Introduction to
Online Job Searching

Job search Manual

Contents
Introduction ................................................................................................................... 3
By the end of this class, you will know how to: ................................................................ 3
What are Employment Websites? ................................................................................... 3
SEEK online job search website ........................................................................................ 4
Registering with Seek ................................................................................................... 4
Creating a profile on Seek ............................................................................................. 5
Uploading a resume on Seek ......................................................................................... 7
Searching for jobs on Seek ............................................................................................ 7
Applying for jobs on Seek .............................................................................................. 8
CareerOne ................................................................................................................... 10
Registering with CareerOne ......................................................................................... 10
Creating a profile with CareerOne ................................................................................. 11
Uploading your resume to CareerOne ............................................................................ 12
Searching for jobs on CareerOne .................................................................................. 13
Applying for jobs on CareerOne .................................................................................... 14
LinkedIn ...................................................................................................................... 15
Registering on LinkedIn .............................................................................................. 15
Exploring the LinkedIn interface ................................................................................... 20
Creating a profile ....................................................................................................... 21
Searching for Jobs on LinkedIn .................................................................................... 23
Applying for jobs on LinkedIn ...................................................................................... 23

Page 2 of 28

Job search Manual

Introduction
By the end of this class, you will know how to:





Register/Signup with employment websites
Search job listings
Create online profiles
Apply for jobs online

What are Employment Websites?
An employment website is a website that deals specifically with jobs or careers.
Many employment websites are designed to allow employers to post job requirements for a
position to be filled and are commonly known as job boards.
Other employment sites offer employer reviews, career and job-search advice and describe
different job requirement or employers.
Through a job website a prospective employee can locate and fill out a job application, or
submit resumes over the Internet for the advertised position, and/or post their resume online
for employers to find.
To look for jobs online, first get clear on your objectives, and then discover how to use popular
job hunting and networking sites such as LinkedIn, Seek and CareerOne to locate jobs. Discover
how to take advantage of each site's tools for job hunters and learn how to interact with hiring
managers and recruiters
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SEEK online job search website
Seek.com.au is a website that facilitates job hunting based on job categories such as engineering,
legal, insurance, social work, and so on. Users can post their resume and submit them to potential
employers and recruiters for job listings, while employers and recruiters can post job ads and
search for potential employees.
Registering with Seek
1. Go to www.seek.com.au and click on Register to create an account.

2. Enter your names and email and create a password, then click Register.

3. Complete the form by entering your most recent job history.
You can choose classification and sub-classification details as
well selecting the location and privacy settings from the
drop-down menu.
Profile visibility
 Standard: Advertise can see your profile and resume
 Limited: Advertise can see only your profile
 Hidden: Restrict user from viewing profile and resume
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4. Click on ‘Finish’ to finalize registration.
Creating a profile on Seek
1. If you have just finished registering, you will be taken to your profile page and can skip this step.
Otherwise, go to www.seek.com.au and click on Sign in.

2. Click on your name on the top right hand corner of the screen and select Profile from the drop
down menu
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3. Work your way through the form that pops up, answering
each question as you go.
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Uploading a resume on Seek
You can do this when you create your profile, and you can add a new resume at any time.

1. If needed, log in to www.seek.com.au and click on
Profile, as above.

2. Scroll down your profile to the Resume section.
3. Click Add resume.
4. Select the file you wish to add*.
*Note: Resumes can be deleted by pressing the
icon next to their name, or can be downloaded any time by clicking on their name.

Searching for jobs on Seek
1. Login to www.seek.com.au
2. Click on ‘Job Search’.

3. Jobs can be searched by entering keywords under the What text box and your location under
Where.
4. You can also click More options to search by salary range, type (full time, part-time, contract, or
casual), and when the job was listed.
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Applying for jobs on Seek
1. Follow the above steps to search for jobs.
2. You will get a list of results like the below. Click on a job title to view its details.

3. In the job listing, to apply for the job press the pink Apply for this job button at the top right of
the screen. (This may take you to an external site – these are outside the scope of this class.)
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4. Assuming the job application process is being handled by Seek, you will see a form like the
below. Fill out the form – it should be pre-populated with the information from your profile.
Make sure to double-check your details are correct as they appear on this screen.

5. When you come to your cover letter and resume, you can click on one of the radio buttons to
select a document you have previously uploaded on the profile, or choose the Upload a resume
option to add a new resume. (The new resume will be added to your profile for use in later
applications.)

6. Double-check all your details, then click the pink Submit application button at the bottom of
the form.
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CareerOne
CareerOne.com.au is one of Australia’s most popular job seeking websites. It also offers a collection
of career advice, job hunting tips, company profiles and job listings to empower people to progress
in their career.
Registering with CareerOne
1. Go to CareerOne at www.careerone.com.au
2. Click Sign in, then at the bottom of the pop-up that appears, click Register now.

3. Enter your name and email address.
4. Create your password which has to be 8-20 characters and must have one number and symbol.
5. Click Register to create your account.
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Creating a profile with CareerOne
1. Once you’re logged in, click on Hi <your name>, then on View Profile.

2. On the following page, fill in your profile information and click Save. The photo is optional.
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Uploading your resume to CareerOne
1. To upload documents, click on Hi <your name>, then on Resume & Cover Letters.

2. To upload a resume, click Upload New and browse to the file you want to upload. To write a
new cover letter, click Write New.
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Searching for jobs on CareerOne
1. Once you are logged in, enter your search information on the home page. If required, filter your
search according to Location, Job Type or Category. Then click on Search.
2. You will get a list of results like the below. Click on a job title to view its details. (This may take
you to an external site – these are outside the scope of this class.)
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Applying for jobs on CareerOne
1. Follow the above steps to search for jobs.
2. In the job listing, to apply for the job press the green Apply for this job button at the top right
of the screen.

3. You will see a form like the below appear where you clicked. Fill out the form – it should be prepopulated with the information from your profile. Make sure to double-check your details are
correct as they appear on this screen.
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LinkedIn
LinkedIn is the world's largest online social network for professionals. It helps users to find a job,
promote their business, and identify key opportunities. It also allows building and maintaining
professional relationships, and tracks recommendations from colleagues.
Registering on LinkedIn
1. Go to LinkedIn at www.linkedin.com.

2. Sign up by entering your name, email and a password in the Join LinkedIn Today’ box on the
screen.
3. On the next screen, select your country and enter your postcode.
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4. Enter your job title and company name then click on ‘Create Your Profile’ to create an account
on LinkedIn.

5. LinkedIn will send you an email with a code to verify your email address. Open your email and
enter the code.

6. Depending on your email provider, LinkedIn may request the right to import your contact
information from your email address.
Note that you will be giving LinkedIn the indefinite right to access and edit your contacts,
including potentially to delete information, and the irrevocable right to store and process this
information however they choose. If you want to be more selective about which contacts you
share with them, you should enter the addresses manually.
For now, we will Skip this step, but you can come back later and do it again.
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7. You will be shown a screen with people you may choose to add as contacts. If you have not yet
imported your contacts, these will mostly be random people from around your location. Do not
add people you don’t know, but select anyone you do know who you think would be friendly
and help you find work. Again, for now we will skip this step.

8. LinkedIn will give you the chance to upload a photo of yourself. Doing so helps other people
identify you, but as with your contacts, LinkedIn will have this information permanently. If you
wish to do this, click Add photo and follow the prompts.
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9. LinkedIn will give you the opportunity to download the LinkedIn app. You can download it using
the buttons at the bottom of the form. For now, we will skip this.

10. After all this, you will get to your home page, which will look something like this:

You will notice a message in brown at the top of the window asking you to confirm your
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registration. Go to your email inbox, open the email from LinkedIn, and click Get Started.
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Exploring the LinkedIn interface

At the top left of the screen is the search box.
At the top right hand side of the screen, there is a row of icons which will persist across most of

your LinkedIn pages:
Home: Link to your personal LinkedIn home page.
My Network: Links to view your connections on LinkedIn or add/import new connections.
Jobs: Links to the different job searches and postings you can access on LinkedIn.
Messaging: This button will show you your invitations and messages.
Notifications: These might be updates from your network or interesting articles that LinkedIn think
you should read.
Me: If you have added a photo of yourself, this icon will be replaced by that photo. Click here to
access your profile, manage account settings, and sign out.
Work: This button pops up a sidebar on the right side of the screen that lets you use more LinkedIn
services.
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Creating a profile
Having a professionally written profile will dramatically increase your chances of getting a job. Start
by adding your previous work experience.
1. Click the Me button, then click View Profile.

2. Scroll down to the Experience section and click on + to add a position.

3. Enter information for fields including Title, Company, Location and the period you held the job
(including whether you are currently in the role). This will affect which other fields you can
modify, including your “headline”, a summary of your current employment status.
4. Mention your job responsibilities under Description.

Page 21 of 28

Job search Manual

5. Upload files or link online documents using the Upload and Link buttons.
6. Choose whether or not to publish the new material to your network (this switch should match
your default settings – changing it here should only affect this new material, not your default).
Note that when you are first setting up your profile, constantly adding new posts will irritate
your contacts. It is best to complete your profile, then add contacts; or else to keep your
contacts
7. Click Save.
Note: Please repeat steps 2-7 if you have more professional experiences to add.
You can also add information beyond your work experience to your profile by clicking Add

profile section and choosing what kind of additional information you want to add.
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Searching for Jobs on LinkedIn
1. Click ‘Jobs’ at the top of your homepage.
2. Type a job title, keyword or company into the search box.

3. Read your results.

Applying for jobs on LinkedIn
1. Choose a job that you would like to apply for, then click the title to view details.
2. Click Apply (to apply on an external site) or Easy Apply (if you can apply directly on LinkedIn).
3. Fill out the form that appears. Unfortunately this varies depending on the job, so we cannot
explain this in advance.
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Note: You can't modify or withdraw an application submitted through Linkedin. You need to send
an email to the poster who advertised the job.
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Where to from here?
Well done on completing the Job Search Skills class! Hopefully you have learn how to search
and apply for online jobs.

Internet and Computer Access
Brimbank library members can use computers with internet access at no charge. There is a limit
of one hour per day of computer use for each library member.
Wireless internet access is also available at no charge and with no time limits.

Computer Classes
There are many other classes you might be interested in joining to broaden your computer
knowledge and skills.
Basic Classes
Basic Computer Skills
Basic Internet
Introductory Specialist Classes
Introduction to eBay
Introduction to Email
Introduction to Excel
Introduction to Photoshop
Introduction to PowerPoint
Introduction to Web Design
Drop In Resume Help
Open to anyone wanting basic advice and helpful tips on how to present their resume. Bring in
your current resume for formatting tips, assistance with saving it for future editing, adding as an
attachment to an email or uploading to a job seeking website.
Deer Park: Mondays, 1pm-2:30pm; Thursdays, 6pm-7:30pm
St Albans: Wednesdays, 1pm-2:30pm
Sunshine: Mondays, 11am-1pm
Sydenham: Tuesdays, 1pm-2:30pm
Cyber Seniors Computer Group
For seniors interested in learning more about computers and computer applications in a friendly
and informal setting. A basic understanding of how to use a computer is required.
Sydenham: Last Wednesday of the month, 11:30am – 12:30noon
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The Class

Excellent

Good

Needs improvement

Excellent

Good

Needs improvement

Venue and training space
Take home manual
Equipment
Length of class
Content of class

The Trainer
Knowledge of subject
Style and presentation
Teaching skills
Friendly and helpful

Which days and times of the week suit you best for classes?
Mon

Tue

Wed

Thu

Fri

Sat

Morning
Afternoon
Evening

Wh
at
oth

er training are you interested in?
Would you attend another computer class?
If you answered “No”, why?

Yes

No

Any other comments?

How did you find out about this class?
Library brochure/flyer
Library staff
Library website
Friends/family
Council customer service centre
Community Wellbeing Guide
Community centre
Other:
Which Brimbank Library do you visit most?
Deer Park
Keilor Village
St Albans

Sunshine

Your postcode:
Staff use - Date:
Location:
Deer Park
Trainer’s Name:

Keilor Village

St Albans

Sunshine
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