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Module 03:  
Market yourself 
The Basics: 
• Online Job Search 
• Applications via Email 
• Online Applications 
• Online Preparation for Job 

Fairs 
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introduction 

job search 

email 

online applications 

There are a number of different 
techniques for work search, some 
are more effective than others. 
 
Dropping off hard-copy of your 
application in person is still 
acceptable (depending on the type 
of position you are applying for), but 
in most cases employers prefer to 
communicate via email or online 
application systems. 
 
In Part I of this module we focus on: 
• Online Job Search 
• Applications via Email 
• Online Applications 
• Online Preparation for Job Fairs job fairs 
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Being able to look for 
jobs online and send 
your resume via email 
are essential skills for a 
contemporary job 
search.  

 

About 20% of available 
jobs are advertised 
online and in print. 
Although useful for 
identifying potential 
employers and jobs, the 
disadvantage to relying 
on advertised postings 
is that they are often 
filled quickly and the 
competition is stiff! 

In Part II of this module 
we will cover 
Networking and Self-
Marketing techniques 
that go beyond a 
traditional job search. 

Introduction 
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Internet search sites can 
search enormous 
databases of Web 
pages, using titles, 
keywords or text.  

  

Online Job Search 
You can maximize the potential of search engines 
by learning how they work, and how to use them 
quickly and effectively.  
 
The challenge is to ask your question the right way, 
so that you don’t end up with too many results, 
with too few, or no results at all. As with most 
skills, practice makes perfect! 
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Getting Started 
Before doing a search, it is important to define your topic as completely and 
briefly as possible. Write down exactly what information you are looking for, why 
you are looking for it, and what you are not looking for. This will help you to 
discover the best keywords for your search. 
 
For Example:  
A person looking for a sales job with a company that manufactures and sells 
medical supplies might use the following keywords: 
Medical, Supplies, Manufacturer, Sales, Marketing, Jobs 

  

Online Job Search 
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Keywords 
Most search sites work 
best if you provide 
them with several 
keywords. Avoid verbs, 
and use modifiers only 
when they help to 
define your object more 
precisely (e.g. “feta 
cheese" rather than just 
"cheese”). 

  

Online Job Search 
Use of Phrases  
Phrases are 
combinations of two or 
more words that must 
be found in the 
documents you are 
searching for in the 
order shown. Include 
the phrase within 
quotation marks to 
search for an exact 
match. 

Punctuation and 
Capitalization  
Type your queries in 
both uppercase and 
lowercase. Most sites 
will match on both 
upper and lower 
case; for general 
searches however, 
lowercase is the best 
form to use.   
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Be Specific 
Add details and be 
specific (e.g. when 
searching for jobs in 
Vancouver, do not just 
type in Vancouver, add 
BC, since there is also a 
city called Vancouver in 
Washington State, USA). 

  

Online Job Search 
Recommended Job Search Websites 
  
www.employmentworks.ca 
www.workbc.ca 
www.jobbank.gc.ca 
 
Indeed 
Monster Canada 
Simply Hired 
Workopolis 
Wow Jobs 
Go Volunteer 

SEE ALSO 
BULLETIN 
 
• Job Search Tips 

for Mature 
Workers 

http://www.employmentworks.ca/
http://www.workbc.ca/
http://www.jobbank.gc.ca/
http://ca.indeed.com/
http://www.monster.ca/
http://www.simplyhired.ca/
http://www.workopolis.com/
http://www.wowjobs.ca/
http://www.govolunteer.ca/select.html
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To apply for a position 
using email, submit 
your résumé as an 
attachment to your 
email to the employer. 

 

Emailing Your Résumé 
Currently, it is standard practice to send your 
résumé in Microsoft Word (.doc) format, or Portable 
Document (.pdf) format. 
 
To determine what resume format to submit, read 
the job posting carefully and follow the employer’s 
directions. 
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Emailing Your Résumé 
Follow the formatting 

requirements provided as 
closely as possible 

Include the competition or job 
posting number and your 
name in the subject line of 
your email 

Send a test résumé attachment 
to a few friends before sending 
your actual résumé to the 
employer to see whether the 
attachment can be opened and 
read on a variety of computers 

Tips for preparing 
your résumé 

Keep underlines, graphics and 
italics to a minimum. This will 

allow your résumé to be 
uploaded without losing its 

format 
 

Make sure your document is 
not protected by a password  
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Cover Letters 
Always include a cover 
letter with your job 
application - in the 
body/content section of 
your email message and 
as an attachment. 

 

Emailing Your Résumé 
Your résumé and your cover letter should be in a 
single document when attached to an email, with 
the cover letter as the first page.  
 
Check that your page numbering is correct—the 
cover letter should not be numbered. 

 
SEE ALSO 
BULLETIN 
 
• Email  

Etiquette 
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Technology is rapidly changing and 75% of employers utilize the 
Internet for recruiting workers. 
 
Demonstrating that you know how to apply via email or an 
online application system assures a potential employer that 
you’re able to function in an online environment - a skill that is 
required in most of the jobs today. 

 

Online Applications 
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To apply online you need to understand the employer’s 
requirements, and then format your information to meet their 
needs. It is important to follow the employer’s instructions 
carefully when you submit your résumé or application to ensure 
that your application will be accepted and processed. 
 
The manner in which you submit your application: 
1. Demonstrates your attention to detail 
2. Shows you are familiar with the online  

environment, a requirement with most jobs 

 

Online Applications 
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Uploading Your Résumé 
 
On some employer websites and job search websites, you can 
upload your résumé directly from your computer to the website. 
Instructions on the website tell you which format to use. 
 
You may be able to upload your résumé to some websites as a 
Microsoft Word (.doc) document without losing any  
formatting. Or, you may have to upload your résumé  
as a plain text (simplified) version of your document.  

 

Online Applications 
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Use the following tips to create a plain text version of your 
résumé: 
• Use standard fonts, such as Arial, Times or Courier. 
• Do not use graphics (such as boxes or other shapes and 

vertical or horizontal lines), tabs, shading or columns; Avoid 
bold, underlining and italics. 

• Use all caps for headings 
• Use asterisks rather than traditional bullets. 
• Align text to the left 

 

Online Applications 
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How to Upload Your Résumé 
• Put a copy of your résumé on your desktop.  
• Select the Browse button in the window on the employer’s 

website. This will allow you to access your desktop from the 
window on the employer’s website.  

• Scroll through the documents on your desktop to find your 
résumé document.  

• Select your résumé document.  
• Click Open and your résumé will be uploaded  

to the website. 

 

Online Applications 
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Online Application Forms often look like paper application forms. 
At some employer websites, you are required to use this kind of 
form rather than upload your résumé. 
 
Some employer websites allow you to copy and paste from a 
plain text résumé directly into the boxes on an application form.   
It is a good idea to use this option because you have already 
proofread your résumé for grammar and spelling and  
have selected and polished your wording.   
Review the pasted text carefully to make sure it fits  
into the boxes and is appropriately spaced. 

 

Online Applications 
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If you can’t copy and paste from your résumé, fill out the online 
application very carefully—you will not be able to correct your 
application once you’ve submitted it.  
 
Use the following suggestions: 
• Take your time. 
• Use your résumé to refer to and copy from. 
• Have someone review the application before  

submitting it. 

 

Online Applications 

 

 
SEE ALSO 
REFERENCE 
 
• On-Line 

Applications 
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Most employers prefer that you apply online before a job fair.  
 
It also allows you to cast a wider net, many companies are hiring 
for a variety of positions at multiple locations and this way your 
application will be viewed by more hiring managers within the 
company.  
 
By taking the extra step in preparing for the job fair it shows 
potential employers your commitment and interest in working at 
their company. This does not mean that you are wasting your 
time by attending the job fair.  

  

Before a Job Fair 

 
SEE ALSO 
BULLETIN 
 
• Building a 

Successful 
Elevator Pitch  
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Resources: 
• Building a Successful Elevator Pitch 
• Email Etiquette (Bulletin) 
• Job Search Tips for Mature Workers (Bulletin) 
• Online Applications 
 
Worksheets:  
• None 
 
Please proceed to Part II of this Module: Networking & Self-Marketing 

Additional resources and worksheets 
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