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➢ TRACK YOUR JOB SEARCH IN GOOGLE SHEETS

➢ FIND OPPORTUNITIES WITH GOOGLE SEARCH

➢ CREATE A RESUME WITH GOOGLE DOCS

Agenda:



Sign into your

Google Account.

Don’t have a Google account? Sign up for free.

STEP 1: SIGN IN TO YOUR GOOGLE ACCOUNT
Track Your Job Search

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

✓Click Google Apps

✓Click Google Drive



STEP 3: CREATE A NEW GOOGLE SHEET

• Click New

• Click Google Sheets

• Click Blank spreadsheet

• Rename it



STEP 4: ORGANIZE YOUR JOB SEARCH IN GOOGLE SHEETS



GOOGLE SHEET BASICS



Find Opportunities with Google Search

Step 1: Search for Jobs Near Me



STEP 2: Expand Your Search

Click to expand the search



STEP 3: Review Opportunities



STEP 4: Refine Your Search

Use filters to 
narrow your search.



STEP 5: Save Opportunities for Follow Up



STEP 6: Set Alerts

Click to add text



STEP 7: Enter Opportunities in Your Google Sheet



Create a Resume with Google Docs



Populate and Format Your Resume



Share Your Resume to Get Feedback



Add Resume Link to Job Search Plan



Your Next Steps

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

Search for Jobs in Your Area.

Filter, save, and alerts the results to find useful opportunities.

Visit docs.google.com to review resume templates.

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



Questions?



Thank you!

Covington Branch 
502 Scott Blvd.

Covington, KY 41011

Erlanger Branch
401 Kenton Lands Road

Erlanger, KY 41018

William E. Durr Branch
1992 Walton-Nicholson Road

Independence, KY 41051

www.kentonlibrary.org

859-962-4000

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

http://www.kentonlibrary.org/
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