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Agenda:

» TRACK YOUR JOB SEARCH IN GOOGLE SHEETS
> FIND OPPORTUNITIES WITH GOOGLE SEARCH

» CREATE A RESUME WITH GOOGLE DOCS
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Track Your Job Search
STEP 1: SIGN IN TO YOUR GOOGLE ACCOUNT

Sign into your Google
Google Account. {

—

Don’t have a Google account? Sign up for free.
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https://myaccount.google.com/?utm_source=sign_in_no_continue&pli=1
https://accounts.google.com/signup/v2/webcreateaccount?continue=https%3A%2F%2Fmyaccount.google.com%3Futm_source%3Daccount-marketing-page%26utm_medium%3Dcreate-account-button&flowName=GlifWebSignIn&flowEntry=SignUp

STEP 2: ACCESS GOOGLE DRIVE

v'Click Google Apps
Google

v Click Google Drive
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STEP 3: CREATE A NEW GOOGLE SHEET

* Clic
* Clic
* Clic

& @ o @
K New R
m - g ‘t‘n‘ I

kK Google Sheets

K Blank spreadsheet =

e Rename it
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STEP 4: ORGANIZE YOUR JOB SEARCH IN GOOGLE SHEETS

Untitled spreadsheet O

8 Share
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GOOGLE SHEET BASICS

1
1 Cells A B Columns Rows
2
My Job Search
= R ~ a
File Edit Wiew Insert Format Data Tools Add-ons Help All changes saved in Drive
e T 100% -~ $§ % .0 .00 123~ Arial - 10 - B I 5 A <. H =~ 11+~ %~ coEHA ] v ~ = - -~
A B C D E F G H I J

Job Position Company Name Salary or Hourly Rate Website URL MNotes
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Find Opportunities with Google Search
Step 1: Search for Jobs Near Me

Google

jobs near me|

(=

jobs near me - Google Search
jobs nashville

jobs murfreesboro tn

jobs near me hiring

jobs near me part time

jobs near me for teens

jobs near me hiring now

jobs near me hiring at 16

jobs near me full time

o P L L P P P P p Hp P

jobs near me clarksville tn
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STEP 2: Expand Your Search

Jobs

® Near Erlanger, KY

Jobs Saved @

Past 3 days Full-time ~* Work from home ~* Actively Hiring No degree

| KFC

Team Member
KFC

Erlanger, KY
via Snagajob

(9 3daysago = 14min gl Fuliime (# Health insurance

General Warehouse
Flexible Staffing
Erlanger, KY

via CBS4Indy Jobs

(9 Shours ago [l Fulktime [J#] Mo degree mentioned (# Health insurance

« Skilled Technicians - Sign-on Bonus Available
Equipment Depot

Erlanger, KY

via WGN-TV Jobs

(9 3hours ago [ Fulktime [J¥] Mo degree mentioned

- 100+ more jobs

Learn more

>
1

Feedback

- - Click to expand the search

ENTON COUNTY
UBLIC LIBRARY
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STEP 3: Review Opportunities

< Google

All Transportation & Logistics Healthcare
Team Member A
KFC
Erlanger, KY

via Snagajob
3daysago @ 14min |l Fultime

@ Heaith insurance

General Warehouse D
F Flexible Staffing

Erlanger, KY

via CBS4Indy Jobs

6 hours age |l Fulktime

[1#) No degree mentioned @ Health insurance

+ Skilled Technicians - A
Sign-on Bonus Available

Equipment Depot

Erlanger, K¥

via WGN-TV Jobs

(© 3hours age @l Fulktime

¥ No degree mentioned

Account Representative D
TAL? T

Erlanger, KY

via FOX46 Jobs

@® 13 hour

@ Heaith insurance

sago @l Fulktime

Hiring Owner Operators in D
L Erlanger, KY

Live Trucking

Erlanger, KY

via WKRG Jobs

10 hours ago |l Full-time

a New job alerts

Category Title Newtoyou Location Date posted

Manufacturing & Warehouse Management Sales & Retail

Q jobs near me X

® Erlanger, KY

Jobs Saved @ Alerts

Requirements  Type  Companytype  Employer Send fee

Installation, Maintenance & Repair | Accounting & Finance = Admin & Office

Team Member [ save o

Kk |

Apply on Snagajob Apply directly on ZipRecruiter Apply on Glassdoor Apply on Recruit.net Apply on Job\Searcher Apply on Jobjiid

(© 3daysago M 14min @8 Fulltime ® Health insurance

Jab highlights

Identified by Google from the original job post

Qualifications Responsibilities

+ \tBe honest, energetic, and fun + \tStand and walk constantly for entire shifts

- And be able to get along and talk easily with people - \tManeuver through compact spaces safely and operate restaurant

« \tYou're never short of a smile and take real pride in your work equipment
1 more item
- \tCope well under pressure and thrive on a challenge
Benefits

« \tYou set high standards for yourself and the people you work with -
you love keeping things fun for the team and the customers . \tCompetitive hourly pay
- \tYou want to learn how to run great restaurants from the best

« \tFlexible schedules - no early mornings and no super late nights
restaurant managers in the business

6 more items
1 more item

v More job highlights

Full description
At KFC, we feed the world. But we do more than fill people up. We fulfill their life. Our meals matter, and when we serve them with southern hospitality, we

make our customer’s day. So, our jobs are more than a paycheck - they're about being independent, having fun, and making new friends. We've got great
jobs for peaple just starting their careers, looking for a flexible second job or continuing

v Show full description

&
I
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STEP 4: Refine Your Search

< Google

10. ategory Titl Newtoyou  Location

All Case manager Clinical services Clinical specialist

(] -
Director Of Clinical ]
se filters to s

SUN Behavioral Kentucky
Erlanger, KY

via WFLA Jobs

narrow your search
Y .
The Registered Nurse Case [:I
Kidz Manager
Clb e kidz Club PPEC
Erlanger, KY
via LinkedIn

® 34

(%) Dental insurance [£ Paid time off

ago Wl Fulltime @ Health insurance

Registered Nurse ($4000 ]
Sign On)

Encompass Health

Erlanger, KY

via Carecrew

(@ 4nours ago Wl Fulktime

[# Mo degree mentioned @ Health insurance

Certified Nursing Assistant [:I

ProMedica Senior Care
Erlanger, KY

via FOX2Now Jobs

@® 24

Paid time off

ago Wl Fulltime @ Health insurance

Manager, Nursing Services D
S SUN Behavioral Kentucky

Erlanger, KY

via Job\Searcher

(© 21hours ago il Fullktime -

!. New job alerts

te Requirements  Type

Q jobs nearme
® Erlanger, KY

Company type  Employer

Nursing Registered nurse Practical nurse

Director Of Clinical Services

SUN Bet <entucky

Nursing assistant Home health

Press | F11 | to exit full screen
Jobs. Alerts

Physician Travel nurse Caregiver Therapist

[ save <

Apply on WFLA Jobs Apply on Jobs - CBS4Indy Apply on Salary.com Apply on WKRG Jobs Apply on WGN-TV Jobs Apply on FORESS

(© 2daysago Wl Full-time

Job highlights

Identified by Google from the original job post

Qualifications

- Demonstrates listening skills and the ability to express or exchange
ideas by means of the spoken and written word

« Willingness to be accepting of those in need, and to extend a helping
hand

Desire to go above and beyond for others

Understanding and accepting of cultural diversity and differences

Required: Master's degree in a mental health field from an accredited
institution, with valid licensure in State of employment

Licensed as LCSW, LPC, or LMFT

5 more items

Responsibilities

- Responsible for the oversight of all clinical treatment programs of
patients receiving treatment for psychiatric, and substance abuse
issues in both inpatient in outpatient settings

+ The Director assures that high quality clinical care is provided and that
the clinical functions are integrated

- Director supervises individual and group counseling and develops and
implements a variety of therapeutic treatment r ities/processe:

« Oversees discharge planning to ensure an optimal post hospital
transition

- Responsible for ensuring that clinical documentation is current and
accurate and meets all regulatory and other standards

« Clinical / Technical Skills (40% of performance review)

34 more items

v More job highlights

Full description

Position Summary:

KENTON COUNTY
PUBLIC LIBRARY
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STEP 5: Save Opportunities for Follow Up

Q jobs near m

Ragararail nuse Dabvery drives Triek dowe Laer tapreeestative Turomw Warmhnuse sorker Irivet Tauu Moaniate Ackount ransge: Assocate >y [
Vi st Lelewi
. ) houre »g .:H
[] sAve
Save a jOb to Modicars Adventogs Fleld besed Customer Service Representative i <
Sales Representative-Houston..,
Cgna

apply later

Hogston, TX

via Cigna Caresrn

) how .
o 07 e
Sales Representative working from
home
Restt Company © 19hours g M §
H ston, TX . init
via Caroerid or
for you?

O 27 days sgo i Fu

Sales Associate | Entry Level + Pald
Training

Project Millemnium, Inc

MHowston, TX (+1 other

via CaroerBudder

Turn on emall slerts for this search

We'll provide on-the-job paid training and resourcen in 3 supportive
envieonment that encouwages your professional growth. We also offer o
competitive compensation packsge Cusiomer Service Representatives start a
$17 40 per hour ($36,192.00 annually)

In addition 10 the hourly wage, agents
can make up to 300% of their $690/monthly target incentive!

You'll also gan an amarng benefits package with medical/dental coverage,

KENTON COUNTY
PUBLIC LIBRARY
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STEP 6: Set Alerts

¢ Google G OSSP 00
JOBS
9 stogory 1 Location  Date posted  Type mpany type  Employer
wl Registered nurse  Delivery drivee Truck dives  Cashler  Sples representative  Serves Werehouse worker  Driver  Sales associste Account mansger

Customer Service Representative 1 ||
ATRT

Houston, TX : Customer Service Qsave <
wsrosees Click to add text

Set alerts to O S Representative 1

1 D I:T:-u LB
receive updates Gt R esiorivs Homin: -
Cigna
Houston, TX

via Cigna Careers Apply on ATAT Careers Apply on Job Abstracts

© 18hours ago ) Fulktime

Alerts are on for this search
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STEP 7: Enter Opportunities in Your Google Sheet
~ o

Untitled spreadsheet & B & Saved to Drive
Use your Sheet to File Edit View Insert Format Data Tools Addons Help Last edil was sec )
LA 0% + § % 0 .00 123« | Defaull jAr. = 19 - B I & i * HH Er b |re e o A
track the status of
your job applications. ' esicssssisss s e
::::‘rg m'& Reiff Company 800 | sale s s o E,EE?EE




Create a Resume with Google Docs

e (o to drive.google.com

e Click New -

e Click Google Docs E H N4 a

e Click From a template R @;,;. e e -
e Choose aresume template - — )




Populate and Format Your Resume

a Adhira Patel Resume--5ALES +r @ =] .
File Edit View insert Fommat Tools Add-ome Help  Last edit was seconds sgo
. Add tEXt oo oy A, P 100% = Subtitle - Ana - 8 ~ B J U A & oo B- =~ I [~ =~ = - A o
i L J i F . | ] 5 [

e [ormat text

_ e - a
e [nsertacomment
' ' Adhira Patel
e Make a copy to edit for
d iﬁe re nt jo bS | i'i:_L:'Lft LB § Ay et G yRans axDiien o8 RoreEsng prolablit
EXPERIENCE
Company Name, Location — Job Tite
Company Name, Location — Job Tife »
BANMTH K - MNSTH 20X ma
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Share Your Resume to Get Feedback

hira P Resume--SALES +r I
- :Iil :n‘ a:?:w Ils'll:i:rte an'n:t Tools .h:d.nn: Help Lastec & Person added E m ‘
' CIICk Share - ow i A P 100% = Heading 1 - Ana - 12 = B T H‘L & co QMAW- E- S g A -
_ - , _ , J __ .
e Addemail addresses
]

e Choose access
| Adhira Patel

SKILLS

Sadsoned buriness Sdly sl well G yarg acdenience noegtng praftatlity

EXPERIEMNCE

Company Nama, Location — Job Tiflke:
MIONTH J0KX - PRESENT

Les n doker sl st cletur
Intprd nisi, Sed g-= -
acjual i, B § o
Company Name, Location — Job Tifle + ] H
BATITH 21K - MOMTH 20X [#:ar ]
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Add Resume Link to Job Search Plan

. Untitled spreadsheet +r [0 & Savedio Dive ~ B m o
-. ‘ O py th e | I n k File Edit View Insen Format Data Tools Add-ons Help Lasi edil was seconds sgo
= s w TP - Y

- e @ P 0% »| 5 % 0 00 123 DefmMihi. » W -~ B T &

e Locate the spreadsheet
cell M| [omomsrds | e

e Paste thelink ) J

n
"




Your Next Steps

Create a Job Search Tracker from sheets.google.com.

Search for Jobs in Your Area.

Visit docs.google.com to review resume templates.

Choose one that suits your industry, experience, and style to populate,
share, and submit.
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Questions?




Thank you!

Visit the Library online for resources to help in your job search:
www.kentonlibrary.org/job-search-central

Grow with Google

Covington Branch Erlanger Branch William E. Durr Branch
502 Scott Blvd. 401 Kenton Lands Road 1992 Walton-Nicholson Road
Covington, KY 41011 Erlanger, KY 41018 Independence, KY 41051

KENTON COUNTY
PUBLIC LIBRARY

Preserve. Enrich. Inspire.

www.kentonlibrary.org

859-962-4000
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