
Employability – How to Use an Online Job Board
1 of 16 – Welcome
Welcome to this session on how to use an online job board and get your CV online.
By the end of the session you will have an understanding of:
· What an online job board is
· How to use an online job board
· The benefits of using an online job board 
2 of 16 – What is an online job board?
A job board is a website that deals specifically with employment or careers. 
You might have heard them called job sites, job portals, job websites or employment websites. Employers can publish job offers when they have a position that needs to be filled. Jobseekers can search these sites to find a job that is being advertised and apply for it.
An online version of circling job adverts in newspapers, job boards can be an excellent job-hunting tool. From huge national job boards to niche job boards run by industry publications, job boards can help you reach thousands of employers and recruiters.
3 of 16 – Examples of online job boards
There are lots of online job boards out there and you will probably recognise 
the names of many of them, even if you didn't realise that they were job boards. Here are a selection of job boards that you may recognise. 
· Indeed
· Find a Job
· Monster
· Reed.co.uk
· Totaljobs
· Jobsite
4 of 16 – Finding and choosing a job board
A quick Google search for UK job boards will reveal a plethora of sites to choose from. Some are large sites that cover many sectors across the country. Others focus on a particular type of job or area of the country. 
It is a good idea to try more than one job board as employers may not upload their opportunities to every site, so you may need to search across more than one to find the best roles for you. 
To find a job board you could try searching for ‘UK job board’, ‘job site’, ‘jobs near me’ or ‘local jobs’.

5 of 16 – Indeed – an example job board
One of the most popular and well-known job boards is Indeed. It showcases a wide range of sectors and job types across the country, including contract positions, seasonal jobs and even volunteering opportunities. According to WikiJob, ten new jobs are added to Indeed every second.
Other reasons that Indeed is so popular include;
· Job search which can be filtered by region, type, sector and salary
· Free to use for employers and jobseekers
· Option to upload and tailor your CV
· Ability to set up alerts
· Easy to search
6 of 16 - Navigating an online job board
Although they are all branded differently, most online job boards will have a homepage that allows you to do a few key things. Some of these functions include;
· Employers can upload their job vacancies directly to the website so that they are there for you to apply for them.
· Most job boards allow you to upload your CV to the site so that you can submit it directly when applying for jobs. Some will also allow you to create a CV from scratch on the website.
· Often you will be able to create a profile on the site to save your job searches, track job applications and store completed CVs.
· There are many different ways to find the right job. Here you can search by job title, keywords or a company you might like to work for. For example, you might type ‘cook’, ‘admin’ or ‘army’.
· A search box will help you to only see jobs that are local to you. You can type a town or city, such as Worcester, or a postcode such as WR15.
7 of 16 – Question 1
Which of the following are reasons to use an online job board? Choose all that apply.
a) Lots of them are free
b) Not everyone can use them
c) You can upload a CV
d) You can set up alerts
e) You can search jobs and filter results
The correct answers are:
Reasons to use an online job board include lots of them are free, you can upload a CV, you can set 
up alerts and you can search jobs and filter results. 



8 of 16 – Question 2
How do employers use a job board? Choose all that apply.
a) They look up their current staff on them
b) They post vacancies on them
c) They don’t use them, they’re just for job-seekers
The correct answers are:

b) They post vacancies on them

9 of 16 – Uploading and tailoring a CV
If you already have a CV, online job boards allow you to upload it and save it to your account so that it is easy to submit it to companies to apply for jobs.

Many sites will allow you to store multiple CVs so that you can use a tailored CV for each application. You can read more about tailoring your CV in other sessions in this series. 

If you do not yet have a CV, many online job boards have a functionality whereby you can answer questions about yourself to create one. This can be very helpful if you are struggling to know how to start in creating your first CV.

10 of 16 – Filtering a job search
Not every job that appears on an online job board will be right for you. Thankfully, every job board will allow you to search available jobs using keywords and filter the results so that you only see the jobs that are most suitable for you.
Keywords you might use could include types of job, like teacher or hairdresser, or more general terms, like administration or advertising. 
Different sites will offer different ways to filter your results, but will often include options such as region, job sector or salary. You may be able to show results only within a certain distance of your location, or with particular types of contract such as part-time or permanent. 
Using these features will help you to quickly sort through the available opportunities so that you can focus on those that are right for you.


11 of 16 – Setting up alerts
A job search will only show you the jobs that meet your criteria that are open for applications at the time you search. So how do you find out about the jobs that will be posted tomorrow, or next week?
Most sites will allow you to set a job alert that will send you a notification when a new job relevant to you is posted. To do this, just search as normal and you should see a button or text that says 'set up job alert' or 'notify me of jobs like this'. 
Job alerts will often allow you to choose how often you receive notifications of new jobs (for example daily or weekly) and how you wish to be contacted (such as by email, text message or via an app). 
12 of 16 – Single click applications
Once you have set up your profile, you will find that many job boards have a 'quick apply' or 'one click application' function, where you simply press a button and your CV or application is sent directly to the employer. This will cut down the time you spend making applications. 

If you choose to, you can give employers and recruiters access to your CV and details whenever they wish. Sometimes, rather than posting a job advert directly an employer will instead search people's CVs to look for someone who could do the job. If you have made your CV available to them this will increase your chances of finding a new job. 

13 of 16 – Linking to social media
Once you have created an account with them, many job boards will allow you to connect to your existing social media profiles. 

This can have various benefits for you, such as increasing your chances of seeing a job you are interested in. You may also be able to use your accounts on some social media sites, such as LinkedIn, to apply directly for a job through social media. 

To learn more about how social media can improve your job search, check out the social media session of this employment series. 
14 of 16 – Question 3
Which of the following are features of online job boards? Choose all that apply.

a) They are easy to use
b) You can upload and tailor your CV
c) You can set up alerts for jobs
d) You can filter your job search by region, type, sector and salary

The correct answer is:
They are all features of online job boards!

15 of 16 – Question 5
Which of the following are true statements relating to job boards?
a) You can set up specific alerts tailored to your needs
b) You do not need to research job boards as they are all the same
c) They are often free to use
d) You can use an existing CV
e) You cannot upload your CV
f) They are difficult to use
The correct answers are:
a) You can set up specific alerts tailored to your needs
c) They are often free to use
d) You can use an existing CV
16 of 16 – End
Well done. You have completed this session about using an online job board.
Do you want to know more? This session is part of the employment series. Explore the other sessions to discover helpful information including:
· The hidden job market
· CV and interview tips
· [bookmark: _GoBack]Identifying your transferable skills
· Making social media work for you



