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Applying for jobs

It is 9:00 a.m. and Jacob is back at the library!
Jacob is still using lllinois workNet to look for job opportunities.

So far, Jacob has decided which jobs to consider; printed several job record
search worksheets to organize his job search; and prepared both documents he
will need: his resume and a general cover letter. He also located and

bookmarked job openings using the JobFinder.
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v Resume and cover letter ready!

Applying to a job can take several hours. Besides the documents he has
prepared and all the work he has done, Jacob will need to modify his cover letter,
navigate to different websites, and create accounts on career sites.

Apply for
jobs

This step can be difficult, and Jacob needs to keep himself motivated and ask for
help whenever he needs it.
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Type illinoisworknet.com, then press “Enter”

Top stories
e, [BCIEP N S
-

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 Iy
Sachs Poet

CNet Haaretz Inverse

=> More for Nelly Sachs

ece
Nelly Sachs - Wikipedia Eled Vv_i'a:

Click the area of the page where Jacob has to type the URL to get to the
lllinoisworknet website.

Help Jacob get to lllinois workNet by typing illinoisworkNet.com in the address
bar, then press “Enter”.

Announcements

Now select the correct icon to access his account.
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¢ C & https://www.illinoisworknet.com

# My Dashboard «Messages(0) M Bookmarks 4PResu

A

Get Recruitment And
Placement Services

® 0 0. 0. 0.0 00000000000 0
Announcements Even

Jacob needs to locate the jobs he has bookmarked in his profile. From the tabs
at the top, click on the Bookmarks tab to display the jobs Jacob has planned to

apply for.

ks +
‘www.illinoisworknet.com,
- »., v
% nufon) Q‘ % g ’
o workNet . Partner re
5, CONTER
ameriGonjobcenter
A My Dashboard «Messages (0) M Bookmarks @PResumes  *Skills & Interests

MY BOOKMARKS

User Guides

ABOUT THIS SITE COMMUNICATION WORKFORCE &
Abou [¢

ontact Us EDUCATION PARTNER

He saved these job postings on his last visit. He pulls the printed worksheet from
his folder as he gets ready to apply to the first job.
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@ <] <4 Illinois workNet bookmarks b @ Material Handler (Hanover Par X +

C & https://www.indeed.com/viewjob?jk=d310df1972bc7d79&utm_sourc

Find Jobs Company Reviews Find Salaries Find Resumes Employers / Post Job

what where

indeed T

Q Chicago, IL

Material Handler

WaterSaver Faucet Co 7 reviews - Chicago, IL 60654
Apply On Company Site
b « Sort and place materials.

« Mark materials with identifying information.

« Record amounts of material or items received and distributed.
« Maintain inventory records.

« Drive forklift and/or other moving equipment as needed.

Applying for a job online requires more than one website to be open at the same
time.

He opens a job from his list by clicking on the link to review the responsibilities
and qualifications. He notices that now he has two tabs open.

Tabs are the rectangular areas at the top of the screen that allow Jacob to move
between one website and another.

® @ < Jiinois workNet bookmarks X @ Material Handler (Hanover vO+

(6 & https://www.indeed.com/viewjob?jk=d310df1972bc7d79&utm_source=publisher&utm_medium=orga w

FindJobs  Company Reviews  Find Salaries  Find Resumes  Employers / Post Job

‘indeed

Material Handler

WaterSaver 7reviews - Chicago, IL 60654

Apply On Company Site

[ + Sort and place materials.
« Mark materials with identifying information.
« Record amounts of material or items received and distributed.
+ Maintain inventory records.
+ Drive forkiift and/or other moving equipment as needed

Qualifications:

+ One year (or more) shipping, receiving and warehouse experience.
+ Factory-specific experience a plus

+ Must have experience using paliet trucks and lfts.

+ Must be able to lift 50+ Ibs.

+ High school dipioma or GED required.

+ Able to read and understand English.

+ Able to conduct work while standing for 8 hours a day.

Compensation:

His nephew Christopher told him to be careful not to click on the “x” or the tab will
close.
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®  ® - inois workNet bookmarks X @ Material Handler (Hanover Par X 4

€} & https://www.indeed.com/viewjob?jk=d310df1972t 179&utm_source=publisher&utm_medium=orgar e

Even the most experienced computer user will sometimes accidentally close a
tab. If this happens to Jacob, his nephew told him to use the combination of the
three keys CTRL+SHIFT+T together in order to reopen the closed tab.

Help Jacob navigate back to the lllinois workNet tab, by clicking on the tab that
shows the lllinois workNet icon.

® @ < jlinois workNet bookmarks X @ Material Handler (Hanover Pa: X 4
C & https://www.indeed.com/viewjob?jk=d310df1972 179&utm_source=publisher&utm_mediur 3 W
= - e
2 .
indeed 5 Rl - - -

Material Handler 3:00PM - 11:45PM Company 1o

201 reviews.

MSC incustrial Supply

Qualifications:

+ One year (or more) shipping, receiving and warehouse experience.
« Factory-specific experience a plus.

+ Must have experience using pallet trucks and lifts.

«+ Must be able to it 50+ Ibs.

+ High school diploma or GED required. Lot employovs fed you
+ Able to read and understand English

« Able to conduct work while standing for 8 hours a day.

L 4

Now click again in the job posting tab to read the job description.

This looks like a good job for Jacob: He has a high school diploma, and
experience in using and operating lift trucks, and experience in a packaging
environment.
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He clicks the “Apply on Company Site” link because it is the only option to apply
for this job.

®  ® £ Jlinois workNet bookmarks x | 4

> @& https://jbbs.mscdirect.com/jc

By continuing to use and navigate this w

MSC | 3§L‘~':::?...%

Jacob has never applied for a job online.

His nephew Christopher told him he needs to check the website address and if
he sees an S after the http letters, then he knows that the website is secure.

® © ® < linois workNet bookmarks % | @ Material Handler (Hanover Par X a1 Material Hz

C & https://jobs.mscdirect.com/job/Chicago-Account-Executive-IL-60290/55579

By continuing to use and navigate this website, you are agreeing to the use of cookies.

- [,\\,
Msc | T baasa Home Page  Why Join Us? - Featured Job
YOU BETTER

Search by Keyword (example: title or req #)

ey 1

Material Handler 3:00PM - 11:45PM

He reads at the top: “By continuing to use and navigate this website, you are
agreeing to the use of cookies” and wonders what that means.
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Many websites use cookies to provide a more personalized experience to people
visiting the site. He doesn’t need to worry about accepting this in secure sites. He
clicks Accept and continues reading.

L ® . liinois workNet bookmarks X | @ Material Handler (Hanover Par: X M Material Handler (Hanover Par X 4
C @& https://jobs.mscdirect.com/job/C ago-Account-Executive-IL-60290/555797300/?feed|d=2520004&.. b4
MSLC | 55 HomePage  WhyJonUs? «  Featured Job Categaries =  View All Jobs
o e res 0 u s - -
Search by Keyword (example: title or req #) Search by Location
S G -
Cloar
Send o slerts overy 7 - m sneemis v DOEOE
Material Handler 3:00PM - 11:45PM
Date: Feb 1, 2019
Location: Chicago, IL, US
Company: MSC Industrial Supply
Build a better carser with MSC.
Serving customer and community SIaTS wilh the very Best people doing their very best work. That is precisely what we have at
\\\\\ Narth Amencan distnbutor of metaiworkng and maintenance. repar. and operatons (MRO) products and senvices.
Requisition 1D : 2147
Employment Type : Full Time

He could search for jobs on this company’s career website; but he already has
the job he wants to apply to.

Instead of using the search areas, Jacob scrolls down to review the job once
more. He needs to make sure the application on the company site is the same as
the one he bookmarked.

Because he already has a resume and a cover letter, he clicks on “Apply now.”
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sharethisJob I EM

3)_Start apply with Linkedin @

Apply Noh )

very best work. That is precisely what we have at MSC Industrial Supply Co., a
and operations (MRO) products and services.

He sees two options, but he doesn’t have a LinkedIn account, in fact he is not
even sure what that is! He thinks is best option is to just click “Apply now”.

®  ® . mincisworkNetbookmarks X | @ Material Handier (Hanover Pa- X gf Career Opportunities: Signin  x =

<« C @ hitps://career8.successfactors.com/care o % + 0
ounr
o et e

Career Opportunities: Sign In

Have an account?
lease enter your login information below. Both your username and password are case sensitive.
—— .

Not a registered user yet?
Crmate an account to apply for our career opportunities.

f¥in

Jacob sees a “Sign in” page. Just like lllinois workNet, it is a common practice for
companies to require applicants to create an account on their Career sites.

Jacob previously learned that the first time he uses a website that requires an
account, he needs to fill out a form.
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Jacob has never used this website before. What should he do?
a) click on the “Create an account” link to create his account

b) write his email and password and click “Sign In”

c) click on “Forgot your password?”

d) leave the website without doing anything

That's right! He needs to create an account.

He clicks create an account and now a form appears.

® © ® . jinoisworkNetbookmarks X | @ Material Handler (Hanover Pa- X f Caroer Opportunities: Signin = x

€« C @& hugglcareer8.successfactors.com/careers o % «+ 0

Career Opportunities: Create an Account
Already a registered user? Please 5ign in Login credentials are case sensitive
“Email Address:

* Retype Email Address:

“Cnoose Password
*Retype Password:
*First Name:
*Last Name:
*Country of Residence - Select -

“Make My Profile Visibie to © Any company recruiter woridwide
Any company recrulter in my country of residence
Only recrulters managing jobs | apply to
Notification: ' Receive new job posting notifications
# Hear more about career opportunities
*Terms of Use Read and accent the data privacy statement.

Jacob is familiar with these kinds of forms now. He knows he needs to provide
information for all the fields marked with an asterisk.
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Career Opportunities: Create an Account

*Retype Password:

He types his email twice to eliminate the risk of making a mistake as this is the
only way that the company can communicate with him.

He then selects a password -preferably different from his password in lllinois
workNet. When he clicks the field to type his password, he sees the password
conditions.

He is familiar with the requirements for passwords. In this case, it must be at
least 8 characters long, but no longer than 128 characters, must contain at least
one upper case and one lower case letter, must contain at least one number or
punctuation character, and must not contain space or special characters.

Keeping passwords secure can be tricky; Jacob decided to type the password,
he does it twice and then he writes it in his worksheet in the notes section. He
needs to keep that worksheet in a secure place!

He continues with the form and types his name and last name. He selects United
States and decides to keep his profile visible only for jobs he applies for. He
unchecks notifications so he doesn’t receive unwanted emails.

Now he clicks on the link “Read and accept the data privacy statement.”
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Data Privacy Consent Statement

Privacy Policy

Welcome to the MSC Industrial Supply Co. and its affillate
™

and subsidiary
Site. We appreciate your interest in employment opportunities at
our company, The Career Site Privacy Policy is applicable to all
information which has been or will be collected from you during
your u eer S

This link opens a window with the “Terms of Use.” Jacob previously learned that
these are agreements protecting people's personal information submitted through
the company’s website, like his email, and protecting the right of the company to
use that data for their needs, like for communicating with him during the hiring
process.

Data Privacy Consent Statement x|

Privacy Policy

Welcome to the MSC Industrial Supply Co. and its affiliate
partnerships and subsidiary companies (collectively “MSC") Career
Site. We appreciate your interest in employment opportunities at
our company. The Career Site Privacy Policy is applicable to all
information which has been or will be collected from you during
your use of our Career Site.

MSC is committed to protecting the privacy and security of
information that is obtained from you in connection with your

arcess to website< uinder our operation and control, which includes
Career Site. )so our Customer Privacy Policy ust

What ShOUId JaCOb dO? (Select an option, then submit)

@ Click on Accept @ Click on Decline @ Click on Print

What should Jacob do at this point?

1. Jacob needs to click on Accept
2. Jacob needs to click on Decline
3. Jacob needs to click on Print
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Data Privacy Consent Statement

Privacy Policy

That's right! Jacob needs to Accept their policy to
proceed. If he select Decline, all his information will be
removed and he will not be able to complete the
application process electronically.

He clicks to Accept and the window closes.

Career Opportunities: Create an Account
< Iinois workNet bookmarks X | @

gacareer8.successfactors.

Already 3 reg! ? Please 3ign in

*Emall Address:

sensitive Q
jacob.brown@gmail.com

* Retype Emall Address:  ob.brown@gmail.com

“Choose Password:

v Password accepted

« Password must be tleast 8 characters
fong

« Password must not be longer than 128
characten.

« Password must contain at least one
upper case and one lower case lecter.
 Password must contain t east one
AUMBAF OF PUNCTuAION CRaTACTar.

« Password must not contain space or
unicoce characters

' Password matches
Jacob

Brown

“Country of Residence  United States +

“Make My Profile Visible to Aty company recruiter woridwide
Any company recrulter in my country of residence
 Only recruiters managing jobs | apply to

Notification:

*Terms of Use

| b

Now the form is completed, and he clicks Create Account.

Receive new ob posting notfications

Hear more about career opportunities
Read and accent the data privacy statement.
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What does Jacob need to do?

Before he can apply for the job he found,
he needs to: (Select an option, then submit)

Go to the login page again to use
his account

Go to his email to verify his
account

None of the above

Jacob needs to do one more thing before he can apply for the job he found. He
needs to:

e Go to the login page again to use his account
e (o to his email to verify his account
e Do nothing

® © ®| . oo workNetbookmarks X | @ Material Handier (Hanover Pa X | 4t My

- C @& hitpsiASccounts.google.com/signin/v2/si/pwd tt 2F%2F 2Fma %

Your MSC Industrial Supply Candidate Profile D e x

MSC Talent Acquisition Team «donotreply@mecirect coms

MSC | &

Thanks for your Interest in MSC. We're thriled you are interested in working here.

The candidate profike account you created with us has been set up. You can log back In 10 your account by clicking hers. Please visit often 1o see our most current career opportunites and set
up a Job Alert if you haven't already.

You can aiso folow us on Eacetook and Twiter
Regards,

The MSC Talent Acquisition Team

Ploase do not reply to this message as this emai address cannot 8ccept incoming responses.

He navigates to his email and sees a welcome email confirming his account.
Now that he has an account, he needs to go back to the page with the job.

He navigates back to lllinois workNet to locate his bookmarks and clicks on the
job again.

. DIGITAL .ORG
.I-

A PLA INITIATIVE



® © ® o jinois workNet bookmarks X | @ Material Handler (Hanover Pari X M Material Handler (Hanover Par X+

c @ https://jobs.mscdirect.com/job/Chicago-Account-Executive-IL-60290/555797300/?feedld=2520008&... ¥

By continuing to use and navigate this website, you are agreeing to the use of cookies.

we
S jome Page nUS?=  Fostued Job Cotegories = View Al
MSC | E5... " Wy doin Uy estured Job Cotegories +  View A1 Jobs

Language + View Profie

Search by Kayword (example: 8 of req #)

Send me slerts every 7 days sraems o AOAOD

Material Handler 3:00PM - 11:45PM

Date: Fob 1, 2019 B

Location: Chicago, IL. US
Company: MSC industrial Supply

He clicks “Apply now”, like he did before--this time, now that he has an account,

he sees the job application form.

@ ® < (inois workNet bookmarks X | @ Material Handler (Hanover Par: X M Material Handler (Hanover Par X <
(¢} & https://jobs.mscdirect.com/job/Chicago-Account-Executive-IL-60290/555797300/?feedid=252000& w

We appreciate your interest in employment opportunities with MSC and building a better career with us.

1n this section you can add more details to your profile. Please be aware that If you apply to a specific opening, the information you provide here is availabie to the reviewers of
your application. If you do not find any open position now that you are interested in, you can complete or update your profile and save & for future application submission.

MSC your data in the data privacy posted. We age you to save yom profile and select the option to m.n
your profile visible to ‘Any company recruiter woridwide.” This will allow our Talent Acquisition team greater access to and

identify positions for you proactively that may be a good match. Please note that by completing your profile you hereby agree thaty you' data s avallable to our Talent
Acquisition Team.

-MSC Talent Acquisition Team

+ Expand ol sections = Collapse all sections
v My Documents

/ Resume / CV Cover Lettes

A(tepl VETypesT %?(w Image and vrwa_z&v{m XLS file types are not accepted for Resumes and/or Cover letters)

\
Upload a Resume Attach a Cover ]

He sees he can upload a resume and a cover letter.
Jacob will need to download his resume from lllinois workNet.

Jacob remembered that he needs to be careful not to click on the “x” or the tab
will be closed.
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®  ® < jinoigworkNet bookmarks % | @ Material Handler (Hanover Par X  m Material Handler (Hanover Par X 4

(¢ ] s://jobs.mscdirect.com/job/Chicago-Account-Executive-|L-€

We appreciate your intere ployment opportunities with MSC and building a better career with us.

n this section you
your application. If

ur profile. Please be aware that if you apply 1o a specific opening, the Information you provide here is avallable to the reviewers of
position now that you are interested in, you can complete or update your profile and save it for future application submission.

MSC maintains the ta in accordance with the data privacy statement posted. We encourage you to save your profile and select the option to make
your profile visible 4 r workdwide." This will allow our Talent Acquisition team greater access to your d pref and
identify positions for you proactively that may be a good match, Please note that by completing your profile you hereby agree that your data is available to our Talent
Acquisition Team.

MSC Talent Acquisition Team

If you upload your resume, please review y
something.

+ Expand o sections = Collapse all sections

v My Documents

Accepted File types: DOCX, PDF, CSV. Image and Text (MSG, PPT and XLS file types are not accepted for Resumes and/or Cover letters)
Resume / OV Cover Letter

Uplaad a Resume Act

© ©

Help Jacob navigate to the lllinois workNet tab by clicking on the rectangular
area near the top of the screen with the lllinois workNet logo.

eve o okmarks X () Material Handier (Hanover Pa: X | At Account Executive % | M Your MSC industrisl Supply - X | +
1108 workNet boosrmarks
€« C ® NS W illitaser oy ey * ks aspx A W

£33 Other Bookmarks

L
= WGioricnet

il CENTER

o
Jobc
*Skills & Interests

psumes

MY BOOKMARKS

A My Dashboard Messages ({

Bookmarks

2 Job
Material Handler 3:00PM - 11:45PM
Material Handler
Material Handler

5 New

g
b1
3
3

ABOUT THIS SITE COMMUNICATION WORKFORCE & WEBSITES
About Us Contact Us EDUCATION PARTNER Apprenticeship Plus

Accessibility Eventbrite disabilityworks
Embeddable Widgets Facebook PATHWAY EPIC Program

FAQ: Linkedin Company Partner Resources Iilinois Longitudinal Data System
Site Map Pinterest (LDS)
User Guides SlideShare illinols Pathways
lllinots workNet
workNet BizHu

He navigates to the Resume Builder to find his resume and downloads the pdf
version.
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® @ - mnoisworkNetbook x  [3] OptimalResumeats x @ Material Handler (Ha- X | a Account Executive % | M Your MSC industrial = X | 4
€ C @ hitps://illinoi

php?docid=4601179 *

£ Other Bookmarks
Click on @ section to begin editing your resume. Use the right sidebar 1o format your resume and find content assistance. Click here to download pdf heip.
L Merame | Core i Doioss (3 st O proeresew () ToDo g Swenesmes ...

© Close

IMPORTANT!

Aways be sure 1o open and read your document after downloading 1o be certain there are no issues with formatting or corruption. Should your downloaded
file not match exactly the version on-screen contact support@optimalresume.com for assistance.

Attention Mac Users: To avoid potential formatting issues when downloading your document as MS Word Compatible (.RTF), be sure open the file in
Microsoft Word (not TextEdit). To do this: (1) Find the rtf document (2) Select GET INFO from the FILE menu (3) Open this menu and change to
MICROSOFT WORD (4) Click CHANGE ALL (5) Close the GET INFO Window

N

B icroso® Word Compatible

8 prain Text

wg S
B DOCUMENT
» STYLE RESUME
" EORMAT HEADER

The pdf version is the most secure version to use to upload on a job site. This
version doesn’t allow changes to be made, and as such, it will guarantee that the
resume will be perfectly formatted when the hiring manager receives it.

® © ® . incis workNet bookmarks X | @ Material Handler (Hanover Par X §f Career Opportunities: Signln % 4+

€« C & hitps://careerB.successfactors.com/careers o - Q

Accepted File types: DOCX, PDF, CSV, Image and Text (MSG, PPT and XLS file types are not accepted for Resumes and/or Cover letters)

Resume / CV Cover Leter
Upload a Resume Attach a Cover
Leter

B “Upload from Device” para ubicar el archivo con su curriculo. g

Now he goes back to the job application tab and clicks Upload a Resume.

Because he just downloaded his resume to the computer he is using today, he
selects “Upload from Device” to locate the file with his resume.
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® @ - jinois workNet bookmarks

% | @ Material Handler (Hanover Par X §f Career Opportunities: Signin x4
€ C & nhitpsy/career8.successlactors.com/careers L - S |
+ Expand all sections = Collapse all sections.

Accepted File types: DOOX, PDF, CSV, Image and Text (MSG, PPT and XLS file types are not accepted for Resumes andior Cover letters)

Resume 1 Cv Cover Letter
warehouse pdf Attach a Cover
(02/18/2019) Letter

[+]

e

After the upload is completed, he sees the name of his file in the document
upload.

nnnnnnnn

»»»»»»

ameriCanjobcenter

Create a new document or manage your existing documents. Need Help?

NEW JOB SEARCH TUTORIALS AVAILABLE! vew

I W -orrrovos

.

.
= Croate New Resume % Create New Letter

L Creato New Portfolio

Manage Your Portfolios

No Portfolios

2 Octete

Manage Your Resumes Manage Your Letters
warehouse L cargo job Q Celere

Now he needs to navigate back to the Resume Builder to download his cover
letter.

He navigates to the Resume Builder tab and makes the necessary changes to
customize his cover letter for his next job application.
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® 0 ® . weosworkNetbook: X [] OptimalAesumealn X @) Material Handler (Hao X | A1 AccountExecutive X | M YousMSCindustial: X | +
a0 hitps:ffiobs.mecdiract.comf¥e X | Gff Carver Opportunities: Career ¢ X | =1 Hinols workNet Home % [5] Opimal Resume st ALINGIS V. X

e @ htips 2 comimodules/letter/edit php?docid= 1176176 7

Jacob Brown |

145 W. Taplor ¢ i STYLELETTER

CHICAGO, m.m; 2
jacob bia3 @ gmail com ¥ SPELLCHECK
\ p——

February 25, 2019 |

rmﬂ:ljl‘;mlfwrmum —|-llmmunme _—

[lemﬁ
jar——)
|mn1*|

Recipent postal code

He adds the name of the company and highlights the skills he has from the
description of the job for which the company is hiring.

He saves the changes and downloads the cover letter to the computer.

® @ . mincisworkNetbook: X (i) Optimel Resume st X @ Material Handler (Mar X | A AccountEsecutive X | M Your MSCindustrial ¢ X | +

€ C @& hpsy/ilincisworknet.optimairesume.com/modules/letter/edit php?docid=1175175 -3

[ Other Bookmarks

Eo g5
DOCUMENT

* STYLE LETTER

EL]

" FORMAT HEADER
Jacob Brown = SPELLCHECK
1945 W. Taylor St 3 suowmsTORY
Unit & o =
CHICAGO, IL 60612
jacob brag@gmail.comy § \ TOOLS

Hune 24, 2019

[Talent Acquisition Team
MSC PARAGRAPH EXAMPLES
ACTION VERES

Dear Talent Acquisition Team: EXPLORE CAREERS ™.

Please accept the enclosed resume as application for the position of cargo inspector.

Most notably, my background includes
» Three as the

1 which time | developed a wealth of experience in
shipping rules, customs, knﬁuw. and customer service

+ Four years of experience as Cargo Handler using forklifts and other machines while ensuring safety
procedures were met

+ In all of my positions, | kearn to work in teams and with high quality.
My qualifications include the full range of cargo and materials moving skills, all (whlehmrh: thw)duhud on

the enclosed resume. Most significant has been my ability to follow operating procedhures,
and improve the companics bottom-line results.

1 would welcome a personal interview for the cargo inspector pasition and look forward to meeting you and the
lother hiring managers. Thank you.

Sincerely,

Now Jacob needs to go back to the company career site tab.
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® ©® - jinois workNet bookmarks % | @ Material Handler (Hanaver Par X Sf Career Opportunities; Sgnin x4

< c & hitps://career8.successfactors.com/careers o % «» 0

Accepted File types: DOCX, PDF, CSV, Image and Text (SG, PPT and XLS file types are not accepted for Resumes and/or Cover letters)

Resume / CV B

warehouse pdf B i
2242019
{1 Upoad rom Google rve
ol [+]
Please complete your personal information.

* Legal First Name: Legal Middle Name: * Logal Last Name:
Jacob @ Brown
* Country: * Address Line 1 Address Line 2
United States + 1945 W, TAYLOR ST UNIT 1
*cay: * State / Province *Zip / Postal Code:
CHICAGO ingis $ 60612
« Mobile Prane: Secandary Phone * Ema:
2123 jacob_b123@gmail.com

He clicks on Upload Cover Letter.

He selects “Upload from Device” because he just downloaded his cover letter to
the computer.

® 0 ® & winois workNetbookmarks X | @ Material Handler (Hanover Par X 5f Coreer Opportunities: Signin x4
« C @ https:/i areers o ¥ «+ Q
4 Expand all sections = Collapse all sections

Accepted File types: DOCX, POF, CSV, Image and Text L};& PPT and XL file types are not accepted for Resumes and/or Cover letters)

Resume / CV Cover Letter
warehouse pdl Jacob letter.pdf
(0272472019) (0224/2019)

Please complete your personal information.
* Legal First Name: Legal Middie Name: * Legal Last Name:
Jacob 2] Brown
* Country: * Address Line 1: Address Line 2
United States : 1945 W, TAYLOR 5T UNIT 1
«cay * State / Province: *2ip 1 Postal Code:
CHICAGO llinois + 60612
“ Mobile Phone: Secondary Phone * Emait

He locates the file and clicks upload.

Now he needs to verify the information that was transferred from his resume to
the application form.

Some information seems correctly captured, but not all of the information has
passed to the online form.
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He needs to add information to complete the application form. He knows that the
required information is commonly marked with a star or asterisk. He can choose

not to disclose information if given the option.

® © ® . jinoisworkNetbookmarks X | @ Material Handler (Hanover Par. X Sf Carcer Opportunities: Signin = X 4+

€ C @& hitps://careerB.successfactors.com/careers o % + 0

Answer size should be 1024 characters or less.

Please explain any gaps in employment

N

Answer size should be 1024 characters or ess.

* Are you now subject to any agreement with your
current or prior employers (Le., non-compete, non-

Submission of this information s voluntary and appreciated.

MSC industrial Supply s subject In order ply MSC
Jdentity your etnnicity and gender. Submission of the information is vokuntary and refusai to provide it will not subject you to any adverse treatment. The
Jnformation provided wil be kept confidential and will be used only o when

Feported. data will not identiy any specific individual.
MSC industrial Supply considers all applicants for position without regard to race, color, refigion, gender, sexual orlentation, gender identty, national

origin, ctizenship, age, y P or any other pr 3
. and do the basis of any

* Ethnicity: Gender:

No Selection s © No Selection

This is the most tedious part of getting a job, because filling out each application
can take hours; but Jacob has to do it very carefully to increase his chances of

getting the job.

® 0 ® < pinois workNet bookmarks X | @ Material Handler (Hanover Par X  §f Career Opportunities: Signin = x4

<« C ah ! 8, s o T + 0
* School  Instituti jon * Major/Qualifications * Degree
High School Not Applicable H High School Diploma / GED #
* Country * State “ Gty
United States B [} Winois 3 Chicago

-]
@ Add

* Willing to Relocate Location Desired * Preferred Shift
No ¥ First Shift
* Preferred Employment Type

B Remove

® add

Most career sites allow to save an application in progress to continue later, but
he knows he is almost finished, so he decides to continue.
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the

Becently Senarated Veteran:
U.S. military, ground, naval, or air service.

5. milikary, ground, naval, or air service, participated in a United
12985,

oper for an Armed

the U.S. military, ground, naval, or air service during a war, of in a campaign or
Defense,

Informy » ‘been authorized, please visit: here

have read ked in ication. | certiy that ail ey

any fact g my ot
or after | L npany
all al
nformation. as part of credi report may be obtained, in which case the Company wil provide. at my.
Fequest. the name and address of made, etther in whole o In part. based on
In addtion,
Jf hired. | agr Y ses i
Wwithout notice at any my or the Company's option. | further understand that no representation, whether oral or
jwritten, by any ager y the Company and ail plan
by Law to administer, interpre¢, modiy, discontinue, enhance or otherwise change ail policies,
procedures. benefits or other terms agentof y y to enter into any
y time or y policy, procedure, benefit, or other term or condition of
signed by the V.P. of of to make 10 the foregoing
*1have read and agree to the above Application b
Acknowledgement and Declaration
Privacy Policy | Eventy | Pay Transparency | EEO Poster | EEO Poster Supplement

Once he has entered all the required information and answered all the required
guestions, he can click “Apply”.

Jacob’s 2 hours of computer use at the library have passed. He will come back
tomorrow to apply to one of the other three jobs left in his Bookmarks.

Before leaving the library, Jacob needs to sign out from the websites and close
all the tabs he opened.
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