the Internet, where they are posted to a personal Web page that can be 

restricted to select viewers, or viewed by anyone. Unlike instant messaging, 

viewers do not reply to Twitter postings.  Unlike LinkedIn and Facebook, Twitter 

does not display your personal information. 

 

In addition to friends, families and working professionals, the Trifecta has quickly become a 

networking staple for the media, politics, companies, businesses, the sports world and 

celebrities. 

 

Social networking sites have changed the way we network.  Real-time networking made 

possible by these sites has shortened the gap between finding opportunity and taking action.  

You can find and apply for jobs faster than ever!  They allow you to maintain a network bigger 

than ever!  But it is how you use your contacts that counts.  You can have 500 friends on 

Facebook, but if you never reach out to them, how can you benefit? 

 

Like employment history, education and experience on a resume, your profile, connections and 

status advance you on social sites.  The key to success on these sites is staying frequent and 

relevant! 

 

Once you have created your profiles, include URL links to your LinkedIn, Facebook and Twitter 

pages in your email signature.  If people have this information at their fingertips, they are more 

likely to use it!  (Also, they will have no excuse for not checking out your Twitter page!) 
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LinkedIn 
Get Linking 

1. Connect to everyone you know, so you can connect to who they know.   

• Search the schools you attended (including high school).  Even if people do not 

remember you, most connect with you anyway to grow their network.   

• Search the places you have worked and add everyone with whom you had a good 

working experience.  You can ask them to give you LinkedIn Recommendations that 

make your profile more attractive.   

2. Join professional groups on LinkedIn relating to your current or desired profession.  

This is a great way to find out about events and job opportunities. 

3. Create a target list of 10-20 companies based on your research and advice from friends, 

former co-workers and other professional and alumni group members.  Use the 

company filter to search for people in your direct or indirect network who work at your 

target companies.  Connect with them and tell them about your interest in working there 

and why you are a good fit.  Find out what professional associations they have and join 

them.  When you contact them, mention that you belong to the same association. 

4. For anyone seeking employment, please do not send your resume direct to the 

employee’s LinkedIn account, most accounts are personal and not all companies permit 

Internet access to social networking sites-including LinkedIn. This means that the person 

you are sending your resume to will have to use his/her own data to download your CV, 

send to their work email and then have it registered. Might not seem like a lot of work 

but trust me, you will be doing yourself a HUGE favor if you ask for the work email 

address instead and send directly. When you do this, it guarantees your application is 

where you intended for it to be. Same goes to those who ask to be updated when jobs 

are available, mind you there are hundreds of people asking for the same, we can try to 

assist but again, informing you individually is not guaranteed. 

 

LinkedIn Advanced Searching Tips 
To the left of the main Search field, click the drop-down menu and make a selection (People, 

Jobs, Groups, etc.).  Click Advanced next to the Search field. 

 

Search Type What To Use Examples 

Boolean Use AND or OR, or both using parentheses. 

Use a minus sign (–) to eliminate a word from 

search results. 

Place quotation marks around 2+ word 

phrases (e.g., “Technical Writer”). 

• Manager AND Executive 

• Admin OR Administrative 

• (Tech OR Technical) AND Writer 

• Facility OR Office –Hospital 

Reference 

search 

Select Search People from the drop-down, 

click Advanced. 

Click Reference Search tab.  Enter 

Company Name and Years.  
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Find people’s 

profiles 

Search Google, Yahoo and Bing:  

• site:www.linkedin.com (COMPANY1 OR 

COMPANY2) -inurl:static -inurl:redirect  

• site:www.linkedin.com KEYWORD1 

COMPANY1 -inurl:jobId 

site:www.linkedin.com (Google OR Motorola) -

inurl:static -inurl:redirect 

site:www.linkedin.com C++ Google -inurl:jobId 

 

Finds people’s 

profiles from 

non-LinkedIn 

sites 

Search Google, Yahoo and Bing:  

linkdomain:www.linkedin.com (KEYWORD1 

OR KEYWORD2) JOBTITLE1 

linkdomain:www.linkedin.com (sarbanes OR 

sox) analyst 

Connect to 

power 

networkers 

Conduct a search where your only criterion is 

a target industry or company, and sort by 

number of connections.  Connect to those 

with the most connections. 

 

 

Make the Most of Your LinkedIn Profile 
1. A LinkedIn headline that goes above and beyond current job title. Your LinkedIn headline 

is your 120 characters to convince other LinkedIn users to view your profile. Why waste it on 

something as temporary as your job title? Instead, describe what you do broadly, what your core 

skill set is, and why you're more awesome than others who do your job. These examples are 

headlines I helped clients write: 

 

 

 
2. A results-based, search engine optimized summary. The summary is your only opportunity 

to completely control the story you tell on LinkedIn. Highlight the strengths that best position 

you for your career goals, whether it's a career change, advancement, or professional 

development. These examples are summaries I helped clients write:  

 

http://1.bp.blogspot.com/-IBmhqwj83Hw/UfnK_jRVpXI/AAAAAAAAAhg/Zq3PBo-f4EQ/s1600/Screen+shot+2013-07-25+at+8.49.33+PM.png
http://3.bp.blogspot.com/-U_d6ZBXnhZo/UfnLx9aBIaI/AAAAAAAAAiI/jXmHpwGVusk/s1600/Screen+shot+2013-07-31+at+10.45.01+PM.png
http://3.bp.blogspot.com/-6NKd9DPXoM4/UfnLS_BwbgI/AAAAAAAAAh4/ma2oUbR_nRc/s1600/Screen+shot+2013-07-25+at+8.53.26+PM.png
http://3.bp.blogspot.com/-6NKd9DPXoM4/UfnLS_BwbgI/AAAAAAAAAh4/ma2oUbR_nRc/s1600/Screen+shot+2013-07-25+at+8.53.26+PM.png
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http://1.bp.blogspot.com/-aPBKb_jenDI/UfnMBJfB_kI/AAAAAAAAAiU/erCzDQQu5N0/s1600/Screen+shot+2013-07-25+at+8.58.41+PM.png
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 Don’t forget to be results-based (so what if you have experience in planning galas--how much 

money can you raise for me?) and load it up with keywords for the search engine. 

 

3. Results-based job descriptions. Don’t leave the job descriptions blank! Explain what you did 

and what you were able to achieve. Use action verbs that clearly explain the bottom-line for the 

company and frame the description in such a way that they directly explain how you are 

qualified for your next career adventure. This example is from my own profile and shows how 

students can "sell" their experiences:  

 

 

http://1.bp.blogspot.com/-1yAGPdV4U_8/UfnMgTGuigI/AAAAAAAAAig/YoHH5fmHxxo/s1600/Screen+shot+2013-07-25+at+8.58.26+PM.png
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4. Extra Sections. LinkedIn allows you to add sections for Projects, Certifications, Volunteer 

Experience, Courses, and Publications, to name a few. This is a great place to flesh out expertise 

or experience that may not come across in your formal work history, like a significant volunteer 

opportunity or an independent publication: 

 

http://2.bp.blogspot.com/-QXcjRgElxrE/UfnM9JBdYbI/AAAAAAAAAio/Iwq24KgCU2A/s1600/Screen+shot+2013-07-31+at+10.50.00+PM.png
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You can reorder the sections to put the most relevant section on top, if for example your 

volunteer experience is closer related to your career goal. Bonus: some, like the Projects, have 

the option of adding a URL straight to the project so your profile visitors can actually see what 

you can do. 

 

5. Examples of Your Work. You can add examples of your work to your summary section or 

under each job position. These examples can be links from the web or attached files. Slideshows, 

excel documents, and portfolios all allow you to show the type of work you're capable of. 

http://1.bp.blogspot.com/--ASJoK8nBVA/UfnO4ItvY9I/AAAAAAAAAjA/-V0c9vuCo3g/s1600/Screen+shot+2013-07-31+at+10.58.11+PM.png
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2013 LinkedIn Profile Character Limits 
Knowing the space with which you can work in your LinkedIn profile is key to helping you build 

your perfect social brand! Here are your character limits: 

• Headline – 120 characters to fill with keywords and a short story about you! 

• Summary – 2,000  characters to tell the story or YOU with keywords and  

accomplishments 

• Experience/Position Title – 100 characters to sum up your official experience in a title, or 

something more creative with keywords 

• Experience/Position Description – 2,000 characters to use keywords to sum up your role 

and your key accomplishments. Make sure to format this area to make sure it is easy to read! 

• Skills & Expertise – 61 characters for the 50 skills you can list 
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• Status updates – 700 characters for an unlimited times per day, however, I recommend 

only one or two per day. And you can include a hyperlink if you need more room! 

• Groups – 50 groups is your limit, so pick them wisely to show others with whom you are 

keeping company! 

• Education/Degree – 100 characters to explain your degree to include relevant keyword 

phrases 

• Education/Activities & Societies – 500 characters to give an overview that can tie into 

your career 

• Education Description – 1,000 characters to offer an overview of what you studied and 

how it is relevant to your career 

• Additional Info/Interests – 1,000 characters to further explain your background and show 

how interesting you really are! 

• Honors & Awards – 1,000 characters to shine the spotlight on YOU! Even if you won a 

sales award, it’s a great accomplishment to list! 

 
Contact people directly and privately for networking.  
Julie,  

You’ve always been so supportive of me, so I wanted to reach out and let you know that I’m in 

the midst of a job search. I’ve had a great experience at my current firm, but it’s time to join a 

larger company and ideally manage a national team. I’m really excited to make the move!  

Would you have some time in the next week for a brief phone chat so I can seek your advice on 

the transition? I’d really value your perspective.  

Thank you, Lindsey  

 

Hi Rachel,  

I hope all is well – I loved the recent article you posted about the new iPhone. As you may know 

I’m in the midst of a job search and I was wondering if you would be willing to provide a bit of 

guidance. I am very interested in a position in IT support at Nike and I know you worked there 

for several years. Would you be open to a brief phone chat or answer a few questions by email to 

provide some insight into how Nike hires and what they look for? I would be so grateful for your 

time and very happy to return the favor.  

Thanks, Lindsey  

 

Hi Roger,  

I hope all is well. As you know I am in the midst of a job search for a senior communications 

position and I’m in the process of researching potential employers. I saw on LinkedIn that you 

are connected to Joan Harris, who works for Red Hat, a company I deeply admire and would 

love to work for. I’m hoping Joan might be open to chat with a potential applicant. Would you be 

willing to make an introduction? I would be grateful for your help and of course happy to help 

you in any way I can.  

Thanks, Lindsey  
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Facebook 
It is not just another social networking site for friends.  The need for many people to find new 

employment, and the fast rate at which Facebook is growing globally, are reasons why even 

working professionals are joining.  Individuals, companies and recruiters now use Facebook for 

candidate searching and job hunting.   

 

Making the Most of Facebook in Your Job Search 
1. Do not put anything on your profile that you do not want your future boss to see.  Make 

sure all the information is valid and matches your LinkedIn and Twitter profiles. 

2. Complete your profile so it matches your resume and CV.  Even though Facebook may 

not seem like a traditional way to search for candidates, recruiters are still looking for 

the traditional candidate items:  personality traits; accomplishments; education history 

and dates; employment history and dates; volunteer work; memberships and 

associations.   

3. Make your profile photo a nice, professional headshot of you.  Delete all unprofessional 

and “incriminating” photos.  Even if they have not met you face-to-face, your online 

photo gives a recruiter the first impression.  Post photos of you doing community 

service, participating in sporting events, conducting speeches or conferences, being 

involved in church fundraisers, teaching or reading to kids, helping animals, helping the 

elderly, traveling (learning about new cultures) – anything employers look upon 

positively!  See the “Facebook Privacy Settings Guide” on how to protect yourself from 

potential employers who are checking you out. 

4. You can be professional and interesting at the same time.  Let your true personality 

shine through in your profile.  Show your humorous, fun-loving self; just keep it clean 

and non-offensive!  Employers want fun employees; they do not want overly sarcastic, 

rude or too opinionated employees. 

5. Let people know that you are looking for a new job.  There are so many people on 

Facebook, and so many people looking for work, this is no longer an issue.  The people 

in your network want to help you, because they want you to help them if they lose their 

job!  Update your status to show everyone how you are actively seeking work:  updating 

your CV, making copies of your resume, meeting with recruiters, interviewing (but do 

not say with whom).  People love to see what others are doing (that is why the “What 

are you doing?” exists!  They also love to comment!  (The more comments you have, the 

better!  It shows that people are interested in you.)  Your updates may prompt referrals 

and recommendations. 

6. Show your knowledge to your network.  Just like updating your status, this is an 

indirect method to attract your network to your skills and expertise in your chosen 

industry. By sharing interesting information and links on your Wall, you can build up a 
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profile of being a knowledge expert in your industry.  It shows you are passionate and 

interested in your industry, and serious about presenting yourself in the right way. 

7. In addition to searching Facebook for people from different industries and schools, try 

tools like Wink.com which search locations and industries on Facebook profiles.  Use 

relevant keywords, job titles, brand names and buzz words from your target industries. 

Become their friend and keep in contact with them and find relevant friends in their 

networks.   

8. Join relevant professional groups on Facebook. They are a great entry point to meet 

people with similar interests.  They want to share information and experiences with you; 

that is what the groups are for!    

9. Actively engage and share information with people.  Get involved with the 

conversations going on within your network, shown on your news feed.  Add some 

opinion and meaningful answers.  It helps build credibility and presence and shows that 

you care.  Ask questions too, it helps start conversation and encourages responses.  If 

people who do no know you personally see this, then the first thing they do, is read your 

profile.  The more people look at your profile, the more they have you in mind, which is 

good for when a job comes up!   

10. Grow your network, so obtain more secondary and third level contacts.  They can get 

you a job just as easily as a first level contact; it is all about the people that they know!  

In your job search, finding people on Facebook/LinkedIn/Twitter needs to be a regular 

function:  targeting relevant people and expanding your professional (not social) 

network.   

11. Now go search a term like "computer repair" (if you own a small repair place), see what 

“POSTS BY PUBLIC” and “POSTS BY FRIENDS” yields, and locate a possible few leads. 

 

Twitter 
Twitter is growing rapidly.  The main reason for Twitter’s growth is the ease of sharing and 

finding information on a second-by-second basis.  It is fast-paced, quick-hitting and gets 

relevant information to your followers in an instant.  Employers are using Twitter and other 

social networking sites to research job applicants; therefore, as a job seeker, you need to know 

how to use Twitter for a job search.  

 

Here is how you can use Twitter daily: 

• Maintaining and expanding your personal brand 

• Managing your followers and who you are following 

• Researching 

• Helping yourself by helping others 

 

How & Why?  
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Research 
companies, their 

products, and 
services. 

 

 

Share relevant 

and interesting 
news, articles and 

insights for your 

chosen profession 
and industry. 

 

Build a following, 

credibility and 
influence that can 

be leveraged into 

direct contacts 
within companies. 

 
Find a job! 

 

Top 10 Benefits  

1. Stand out from other job seekers.  Show you are “in the loop” and really involved in 

your industry and job search. 

2. Prove your industry experience and expertise, based on your “Tweets”, your followers 

and following, and your re-Tweets (circulating other Tweets).  

3. Develop your Personal Brand as a Subject Matter Expert who is connected with 

industry leaders. 

4. Update your followers on your job search progress.   

5. Connect with management, employees, and owners of companies that you are 

interested in working with, to build a relationship before inquiring about job openings. 

Follow all the people you find interesting (and from your industry) and who might be 

able to help you at some stage in your job search. 

6. Build, grow, and maintain relationships with your personal and professional network 

(current and former co-workers, clients, vendors, referrals and other industry contacts).  

7. Know the companies you are interested in working with, through research (their 

products, industry, management, employees, projects and news).  You can decide 

whether you want to work there or not.  If you do, you can also use this information 

during your interview with them. 

8. Research the companies and publish your findings.  When job hunting, you need to 

research no matter what, but instead of just keeping the information to yourself, you 

publish it, making it available to others, including the people who are going to hire you. 

Many job seekers are hired just because they know more about social media and the 

company, than people inside the company.  Show that you know about them, and that 

you are serious about working there. 

9. It's easy!  Twitter only allows 140 characters per post, so you do not spend a lot of time 

writing, or racking your brain to find something to write. Not to mention, people are 

more likely to read a small amount of information than a long article!  Finding and 

posting or re-Tweeting relevant and interesting articles, tips, tricks, news, and 

information is easy to do and very rewarding.   

10. It's fun!  Twitter and other social networking sites would not have caught on if they 

were difficult and boring! 

 

Build a Following 
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1. Write 10–12 tweets before you start following others. This will enable you to build a 

“history.” Other users that you choose to follow may review their streams in deciding whether 

to follow you. 

2. List yourself in Twitter Directories. Unless you are using Twitter for research purposes, do 

not block access to Twitter users—allow others to see you. 

3. Use your real name as your Name. Your Twitter username or “handle” can relate to the kind 

of job you seek your expertise, etc. but your real name allows you to be found across platforms. 

4. Provide accolades to others and share tweets from others. This showcases your expertise, 

provides a pat on the back to others—and increases good will. All of this will help you gain 

followers. 

5. Participate in Follow Friday #ff. On Fridays, post status updates that recommend other users 

you enjoy following—state why you like them, share usernames (@name) and end messages 

with hashtag #ff. 

6. Announce your job search with care. It’s okay to talk about your job search and ask for help 

infrequently, but don’t make this the primary focus 

 

Twitter-Related Sites and Tools 
 

Tool Name Website Description 

AdF.ly http://adf.ly Pays you for visits to your blogs and/or Tweets.  

Make sure they are worthy of being passed on 

and relevant to your industry knowledge.  

Post all the articles you created on Blogger, then 

take each article link on Blogger and shrink it in 

AdF.ly.  Take that shrunken link in AdF.ly and 

post to Twitter.  When people click the shrunken 

link on Twitter, it redirects them to the Blogger 

site where the article is.  You make money doing 

this! 

Bit.ly http://bit.ly  Shortens URL links.  If you use TweetDeck, it is 

automatically enabled.  If not, you have to be 
able to manage your 140 characters wisely to get 

your point across.  If you are sending a link, that 

could be 300 characters.  Bit.ly (and others, like 

TinyUrl, Adf.ly, etc.) shrinks your link to a 

manageable size.  Great for Twitter link posters. 

Twello  

TwitDir 

www.Twello.com 

www.TwitDir.com 

Twitter directories where you can find other 

industry professionals that are on Twitter and 

who they are following. 

TweetDeck  

Twhirl 

www.TweetDeck.com 

www.Twhirl.org 

Manage your following and respond to your 
followers. You can create groups to follow, which 

is great if you are interested in several different 

types of jobs/careers. 

Manage your screen, groups and feeds coming 

into and out your Twitter home page.  Leverage 

unique search features and track specific people 

you are looking to connect with.  TweetDeck 

manages everything live on your screen and runs 

http://adf.ly/
http://bit.ly/
http://bit.ly/
http://www.twello.com/
http://www.twitdir.com/
http://www.tweetdeck.com/
http://www.twhirl.org/
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in the background. 

Twitterberry (for 

Blackberry) 

Twitterific (for 

iPhone*) 

Mobile Twitter 

(all cellulars) 

www.orangatame.com/products/twitterberry/ 

http://iconfactory.com/software/twitterific  

http://m.twitter.com  

Access Twitter on the go from your mobile device.  

It mobilizes your job search!  (But do not use 

your mobile device while driving!)  

*If you have an iPhone, here are some great job-

related apps:  100 Words to Make You Sound 

Smart, beamME CV, Craigster, iJobs, JobCompass 

and TwitterFon. 

TwitterSearch 

Monitter 

http://search.twitter.com/ 

http://www.monitter.com 

Search using keywords and see who is 

mentioning these words in their tweets.  It has an 

advanced search feature.  You can RSS your 

subjects, company or even yourself.  

TwitterSearch has its own language but it is easy 
to pick up and performs a more specific search 

than the normal search feature in Twitter. 

Do not forget to use these words in some 

searches:  job, hiring, recruiter, recruiting.  

Search commonly used words that industry 

people are using too. 

TweetBeep http://tweetbeep.com  Create alerts for Twitter and receive them via 

email.  Very similar to Google Alerts.   

TweetScan http://tweetscan.com 

 
TweetScan searches Twitter, identi.ca and other 

Status.net-based sites.  You can search public 

messages and user profiles with results available 
via email, RSS, and JSON.  Find lost or multi-user 

replies.  Scan up to 10 phrases for daily or weekly 

delivery.  No ads or spam.  

TwitHire http://twithire.com  Free job board for Twitter.  Currently there are 

four separate categories. 

Twitter Feed http://twitterfeed.com/  Use to help build links back to you.  If you are a 

blogger, this is a great tool to blast your posts to 

your Twitter followers as you publish. It is real-

time and effective. 

TwittURLy http://twitturly.com/  Find out about the top URLs being talked about 

and tracked on the web.  

 

 

Getting Started with Twitter 
1. Sign up. 

2. Build your profile.  Link to Facebook so that when you post a tweet, it automatically 

gets posted on your Facebook page. 

3. Start following other people with your job title. 

4. Follow your interests and industries. 

5. Follow friends, co-workers, recruiters, experts, websites, news, etc. 

6. Start sending messages and “tweets”.  Avoid sharing trivial information, like what you 

ate for breakfast.  Share relevant, useful information regarding your expertise, industry, 

job search status, etc.  (This goes for Facebook too!) 

 

Twitter Commands 

http://www.orangatame.com/products/twitterberry/
http://iconfactory.com/software/twitterific
http://m.twitter.com/
http://search.twitter.com/
http://www.monitter.com/
http://tweetbeep.com/
http://tweetscan.com/
http://twithire.com/
http://twitterfeed.com/
http://twitturly.com/
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Command Result 

@username + message Directs a tweet at another person and causes your tweet to save in their “Direct 

Messages”. Example: “@candidate do you want to hear about a job opening with 

aerotek?” 

D username + message Sends a person a private message that goes to their device and saves in their web 

archive 

WHOIS username Retrieves the profile information for any public user on Twitter 

GET username Retrieves the latest twitter update posted by that person 

NUDGE username Reminds a friend to update by asking what they are doing on your behalf 

FAV username Marks a person’s last tweet as a favorite 

# Use the number sign (hash tag) in front of keywords.  When people, like potential 

employers. search for these words on Twitter, your tweet (therefore your resume) 

appears!  

 

 

Internet Research 
Researching Employers 

Now that you have an idea for organizing your job search, you can begin conducting research in 

order to find openings and employers you seek to work for in the future. 

By researching an industry, occupation or employer, you gain a better understanding of job 

availability, company culture, potential growth of businesses and industries, and how your skills 

could be applied to a different profession, if that becomes a necessity. 

Finding out about potential employers gives you a chance to measure your qualifications 

against those required by a particular company. They force you to determine whether you need 

more training in a certain area and whether the skills you have match the talent employers want. 

Structuring Research  

When beginning your research, start gathering information on specific occupations, industries, 

individual companies and job availability in your area. Your research will naturally become more 

specific as you gain momentum. 

Company websites, career information resources, trade journals and online job boards are all 

good resources for discovering what experience, training and knowledge are required by 

employers. 
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Create an online or paper filing system containing research pertaining to companies you want to 

reach. That way, you don't have to rely on Google every time you want to look over the content 

you found last week on the target of your research. 

Sometimes articles mysteriously disappear or land much further down the list of hits on search 

engines; better to print it out, send a copy to your e-mail account or cut and paste content into 

a Word document. 

What should you look for? Study a company's products or services, size, history, location(s) 

(especially in relationship to where you live), mission statement or philosophy (or "value 

proposition" if such a document exists) and financial situation, as well as potential for growth. 

You should dig a little deeper and find out what changes the employer has undergone in the 

last five years and what kind of human resource policies it has, from flex time to a commitment 

to provide community services. 

Finally, always read the "press" section on websites, sometimes called "news and events." This is 

where the company will be revealing potentially great information to job seekers, such as plant 

expansions, new product roll-outs, or sponsorship of events. An expanding workforce may show 

up in a press release but not in local wanted ads. 

The same information will make you look good should you get an interview in which you can 

show how well-informed you are by saying, "I noticed you're opening a new plant in Kentucky..." 

or "I'm really intrigued by that new product you released, the biodegradable coffee cup..." 

Companies not only appreciate that you found them through diligent research, they are equally 

impressed when you display knowledge of their recent actions and address issues within their 

industries. 

Labor Market Survey  

Labor market surveys are tools that can help determine if an occupation or specific line of work 

is appropriate for you. Labor market surveys can be effective because they can help you gain 

insights into fields and occupations. 

The pace of business is so fast today that calling people and asking questions about their 

occupations may result in few call-backs or answered e-mails. The Internet has voluminous 

amounts of information on careers, potential job openings in those occupations and even 

reflections or articles by bloggers, journalists and others that describe what it is like to work in a 

field. 
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Many job search books have suggestions on doing a labor market survey even though it seems 

unlikely, given the pressures of an average workday, that many people have the time to answer 

a series of questions from someone they have never met. 

If you want to conduct a labor market survey, try to keep it in your network of contacts so you at 

least have an opening when making that call: "Jim Schmidt told me to give you a call. I m 

interested in working at 3M and want to learn more about the company's culture," sounds 

better than "I want to work at 3M. Can you tell me what it's like to work there?" 

Be clear, be precise, tell the individual you will not take up more than a few minutes of his or her 

time and hope for a return call. Keep in mind not everyone will tell the truth about an employer 

to a total stranger, even one recommended by a friend. 

You may gain some insights or you might find the practice of labor market surveys a waste of 

time in an age when so much information about companies is widely available on the Internet 

and at your local library. 

If you know the specific occupation or line of work that interests you, consult the Occupational 

Information Network (O*Net) or the Bureau of Labor Statistics websites. Other reference books 

are available at Minnesota WorkForce Centers or your local state employment office, public 

libraries, technical schools, colleges and universities. 

Libraries are a great place to access databases that may not be available for free on the Internet. 

In Minnesota anyone with a library card can register with the Hennepin County Public Library 

system and then access its vast repository of online databases. Other library systems may have 

similar arrangements. 

The following are among the best business databases: 

• Business & Company Resource Center: Searchable by industry or name, it offers nearly 

everything you d want to know about thousands of companies. 

• Business Source Premier: The database holds economic data, company profiles, industry 

information, market research reports and much more. 

• ReferenceUSA: The directory of U.S.-based businesses provides a way to search by 

business name, industry, city, county and ZIP code while offering a panoply of 

information. 

These databases are available online, too, but the fees charged for their use is often substantial. 

That's why it's better to physically go to the library to use them or to register so you can gain 

Web access with a library card. 

http://www.onetonline.org/
http://www.onetonline.org/
http://www.bls.gov/
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You can also tap into social networking sites for content on jobs. In that setting there may be 

members of networking groups willing to offer you insights into a particular field. Networking 

groups in an occupation such as project management or medical technology or 

communications are great settings in which to glean insider knowledge and observations of 

what is required of practitioners in that industry, training, openings, salaries and so forth. 

• Research your industry and get to know everything about the power players.  Learn 

about labor market trends, because it can help to find out who is hiring and what 

skill sets are going to be needed in the future.  Get used to running long search 

commands until you find exactly what you are looking for.  The search engine is a 

great tool for anyone. 

• Find salary reports to learn how to gain an advantage during salary negotiations. 

You can also find salary information on Salary.com.   

• Search employer databases for more information on your industry’s power players.  

Some of these databases include:  Hoovers.com, Bizweb.com, EDGAR Database of 

Corporate Information, BBB.org, BigBook.com, Vault.com and DNB.com. 

• Subscribe to mailing lists or “listservs” hosted by industry experts for up-to-date 

information on your industry’s trends and nuances. 

• Research what titles companies are using because each company cannot only change 

titles, but some have their own version of a job title. 

• You can tailor your research to local companies and find out local industry trends or 

cost of living before pursuing employment with a certain company. 

• Search news groups to find the most recent information on a company or industry. 

• Examine companies’ credibility. 

• Network any way you can with industry experts! 

• Search for hiring managers using reverse engineering email addresses. If you want 

to find a hiring manager at a company, you can search and find the company’s 

generic email address. Next you need to find the name of the hiring manager. Once 

you locate that information, you can email that manager directly. Here are some 

common combos for company email addresses: 

KEY: 

F = First Name 

M = Middle Name 

L = Lastname 

• Firstname@ 

• Lastname@ 

• FLastname@ 

• LastnameF@ 

• FL@ 

• Firstname.Lastname@ 
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• Firstname_Lastname@ 

• F.Lastname 

• F_Lastname 

• FMLastname 

• FLastname.agency@freemail (gmail, hotmail, yahoo) 

 

Here are some nice lists to help with your research! 

 

General Sources 

• FedStats  

Provides a full range of official statistical information produced by more than 100 

agencies that provide data and trend information on such topics as economic and 

population trends, crime, education, health care, aviation safety, energy use, farm 

production and more. 

• USA.gov   

USA.gov for Businesses and Nonprofits: Business Data and Statistics -- Information and 

resources on economics, crime, occupations, trade data and much more. 

• Statistical Abstract of the United States   

An authoritative and comprehensive summary of statistics on the social, political, and 

economic conditions in the United States. 

• Small Business Research and Statistics   

SBA Office of Advocacy provides research reports and statistical information on small 

businesses conditions in the United States. 

• STAT-USA   

For a subscription fee, you can access authoritative business, trade, and economic 

information from across the federal government. Produced by the U.S. Department of 

Commerce. 

• North Carolina Occupational Trends   

Occupational employment projections for North Carolina and thirty-five sub-state areas 

are presented for the period of 2002 - 2012. 

• Research Info  

A comprehensive web site for free market research resources 

• Global Market Research   

Are you a US export? This resource will assist you with a wide range of market research 

needs. 

 

Demographics - People and Population 

http://www.fedstats.gov/
http://www.usa.gov/Business/Business_Data.shtml
http://www.census.gov/compendia/statab/
http://www.sba.gov/advo/research/
http://www.stat-usa.gov/
http://eslmi23.esc.state.nc.us/projections/
http://www.researchinfo.com/
http://www.export.gov/mrktresearch/exp_mr_index.asp
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• American FactFinder   

This service of the U.S. Census Bureau provides access to a wealth of population, 

housing, economic, and geographic data. 

• State and County Quick Facts   

Provides frequently requested Census Bureau information at the national, state, county, 

and city level. 

• Current Population Statistics  

A monthly survey of about 50,000 households conducted by the Bureau of the Census 

for the Bureau of Labor Statistics. 

• Labor Demographics   

The Bureau of Labor Statistics (BLS) make significant amounts of data available for 

specific demographic categories. Demographic categories used by BLS include sex, age, 

race, and ethnic origin. 

• Social Security Fact Sheets for Demographic Groups   

Fact sheets for all demographic groups including women and young people. 

• State Population Statistics   

Provides access to facts about people, business, and geography. 

• North Carolina Demographics and Statistical Data   

This page or reference guide is a collection of online resources the State Library has 

compiled to answer frequent requests for statistical or demographic information about 

North Carolina. 

• North Carolina State Data Center   

Consortium of state and local agencies. Provides links to information and assistance with 

using and interpreting statistical data about the state. 

 

Industry Information 

• Hoovers   

Hoover's online offers company information, detailed business reports and industry 

profiles and overviews. 

• Biz Stats   

Free business statistics, industry statistics, and financial ratios. 

• Industry Research Desk   

Tools and a method for researching industries, specific companies and manufacturing 

processes. 

• Thomas Register  

A comprehensive resource for finding information on suppliers of industrial products and 

services in North America. 

• Encyclopedia of Associations   

Provides contact information, description, and functions of national and international 

http://factfinder.census.gov/
http://quickfacts.census.gov/qfd/
http://www.census.gov/cps/
http://www.bls.gov/
http://www.ssa.gov/pressoffice/factsheets/demographic.htm
http://quickfacts.census.gov/qfd/
http://statelibrary.dcr.stat.nc.us/iss/ncdataresources.html
http://sdc.state.nc.us/%20Industry%20Information
http://www.hoovers.com/
http://www.bizstats.com/
http://www.virtualpet.com/industry
http://www.thomasnet.com/
http://library.dialog.com/bluesheets/html/bl0114.html
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associations of every sort. Published by Gale Research, Tel. 800/877-GALE. Available at 

most libraries. Can be accessed online via DIALOG 

• MarketResearch.com   

Business market research reports and industry analysis. 

• Hospitality Industry   

Research Research hospitality industry trends and review market reports 

• National Restaurant Association   

Economic and statistical information about the US restaurant industry, including sales, 

employment, articles about trends and more. 

• Zap Data   

The company lookup feature will enable you to gain a better understanding about 

competitors and/or potential vendors. 

• PR Newswire   

News and press release distribution service for small business. Great source to monitor 

for current news and press releases with a specific industry and market focus. 

 

Self-market online and search for networks you are familiar with, depending on your profession.  

Always be networking!  Use the following sites for networking with business professionals, 

employees and companies: 

 

• Ecademy 

• Facebook 

• iKarma 

• Jigsaw 

• LinkedIn 

• Myspace 

• networkingforprofessionals.com 

• Ryze 

• Spoke 

• Twitter 

• Xing 

• Ziggs 

• ZoomInfo 

 

Learning New Skills 

Why not try to hone in on some new skills? Make yourself more valuable, make more money. 

Show the employers that they are maximizing ROI by hiring you, because of all these new skills 

you can offer. Try out some free online continuing education at some sites like lynda.com, 

udemy.com, coursera.org, Khan Academy, or wyzant.com.  

 

Email Etiquette  
• Keep your emails as short and to the point as possible. 

• Use HTML to take advantage of tracking, but keep it simple. 

• Intrigue your reader with the email message and get them to find out more by 

clicking your resume website. 

http://library.dialog.com/bluesheets/html/bl0114.html
http://www.marketresearch.com/
http://htrends.com/
http://www.restaurant.org/research/
http://www.zapdata.com/
http://www.prnewswire.com/
http://networkingforprofessionals.com/
https://www.lynda.com/
http://www.udemy.com/
http://www.coursera.org/
http://www.wyzant.com/
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• Spend most of the time on the top three inches of the email, because it is what people 

see if they are using “preview” in Outlook. 

• Ask them to forward the email to other people who may be looking for your skills. 

• Use an effective subject line.  It must reflect the contents of the email, but you also 

want to make it stand out. 

• Do not send it if looks like spam (i.e., you would just delete it unread). 

• Always use both first and last names in the “from” line.  Most people assume email 

from a first name only is spam. 

• Do not include attachments.  Smart email users do not open attachments from 

someone they do not know, for fear of viruses.  If a hiring manager or recruiter asks 

you to send them your resume, then go ahead and do so. 

 

Search Engine Optimization (SEO)  
Unfortunately with today’s online hiring and recruitment practices, some of the older job search 

methods, like only posting your resume on a job board like Monster, do not cut it anymore.  

 

Effectively standout by creating and managing an online presence that puts your name at the 

top of the recruiters’ search results.  How?  Search Engine Optimization (SEO).  Large 

companies and organizations have used SEO techniques for years to develop their brands and 

reputations.  By doing the same, when hiring managers search for you, they can easily find you 

and information that represents you as the best person to hire. 

 

1. Perform a search on yourself and delete anything you do not want a potential employer 

to see.  Most hiring managers search names as an online reference check for candidates 

in the interviewing process.  Failing to delete your “digital dirt” can seriously weaken 

your chances for a job offer.  Also, it takes a lot of time to build your online brand by 

maintaining a Website or blog.  Do not let any dirt ruin all your time and hard work. 

2. Buy your domain name.  Go to a domain registrar (like GoDaddy.com) and buy a 

variation of your name (first and last; first, middle initial, last; first, middle, last).  

• Establish a website and/or blog. Design it and develop content for it. Download 

templates online or hire a Web designer to develop the look and feel of your site.  

Make sure you can easily and quickly update and add content to your site. 

• At a minimum, include: 

o Home page with your contact information, mission statement, elevator speech, 

short bio and a professional, polished photo of you.   

o Current version of your resume and CV.   

o Portfolio with samples of your best work reflecting your unique talents and 

skills.   
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o Video resume (or portfolio) that serves as a “pre-interview”.  Attract hiring 

managers by introducing yourself with a quality, 2-3 minute presentation.  

o Additional content (articles, tips, video/audio clips, photographs, etc.) that 

demonstrate your industry knowledge and expertise. 

o Links page with valuable websites related to your professional and personal 

interests. Some of the sites may not link back to you, but having them on your 

site still increases your search engine ranking. 

3. Research key words and phrases for your field and include them on your website.   

• Find the key words and phrases that employers in your field use to refer to the job 

you are seeking.  Keywords include job titles, company names, skill sets, industry 

buzzwords and jargon, certification names, software titles, etc.  Look for these 

keywords in job postings at your present and desired level. 

• The best places to use keywords are your elevator speech/bio, resume, online 

portfolio, blog entries and articles. Do not “force” or overuse keywords, but try to 

incorporate keywords in titles and beginning and ending paragraphs. 

4. Write relevant articles for your site or other sites. Search engines love high-quality 

content that adds value to the Internet, especially when other sites link to it (reinforcing 

that value). As a job seeker, developing content that showcases your knowledge and 

expertise raises your value in the employment marketplace.  For example, write an 

article for an online industry publication or blog. Or submit your article to one of many 

online article sites (such as EzineArticles.com, WordPress.com, PubArticles.com, 

EHow.com, BizSugar.com, Digg.com, ArticleDirectory.com, and GoArticles.com). 

5. Maximize use of keywords in web page titles and Meta tags.  Meta tags are tools are 

used by search engines to understand, classify, and describe each of your pages in 

search results.  Use keywords/Meta tags in the title, site description, and body text. 

6. Advertise your site.  

• Add your website/blog URL to everything!  Even if your site is not perfect or 

complete, list it on anything that has your name:  email signatures, resume, business 

cards, and when you post content/comments on other blogs or user forums. 

• Using social networking, invite your friends to visit your site and offer you 

constructive feedback on ways you can improve the site. 

• Ask other sites to link to your site, to increase your site’s visibility and ranking. List 

links to the personal sites of your friends, family, and colleagues and ask them to 

reciprocate with a link back to your site. 

• Submit your site to search engines, databases and directories including Google, 

Yahoo and Bing.  

 

Job Links 

Here are some websites to get you moving on your job searching and posting duties. 
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General Job Boards 
www.careerbuilder.com 
www.careersite.com 

www.careerexposure.com 

www.careerjet.com 
www.craigslist.org 

www.employmentguide.com 
www.hotjobs.com 

www.indeed.com 

www.job.com 

www.jobopenings.net 
www.jobcentral.com 

www.jobfox.com 

www.jobbankinfo.org 
www.jobrapido.com 

www.jobster.com 
www.jobofmine.com 

www.jobbankusa.com   

www.justjobs.com 
www.linkedin.com 

www.linkup.com 

www.monster.com 
www.myspace.com 

www.simplyhired.com 
www.twithire.com 

www.truecareers.com 

  

Niche Job Boards 
Aerospace  
www.aeroindustryjobs.com 

www.ctsinternational.com 
 

Agriculture/Forestry  

www.agcareers.com 
www.agindustryjobs.com 

www.treecarejobs.com 

 
Architecture  

www.architecturejobs.com 
www.e-architect.com 

 

Aviation/Airline  
www.avianation.com 

www.aviationcrossing.com 
www.aviationemployment.com 

www.aviationjobsearch.com 

www.avjobs.com 
www.aviationemploymentboard.net 

www.faa.gov/jobs

 

Call Center 
www.callcentercareers.com 

www.callcenterclassifieds.com 

www.callcenterjobs.com 
 

Child Care 
www.care.com 

www.greataupair.com 

www.nannies4hire.com 

www.nannypro.com 

 
Communications/Media/PR/Arts/Film/Entertainment 

www.actorsaccess.com 

www.amfmjobs.com 
www.artjob.org 

www.artcareer.net 
www.backstage.com 

www.careerpage.org 

www.creativejobscentral.com 
www.journalismjobs.com 

www.krop.com 
www.lacasting.com 

www.massmediajobs.com 

www.mediabistro.com  

www.newsjobs.com 
www.nowcasting.com 

www.prweekjobs.com 
www.talentzoo.com 

www.thebiz.variety.com 

www.tvjobs.com 

http://careerbuilder.com/
http://www.careersite.com/
http://www.careersite.com/
http://www.careerexposure.com/seeker_searchjobs.jsp
http://www.careerjet.com/
http://www.careerjet.com/
http://craigslist.org/
http://www.employmentguide.com/
http://www.employmentguide.com/
http://hotjobs.com/
http://indeed.com/
http://www.job.com/
http://www.jobopenings.net/
http://www.jobcentral.com/
http://www.jobfox.com/
http://www.jobfox.com/
http://www.jobbankinfo.org/
http://www.jobrapido.com/
http://www.jobrapido.com/
http://www.jobster.com/
http://www.jobofmine.com/
http://www.jobbankusa.com/
http://justjobs.com/
http://justjobs.com/
http://www.linkedin.com/jobs?displayHome=&trk=hb_tab_jobs
http://www.linkedin.com/jobs?displayHome=&trk=hb_tab_jobs
http://www.linkup.com/
http://www.linkup.com/
http://monster.com/
http://www.classifieds.myspace.com/job
http://www.simplyhired.com/
http://www.simplyhired.com/
http://twithire.com/
http://twithire.com/
http://www.truecareers.com/
http://www.truecareers.com/
http://www.jobbankusa.com/
http://www.jobbankusa.com/
http://www.aeroindustryjobs.com/
http://www.ctsinternational.com/
http://www.agcareers.com/
http://www.agindustryjobs.com/
http://www.treecarejobs.com/
http://www.treecarejobs.com/
http://www.architecturejobs.com/
http://www.e-architect.com/
http://www.avianation.com/
http://www.avianation.com/
http://www.aviationcrossing.com/
http://www.aviationemployment.com/
http://www.aviationjobsearch.com/
http://www.aviationjobsearch.com/
http://www.avjobs.com/
http://www.avjobs.com/
http://www.aviationemploymentboard.net/
http://www.faa.gov/jobs
http://www.callcentercareers.com/
http://www.callcenterclassifieds.com/
http://www.callcenterjobs.com/
http://www.callcenterjobs.com/
http://www.care.com/
http://www.greataupair.com/
http://www.nannies4hire.com/
http://www.nannypro.com/
http://www.actorsaccess.com/
http://www.amfmjobs.com/
http://www.artjob.org/
http://www.artcareer.net/
http://www.artcareer.net/
http://www.backstage.com/
http://www.careerpage.org/
http://www.careerpage.org/
http://www.creativejobscentral.com/
http://www.creativejobscentral.com/
http://www.journalismjobs.com/
http://www.krop.com/
http://www.lacasting.com/
http://www.massmediajobs.com/
http://www.mediabistro.com/
http://www.mediabistro.com/
http://www.newsjobs.com/
http://www.nowcasting.com/
http://www.prweekjobs.com/
http://www.talentzoo.com/
http://thebiz.variety.com/
http://www.tvjobs.com/
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www.tvandradiojobs.com 
www.washingtonpost.com 

www.workinpr.com 
www.writejobs.com 

http://radarmusicvideos.com

/home  
http://www.mandy.com  

http://www.filmfold.com  

http://www.productionhub.co
m  

http://www.gumtree.co.uk  
http://www.film-tv.co.uk  

http://jobs.bbc.co.uk  

http://shootingpeople.org  

http://www.ukscreenassociati
on.co.uk  

http://www.britfilms.com/sea
rch  

http://www.filmmaking.com  

http://www.screendaily.com  
http://www.skillset.org  

http://www.swscreen.co.uk  

http://www.judyfisher.co.uk  
http://www.therunnersclub.c

o.uk  
http://www.kftv.com  

http://www.broadcastnow.co.

uk  

http://www.broadcastfreelan
cer.com  

http://www.launchingfilms.tv  
http://www.whitebook.co.uk  

http://www.productionbase.c

o.uk  
http://www.artshub.co.uk/uk  

http://www.theknowledgeonli

ne.com  
http://www.talentcircle.co.uk  

http://www.film4.com  
http://www.telestart.co.uk 

  

Construction/Manufacturing/Warehouse 
www.constructionexecutive.com 

www.constructionjobs.com 

www.hvacagent.com 
www.infooil.com 
www.jobsinmanufacturing.com 

www.justprojectmanagerjobs.com 
www.manufacturingjobs.com  
www.mepjobs.com 

www.offshore-marine.com 
www.oilandgasjobsonline.com 

www.oiljobfinder.com 

www.topbuildingjobs.com 

www.warehousejobs.com 

 

Contract/Temporary/Freelance/Home-Based 
www.backdoorjobs.com 

www.bridgestar.org 

www.coolworks.com 
www.elance.com 

www.execsearches.com 
www.gofreelance.com 

www.groovejob.com 

www.guru.com 
www.homeworkers.org 

www.ifreelance.com 

www.jobsformoms.com 

www.jobmonkey.com 
www.net-temps.com 

www.nonprofitoyster.com 
www.opportunityknocks.org 

www.snagajob.com 

www.sologig.com 

www.tides.org 

www.tjobs.com 
www.worldwideworkathome.com 

www.xgo.co.uk 

 

 

Diversity 
www.diversitysearch.com 

www.diversityjobs.com 
www.diversityworking.com 

www.hirediversity.com 

www.latpro.com 
www.workplacediversity.com 

 

Education 
www.eteach.com 

www.higheredjobs.com 

www.schoolspring.com 

www.teachers-teachers.com 
www.jobsmotion.com/teaching-jobs  

 

Entry Level/Internships 
www.aftercollege.com 
www.campuscareercenter.com 

www.collegerecruiter.com 

www.collegegrad.com 

www.experience.com 

www.internjobs.com 

www.jobweb.com  

www.makingthedifference.org 

www.studentjobs.gov
 

Environmental/Green/Energy 

http://www.tvandradiojobs.com/
http://www.tvandradiojobs.com/
http://www.washingtonpost.com/wl/jobs/JS_JobSearch?
http://www.washingtonpost.com/wl/jobs/JS_JobSearch?
http://www.workinpr.com/
http://www.workinpr.com/
http://www.writejobs.com/
http://www.writejobs.com/
http://radarmusicvideos.com/home
http://radarmusicvideos.com/home
http://www.mandy.com/
http://www.filmfold.com/
http://www.productionhub.com/
http://www.productionhub.com/
http://www.gumtree.co.uk/
http://www.film-tv.co.uk/
http://jobs.bbc.co.uk/
http://shootingpeople.org/
http://www.ukscreenassociation.co.uk/
http://www.ukscreenassociation.co.uk/
http://www.britfilms.com/search
http://www.britfilms.com/search
http://www.filmmaking.com/
http://www.screendaily.com/
http://www.skillset.org/
http://www.swscreen.co.uk/
http://www.judyfisher.co.uk/
http://www.therunnersclub.co.uk/
http://www.therunnersclub.co.uk/
http://www.kftv.com/
http://www.broadcastnow.co.uk/
http://www.broadcastnow.co.uk/
http://www.broadcastfreelancer.com/
http://www.broadcastfreelancer.com/
http://www.launchingfilms.tv/
http://www.whitebook.co.uk/
http://www.productionbase.co.uk/
http://www.productionbase.co.uk/
http://www.artshub.co.uk/uk
http://www.theknowledgeonline.com/
http://www.theknowledgeonline.com/
http://www.talentcircle.co.uk/
http://www.film4.com/
http://www.telestart.co.uk/
http://www.constructionexecutive.com/
http://www.constructionjobs.com/
http://www.hvacagent.com/
http://www.infooil.com/
http://www.jobsinmanufacturing.com/
http://www.justprojectmanagerjobs.com/
http://www.justprojectmanagerjobs.com/
http://www.justprojectmanagerjobs.com/
http://www.manufacturingjobs.com/
http://www.manufacturingjobs.com/
http://www.mepjobs.com/
http://www.offshore-marine.com/
http://www.oilandgasjobsonline.com/
http://www.oiljobfinder.com/
http://www.topbuildingjobs.com/
http://www.warehousejobs.com/
http://www.warehousejobs.com/
http://www.backdoorjobs.com/
http://www.bridgestar.org/Jobs/JobSearchHome.aspx
http://www.coolworks.com/
http://www.elance.com/
http://www.execsearches.com/
http://www.execsearches.com/
http://www.gofreelance.com/
http://www.gofreelance.com/
http://www.groovejob.com/
http://www.groovejob.com/
http://www.guru.com/
http://www.guru.com/
http://www.homeworkers.org/
http://www.ifreelance.com/
http://www.jobsformoms.com/
http://www.jobmonkey.com/
http://www.jobmonkey.com/
http://www.net-temps.com/
http://www.nonprofitoyster.com/
http://www.nonprofitoyster.com/
http://www.opportunityknocks.org/
http://www.opportunityknocks.org/
http://www.snagajob.com/
http://sologig.com/
http://www.tides.org/about-tides/jobs/index.html
http://www.tides.org/about-tides/jobs/index.html
http://www.tjobs.com/
http://www.tjobs.com/
http://www.worldwideworkathome.com/
http://www.xgo.co.uk/?domainname=careersguide.co.uk
http://www.diversitysearch.com/
http://www.diversityjobs.com/
http://www.diversityworking.com/
http://www.hirediversity.com/
http://www.latpro.com/
http://www.workplacediversity.com/
http://www.eteach.com/
http://www.higheredjobs.com/
http://www.schoolspring.com/
http://www.teachers-teachers.com/
http://www.teachers-teachers.com/
http://www.jobsmotion.com/teaching-jobs
http://www.aftercollege.com/
http://www.campuscareercenter.com/
http://www.campuscareercenter.com/
http://www.campuscareercenter.com/
http://collegerecruiter.com/
http://www.collegegrad.com/
http://www.experience.com/
http://www.internjobs.com/
http://www.jobweb.com/
http://www.makingthedifference.org/
http://www.makingthedifference.org/
http://www.studentjobs.gov/
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www.acre-resources.co.uk 
www.brightgreentalent.com 

www.coolclimatejobs.com 
www.earthworks-jobs.com 

www.ecoemploy.com  

www.ecojobs.com 
www.environmental-jobs.com 

www.energyjobsearch.com 

www.environmentalcareer.com 

www.environmentjob.co.uk 

www.greenbiz.com  

www.greencollar.org 
www.greenjobs.com 

www.greendreamjobs.com 
www.grist.org 

www.lowcarbon.com 
www.sustainjobs.com  

www.stopdodo.com 
www.treehugger.com 

www.utility-worker.com    

www.utilityjobsonline.com 
 

 
Fashion/Design 

www.aigadesignjobs.org 
www.clothingindustryjobs.com 

www.coroflot.com 

www.fashioncareercenter.com 
www.stylecareers.com 

 
Finance/Banking/Accounting 
www.accountingjobstoday.com 

www.bankjobs.com 

www.brokerhunter.com 
www.careersinaudit.com 

www.careersintax.com 
www.careerbank.com 

www.eFinancialCareers.com 

www.jobsinthemoney.com 

www.taxtalent.com 
 

 

Fitness/Wellness 
www.exercisecareers.com 

www.exercisejobs.com 

www.fitnessjobs.com 
 

Government 
www.apps.opm.gov/sppc_directory 

www.amtrak.net 
www.anl.gov 

www.archives.gov 

www.atf.gov 
www.bnl.gov 

www.borderpatrol.gov 

www.bop.gov 
www.brubach.com 

www.cbo.gov 
www.cbp.gov  

www.census.gov 

www.cftc.gov 
www.clearancejobs.com 

www.cia.gov 
www.cms.hhs.gov 

www.cpsc.gov 

www.dcjobsource.com 
www.defensetalent.com 

www.dfid.gov.uk 

www.dhs.gov 
www.dla.mil 

www.doi.gov 

www.dol.gov 
www.ed.gov 

www.epa.gov 
www.exim.gov 

www.faa.gov 

www.fcc.gov 
www.fbijobs.gov 

www.fbo.gov 
www.fda.gov 

www.fdic.gov 

www.fec.gov 
www.fedbizopps.gov 

www.federalreserve.gov 

www.fema.gov 
www.ferc.gov 

www.ftc.gov 
www.fws.gov 

www.gao.gov 

www.gpo.gov   
www.go-defense.com 

www.governmentjobs.com 
www.govcentral.com 

www.govtjobs.com 
www.hhs.gov 

www.house.gov 
www.hud.gov 

www.irs.gov 

www.loc.gov 
www.makingthedifference.org 
www.nasa.gov 

www.nationalservice.gov 

www.nga.gov 
www.nhtsa.dot.gov 

www.nih.gov 
www.nlrb.gov 

www.noaa.gov 

www.nps.gov 
www.nrc.gov 

www.nsa.gov 

www.nsf.gov 
www.ntsb.gov 

www.opic.gov 
www.opm.gov 

http://www.acre-resources.co.uk/
http://www.acre-resources.co.uk/
http://www.brightgreentalent.com/
http://www.brightgreentalent.com/
http://www.coolclimatejobs.com/
http://www.earthworks-jobs.com/
http://www.earthworks-jobs.com/
http://www.ecoemploy.com/jobs
http://www.ecojobs.com/
http://www.environmental-jobs.com/
http://www.energyjobsearch.com/
http://environmentalcareer.com/
http://www.environmentjob.co.uk/
http://www.environmentjob.co.uk/
http://www.greenbiz.com/
http://www.greencollar.org/
http://www.greencollar.org/
http://www.greenjobs.com/
http://www.greenjobs.com/
http://www.greendreamjobs.com/
http://jobs.grist.org/
http://www.lowcarbon.com/
http://www.lowcarbon.com/
http://www.sustainjobs.com/
http://www.stopdodo.com/
http://www.stopdodo.com/
http://jobs.treehugger.com/
http://www.utility-worker.com/
http://www.utilityjobsonline.com/
http://www.aigadesignjobs.org/
http://www.clothingindustryjobs.com/
http://www.clothingindustryjobs.com/
http://www.coroflot.com/
http://www.fashioncareercenter.com/
http://www.stylecareers.com/
http://www.accountingjobstoday.com/
http://www.bankjobs.com/
http://www.brokerhunter.com/
http://www.careersinaudit.com/
http://www.careersintax.com/
http://www.careersintax.com/
http://www.careerbank.com/
http://efinancialcareers.com/
http://www.jobsinthemoney.com/
http://www.taxtalent.com/
http://www.exercisecareers.com/
http://www.exercisejobs.com/
http://www.fitnessjobs.com/
http://apps.opm.gov/sppc_directory
http://apps.opm.gov/sppc_directory
http://apps.opm.gov/sppc_directory
http://amtrak.teamrewards.net/TR_PublicWeb/index.jsp
http://www.anl.gov/Careers/index.html
http://www.archives.gov/careers/index.html
http://www.archives.gov/careers/index.html
http://www.atf.gov/careers/index.htm
https://jobs.bnl.gov/psc/Jobs/EMPLOYEE/HRMS/c/HRS_HRAM.HRS_CE.GBL?Page=HRS_CE_HM_PRE&Action=A&
http://www.borderpatrol.gov/
http://www.bop.gov/
http://www.brubach.com/index.htm
http://www.cbo.gov/Employment/
http://www.cbp.gov/
http://www.census.gov/hrd/www/index.html
http://www.census.gov/hrd/www/index.html
http://www.cftc.gov/aboutthecftc/careers/
http://www.clearancejobs.com/
https://www.cia.gov/careers/index.html
http://www.cms.hhs.gov/CareersAtCMS/
http://www.cms.hhs.gov/CareersAtCMS/
http://www.cpsc.gov/about/hr.html
http://dcjobsource.com/fedsearch.html
http://dcjobsource.com/fedsearch.html
http://www.defensetalent.com/
http://www.dfid.gov.uk/recruitment/
http://www.dhs.gov/xabout/careers/
http://www.hr.dla.mil/
http://www.doi.gov/hrm/doijobs.html
http://www.dol.gov/dol/jobs.htm
http://www.dol.gov/dol/jobs.htm
http://www.ed.gov/about/jobs/open/edhires/index.html?src=gu
http://www.ed.gov/about/jobs/open/edhires/index.html?src=gu
http://www.epa.gov/careers/
http://www.exim.gov/about/jobs/jobs.cfm
http://jobs.faa.gov/
http://www.fcc.gov/jobs/
http://www.fbijobs.gov/
https://www.fbo.gov/
http://www.fda.gov/AboutFDA/WorkingatFDA/default.htm
http://www.fdic.gov/about/jobs/index.html
http://www.fdic.gov/about/jobs/index.html
http://www.fec.gov/pages/jobs/jobs.shtml
http://www.fedbizopps.gov/
http://www.fedbizopps.gov/
http://www.federalreserve.gov/careers/default.htm
http://www.federalreserve.gov/careers/default.htm
http://www.fema.gov/career/
http://www.ferc.gov/careers/careers.asp
http://www.ftc.gov/ftc/oed/hrmo/jobops.shtm
http://www.fws.gov/jobs/
http://www.fws.gov/jobs/
http://www.gao.gov/careers/index.html
http://www.gao.gov/careers/index.html
http://www.gpo.gov/
http://www.go-defense.com/
http://www.go-defense.com/
http://www.governmentjobs.com/
http://www.govcentral.com/careers
http://www.govtjobs.com/
http://www.hhs.gov/careers/
http://www.hhs.gov/careers/
http://www.house.gov/cao-hr/
http://www.hud.gov/jobs/index.cfm
http://jobs.irs.gov/home.html
http://jobs.irs.gov/home.html
http://www.loc.gov/hr/employment/index.php
http://www.loc.gov/hr/employment/index.php
http://www.makingthedifference.org/
http://www.nasajobs.nasa.gov/
http://www.nasajobs.nasa.gov/
http://www.nationalservice.gov/about/employment/index.asp
http://www.nga.gov/resources/employ.shtm
http://www.nga.gov/resources/employ.shtm
http://www.nhtsa.dot.gov/portal/site/nhtsa/menuitem.2936cb33b028dcfac22cf37490008a0c/?quickLinksSelect=%2Fportal%2Fsite%2Fnhtsa%2Fmenuitem.2936cb33b028dcfac22cf37490008a0c%2F
http://www.nhtsa.dot.gov/portal/site/nhtsa/menuitem.2936cb33b028dcfac22cf37490008a0c/?quickLinksSelect=%2Fportal%2Fsite%2Fnhtsa%2Fmenuitem.2936cb33b028dcfac22cf37490008a0c%2F
http://www.jobs.nih.gov/
http://www.jobs.nih.gov/
http://www.nlrb.gov/about_us/careers/index.aspx
http://www.nlrb.gov/about_us/careers/index.aspx
http://www.careers.noaa.gov/
http://www.careers.noaa.gov/
http://www.nps.gov/personnel/
http://www.nps.gov/personnel/
http://www.nrc.gov/about-nrc/employment/nrcareers.html
http://www.nrc.gov/about-nrc/employment/nrcareers.html
http://www.nsa.gov/Careers/
http://www.nsa.gov/Careers/
http://www.nsf.gov/about/career_opps/
http://www.nsf.gov/about/career_opps/
http://www.ntsb.gov/Vacancies/Listing.htm
http://www.ntsb.gov/Vacancies/Listing.htm
http://www.opic.gov/about/jobs/index.asp
http://www.opic.gov/about/jobs/index.asp
http://apps.opm.gov/sppc_directory
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 Confidential 

www.ornl.gov 
www.pbgc.gov 

www.peacecorps.gov 
www.recovery.gov 

www.sealiftcommand.com 

www.senate.gov 
www.sihr.si.edu 

www.sec.gov 

www.ssa.gov 

www.state.gov 
www.studentjobs.gov 

www.supremecourtus.gov 
www.tsa.gov 

www.usaid.gov 

www.usajobs.gov 
www.uscourts.gov 

www.usda.gov 

www.usdoj.gov 
www.usgs.gov  

www.usmint.gov 
www.usps.com 

www.uspto.gov 

www.ustreas.gov 
www.va.gov 

www.wdrs.fnal.gov  

www.whitehouse.gov 
 

Hospitality/Food/Restaurant 
www.caterer.com 

www.fastfoodjobs.co.uk 

www.foodindustryjobs.com 
www.foodindustrycareers.co.uk 
www.foodservice.com 

www.hcareers.com 

www.hsuperstars.com 

www.hospitalityonline.com 
www.hoteljobs.com 

www.mycateringjobs.com 

www.starchefsjobfinder.com   

 
 

  

Human Resources/Recruiting 
www.ere.net 

www.jobs4hr.com 
www.ihirehr.com 

www.recruitingjobs.com 

www.shrm.org 
www.workforcehrjobs.com  

 

Insurance/Underwriting 
www.greatinsurancejobs.com 

www.insurancejobs.com 

www.ultimateinsurancejobs.com   

www.underwritingjobs.com 
www.insuranceunderwritingweb.com 

  

International Development 
www.aic2000.org 

www.ap.urscorp.com 

www.alertnet.org 
www.bond.org.uk 

www.careersunited.org 

www.comminit.com 
www.developmentaid.org 

www.devex.com 
www.devj.net 

www.devnetjobs.org 

www.dev-zone.org 

www.eldis.org 

www.fpa.org 

www.globalrecruitment.net 
www.hacesfalta.com 

www.icsc.un.org 

www.idealist.org 
www.intljobs.org 

www.internationaljobs.org  
www.interaction.org 
www.microfinancegateway.org 

www.oneworld.net 

www.overseasjobs.com 

www.thirdsector.co.uk 

www.tol.cz 
www.uvm.edu 

www.vso.org.uk   

 

  

IT/Engineering 
www.computerjobs.com 

www.computerwork.com 

www.databasejobs.com  
www.dbjobs.org 

www.dice.com 

www.engcen.com 

www.engineerjobs.com 

www.engineerjobsearch.com 
www.gjc.org 

www.justtechjobs.com 

www.prgjobs.com 

www.tech-centric.net 

www.theitjobboard.com 

 
Law 

www.attorneyjobs.com 

http://jobs.ornl.gov/
http://jobs.ornl.gov/
http://www.pbgc.gov/about/jobs.html
http://www.peacecorps.gov/index.cfm?shell=pchq.jobs
http://www.peacecorps.gov/index.cfm?shell=pchq.jobs
http://www.recovery.gov/
http://www.sealiftcommand.com/nowHiring.html
http://www.sealiftcommand.com/nowHiring.html
http://www.senate.gov/visiting/common/generic/placement_office.htm
http://www.sihr.si.edu/
http://www.sihr.si.edu/
http://www.sec.gov/jobs.shtml
http://www.sec.gov/jobs.shtml
http://www.ssa.gov/careers/index.htm
http://www.state.gov/aboutstate/
http://www.studentjobs.gov/
http://www.supremecourtus.gov/jobs/jobs.html
http://www.supremecourtus.gov/jobs/jobs.html
http://www.tsa.gov/join/index.shtm
http://www.tsa.gov/join/index.shtm
http://www.usaid.gov/careers
http://www.usajobs.gov/
http://www.uscourts.gov/careers/
http://www.uscourts.gov/careers/
http://www.ars.usda.gov/Careers/Careers.htm
http://www.usdoj.gov/06employment/06_1.html
http://www.usdoj.gov/06employment/06_1.html
http://www.usgs.gov/
http://www.usmint.gov/about_the_mint/careers/index.cfm?flash=no
http://www.usmint.gov/about_the_mint/careers/index.cfm?flash=no
http://www.usps.com/employment/
http://www.usps.com/employment/
http://www.uspto.gov/web/offices/ac/ahrpa/ohr/jobs/jobs.htm
http://www.uspto.gov/web/offices/ac/ahrpa/ohr/jobs/jobs.htm
http://www.ustreas.gov/organization/employment/
http://www.ustreas.gov/organization/employment/
http://www.va.gov/jobs/
http://www.wdrs.fnal.gov/
http://www.whitehouse.gov/
http://www.caterer.com/
http://www.fastfoodjobs.co.uk/
http://www.foodindustryjobs.com/
http://www.foodindustrycareers.co.uk/
http://www.foodindustrycareers.co.uk/
http://www.foodindustrycareers.co.uk/
http://www.foodservice.com/
http://www.hcareers.com/
http://www.hsuperstars.com/
http://www.hsuperstars.com/
http://www.hospitalityonline.com/
http://www.hoteljobs.com/
http://www.mycateringjobs.com/
http://www.mycateringjobs.com/
http://www.starchefsjobfinder.com/
http://www.ere.net/
http://www.ere.net/
http://www.jobs4hr.com/
http://www.ihirehr.com/
http://www.recruitingjobs.com/
http://www.shrm.org/
http://www.workforcehrjobs.com/
http://www.greatinsurancejobs.com/
http://www.insurancejobs.com/
http://www.ultimateinsurancejobs.com/
http://www.underwritingjobs.com/
http://www.underwritingjobs.com/
http://www.insuranceunderwritingweb.com/
http://www.aic2000.org/
https://www.urs.ap.apply2jobs.com/
https://www.urs.ap.apply2jobs.com/
http://www.alertnet.org/thepeople/jobs/?via=lnav
http://www.alertnet.org/thepeople/jobs/?via=lnav
http://www.bond.org.uk/jobs.php
http://www.bond.org.uk/jobs.php
http://www.careersunited.org/openings.asp?Lang=5
http://www.careersunited.org/openings.asp?Lang=5
http://www.comminit.com/vacancies.html
http://www.comminit.com/vacancies.html
http://www.developmentaid.org/
http://www.developmentaid.org/
http://www.devex.com/
http://www.devj.net/
http://www.devj.net/
http://www.devnetjobs.org/
http://www.devnetjobs.org/
http://www.dev-zone.org/jobs
http://www.eldis.org/news/jobs.htm
http://www.fpa.org/jobs_contact2423/jobs_contact.htm
http://www.globalrecruitment.net/
http://www.globalrecruitment.net/
http://www.hacesfalta.com/
http://www.hacesfalta.com/
http://icsc.un.org/joblinks.asp
http://icsc.un.org/joblinks.asp
http://www.idealist.org/if/as/Job
http://www.idealist.org/if/as/Job
http://www.intljobs.org/
http://www.intljobs.org/
http://www.internationaljobs.org/
http://careers.interaction.org/home/index.cfm?site_id=2159
http://careers.interaction.org/home/index.cfm?site_id=2159
http://www.microfinancegateway.org/p/site/m/jobs/
http://www.microfinancegateway.org/p/site/m/jobs/
http://us.oneworld.net/jobs
http://www.overseasjobs.com/
http://www.overseasjobs.com/
http://jobs.thirdsector.co.uk/jobs/international-development
http://jobs.thirdsector.co.uk/jobs/international-development
http://www.tol.cz/look/TOL/section_jobs.tpl?IdLanguage=1&IdPublication=19&NrIssue=1
http://www.uvm.edu/~laines/export/jobs.htm
http://www.uvm.edu/~laines/export/jobs.htm
http://www.vso.org.uk/
http://www.computerjobs.com/
http://www.computerwork.com/
http://www.databasejobs.com/
http://www.databasejobs.com/
http://www.dbjobs.org/
http://dice.com/
http://www.engcen.com/
http://www.engineerjobs.com/
http://www.engineerjobsearch.com/
http://www.engineerjobsearch.com/
http://www.gjc.org/
http://www.justtechjobs.com/
http://www.prgjobs.com/
http://www.prgjobs.com/
http://www.tech-centric.net/
http://www.theitjobboard.com/
http://www.attorneyjobs.com/
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 Confidential 

www.emplawyernet.com 
www.lawcrossing.com 

www.lawjobs.com 

 
Law Enforcement 

www.911hotjobs.com 

www.lawenforcementjobs.com 
www.policeemployment.com 

 

Leisure 
www.leisurejobs.com 

 
Linguists 

www.jobsmotion.com/all-jobs/multilingual-jobs 

www.toplanguagejobs.co.uk 
 

Logistics/Distribution/Drivers 
www.classadrivers.com 

www.everytruckjob.com 

www.jobsinlogistics.com 

www.jobsintrucks.com 
www.jobsinmanufacturing.com 

www.maritimejobs.com   

www.supplychainjobs.com 

 

MBAs/Executives 
www.6figurejobs.com 

www.execsearches.com 

www.execunet.com   

www.MBACareers.com 

www.theladders.com 

 

Medical/Bio/Pharmaceutical/Healthcare 

www.biohealthmatics.com 
www.biospace.com 

www.careerpharm.com 
www.globalhealth.org 

www.healthcareerweb.com 

www.healthecareers.com 

www.healthjobsusa.com 
www.hospitaljobsonline.com 

www.medhunters.com 
www.medicalworkers.com 

www.medzilla.com 
www.pharmadiversityjobboard.com 

www.practicematch.com 
www.rxcareercenter.com  

www.therapyjobs.com   
 

  

Military 
www.afcrossroads.com 

www.armypays.com 

www.army.mil 
www.corporategrayonline.com 

www.defensetalent.com 

www.destinygrp.com 

www.hireahero.org 

www.marineea.org 

www.militaryjobzone.com 

www.militarystars.com 
www.militarycandidates.com 

www.military.com 

www.military.com/spouse 
www.moaa.org 

www.recruitmilitary.com 

www.taonline.com 

www.uscg.mil 
www.va.gov 

www.vetjobs.com 

 
Mining 

www.miningjobs.org 

www.minejob.com 
www.miscojobs.com 

 
Non-Profit/Volunteer 

http://www.emplawyernet.com/
http://www.emplawyernet.com/
http://www.lawcrossing.com/
http://www.lawjobs.com/
http://www.911hotjobs.com/
http://www.lawenforcementjobs.com/
http://www.policeemployment.com/
http://www.leisurejobs.com/
http://www.jobsmotion.com/all-jobs/multilingual-jobs
http://www.jobsmotion.com/all-jobs/multilingual-jobs
http://www.toplanguagejobs.co.uk/
http://www.classadrivers.com/
http://www.everytruckjob.com/
http://www.jobsinlogistics.com/
http://www.jobsintrucks.com/
http://www.jobsinmanufacturing.com/
http://www.maritimejobs.com/
http://www.supplychainjobs.com/
http://www.supplychainjobs.com/
http://www.6figurejobs.com/
http://www.execsearches.com/
http://www.execunet.com/
http://www.mbacareers.com/
http://www.theladders.com/
http://www.execunet.com/
http://www.execunet.com/
http://www.biohealthmatics.com/
http://www.biospace.com/
http://www.careerpharm.com/
http://careers.globalhealth.org/search.cfm
http://www.healthcareerweb.com/
http://www.healthecareers.com/
http://www.healthjobsusa.com/
http://www.hospitaljobsonline.com/
http://www.hospitaljobsonline.com/
http://www.medhunters.com/
http://www.medicalworkers.com/
http://www.medicalworkers.com/
http://www.medzilla.com/
http://www.pharmadiversityjobboard.com/
http://www.practicematch.com/CareerCenter/Opportunities/Find.cfm
http://www.practicematch.com/CareerCenter/Opportunities/Find.cfm
http://www.rxcareercenter.com/
http://www.rxcareercenter.com/
http://www.therapyjobs.com/
http://www.afcrossroads.com/
http://www.armypays.com/
http://acpol.army.mil/employment/
http://www.corporategrayonline.com/
http://www.defensetalent.com/
http://www.destinygrp.com/
http://www.hireahero.org/
http://www.marineea.org/
http://www.militaryjobzone.com/
http://www.militarystars.com/
http://www.militarycandidates.com/
http://www.military.com/
http://www.military.com/spouse
http://www.moaa.org/
http://www.recruitmilitary.com/
http://www.taonline.com/
http://www.uscg.mil/civilian/
http://www.uscg.mil/civilian/
http://www.va.gov/jobs/
http://www.va.gov/jobs/
http://www.vetjobs.com/
http://www.miningjobs.org/
http://www.minejob.com/
http://www.miscojobs.com/
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www.alertnet.org 
www.backdoorjobs.com 

www.charityjob.co.uk 
www.idealist.org 

www.nonprofitjobs.org 
www.nonprofit-jobs.org 

www.opportunitynocs.org 
www.reliefweb.int 

www.unjobs.org 
www.volunteermatch.org 

  

Nursing 
www.allnurses.com 

www.expedientmedstaff.com 
www.jobsmotion.com/nursing-jobs 

www.nursingjobs.com 

www.nursingjobs.org 

www.nursing-jobs.us 
 

Retail 
www.allretailjobs.com 

www.clothingindustryjobs.com 

www.fashioncareercenter.com  
 

Retirees 
www.retirementjobs.com 

www.retireandconsult.com 

www.seniorjobbank.org 
 

Sales/Marketing/Advertising 
www.acareerinsales.com 

www.jobs4sales.com 

www.marketingjobs.com 

www.salesjobs.com 

www.salesheads.com 

www.salestrax.com 

www.talentzoo.com 

www.topsalespositions.com 

 

Science 

www.nature.com 
www.sciencejobs.org 

www.scjobs.sciencemag.org 
 

Security 

www.clearancejobs.com 
www.clearedconnections.com 

www.securityjobs.net 
 

Sports 

www.jobsinsports.com 
www.sportscareerfinder.com 

www.teamworkonline.com 

www.workinsports.com 
 

Telecommunications 
www.tech-centric.net 

www.telecomcareers.net 

www.wirelessjobs.com 
http://www.wirelessestimator.com  

http://www.telforcegroup.com   
http://www.sbasite.com/Careers.aspx  

http://www.alertnet.org/
http://www.backdoorjobs.com/
http://www.charityjob.co.uk/seekers/?category=9&SiteID=1&submit3=List+Jobs
http://www.charityjob.co.uk/seekers/?category=9&SiteID=1&submit3=List+Jobs
http://www.idealist.org/
http://www.nonprofitjobs.org/
http://www.nonprofit-jobs.org/
http://www.opportunitynocs.org/
http://www.reliefweb.int/rw/res.nsf/doc212?OpenForm
http://unjobs.org/
http://www.volunteermatch.org/
http://www.volunteermatch.org/
http://www.allnurses.com/
http://www.expedientmedstaff.com/
http://www.expedientmedstaff.com/
http://www.jobsmotion.com/nursing-jobs
http://www.nursingjobs.com/
http://www.nursingjobs.org/
http://www.nursing-jobs.us/
http://www.nursing-jobs.us/
http://www.allretailjobs.com/
http://www.clothingindustryjobs.com/
http://www.fashioncareercenter.com/
http://www.fashioncareercenter.com/
http://www.retirementjobs.com/
http://www.retireandconsult.com/
http://www.retireandconsult.com/
http://www.seniorjobbank.org/
http://www.seniorjobbank.org/
http://www.acareerinsales.com/
http://www.jobs4sales.com/
http://www.marketingjobs.com/
http://www.salesjobs.com/
http://www.salesheads.com/
http://www.salestrax.com/
http://www.talentzoo.com/
http://www.topsalespositions.com/
http://www.nature.com/
http://www.sciencejobs.org/
http://www.scjobs.sciencemag.org/
http://www.clearancejobs.com/
http://www.clearedconnections.com/
http://www.securityjobs.net/
http://www.jobsinsports.com/
http://www.sportscareerfinder.com/
http://www.teamworkonline.com/
http://www.workinsports.com/
http://www.workinsports.com/
http://www.tech-centric.net/
http://www.telecomcareers.net/
http://www.wirelessjobs.com/
http://www.wirelessestimator.com/
http://www.telforcegroup.com/
http://www.sbasite.com/Careers.aspx
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