Script: Career Exploration and Job Search Workshop

Job Search and Career Exploration Remarks:

The workshop involves a tour of print resources at the library, a demonstration of online resources, with time for ‘guided research’ where participants may use the resources presented, with assistance from staff. 
An option, depending how large the class is, is beginning the class by asking participants to introduce themselves including what they would like to learn from the workshop. You may write on the board at the front of the room the 4 key areas (Job Search, Research Career Options, Job Postings, and Hidden Job Market) we can focus on, and ask them to tell which one they are most interested in. 
Another option is inviting staff from a local employment agency to describe their services. 
Welcome/ Introductions 

1. Welcome everyone.
2. Give a brief explanation of the workshop and what they will learn: how to use the library’s resources – print and computer to search for a job or career. Will cover such online and computer resources as Reference Canada, Career Aim, Job Freeway and the Surrey Public Library’s Popular Websites.
3. Then, there will be time for guided research, using print and online resources

4. The learning outcome is that they will learn how to use what the library has for the following topics:
a. Job Search: Where to look for information on resumes, cover letters, and interviewing.
b. Research Career Options: How to research different careers.
c. Job postings (including both print and online job postings)
d. Hidden Job Market: How to use the library’s resources 
5. If there is time, ask students to introduce themselves, and what they would like to learn in this session. 

6. In addition, awareness of the range of resources available in the community; including the Whalley Employment Services Centre, and other employment programs. 
Job Search
· Books with examples of resumes and cover letters, and information on how to develop a resume or cover letter 
· Some have examples of resumes and cover letters for specific types of jobs, e.g. administrative jobs, customer service, etc. 

· Books for preparing for an interview

· Other job search books

e.g. What Color is Your Parachute

· Also note Resume Writing workshops (taught by staff from PCRS), where they go in more detail how to do a resume; talk to us after the presentation, or at the info desk for more information.

· We also have basic computer training available – we have one on one sessions where you can book a session for 45 minutes, and cover whatever topics you need help with – using a word processor like MS Word, or attaching a document to an email. Please note these one on one sessions are most appropriate for basic computer skills, not for more advanced topics. 

· Learning Express database for info on resumes, cover letters, interviewing
· Also certification exams and computer skills

Research Career Options
Researching a career can help you choose a career or find out what is involved:

What duties are involved, the work conditions, benefits
What education, training or experience is involved

Can also help you find a job if you already have a career:
· Can you help you find out where people with your training work, identify where to apply for a job and find other possibilities for hiring people with your training

· What Job titles are used: useful when you are searching for work, especially online
Some resources:
Career Cruising
At a glance

Job Description

Working Conditions

Earnings

Education

Sample Career Path
· Matchmaker and My Skills

· Improve My Results

Work BC (workbc.ca) 
NOC -- Published by Service Canada (formerly HRDC)

Search through descriptions of occupations, with duties, employment requirements and additional information. The NOC classifies and describes the occupations in the Canadian economy. Each occupation will have a NOC code.

Job Freeway: Has a salary survey for information on salaries

Searching for a Career 

The library has many resources which can help you if you are exploring what career would be best for you. 
Careers for you… series

Top 100 fastest growing careers for the 20th century

Use the SPL Catalogue: keywords 

e.g. careers health or  food careers

Job postings
A number of places you might try:

· Local newspapers, such as the Surrey Now, or the Vancouver Sun and Province; 

But where can you get job ads, besides the newspapers? 
Job White Pages
Job postings in the Lower Mainland; published weekly, and available at the information desk. Also an online version available called Job Freeway. 

Online resources: Get job postings online: Job Freeway and Career Aim.

The Hidden Job Market

What is the hidden job market? 

· Job openings that are available, without being widely published. 

· These are examples of the hidden job market: positions that are filled by or created for candidates who come to the employers attention through employee recommendation, referrals from trusted associates, direct inquiries or the networking efforts of a job seeker.
· Hidden job market refers to positions that are filled by candidates who come to the employers attention through employee recommendation, referrals from trusted associates, direct inquiries or the networking efforts of a job seeker.

· Looking for work in the classifieds, or career sections of your local newspaper, or scouring online job banks and applying to positions posted on employer websites are common ways of trying to land an advertised job. But when responding to one of these want ads, you’re typically competing with hundreds or thousands of applicants for the same position... your chances of getting noticed become slim. 

· Instead of passively waiting for job postings to come in, or applying to numerous advertisements and hoping to get a call to come in to an interview, you actually connect with employers. 

· Including a hidden job market search is much more effective than if all you did was spend your days answering ads... you’ll contend with fewer applicants, and give employers the opportunity to meet you face to face. 

Develop a contact list:
People to contact regarding employment or for information interviews

Resource: Reference Canada
To access the hidden job market, research your field:

Find out who the employers are

Develop a contact list
Contact employers, applying directly to the employer that interests you, rather than just responding to job ads

Or conduct information interviews with employers that interest you. 

Question: do all the employers in the list I create in Reference Canada actually have job postings? No – Reference Canada is for getting information on employers… but chances are some of the employers you research will have opportunities available… and if they do, instead of being one applicant out of many, you could be first in line! If you set up an information interview you’ll have the opportunity to meet the employer face to face. 

Other tactics can include:
· Attend Job Fairs: an excellent way of meeting employers face to face. 
· Join a Job Club, or Employment program: Community resources that can help you do this kind of research, provide 1-1 assistance, and help you find a support group for your job search.  
· Networking: let everyone know you are looking for a job!

The library is an excellent place to research your field; we have resources that can help you develop a contact list. 

Directories can help you find out employers in specific fields: 

· BC Business to Business Directory 

Search for businesses by category, and by city. Gives limited information, but useful if you just need to know what businesses are out there in a particular field. 

Trade Directories:
New Media Directory (for finding companies in the computer and IT industries)

Reel West
For companies in, or serving the film industry
BC Manufacturer’s Directory

Search by products, or look up a company name. 

Guide to Canadian Healthcare Facilities

Use directory to find care homes, medical facilities, home care services… good for care aides and LPNs
Social Networking 

LinkedIn

 Guided Research

Participants work on individual job search, with assistance using resources.
Can also use this time for networking, sharing ideas, and resources.
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