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Deciding jobs to consider

Full time job

In the city
Day shifts
Skills ... ?
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Jacob wants a full-time job. He knows that he is going to use public
transportation, so he decides to look for jobs in the city, and to avoid jobs with
shifts that start and end late.

Jacob thinks about the kinds of jobs he can do without going back to school or
taking additional training.

He has a high school diploma and he has experience working in warehouses.
But how should he highlight these skills?

Jacob’s nephew, Christopher, told him about lllinois WorkNet.com, a website with
resources and tools to help people find jobs: like resume building, career
exploration, and much more. He said Jacob will need an email account to create
an account at lllinois WorkNet.

If you don’t have an email account, the Intro to Email course on Chicago Digital
Learn demonstrates how you can sign up for one.
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Once you have an email account, you can create your own lllinois WorkNet
account.

Jacob has an email account. If you already have an email account, you can
create your own lllinois WorkNet account and follow along with Jacob as he
creates his account.

When you are ready, click next to continue.
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Google Doodle Nelly Sachs: Jewish Nelly Sachs: The Daring »

celebrates Nazi poet, Nobel winner and Backstory Behind the

Germany survivor Nelly today’s Google doodle Nobel Prize-Winning Nel
Sachs Poet

CNet Haaretz Inverse

=> More for Nelly Sachs

Jacob is ready to create his lllinois workNet account. Click the area of the page
where Jacob has to type the URL to get to the lllinoisworknet website.
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Type illinoisworknet.com, then press “Enter”

Top stories _
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Google Doodle Nelly Sachs: Jewish Nelly Sachs: The Daring >
celebrates Nazi poet, Nobel winner and Backstory Behind the
Germany survivor Nelly today's Google doodle Nobel Prize-Winning Ne”y
Sachs Poet
Haaretz Inverse
=> More for Nelly Sachs

Nelly Sachs - Wikipedia EMM.

Now help Jacob by typing illinoisworknet.com.
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€ C at www.illinoisworknet.com
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Get Recruitment And Get Started In This Site Find The Right Jd
Placement Services

Announcements

Since it is his first time on the website, he cannot use the login link. Instead, he
uses the Sign Up link.

Click on the Sign Up link to help Jacob start.
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lllinois workNet Registration

Password*

Now, a registration form opens.

He sees that if there’s a star, or an asterisk, next to the box, an answer needs to
be provided.

He types his first name, last name, date of birth, and his email address twice to
confirm.

He skips the phone numbers as those fields do not have an asterisk, meaning
they are not required.

He types his zip code, then selects a question and writes an answer. Now he
chooses a user name, and writes a password that he can remember. A password
must have 8 to 20 characters, including a lowercase letter, an uppercase letter,
and a number.

He confirms the password and clicks to accept the user agreement. He has to
accept the agreement before he can use the service. This is like a code of
conduct on how he is allowed to use the website.
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lllinois workNet User Registration - Confirmation Required & 2
D Inbox %

illi com 10:54 AM (2 minutes ago)  Y¥
Rtome v

e workNet*
CENTER

Hi Jacob,
Welcome to Illinois workNet.

We are ready to activate your account. We just need to make sure this is your email.

| to Ve r il t §
If you cannot click on the link, then copy and paste the following URL into a browser to verify your account:
il-work-net. /4b8f452a-a282-47e5-8dca-16670cddddae

BTW - If you did not create this account, it may have been created automatically by signing up through your local llinois
workNet Center or completing a special program application.

If not, just delete this email. Don't reply to this message.
If you have questions, contact us.

Accounts that are not activated within 7 days will be deleted from our system

@®

Before he can use his account, he will have to check his email for an email from
lllinois WorkNet asking him to confirm his account.

Click on the link to help Jacob verify his email.

lllinois workNet User Information Account Confirmation = imsaxx

DoNotReply@illinoisworknat.com Tue, Jun 5, 747 PM

Wiome v

ILLINeIs
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Weicome JACOS,

Plaase writs own your usemama (ekzabath_rf) and password and ke 1t in 4 safe piace.

Aiready forgot your password? It happans, but it is not a probilem. Go to the [linols workNet Log In page to reset your password.
REMINDERS

* Your scoount works with the jobPren app (mobie app).
DO NOT REPLY getit Thisis message for

®

A second email will show up in his inbox to confirm his account and welcome him
to Illinois workNet.
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Accounts & Passwords

Creating an account on lllinois Worknet is very similar to creating an account on
most other websites.

If you are unfamiliar with creating online accounts, the Accounts and Passwords
course on Chicago Digital Learn can demonstrate how it works, or you can visit
local organizations that provide job search help.

When you are ready, click next to continue
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Get Recruitment And Get Started In This Site Find The Right Job
Placement Services

Announcements

Jacob is now ready to use the resources he needs. He navigates to
www.illinoisworknet.com.

Now that he has an lllinois workNet account, help Jacob get in by clicking on the
correct link to start using illinois worknet.
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ILLINOIS WORKNET

Waebsito: hitp/Awww linoisworknet.com

Dear Jacob Brown, L\\?

ITERMS OF USE have changed. in order to continue using the software you need 10 agree to the updated Terms:

TERMS OF USE

Last Updated: July 4, 2018

" ‘e or “us”) and our Terms of Use (these “Terms”). These Terms are

websites . the "Sites”) provided by OptimaiResume, 50
ease read them carefully. Note that Section 18 of these Terms contains a mandatory arbitration provision that requires the use

Now he enters his username and password and clicks on Sign In.

Once in his account, he navigates to My Dashboard to display his personal tools;
and clicks on Resumes.

After a few seconds, another tab opens with the Resume Builder tool. Because
this application is a service he has never used before, he has to accept its terms
and conditions before he can start using it. He scrolls all the way down to agree,
and clicks continue.

To learn more about your rights, please visit our Privacy Policy.

Contact/Logn Information [T EN S
Some of the required fields from your profile are not completed. Please complete your profile now.
Contact/Login Information Profile completion
* Full Name: Jacob Brown * = Required Field
(First and Last) [s———
“Email: 5000 b123@gmail.com Information
This will be your username Full N .
v Full Name
* Confirm Email .
jacob b123@gmail.com  Email
“Address 1: ' 1101 W Taylor St H Address 1
Address 2: Address 2
a ciy”
CiY: | Chicago » State/Province ™
* State/Province: | . w Zip/Postal Code *
{Requirod for US & Canada only) : B Country
* Zip/Postal Code: . H Phone”
(Required for US & Canada only) 0000 m
* Country: | yNITED STATES 0 .
1 Preferred Industry
Phone:
3127465656 H Preferred Job
* (including area code) Function”
Preferred Work
Type"
=3

He completes the new required fields in the contact/login information form. It is
important that this information is correct because this will be part of Jacob’s
resume and cover letter when he creates those documents later.
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He clicks Save and Continue to complete the career preferences form.

To leam more about your rights, please visit our Privacy Policy.

v Full Name "
v Email "

§l Address 1°

* Preferred Job Function: Address 2

max §) o .

| City

v State/Province *
v Zip/Postal Code *
B Country”

H Phone

§ Preferred Industry”

Wl Preferred Job

Function”

Wl Preferred Work

Type' |
\m

Here, he selects Transportation, from Prefered Industry; Transportation and
Warehousing, from Prefered Job Function; and full time in Prefered work type.

He clicks Save and Continue.

Need Help? See video help on the right

Skills Inventory
Identify and describe your marketable skills and abilities

weLp  Getting Started

Watch this video for an ow
Skills Assessment Module

OPTIMAL

Accomplishment Sheet
Identify and discuss relevant for specific

>

Proficiency List
Identify and discuss occupation-specific skills
About Skills Asses:

or Cancel

The Resume Builder has several other tools, but he only needs the assessments
part for now. He looks for the Assessments box, and clicks on Create New
Assessment.

Now he sees three types of assessments. His nephew told him to use the
Proficiency List because he wants to describe skills he has from his previous
jobs.
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Back To: Skills Assessment Type

1. Name Proficiency List 2. Select Job Families 3. Select Occupations

4. Proficienc y List Grid

& NEW PROFICIENCY LIST

Give the Proficiency List a name
Warehouse skills| “Mm

or Cancel

He can create as many assessments as he needs, so he needs to name them.
He names this one “Warehouse skills”. And clicks Begin Assessment.

P occupamons E—

Healthcare Practitioners and Technical
Healthcare Support

Installation, Maintenance, and Repair

Legal
Life, Physical, and Social Science
Management %
Office and Administrative Support

Personal Care and Service
Production

Protective Service

Sales and Related

All Occupations

From the different options under Job Families, he thinks the best match for him is
“Transportation and Material Moving” so he clicks on it and then clicks “Select &
Continue.”
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P occupations R ——
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Driver/Sales WOrkers w.ommand (16 toois and technologies)

Excavating and Loading Machine and Dragline Operators ..oemend (42 tools and technologies)

First-Line Supervisors/Managers of Helpers, Laborers, and Material Movers, Hand owmend (32 tools and technologies

First-Line Super of Transpor and Material-Moving Machine and Vehicie Operators +.owmand (55 t

technologies)

Freight and Cargo INSpectors .owmend (28 tools and technologies)

Gas Compressor and Gas Pumping Station Operators (0 tools and technologies)
Hoist and Winch Operators (0 tools and technologies)

Industrial Truck and Tractor Operators -owwand (61 tools and technologies)

Owwand (23 tools and technologies)

Loading Machine Operators, Underground Mining (0 tools and technologies)

L g (0 tools and
Locomotive Firers (0 tools and technologies)

...........................

Now he sees a list of specific occupations he can select from. He did a lot of
stocking and moving at his previous job, so he picks “Laborers and Freight,
Stock, and Material Movers,” and clicks “Select & Continue.”

Back To: Select Assessment Type

< Rename 3 Delete Cione ﬁu— [ tope s Swech Sws Assesamenss

PROFICIENCIES Sanaise
Edit skills

Proficiency Level S Comment

§ Banding machi
Sk

Dollie
£ Claw hanmers
Describe your proficiency leve
§ Deta entry soft
£ Dollies
§ Forkins
AT

£ Hand saws

§ Handtrucks

t Inventory tracking software

£ Jacks

[

Jacob now selects skills he has, one by one, adding his level of experience.
Christopher told him that he can delete skills he doesn’t have so his list includes

only the skills he does have.

To delete those unneeded skills from his list, he selects them one by one and
scrolls down and clicks Delete Selected Skills.
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ILLINOIS WORKNET

Website: httpd//www.illinoisworknet.com

americanjobcenter

PROFICIENCIES /s wse A Proficiency Level Y comment

§ Dota erery somware
Boemes  inemediae
Srowm intermediste
B Hend saws
T Mandiucs

T Wventory bracking software

Now Jacob has a list of skills he writes down in his notebook. Later, when he
prepares his resume and cover letter, and when he gets calls, and practices for
interviews, he will need to talk about these skills.

Before he leaves the library, Jacob needs to make sure he signs out from lllinois
workNet to keep his information secure. He signs out by clicking on his name,
and then on “Logout”.

Full time job

v In the city
Warehouses, transportation, and
manufacturing

v Skills: Dollies, forklifts, inventory
tracking software, scaffolding, lifting
hooks, lift trucks, winches.

Day shifts

Jacob has found his Good Fit Jobs by narrowing down his search to: full time,
city jobs, in warehouses, transportation, and manufacturing, with day shifts.

Now Jacob knows what type of jobs to look for and he will be seen as a good
candidate because he has the skills to do the job.
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