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1. Browsing, searching and filtering data, information and
digital content
1.1 Unit Introduction
The below card will be visible to users of all levels when they click on the respective block (see design
document)
INFORMATION AND DATA LITERACY
DESCRIPTION OF THE TOPIC
In this unit we learn about how to gather, use and work with information and data in digital
environments related to searching for a job.
We live in an information-rich world where data literacy is vital for employability as many organisations
seek to hire people who have the ability to derive meaningful information from data. This unit focuses on
the competencies involved in working with data.
EMPLOYABILITY SKILLS
- Adaptability.
- Resource management.
- Organizational skills.
- Written communication.
LEARNING OUTCOMES
By the end of this unit you will
•
•
•
•
•
•

Be able to search for job information
Know how to create a job search strategy
Know how to look for different types of information
Identify and gather information on employers through digital technologies
Search for and filter the potential employers in your sector and your region
Link with blogs and bloggers in your sector

DIGCOMP FRAMEWORK
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Competence area 1:
1.1 Browsing, searching and filtering data, information and digital content
REFERENCES (if applicable)
APA style
ADDITIONAL RESOURCES (if applicable)

1.2

Activity cards

1.2.1. Beginners Level
Activity card 1 – Browsing for information
Browsing for information
LEVEL
Basic
DESCRIPTION OF THE ACTIVITY
This unit is about browsing for job information.
Before you think about starting an active job search, take some time to investigate what the job market is
going to be like for someone with your skills, ambitions and credentials.
Job searching is a personal activity and there are useful digital skills you need if you are to improve the
ways you approach this. That’s why it makes sense to spend some time searching online. Start slowly, start
to find out what positions are available
Go to the Google Search Engine and search for the type of job you might be interested in. For example,
try to search for tourism jobs.
See how many millions of links you get.
Do any of the links on the first page look like adverts? These are often sites offering services for sale.
If you used Google, what other questions were asked about your topic?
Look at the questions, are any of these responses useful?
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To help you sort through information quickly try to use scanning and skimming.
Scanning, you read a text quickly in order to find specific information, e.g. a number or names.
Skimming information is reading quickly to get a general idea of meaning.
It will be hard for you to find exactly the right job for you as these are all pages about tourism jobs from
around the world
You could reduce the number of links by adding the name of the town where you live or where you want
to work.
For example, try - tourism jobs Bruges Belgium.
This finds pages with any of these words
Now try - tourism jobs Bruges Belgium hotel
And now - tourism jobs Bruges Belgium hotel 2021
Adding more words and even dates makes the search more specific, it narrows down or filters the search.
This makes it easier to find pages you are interested in.
You can make the search even more specific by placing “” around the most important words, for instance
- “hotel job” Bruges.
This will identify pages with “hotel job” AND Bruges
Now try to narrow down your search even further by adding your own key words
Or you can use key words like internship, reception or kitchen
There are many different places you can search for jobs. There are lots of search tools you can use. The
balancecareers Web site lists their top ten web sites for jobs – explore the tools and identify those you
find most useful.

Figure showing the balancecaerers web site
Use Google to look for online searching tools which are used in your own country, region,
Use Notes or notepad on your computer / tablet to make a list of the most useful ones. Copy and paste
the URLs (web addresses).
Developing a job search strategy
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As there is so much information available online, when looking for a job on the Internet it is important to
have a search strategy. In other words, a search strategy will help you to organise your time, the
approach you use and the things you will try to find.
At the start, before you begin your job search, you should define your priorities.
First, make a list of the “must-haves,” such as the location and your travel time, a desired salary and
benefits selection.
List any other factors that are “non-negotiable” to you.
Then, make a list of the “nice-to-haves.” For example, are you looking for a specific type of company or
work culture? Would you prefer to work at an established corporation, or at a start-up or small business?
Do you want to work on a small or large organisation? Outside or in an office or at home?
Asking yourself these types of questions (and writing down your answers) before you start to look for a
job will help you make a clear and confident decision when you have a job offer.
Starting your job search
Step 1: It is important to reflect on your present situation and the past. What jobs have you done so far?
Think about different jobs you have had and what you enjoyed and disliked about them and why.
If you haven’t worked what kinds of jobs would you like to do? Are they indoors or outside?
Are you looking for a role with some responsibility? Is a new challenge your biggest motivation?
Is salary an important factor?
To help you with some ideas, use the A-Z jobs list Web pages
https://www.thebalancecareers.com/different-types-of-jobs-a-z-list-2059643

Figire showing the types of careers from the balancecareers web site
Look at the Jobs Listed by Type of Industry
Look at the Jobs Listed by Type of Position
Make a list of jobs that are most interesting for you on Notepad or in Word/Excel. Copy and paste any
details there.
Step 2: Location: Consider where you are currently living and how far you are prepared to travel.
What could the potential cost of travelling further be? Would relocation affect anyone besides you?
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Step 3: Search for the top skills employers look for across the jobs you have an interest in.
What soft (non-technical) and technical skills have you developed?
How could you best describe your expertise to a potential employer?
Step 4: Experience: Think about the experience you have in either a paid or voluntary work.
What skills did you use that are transferable?
Step 5: Achievements: Employers are interested in knowing what you have done in your different roles.
What have you achieved through your work, study, hobbies or other activities?
Now use these steps to write down a strategy for your job search – with Key Words you might try to
use to help you search for a job.
TOOLS & RESOURCES NEEDED
Internet access
Notepad, document, or spreadsheet file
TIME REQUIRED
60 minutes
ASSESSMENT
1.

Scanning and skimming are the same thing.
A) True
B) False

2. A job search strategy starts with setting your priorities.
A) True
B) False
3. To make the job search more specific add more words to the search
A) True
B) False
4. Using inverted commas around words “” narrows down your search.
A) True
B) False
IMAGE
https://www.thebalancecareers.com/thmb/zkXTrpfjdIhBIcFKTWxCSSg3yk=/1080x1080/filters:fill(auto,1)/money-careers-social-share-default5ac795aceb97de00375a395c.png
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1.2.2. Intermediate Level
Activity card 2 – Potential employers on LinkedIn
Potential employers on LinkedIn
LEVEL
Intermediate
DESCRIPTION OF THE ACTIVITY
LinkedIn offers a variety of job searching filters which, if used in the right way, can become a real
shortcut to your ideal job!
First of all, you have to spot the search bar at the top left corner of the website. There, you type
your search term, and then you hit Search.

Figure showing LinkedIn home page
Regarding the search term that you are going to put into the bar, there are 3 main
recommendations: The title of your target job sector, the title of your target job position and in
case you would like to aim for a specific company, the name of that company.
Keep in mind that if you leave it blank and hit search, you will come up with an automatic list of the
most recommended positions based on the data of your profile.
In any case, right above the list of results that will show up, click on the Jobs button.
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Figure showing LinkedIn jobs button
Finally, on the next page, click All Filters on the upper right.
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Figure highlighting Filters on LinkedIn
In the window that pops up, you can see a wide variety of filters that you can apply when searching for a
job. The most essential are:
-

Location: You should use this filter in case you are not willing to leave your homeplace in
order to work somewhere else (or in case that for some reason, you want to work in a
certain area outside your hometown).
Experience level: Eliminating jobs that are above or below the level of your experience, can
spare you a lot of time. As you will notice, the levels are: Internship, Entry level, Associate,
Mid-Senior level, Director, Executive.
Job Type: In case you are certain about whether you want a full time or a part time job, this
filter can prove really helpful.

LinkedIn Features: Last but not least, you can take into account some LinkedIn exclusive
features that make the most noteworthy positions stand out.

First, we have the Easy Apply option. It is a feature that certain job positions have, and thanks to it you
can apply for the position on the spot, without having to go to another website or contact the company
directly. You just put your email, phone, attach your resume and you’re done!
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Also, you can check those positions that, by the time of your search, have received Under 10 applicants,
receiving in this way the privilege of being one of the first ones that will apply, and therefore your
application might be more visible.
Finally, the In Your Network filter can prove extremely helpful since it provides you with companies
where people you know work or have worked. Therefore, you can contact them in order to get
more inside information regarding the position and, of course, reach the right persons
through them (More on the Network feature on the “Setting up your LinkedIn account” activity card).
As for the other filters, it is recommended not to use them since while in some cases they can be
useful, they can also turn pretty restrictive and hide surprise options which you wouldn’t consider
from the beginning.

Figure of LinkedIn filters
So after you have spotted a job that might interest you, by clicking on its preview on the results list, you
come up with its page where there are far more details.
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Figure of LinkedIn job list and a job preview
There, you have the company’s name and area at the top, and right below the date that the job was
posted along with how many people have viewed it so far.
You will also notice the Save button which is for storing the position (you can access your saved
positions by hitting the Jobs icon on the top of the page, and then choosing Saved Jobs in the next page).
Right next to it, is the Easy Apply button that we mentioned before.
Just below, you have 3 columns; The Job where you see how many of the required skills you
possess based on your profile’s data (you can see them more analytically in the How you match section
lower in the page) along with the number of people that have applied so far.
In Company you see the number of the company’s employees along with the sector in which it
belongs, and finally in Connections you see how many people from your Network are somehow
connected to the company.
Then you have the job’s analytical description and then the page ends with an “About us” section
and a Follow button which by hitting, you get notified whenever there is news regarding the
company.
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Figure of LinkedIn job and company profile
Finally, apart from the company’s LinkedIn page, it is highly recommended to find out about the
organisation from different sources of information, such as:
1) Its website: Visiting the official website of the company you’re interested in, might offer you
more details, with the most important one being the News/Press Release/Blog sections
where you can check data like its financial status, winning situations, upcoming/past
events and partnerships.
2) Its social media: It is the place where you will mostly seek for customer feedback. In more
rare cases you can see employee posts, gathering perhaps some information regarding the
working climate.
3) A Google search: A typical Google search can prove extremely useful for collecting data. The
main advantage here is that in external websites, you can spot negative stuff about the
company which, of course, would never make it to its official pages.
TOOLS & RESOURCES NEEDED
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LinkedIn
TIME REQUIRED
30 min
ASSESSMENT
1. The more filters you apply during job search on LinkedIn, the better.
A) True
B) False
2. Leaving the search bar blank, will return you no results.
A) True
B) False
3. You should check more than a company’s LinkedIn page
A) True
B) False
4. The company doesn’t know whether you have saved its information or not.
A) True
B) False
IMAGE
https://pxhere.com/en/photo/1568213
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Activity card 3 – Linking with blogs and bloggers
Linking with blogs and bloggers
LEVEL
Intermediate
DESCRIPTION OF THE ACTIVITY
Watch this short video for a simple explanation of what a blog is.
https://www.youtube.com/watch?v=NjwUHXoi8lM
Generally speaking (although there are exceptions), blogs tend to have a few things in common. They
have:
• A main content area with articles listed with the newest on top. Often, the articles are organized into
categories.
• An archive of older articles.
• A way for people to leave comments about the articles.
• A list of links to other related sites, sometimes called a “blogroll”.
• One or more “news feeds”.
Some blogs may have additional features to these.
Do a web search using the blog-specific search engine BlogSearchEngine.org
(http://www.blogsearchengine.org/) to look for blogs on topics you might be interested in reading.
When you find an interesting post on a blog you should try to leave a comment, this will help you make
contacts. Also comment on blogs you would like to link with. Use Notepad or Word to keep a note of
these blogs to follow up and return to.
Search for and read blogs related to your sector and your job interests.
Review which blogs are most useful for your job sector and either bookmark them in the browser, or else
copy and paste the names and web addresses (URLs) into Notepad, a Word document or spreadsheet.
Read the comments and consider writing a comment on a post you have some thoughts or ideas about.
This can help to get you noticed in your professional area.
Reviewing the latest blogs
Visit the site AllTop (https://alltop.com/), it is an aggregator web site that collects content from a long
list of blogs and websites and provides links to recent content in a single location. it also categorizes blog
posts and articles in major categories such as Tech, Sports, Entertainment, Health, Business.
Set up your own My Alltop page with your preferences and AllTop will gather new blog posts from your
chosen sources.
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Look at Best of the Web Blogs (https://blogs.botw.org/) as it provides lists of blogs on a wide variety of
topics. All the blogs listed here have been reviewed. Choose from a category or subcategory or enter a
topic in the search bar to go to a screen filled with blogs. Categories include Home, Games, Regional,
Business, and Sports, among others.

TOOLS & RESOURCES NEEDED
Internet access
Video https://www.youtube.com/watch?v=NjwUHXoi8lM
Embedded code
<iframe width="560" height="315" src="https://www.youtube.com/embed/NjwUHXoi8lM"
frameborder="0" allow="accelerometer; autoplay; encrypted-media; gyroscope; picture-in-picture"
allowfullscreen></iframe>
TIME REQUIRED
60 minutes
ASSESSMENT
1. Most blogs are archived
A) TRUE
B) FALSE
2. You should comment on other people’s blogs to make contacts and network with
them
A) TRUE
B) FALSE
3. A blogroll is software that sorts out blogs for you.
A) TRUE
B) FALSE
4. An aggregator web site sends you emails about your own blog.
A) TRUE
B) FALSE
IMAGE

https://images.freeimg.net/rsynced_images/blog-1445367_1280.jpg
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1.2.3

Advanced Level

Activity card 4 – Improving online searching
Improving online searching
LEVEL
Advanced
DESCRIPTION OF THE ACTIVITY
You can focus your search to look for different types of information
For example:
- Types of media and information
You can search for different types of file available to download from the Internet. The file format is how
the data within the file is organized often indicated as part of a file's name by a file name extension.
Some common extensions
Word documents (.doc)
Text files (.txt)
Web text pages (.html)
Pictures, images and graphics (.gif , .png and .jpg)
Adobe Postcript files (.ps)
Adobe Acrobat files (.pdf)
Spreadsheet files (.xls and .xlw)
Multimedia audio and video files (.mp3, .mp4, .mov and others)
You can specify what type of file you are searching for by adding the extension into your search. For
example, if you wanted to find a video on jobs in Paris, use jobs Paris .mp4 or alternatively jobs Paris
video
Some other useful ways to improve searching online
1. Use Tags and Meta Tags
In information systems, a tag is a keyword or term assigned to a piece of information.
Examples of tags include an Internet bookmark, digital image, database record, or computer file.
Meta tags provide information about the webpage in the code of the document.
This information is called "metadata". It is not displayed on the page itself, but it can be read by search
engines
Example of meta tags include the <title> and <description> of the page.
This kind of metadata helps describe an item and allows it to be found again by browsing or searching.
Tags are generally chosen by the item's creator
Search engines use these to find the best match for your search
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Hashtags are a way to connect social media content to a specific topic, event, theme or conversation.
They make it easier to discover posts around specific topics, because hashtags groups social media
content with that same hashtag.
Hashtag basics
They always start with #
They won’t work if you use spaces, punctuation or symbols.
Don’t connect too many words together.
The best hashtags tend to be relatively short and easy to remember. Like #touristjobs
On some social media (Instagram and LinkedIn), you can follow hashtags as well as other users
2. Searching for data and data types
At the highest level, two kinds of data exist: quantitative and qualitative.
Quantitative data deals with numbers, things you can measure.
Dimensions such as height, width, and length, temperature, prices, area etc.
Qualitative data deals with characteristics and descriptors that can't be easily measured.
They can be observed subjectively—such as smells, tastes, textures, attractiveness, and colour.
3. Searching by sources of information
There are many sources of information on the Internet. They include: news, leaflets, photographs.
Primary information.
A primary source of information provides data from an original document.
Generally, a primary source is where information originates from and is therefore more reliable.
Secondary information.
A secondary source of information is produced after the primary information is published.
It provides an interpretation of the original information from a source other than the original. ...
it is more likely to contain observations, bias and commentary that tries to explain the primary
information and put it into context.
Tertiary information.
Tertiary information usually acts as pointers to primary and secondary documents.
They are indexes, directories, bibliographies and other categorised collections of information.
They are information sources that you can turn to leading to other, potentially relevant, information on a
particular subject.
Using Google Advanced Search
If you have very clear idea about what you are searching for, Google Advanced Search allows you to
develop more detailed searching and filtering strategies.
Visit the Google Advanced Search page https://www.google.com/advanced_search
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Figure showing Google Advanced Search
Here you can search for:
• all these words: type all the important words you want to find on a web page
• this exact word or phrase: put exact words in quotes: type "tourism jobs"
• any of these words: type OR between all the words you want: for instance type Paris OR Amsterdam
• none of these words: put a minus sign just before words that you don't want: -London, -"hotel jobs"
• numbers ranging from to: put two full stops between the numbers and add a unit of measurement:
10..35 kg
€300..€500
2010..2011
You can further narrow your results by...
• language: finds pages in the language that you select.
• region: finds pages published in a particular region.
• last update: finds pages updated within the time that you specify.
• site or domain: search one site (like wikipedia.org ) or limit your results to a domain like .org or .es
• terms appearing: search for terms in the whole page, page title or web address, or links to the page
you're looking for.
• SafeSearch: tell SafeSearch whether to filter explicit content.
• file type: find pages in the format that you prefer, such as .pdf or .doc
• usage rights: find pages that you are free to copy for your own use.

TOOLS & RESOURCES NEEDED
Internet
TIME REQUIRED
45 minutes
ASSESSMENT
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1.

A .doc file extension indicates a spreadsheet file.
A) True
B) False

2. You can use Google Advanced Search to find different types of information.
A) True
B) False
3. Hashtags can be used on social media to connect media to a specific topic
A) True
B) False
4. Metadata are key words assigned to information on the Internet.
A) True
B) False
IMAGE
https://s3.amazonaws.com/keywordtoolio-blog/wpcontent/uploads/2019/05/28125916/Google-Advanced-Search-3.png

2. Evaluating data, information and digital content
2.1

Unit Introduction

The below card will be visible to users of all levels when they click on the respective block (see design
document)
EVALUATING DATA, INFORMATION AND DIGITAL CONTENT
DESCRIPTION OF THE TOPIC
In this unit, we will learn how to evaluate job related data and separate those that are the most
important, in order to limit our search time and maximize our efficiency.
EMPLOYABILITY SKILLS
- Adaptability
- Organisation skills
- Information use
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LEARNING OUTCOMES
By the end of this unit you will
• Be able to filter and sort information using a job alert system
• Be able to use Google Alert to find out about jobs and companies to work for
• Be able to refine your search on Google Alert
• Understand what languages passport is and how to create it using Europass
• Understand how best to manage job alerts you set up
• Be able to navigate in LinkedIn
DIGCOMP FRAMEWORK
Competence area 1
1.2 Evaluating data, information and digital content
REFERENCES (if applicable)
APA style
ADDITIONAL RESOURCES (if applicable)

2.2

Activity cards

2.2.1 Beginners Level
Activity card 5 – Introduction to Europass
Introduction to Europass
LEVEL
Basic
DESCRIPTION OF THE ACTIVITY
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This activity provides all the necessary information about the ‘Europass’ tool such as what ‘Europass’ is
and why is important, the main features of ‘Europass’ and how to navigate through the ‘Europass’ tool
Europass was established by the European Union to support European citizens describe their
skills and qualifications clearly and easily understood all over Europe with a portfolio of five
documents – known as European skills passport or Europass portfolio. This can:
-

Help citizens show their skills and qualifications effectively when looking for a job or training
Help employers understand the skills and qualifications of their potential employees
Help education and training authorities clarify the content of curriculum CV

The Europass is important for job seekers because it provides a structured CV with a layout and format
recognised throughout Europe. Job seekers can use the CV template as a standard CV which they can
develop to apply for jobs throughout Europe.
Europass tool offers two documents freely accessible for job seekers/students:
- A CV and cover letter to help job seekers present their skills and qualifications
- A cover letter Language Passport which is a self-assessment tool for language skills and
qualifications
The Europass tool also offers three documents freely accessible issued by education and training
authorities or employers:
- Europass Mobility which records the knowledge and skills acquired in another European country
- A Certificate Supplement presents the knowledge and skills of training certificates
- A Diploma Supplement presents the knowledge and skills acquired by holders of higher education
degrees
STEP 1: Visit https://europa.eu/europass/en
STEP 2: Click ‘English (en)’ to change the language

Figure 1: Europass Home Page
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STEP 3: Click ‘About Europass’ to learn more about the online tool

Figure 4: ‘About Europass’

Figure 2: About Europass

TOOLS & RESOURCES NEEDED
Europass tool

TIME REQUIRED
30 min
ASSESSMENT
3-4 Assessment questions based on what the user has learnt from the activity
The questions can be true/false or multiple choice
Each question should have only one correct answer
1.

Do you know what ‘Europass’ tool is?
a) Yes
b) No
2. Do you know why ‘Europass’ tool is important?
a) Yes
b) No
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3. Do you know how to navigate through the ‘Europass’ tool?
c) Yes
d) No
IMAGE

https://pixabay.com/illustrations/opportunity-recruitment-employment-3185099/

2.2.2 Intermediate Level
Activity card 6 – Navigating in LinkedIn
Navigating in LinkedIn
LEVEL
Intermediate
DESCRIPTION OF THE ACTIVITY
Besides your profile, there are many other sections in LinkedIn which if you use in the right way, can
significantly raise the chances of getting the best that LinkedIn has to offer.
There are 2 main routes through which you are going to navigate throughout the platform; the
Navigation Bar and the Search Bar.
1. Navigation Bar
This can always be found at the top of the page and its buttons will lead you to the most essential
sectors of the platform, from where you can manage a variety of stuff:
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Figure showing an example of a LinkedIn home page
-

Home
Here you can check your newsfeed, hence the latest posts from your connections, people that
you follow, groups, pages etc.
On the top of the page you can create your own post just by clicking on Start a post. Just like
on Facebook, it can include text, images, videos, links and hashtags. The additional elements
here, are the Targets (selecting a special reason for making this post and being presented
with a corresponding template to fill) and the Article (you are redirected into a special tool
for article creation).
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Figure of LinkedIn showing posting information
My Network
Your Network is a group of LinkedIn users that you happen to know personally in
one way or another (what is your friend list on Facebook, is your Network on LinkedIn).
You can add a person into the Network by clicking on the Connections button and putting
his/her email or name on the next screen (keep in mind that the person has to accept you
first in order for you two to get connected).
Immediately below you can check the “People you may know” section which is automatically
created based on your profile’s data.
In Contacts, you can find all your Connections so far along with any persons that you
have sent a connection invitation or/and a personal message to, in order not to
“forget” them.
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From there you can check the Groups and Pages that you are a member of, as well as the
people that you follow (meaning that you are notified whenever they post something).
Finally, you can see a list of recommended pages depending on your profile.
The more connected you are ….. the better!

Figure showing LinkedIn connections and contacts
-

Jobs
This is the most important reason why you are a member of the LinkedIn platform. On the Jobs
page you can check jobs that you have saved and applied for, along with alerts
regarding job positions that might interest you (you can change the frequency of these alerts
from the Manage Alerts button).
Needless to say, that you can also search for jobs from this page, and that right below its
search bar, there are recommended job positions based on your profile.
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Figure showing LinkedIn job search
Messaging
Messaging has the exact same function and structure as the Messenger of Facebook. It keeps
track of all the conversations that you have had with other users (on the left column) and
by clicking on a conversation, you can send a message in it while also being able to check
previous messages.
In order to send a message to a new person, click the Compose a New Message button at the
top of the column. Keep in mind that you can have a chat only with people you are
connected with.
Finally, just like in Facebook, you can create group chats, forward messages, attach files
and send emojis (which of course should be avoided during formal conversations).
-

Notifications
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Just like the Facebook notifications, in Notifications you can check any new actions taking
place on the platform that might concern you (posts from your connections, groups,
pages and people that you follow, job alerts, connection requests etc.).
-

Me
The far-right button from which you can view your profile and edit your account
settings.

2. Search Bar
It is always found at the upper left corner of the screen and is your key for making your
profile as networked as possible.
We have already talked about how to search for Jobs, so now we focus on the other search
categories:
-

People
The most important category along with Jobs. Here, we have also a number of filters that can
be checked by clicking on All Filters, and mainly have to do with the name, company,
school and job title of the person(s) you want to find.
Notice the Connections filter which mentions 3 types of connection that you may have
with a person. A 1st connection happens when you are already connected with that
person, the 2nd connection is for people who are connected with a person that is
connected to you (but they are not connected with you) and finally the 3rd connection is for
people who are connected with your 2nd connections.

Figure using LinkedIn filter function to search for people
-

Content
You can search for upload content by users whether we have to do with articles, images, videos
or text. It is a great chance to leave likes and comments in order to further connect with
users.

-

Companies
More specifically, we have to do with Pages of companies where you can find various
details about them the most important of which is whether they are hiring, just by clicking
Jobs on the left column on a company’s page.
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-

Schools
The same system of Pages, but this time for Schools. On a School Page you can also check some
basic details (which could prove very useful in case you are going to enroll into them) and
don’t forget. Schools hire too and you can check their job offers in the exact same way as with
the companies!

Figure showing a LinkedIn university page
Groups
There are profession-related special interest Groups where you can connect with people with
the same goals and mindset and of course learn news about the Group’s subject. The most
usual types of Groups are location related and sector/profession related although you may
pump into other focus points.
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-

Events
Depending on your location, you are presented with business and education related
events around you which you could potentially attend in order to dive deeper into the industry
you’re interested in.
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TOOLS & RESOURCES NEEDED
LinkedIn
TIME REQUIRED
30 min
ASSESSMENT
1.

It is possible to create a group chat with a 1st and a 2nd connection
A) True
B) False
2. Only Pages of companies may offer job positions
A) True
B) False
4) You can search for jobs only from the Search Bar
A) True
B) False
5) Editing your account is different than editing your profile
A) True
B) False
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IMAGE
https://pxhere.com/en/photo/1445953

2.2.3 Advanced Level
Activity card 7 – Job Alerts
Job Alerts
LEVEL
Advanced
DESCRIPTION OF THE ACTIVITY
Many job sites have job alert systems that allow you to filter and sort information and notify you when there are new
job openings that match your interests. Once you sign up, the system will send you job listings via email so you can
check for job openings in your field without having to look through every job search engine.
When you decide to apply for one of the job listings you receive, you’ll be able to use the information in the message as
a starting point for keeping track of your application.
How to set up a Job Alert
When job searching online, consider using a job alert (also known as a job search agent or a job agent) to help you find
the best job listings for you.
A job alert is a useful tool that many job search engines, job boards, large company career websites, and LinkedIn have.
The job agent is a system that notifies you when there are new job openings on the website that fit what you are looking
for.
What Is a Job Alert?
A job alert is a system that notifies you when there are new job openings related to your interests. It often
notifies you with an email digest that includes a list of new job openings. Many different job search engines and job
boards have these agents.
You can customize job alerts in a number of different ways based on what type of job you're looking for.
First, you can provide information on the type of job you want. You can often specify the job category, location, position
type, salary, and experience level you are looking for.
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Secondly, you can customize how often you receive the email digest. You can often request daily, weekly, or monthly
emails.
The Benefits of Job Alerts
Job alerts are useful for a number of reasons. They can be helpful for almost any job search. Perhaps most importantly,
they allow you to easily check for job openings in your field without having to mine through every job search engine.
They are particularly helpful when you are passively job searching. Passive job searching is when someone is currently
employed, and therefore does not need to leave his or her job right away. However, he or she might be interested in
hearing about new career opportunities. With a job search agent, you can find new job openings without putting in a lot
of effort.
Tips for Using a Job Alert
Consider setting up a separate email account. If you use multiple job search agents (which you should consider), you
will be getting a lot of emails related to your job searching. You might want to set up a separate email account strictly
for your job search agent emails. This will help you avoid clutter in your inbox. It will also keep you from accidentally
deleting or forgetting to read your agent emails. You can check the email account once a day, week, or month,
depending on how often you receive digests (and how urgent your job search is).
Use multiple job alerts. Each job search website has a different kind of job search agent. Some alerts allow you to
provide very specific details on the kinds of jobs you want, while others are more general. Some send you emails every
day, while others only send you emails once a month. Also, each job search site will have different job listings available.
For all of these reasons, it is a good idea to use at least a couple of job search agents. If possible, include at least one
national job search site (such as Monster, Indeed, or CareerBuilder), one site that is specific to your industry or your
location, and LinkedIn.
If you have companies you'd like to work for, check to see if you can set up alerts to be notified about new listings.
Be as specific as possible. To avoid receiving too many unrelated job listings, be as specific as you can when setting up
each job search agent. If possible, fill out information on job type, location, and more. If, after a couple emails, the job
search agent is not sending you jobs that fit what you are looking for, revise the settings of the job alert.
Think about frequency. Most job alerts allow you to choose how often you will receive email updates. Think about how
often you can realistically read these emails. If you are an active job seeker, you might want weekly or even daily
digests. If you are not actively searching for a job, consider weekly or monthly updates.
Job alert sites should not replace other important job hunting strategies, such as networking, reaching out to family
and friends, and searching for jobs online. Keep doing these and use the job search agents as another tool to help you
find the right job.
Using Google Alert to help sort information
There are many job websites, so should you register on all the sites and search for jobs on all of them? Remember many
job openings are not listed on websites. When you apply for a job opening, how do you decide if the company is worth
working for? These and many more questions can be answered through using Google Alerts.
What are Google Job Alerts?
These are emails that Google sends you when it searches and finds relevant information which you have asked it to. So,
in terms of job searches, it sends alerts for job openings in areas you have specified and this service is free of cost.
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Google Alerts also helps in finding information about companies, individuals and the areas of your interest and skills.
What are the advantages of using Google Alert in your job search?
With Google Alert you get information pretty quickly, you can look out for jobs in your dream companies, you can
search for jobs in different locations. Google Alert keeps you updated with the requirements needed for your type of
job. Alerts can offer you the latest trends in your field, the sort of salary you could expect and can help you research the
company beforehand.
Google Alert allows you to narrow down your search to save you time and help you find a relevant job for yourself.
Setting up a Google Job Alert
1. The first step is to go to the Google Alerts homepage. (https://www.google.co.in/alerts)

Figure showing Google Job Alert
2. On the homepage, you see text: “Create an alert about”. Here you need to fill in what information you want to be
alerted about.
3. If you are searching for a job in say, a trainee position in management, you need to type “jobs for trainee
management post”.
4. As soon as you start typing you will get a dropbox with a “show options” link and a “create alert” button.
5. When you click on “show options”, the options menu drops down.
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Figure showing Google Job Alert options
6. The first option is the “how often” option. You can select i) at most once a day, ii) as it happens or iii) at most once a
week. If you don’t want your mailbox to be filled with emails every day, you can select the once a week option. Google
Alert will send you messages through the email address you provide. Select the frequency of emails that Google Alert
sends you.
7. The next option is “sources”. The sources include news, blogs, web, video, books or discussion. You should select
your required source or just select automatic which includes all the sources.
8. The next is the ‘language, ’region’ and ‘how many’ options which are quite easy to follow.
9. The last is the ‘deliver to’ option. Here it lists the email accounts already stored in your Google account. So you can
choose how you would want the Google Alerts delivered to you and to which email account.
You should try to filter and refine your search so that you only get emails relevant to you.
10. Once you are done with selecting all the options you will have to click on the ‘Create Alert’ button. Your Google Alert
is created for whatever alert you have typed.
You can create as many alerts as you want or multiple alerts in the same way. You could create one for say, ‘Jobs in
offices, ‘jobs in music’, ‘jobs in tourism’ and so on.
Make sure you read and retain relevant emails and delete unwanted ones so that your inbox doesn’t get flooded with
Google Alert emails.
How to get the right Google Alert for your job search
1. Be specific - If you were only interested in jobs in hotels and not in any other sector, be specific. Write “jobs in hotels”
instead of writing “jobs in tourism”. This will streamline your search to only the jobs in the hotel sector. You could even
improve this if for instance you wanted to work at the check-in desk or in advertising.
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2. Include a specific job - when you are more specific and want jobs only in hotels, then enclose the text alert in
inverted commas. So if you type in “jobs in hotel reception”. You will receive alerts only for all those jobs in hotel
reception. If you hadn’t used inverted commas, then Google lists all the hotel jobs.
3. Exclusion of a specific job - if you don’t want to include jobs in a specific organisation or type, then use the minus
sign. Say, you want jobs in the hotel reception other than in Marriott, then type your Google Alert as “jobs in hotel
reception-Marriott”. Google searches for all jobs in the hotel sector but excludes those in Marriott. Note there should
not be a space between the minus sign and the next immediate letter.
4. Limiting the search to certain websites - you may want your job search to be limited to only one website. In this case,
include the name of the website with the type of job you are searching for. For example to search for jobs only from the
CareerBuilder site then create the Google Alert as “Jobs in the hotel sector” site:CareerBuilder.com
5. Extending the search to more than one city – to search for jobs in two cities make use of the OR word. For example if
you were interested in taking up a job in the hotel sector either in Barcelona or Madrid, then type the Google Alert as
jobs in “hotel sector”(Barcelona OR Madrid). Google understands that it has to search for finance sector jobs in
Barcelona as well as Madrid.
6. Inclusion of anything in between - if you are searching for some types of jobs, in any department, then you could
write as jobs for “Trainee * Operator” Madrid. Here the asterisk would include possible job combinations like trainee
marketing operator and trainee sales operator. So you get alerts for all Trainee and Operator posts in Madrid.
7. Inclusion of similar terms – if you want to include jobs in similar and related fields, then insert the ~ sign. If you are
interested in any jobs in the environment field then create a Google Alert as “~environment jobs”. This will give you
alerts in related words. Remember that there should not be a space between ~ and the next letter.
So now refine your job search and limit it to the ones that are most relevant to you and with the job searches of your
choice.
TOOLS & RESOURCES NEEDED
Internet access
TIME REQUIRED
45 minutes
ASSESSMENT
1. A job alert tells me when I have got a job
A) TRUE
B) FALSE (it sends me a regular message based on my search needs)
2. You can customize how often you receive a Google job alert?
A) TRUE
B) FALSE
3. There are many different job alerts opportunities
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A) TRUE (many apps and careers web sites use them)
B) FALSE
4. You can only set up one job alert using Google Alerts
A) TRUE
B) FALSE (you can set up as many alerts as you want)
IMAGE
https://upload.wikimedia.org/wikipedia/commons/thumb/5/53/Google_%22G%22_Logo.svg/1024pxGoogle_%22G%22_Logo.svg.png

3. Managing data information and digital content
3.1 Unit Introduction
The below card will be visible to users of all levels when they click on the respective block (see design
document)
MANAGING DATA INFORMATION AND DIGITAL CONTENT
DESCRIPTION OF THE TOPIC
We increasingly rely on digital technology to collect and store digital information. It has changed the way
we communicate, live and work. This unit is designed to introduce the fundamental concepts and
strategy of managing data, information and digital content.
EMPLOYABILITY SKILLS
- Problem solving
- Working under pressure
- Organizational skills
- Ability to learn and adapt
LEARNING OUTCOMES
By the end of this unit you will
- Be able to keep up to date in your area of work and job search field
- Be able to organise and manage information related to your job search
- Understand the value of using a job search app
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- Know how to create a proper resume
- Know how to improve your online presence
DIGCOMP FRAMEWORK
Competence area 1:
1.3 Managing data, information and digital content
REFERENCES (if applicable)
APA style
ADDITIONAL RESOURCES (if applicable)

3.2
3.2.1

Activity cards
Beginners Level

Activity card 8 – Your online presence
Your online presence
LEVEL
Basic
DESCRIPTION OF THE ACTIVITY
So, you’ve outlined the position you want, and the key search words you’ll use to find it.
Now you need to look at your online presence and make sure you have a clean online reputation.
Your online presence is any information that can be found about you with an online search. Prospective
employers will normally look for information about you and your activities and interests online. Your
online presence should reinforce positive information about you and what you offer to prospective
employers.
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Use Google to look at your online presence. Carefully check all the references to you.
If there is any content online that reflects poor or negative aspects about you, then you must delete it or
try to remove it.
Unfortunately, you can't erase yourself completely from the Internet and in some circumstances a lack of
online public information could be a mark against you.
If you want to remove some of the information about yourself, you can either:
•
•
•
•
•

delete or deactivate the accounts,
remove your personal information directly from websites,
increase the privacy on social media accounts,
remove / update outdated information,
contact the web site owner and ask them to remove the information.

If you want to land a good job, then having a professional online visibility is very important particularly
on social media sites like LinkedIn and Twitter. Hence, you should share relevant and important
information online, related to your industry and field. Sharing positive information about your area you
work in will help you build a strong reputation online, which is a great way to attract employers looking
for suitable applicants online.
You should also check your online presence on other Search Engines, like Bing
(https://www.bing.com/), Swisscows (https://swisscows.com/) or DuckDuckGo
(https://duckduckgo.com/).
You can also consider improving your online presence by:
•
•
•
•
•

creating your own professional website
optimising and focusing on positive links on the Internet about you
using social media for positive messaging
connecting with blog influencers in your areas of interest
engaging positively in online communities

TOOLS & RESOURCES NEEDED
Internet access
Passwords and user names of your online accounts.
TIME REQUIRED
30 minutes
ASSESSMENT
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1.

You can find out about your online presence by using a Search Engine.
A) True
B) False

2. Your online presence can affect your ability to find a job.
A) True
B) False
3. It is always possible to delete and remove all aspects of your online presence.
A) True
B) False
4. Creating a professional Web site is one way of enhancing your online presence.
A) True
B) False
IMAGE
https://storage.needpix.com/rsynced_images/social-media-1405601_1280.png

3.2.2 Intermediate Level
Activity card 9 – Online reputation
Online reputation
LEVEL
Intermediate
DESCRIPTION OF THE ACTIVITY
Now that you know what Digital Identity is, it is time to start learning how to manage it and we can start
with your online reputation. So, let’s do a quick exercise:
1. Load the Google search engine;
2. Type your own name in the search bar and hit enter (in case it’s applicable, try typing your name both
in English and your national language);
3. What are the results which came up? Are you satisfied with what’s known about you online?
Online reputation is an inseparable part of your digital identity and that’s why you need to learn how to
maintain it in accordance with your present and future goals. Online reputation has much to do with the
process of controlling what shows up online when you or your brand (business) is looked up in the search
engines. It is also about using tools to suppress negative comments and feedback but also pushing up the
positive/neutral comments in order to maintain a clean and good reputation online. Nowadays, with the
wide use of social media in almost all areas in our lives and especially in doing business – maintaining a
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good online reputation is essential for the growth of your business. This is really necessary for example if
you try applying for a job and your employer decides to run a quick background check on you. It is very
likely that during modern job interviews, you are asked to point out a link to a social media platform where
an employer can have a “better look” at you. How would your future boss react to your photos from last
summer? Hopefully good. But the important thing to understand here is, that whatever happens online
is forever, it never really goes away. Another important reason to maintain control over your own online
reputation is fake social media accounts: someone could easily influence your online reputation by posting
fake information under your name. So, here are some tips to get your started:
1) Wrap up the search. Based on your search results you’ve ended up finding in the previous exercise,
create a simple list (e.g. an excel spreadsheet) and note down all the sources you’ve identified with what
exactly is being said/recorded about you.
2) Make the necessary changes. Point out the negative and positive things. Prioritise the negatives as
and start working on them right away i.e. get them deleted, reported or pushed down in search results.
Mark the positives and start promoting them (e.g. share them via your social networks).
3) Choose your platform. Try to determine which online platforms serve your interests best. Publish
more content on those places you show up the most (have the most positive influence). Which platform is
the most popular one amongst your friends or in case your launching a brand, which platform does your
audience use?
4) Create your very own reputation strategy and stick to it. Just ask yourself what kind of content
will you publish that promotes the reputation you wish to have? Choose actual topics and contents and
publish via the platform you’ve chosen in point #3. Use mentions and hashtags if applicable.
5) Launch your plan. Start publishing the content and topics you’ve identified in point #4. Promote the
content which is important to you or your brand. Make sure you are seen and heard. If you are not getting
the results you are hoping for, then make the necessary changes to the type of content you publish. Make
measuring, monitoring and modifying a regular process.
If you already have or think of establishing your brand or business, it is crucial to ensure you join the right
social networks. For example, you should choose to open an Instagram account if you are into visuals e.g.
modelling, clothes, professional photography etc. You can choose Facebook if your target group is larger
and your product or service applies to more than just one type personas. Facebook has is the most reach
when it comes to widespread use and has all the tools to help you gain publicity and reach and even use
some really inexpensive digital marketing tools like their paid ads. If you are into more personal and fast
interaction or you need some appraisal (recognition) for your new brand, than perhaps Twitter is the way
to go. Finally, when we talk about digital identity and online reputation, we must mention LinkedIn. It’s
another social network, but it has a strong professional appeal. Sign up for LinkedIn if you are looking for
a job, if you want to connect with other business owners or simply want to learn more about your future
employer. You can also exploit LinkedIn’s built in CV/Resume feature to directly apply for jobs posted via
the social network or somewhere else over the internet.
Your online reputation should reflect your true identity and you definitely want to be perceived as a
reliable person. Thus, you will have to consider choosing a network where you can transfer your real-world
relations with childhood friends, relatives, university classmates and work colleagues as they will serve as
a guarantee that you will behave in a way consistent of what is expected by you.
Social media tools can help you build both yours or your brand’s online reputation, but it is crucial that
you do so by focusing on your talents, values and mission and show them in such a way as to stand out
from the crowd. Depending on what your goal is (find/change a job; sell more; find new clients) being
present on several social media networks is also a good idea. The more you expand your contacts, networks
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and connect to people, the higher your chances are to find help with your job search. Many employers hire
people who are referred by their own employees. If you have an entrepreneurial-oriented mind social
media might help you find a partner for a joint business venture or even an investor.
Remember that everything you do online stays there forever, so it is important to keep your social media
presence as clean as possible. Employers can and will check your online activity, they are even paying to
other companies to do this kind of screening for them. If you want to get hired then there are certain
DON’Ts you should keep in mind e.g. avoid posting negative and inappropriate comments, being tagged
in inappropriate photos and especially being careful of what you post/comment and share about your
current job, employer or field of activity.
TOOLS & RESOURCES NEEDED
•
•

A media device e.g. PC, Laptop, tablet, smartphone;
Internet connection;

TIME REQUIRED
45-60min
Assessment

1) Online reputation is an inseparable part of your digital identity (True)
2) A potential employer may decide to run a quick background check on you (True)
3) A potential employer can know whether your social media account is fake (False)
4) The more you expand your contacts networks and connect to people, the lower your chances
are to find help with your job search (False)
5) Whatever happens online, goes away after you delete it (False).
IMAGE

https://pixabay.com/illustrations/google-search-engine-browser-search-76517/

Activity card 10 – Preparing your resume
Preparing your resume (CV)
LEVEL
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Intermediate
DESCRIPTION OF THE ACTIVITY
Your resume (also known as CV) is one of the main elements of your job searching.
While there are dozens of things to consider while writing it, the following are the most crucial points
that you have to take care of:
1. Select the Reverse Chronological Order format
There are 3 official resume formats; the Reverse Chronological, the Functional and the
Combination.
The third one is more suitable for highly experienced persons, so we will focus on the first
two.
The first one (known often as just Chronological) is the most common type and the one most
people have related the concept of resume with.
After your basic details, come the bullet points of your working experience (from
the latest to the oldest), then you write your skills and finally your hobbies and
civic engagement.
Due to its immense popularity, some people have criticized its use as being uncreative and
conformist. The truth though is that just because it is used so frequently, all HR recruiters
are familiar with it and therefore read it more easily, and it is also much more friendly
with ATS (Automatic Tracking Systems of CVs that many companies use in order to filter
resumes). A fact that far outweighs the lack of creativity.
As for the Functional format, it is a resume where the skills and experience sections
revert. Therefore, after your basic details you enlist in great detail your skills, then goes your
education and then there is a much briefer section referring to your experience.
As you may have guessed, this is recommended for people with little to no experience
since it highlights their potential to acquire experience rather than the experience itself.
Unfortunately, this is a fact that HR recruiters know well, and therefore these resumes are
“stigmatized” as trying to hide something. The use of this format is kind of risky and you
should only choose it if you believe that your experience is indeed very low for a
Chronological format.
2. Be careful with your formatting
Regardless of its content, the appearance of a CV is also very important since a well formed
one, is way more easily read and comprehended. So keep in mind:
-

The recommended fonts are Arial, Century Gothic and Helvetica. A good idea would also
be to use one font for your text, and one for your headings.
Recommended letter size is 10 for the text and 12 for the headings.
Always align your text to the left.
Write numbers numerically and not with words.
Use bolding strategically. Prefer it for names of companies, job positions and skill names.
Be sure to leave adequate white space.
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3. Less is more
- A resume should be no longer than 2 pages and no shorter than one.
- Regarding the bullet points of your work experience, each of them shouldn’t exceed 2
lines and each of your former job positions shouldn’t include more than 5 bullets.
- If you’re reading these lines, you most probably don’t hold more than 15 years of work
experience, but keep in mind for the future that you should enlist only your last 10-15
years of experience.
- Omit job position where you stayed for a very short time, or are completely irrelevant
with the one you’re aiming at.
4. Vocabulary
Try to use a variety of words instead of repeating the same ones again and again (e.g. worked
in, responsible for, studied at etc). Also make sure that you include keywords that are often
used in your desired sector (you can just google “keywords of <name of your sector>” in
order to spot them). This really helps your CV go through the inspection of AST which is heavily
based on these words.
5.

You can write a CV even if you have no work experience
In case you have never undergone a paid work, no worries. You can go for the Functional
format and highlight the skill and competences that you currently own. In the
“experience” section you can enlist more indirect forms of it such as voluntary activities,
unpaid tasks, civic engagement, hobbies and interests or any form of recognition
or references that you might have earned (in other words, the “experience” and “hobbiesinterest” sections are unified).

6. Extra tips
- Be sure to include your most important accomplishments such as awards, promotions,
honors or any other form of recognition.
- Skip the “references available upon request” phrase since it has grown into a massive
(and useless) cliché. If the recruiter is going to interview you, be sure that he/she will ask for
them in case they are needed.
Alternatively, you might as well attach them to your CV at the first place.
- Save your resume as a PDF (not a .doc or .odt) so as not to accidentally lose your formatting.
- Name it using the format name_surname_resume. Avoid odd titles such as “resume” or
“cv” or “untitled”.
- Avoid enlisting controversial activities such as political, religious or activist tasks.
They are considered taboo from a large percentage of the population, and it is better to include
them only when your target position has to do with them.
- It is absolutely needless to say that grammar and spelling mistakes should never make it to
the final draft of your CV.
TOOLS & RESOURCES NEEDED
Text
TIME REQUIRED
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30 minutes
ASSESSMENT
1.

Which of the following job positions is less suitable for being on your CV as a digital marketer?
A) 5 years as a social media specialist
B) 2 months as a copywriter
C) 5 months as a waiter
D) 1 year as a janitor

2. Name the most suitable file name for your CV
A) James_White_Resume.doc
B) White_Resume.pdf
C) Resume.pdf
D) James_White_Resume.pdf
3. In case your CV is too long, which of the following should be eliminated first?
A) Volunteer activity and civic engagement
B) An irrelevant job position
C) A bullet point from a relevant work experience
D) Some of your skills
4. Which resume format should follow a professional with 20 years of experience, aiming at a high
paying job?
A) Combination
B) Functional
C) Chronological
D) None of the above
IMAGE
https://www.publicdomainpictures.net/en/view-image.php?image=264818&picture=resume-cvresume-template

3.2.3 Advanced Level
Activity card 11 – Keeping up to date and being well organised
Keeping up to date and being well organised
LEVEL
Advanced
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DESCRIPTION OF THE ACTIVITY
You can use the search engines, job portals, social platforms and other channels to help provide you with
jobs matching to your interests, skills, and preferred location. So, it is important that you stay up to date
with the opportunities available. Narrowing down your search prevents wasting time on non-relevant
jobs.
Some activities you can do include:
Browsing Job Boards:
Perhaps the best resources to help you find suitable jobs are various job boards. There are many
different sites in different countries offering open positions to job seekers. You should identify and
browse these job boards in order to find appropriate opportunities that compliments your skills and
potential. Most of the reputed job boards offer mobile applications for job seekers on tablets and mobile
phones.
Attending Career Events:
Another job search strategy is to attend a careers event. If you want to participate you will normally have
to pre-registering for it. Make sure you look at the lists of registered employers.
Allow Your Network to Work for You:
If you are not well connected to job and employment networks, then you are probably losing the
opportunity to identify some of the best job opportunities. Networking is an important job search
strategy for most people. Building a strong network might seem a little tough, but once you start doing it,
you may find jobs easier to get. You should plan to connect with professionals around you, as you never
know which contact might be helpful to get you your preferred job.
Besides physical networking, you should also join social networking groups on LinkedIn and other
similar websites in your job areas of interest so that more people can network with you.
Properly organizing and managing your job search is just as important as identifying job opportunities
and submitting your application.
Here are some ways to help you get organized, keep track of your job applications, and stay on top of the
job search process.
Create a Job Application Spreadsheet
If you're familiar with Microsoft Excel, Google Sheets, or a similar program, creating a spreadsheet is a
simple and effective way to keep track of your job applications.
You can use a spreadsheet to keep track of which companies you applied to, when you submitted your
application, what materials you submitted, and other important factors in the application process.
It doesn't have to be fancy, and it's up to you how detailed you want to get. The key columns to include
are:
Company Name - The name of the organization you're applying to.
Contact - Your point of contact at the company; probably who you addressed your cover letter to, such as
a Director of Human Resources or Office Manager.
Email - The email of your point of contact, or, if preferred, a phone number.
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Date Applied - When you submitted your application.
Application Summary - What you submitted: a cover letter, resume, and any additional materials, like a
portfolio or reference list.
Interview - When your interview is scheduled.
Follow-Up - Did you send a thank you email or letter? If so, indicate here.
Status - If you were rejected, offered the job, asked in for a second interview, etc.
Create a Job Application Table in Word
If you don’t use Excel you can create a table in Microsoft Word, Google Docs, or a similar word
processor, to keep track of important information, dates, and deadlines relevant to your job search.
In addition to the basic categories listed above, if you're feeling especially ambitious, here are some other
items you might want to include:
Application deadline
Potential start date
Where you found the job listing
Company information, like its location, number of employees, size, recent developments, etc.
Names and contact information of any network connections at the company
Estimated likelihood of getting the job
Your relative preference for the position compared to other jobs
Use Google Drive and Calendar
If you like to stay organized online, Google is a great way to go. If you have a Gmail account, you can use
Google Drive, through which you can create, save, and export spreadsheets, in addition to written
documents, like your cover letter and resume. You can also link up with Google calendar to make sure
you stay on top of important dates.
You can use Notepad on your smart phone or tablet to keep track of your information there. You can also
use alarms, alerts, and your calendar to stay on top of impending deadlines and other important dates
and times.
Use a Mobile App
If you spend more time on your phone or tablet than you do on computer, consider using a mobile app to
organize your job search. You can download a mobile app to help you organize your job search. Here are
some examples of free mobile apps, however you are likely to find other examples in your own country /
region.
Indeed Job Search
Indeed allows you to upload your resume and easily apply for listed jobs. It requires you to fill in some
job-specific information in order to apply for some positions.
CareerBuilder
CareerBuilder's app provides job seekers with tools for every step of a job search and beyond. Users can
create and save a personalized resume with a few clicks. You can then use your resume to apply for jobs
of interest. There are alerts that proactively inform you when there are new openings based on your
preferences and when your resume has been viewed and who is viewing it.
SnagAJob
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SnagAJob is a mobile job app for hourly employees. After importing your social profile from Facebook or
Google and filling in personal details, you can browse hourly positions and click to apply. You can choose
part-time, seasonal or summer jobs and the type of job like in construction, food & restaurant.
Simply Hired
Another job app, Simply Hired has added features that allow job seekers to sort their job searches by
date and relevance, in an attempt to relieve the crushing weight of endless job scrolling. Your homepage
includes your recent searches and it is easy to save and share jobs.
Tips for Using Job Search Apps
These tips will help you search and apply for jobs and connect with hiring managers
Distil your resume/CV to fit on a smartphone screen. Mobile job apps require an even more succinct
display of your skills and experience. If formulated correctly, less can be more. Be certain to prioritize
your most marketable credentials to capture the hiring manager’s attention. This will also help you have
a better understanding of your professional self and help you better market yourself in networking and
interview situations.
Know the keywords. The best job apps use smart algorithms to match relevant candidates with open jobs
and vice-versa. These algorithms rely on keywords that illustrate the experiences and skills that
candidates may possess and are a requirement for a position. If you’re a salesperson with expertise in
sales, ensure you’ve listed that under your skills. Clarity is vital.
Polish your profile. A great photo, a compelling headline, and a clear outline of skills and experience can
help separate you from the crowd and inject some much-needed personality into your professional
profile. Stand out, but try to limit confusing or cute language and images.
Make the first move. Many job apps match candidates and employers in a one-on-one chat once they’ve
shown mutual interest. At this stage, it’s important you are assertive and initiate the conversation,
especially if it’s an attractive job posting. Hiring managers receive many applicants and a positive
approach can set you apart from the pack. Why not use this first impression to paint yourself as a gogetter with the skills they need?
Be attentive. Job search often rewards the timely and attentive, and this is especially true with job apps.
Being more streamlined than traditional job boards and company websites, job apps require more
consistent engagement and typically move rapidly. Keep track of your matches with employers and
messages with hiring managers or recruiters. For apps with in-app chat, your response time should be
quick. Hiring managers will appreciate this kind of approach.
Be professional. Even if you’re using a job app on your phone, you still must abide by the rules of
professionalism when corresponding with employers. The dialogue and environment on an app feels
refreshingly casual and stress-free, but you must remain vigilant about accuracy, proper grammar,
attention to detail, and professional etiquette. Always remember that this isn’t social media.
Track Your Job Search Process: Besides targeting various companies and job openings, it is essential
that you keep a track of progress of your job search process. You should maintain a comprehensive
record of various jobs that you have applied to. This record will include details related to your
communication with the employer, referrals, interviews, and other follow-ups.
This way you will be able to build a valuable record for your present as well as your future job and even
able to track that your job search strategies are delivering appropriate results or not.
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TOOLS & RESOURCES NEEDED
Mobile phone, job apps of choice
ASSESSMENT
1. SnagAJob is a job searching phone app
A) TRUE
B) FALSE
2. Networking is not important if you are job searching
A) TRUE
B) FALSE
3. You should use Job Boards to search for a job and keep up to date
A) TRUE
B) FALSE
4. If you are using an app create a CV/resume that fits your smartphone
A) TRUE
B) FALSE
TIME REQUIRED
30 minutes
IMAGE
https://pxhere.com/en/photo/926589
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