Job Seeker Overview

Here’s how you can use the Job Connection.

It’s designed so that you can connect with job opportunities by searching for and apply
to jobs. The Dashboard is the first screen when you login to your account. You will see a
Tip of the Week, Verse of the Day, Job News and Events and an area to send feedback
and get prayer in your job search. There are also links for you to easily get to any part of
the website.

How do | sign up?

Go to your Job Connection website.

Click on the button that says “New Job Seeker”. * New Job Seeker
Complete the registration and login.

Now you are ready to input your cover letter and text resume.

How do | search and find jobs?

You can search by keyword, category and zip code on the Job Connection. There is a
Search Jobs bar on every page of the website, which looks like this:

Search Jobs: -~All Categories-- a Zip Code: (‘Search )

Keyword
The first field is the keyword search. This searches the job titles and will display any
jobs in the system that match the word you entered.

Category
You can search by Category (the drop down) and leave the keyword field blank and you
will see every job posted in that category.

Zip code

You can also search by zip code. This will show you the distance of the job from the zip
code you entered. This can be used with any combination of a keyword or category and
will display the jobs with the number of miles from the zip code entered to the job
address.

You can search by using a keyword and a category and a zip code or any combination
of those.
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How do | input my Cover Letter and Text Resume?

Cover Letter

Login to your account.

Click on “Cover Letter”.

Click on Create a New Cover Letter.

Brian Smith View Career Profile

| Dashboard H Application H Saved Job H Cover Letter | | Téxt Resume H Video Resume H Edit Profile H Email Alert

Cover Letter

Dear Employer,

| would like to express my interest in an entry-level analyst position with Company. Throughout my job search and
conversations with investment advisers | have come to respect the professionalism that characterizes your firm and its
employees. | am confident that the Company team's values and objectives would highly complement my own strengths
and enthusiasm. | would like to be considered for your Investment Banking Analyst Program, or a similar position that
requires refined analytical and communication skills. Evidence of my leadership and analytical skills can be seen in my
responsibilities as analyst intern at Company, and my commitment to my academics. My educational background in
government and business, combined with my internship experiences, has been excellent preparation for a career with
Company.

Please review the enclosed resume and references and consider my application for your Investment Banking Analyst
program. | would appreciate the opportunity to come to New York to meet with you and explore the company
environment, as well as possible job opportunities at Company. | will call your office next week to discuss these
possibilities. | look forward to exchanging ideas with you concerning a career at Company and the positive contributions
| would offer as a member of your organization.

+ Thank you for your consideration. Signature

Brian Smith

Edit Cover Letter

You will want to post a general cover letter that tells employers what job you are looking
for.
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Text Resume

Login to your account.
Click on “Text Resume”.
Click on Create a Resume.

Dashboard || Application || Saved Job || Cover Le

f

deo Resume || Edit Profile || Email Alert

You can store up to 5 text resumes. Only 1 may be active.

Text Resume

Create a Resume

Resume Title Status Last Updated # Views

Management Active Apr 12, 2010 0 Edit | Delete | Deactivate
Zan Test Private Feb 04, 2010 0 Edit | Delete | Activate
Zan Test2 Private Feb 04, 2010 0 Edit | Delete | Activate
Zan Test 3- Plain Text Private Feb 04, 2010 0 Edit | Delete | Activate

You can create up to five different text resumes. Create a title for each resume. The
titles are for your reference and cannot be seen by employers.

If you use Microsoft Word, click on the blue W (see below), then paste your resume.
This will take away weird formatting and make it look good online. If you use any other
software, such as Pages, you can copy and paste into the text box. You can reformat
once it has been copied and can use the Spell Checker to make sure your resume has
No errors.

Text Resume @
Resume Title (max 80 characters):
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Click Save Resume.
Now your resume is in your Career Profile. You can have up to five resumes on the

system but only one can be active. That means that the resume can be searched by
employers via a resume database.
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What is a Career Profile?

The Career Profile is a online profile which includes your Cover Letter, Text Resume,
and Contact Information. This is designed so that employers can take a look at all of
your information very easily and determine if you are a good fit for their position. The
profile gives you an online presence and can also be emailed to anyone outside of the
Job Connection website. If you find a job that you would like to apply for, email them
your Career Profile.

How do | email my Career Profile?
Login to your account and you will be on the Dashboard.

Click Email Your Profile.

Below is the page that you use to input their information and send the employer your
Career Profile. They will get an email with a link to your Career Profile on the Job
Connection.

Dashboard || Application || Saved Job || Cover Letter || Text Resume || Video Resume || Edit Profile || Email Alert

Tip of the Week View All Jobs Voluntegr Email Your Profile Update Resume
Select Your Next Boss
If you were given the opportunity to choose your next

boss, do you know whom you would select?

The truth is, you have as much opportunity to select
your next boss, as your next boss has in selecting the
next subordinate. This is not about wishing for a good

Email Your Profile

Latest Job News
1 in 3 San Francisco
employees earned
$100,000

Democrats defend

artinm An inhe amid

You can send your Online Career Profile to anyone outside of this website. Just fill out the information and the recipient
will get a link to view your Online Career Profile.

Recipient Name(*): (\)

Recipient Email(*): The—
Comment:
(‘Send )
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What is an Email Alert and how do | set that up?

The Email Alert is a easy way for you to receive emails with new jobs posted on the Job
Connection. You can have emails delivered to you daily or weekly with new jobs
matching your keywords.

Login to your account.
Click on “Email Alert”.
Put in a keyword like “marketing” and choose daily or weekly.

Dashboard | | Application || Saved Job || Cover Letter || Text Resume || Video Resume || Edit Profil¢ | Email Alert

Email Alert

Get jobs sent to your inbox that match your needs. Put in a keyword and delivery preference for regular email alerts.

Keywords Duration Status Created
marketing Weekly Disable Jan 31 - 2010 Enable | Delete
management Daily Enable Jan 29 - 2010 Disable | Delete

Email Alert Keywords:

Email Delivery: @ Daily () Weekly

p- S N\ p- R t B Y
| save ) | Reset

To change your delivery or settings, click on Enable or Disable to stop or start the alerts.
You can create as many email alerts as you would like.

How do | update my profile information?
Login to your account.

Click on “Edit Profile”.
Change or update the information and click Save Change.
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