Creating Effective Search Strings on Internet Job Sites,
Utilizing Saved Searches & Search Agents/Alerts, &
Creating & Using a Plain Text Version of Your Resume

Creating Effective Search Strings & Other Criteria on Internet Job Sites
If you are trying to search for jobs on Monster.com, CareerBuilder.com, Indeed.com, etc, you have to enter a search string to specify what kinds of jobs you want to find.  To do this effectively so you only get jobs returned that truly meet your criteria, you have to enter a properly defined search string.
For example, suppose I wanted to find jobs for an instructional designer, trainer/instructor, a training manager or technical writer.  To create a search string that will find jobs that exactly match what you want (and not return a long list of unrelated jobs), you need to enter a properly constructed Boolean Search String.  Let’s see how.

For each unique job name/type, you need to put the phrase, such as instructional designer, inside quotes (e.g. “instructional designer”).  This tells the search engine to only find job posting that have both these two words  next to each other in the posting.  If the job name only involves one work (e.g. trainer), the quotes aren’t necessary but they don’t hurt either.  So in our job types, we’d need:

“instructional designer” trainer “training manager” “technical writer”

Now to clarify that we want search for job postings that contain any one of these types of job types but not all of them, we need to use the Boolean Operator OR between the job types.  Here’s what the resulting search string looks like:


“instructional designer” OR “trainer” OR “training manager” OR “technical writer”
By being specific like this, you’ll get a much shorter and concise listing of job postings in your search result.  If you put in training manager without quotes, you’ll get back job postings that have the individual words “training” or “manager” in it as well as those that have the phrase “training manager” in it.  That could give you job postings for thing you don’t want like “Truck Driver Training”, “Manager of Food Beverages”, and lots of other things that are not what you want.
With many job sites search engines, like Indeed.com, you can click on the Advanced Search Options link after entering your search string to further clarify your search.  With Indeed.com, you can go to the Where and When section and specify the Location (e.g. within 25 miles of Tampa, FL), identify the Age of the posting you want to search (e.g. within 7 days), and how many posting you want to Display per page in the result and in what order (e.g. 50 per page  sorted by Date).  Once you have entered your correct search string and clicked on the Find Jobs button to get your search results.
Saving Search Criteria for Job Searches
With most Job Site Search Engines, you can save your search criteria and give the search a unique name to distinguish it from other saved searches you may have (e.g. Training Search vs. Sales Search).  This allows you to find and run the search again anytime you want without having to reenter the search criteria.  Why is this useful?  We’ll see in the next section.
Using Search Agents/Alert to Get Search Results Mailed to You

Once you’ve run a job search and saved it (Indeed.com doesn’t require you to save the search first), you can set up what’s called a Job Search Agent or Job Alert (what it’s called varies with each job site).  A Job Search Agent of Job Alert allows you to run your search automatically based on a frequency you set (e.g. daily) and have the results sent to you via email.  With Indeed.com, once you run the search and get the results displayed, you’ll see an Envelope icon at the top of the screen followed by Save this search as an email job alert link.  Then click on this link and you’ll get a field called My Email: displayed underneath.  You will be sent a confirmation email letting you know that you’re Job Alert has been set up.  You then have to open this email and click on the Click here to activate your job alert link before the Job Alert starts working.  The default frequency for sending you job alerts is Daily and is the best setting.  
If you want to edit your Job Alerts, you first have to Login to Indeed.com.  Then look at top of the for the Job alerts active link and click on it.  Then you’ll see a list of all your Job Alerts and you can use the Edit link to go in an change the Deliver frequency. Then save your changes.

Creating a Plain Text Version of Your Resume & Why
There are times when you need a Plain Text Version (no formatting, such as bolding, italics, underlining, centering, colors, shading, etc.) of your resume.   This occurs whenever you are trying to fill out a resume in a Job Site (e.g. USAJOBS.com) and you have to enter the parts of your resume (e.g. Professional Summary, Employment History, Educations) in a series of forms. If you were to use the Windows Copy and Paste functions to transfer parts of your Microsoft Word version of your resume to these forms, you’d lose all the formatting.  As a result, it’s better to create a Plain Text Version of your resume (one with no fancy Word-Like formatting) and then edit it to simulate the formatting as best you can.  Then you can use this Plain Text version of your resume to transfer data and it will come out looking nice and clean.
To create a Plain Text Version of a resume created in Microsoft Word, open the file and then click on File on the main menu.  Then select Save As on the drop down submenu.  In the Save as type field, select Plain Text (*.txt).  On the next screen, just click on the OK button.  Then click on File on the main menu and then select Close from the submenu to close the file.  On the next screen, just click on the OK button.  Then click on File on the main menu and then select Close from the submenu to close the file.  Then reopen this file (e.g. Larry Resume.txt) and you’ll see that all the pretty formatting is gone.  To simulate the formatting you had, try these tips.  For items that used to be centered, put in spaces at the beginning of the line until the text appears centered over the text below.  For items that were bolded, retype them in ALL CAPS.  For bullet items, the bullet character will be replaced by an “*” character but the text that’s related to this simulated bullet will not be aligned properly as shown below.
· Developed a training manual for the Forest & Trees software package that was 
acknowledged as the best training manual in all six divisions of the company. 

To fix this, first put in extra spaces after the asterisk.  Then click in the cursor the end of the first line, and press the Enter key.  On the next line, enter spaces until the first character of this line aligns with the text on the line above it. Do this last step for all subsequent lines until they are all aligned.
Then select File from the main menu and then select Save to save your changes.  Then close the file.  Once this is done, you don’t have to do it again unless you change the content of your resume in the Microsoft Word version (the one with the pretty formatting).
Using the Plain Text Version of Your Resume

To use your plain text version of your resume to fill out a resume form on a job site, first open your Browser and then get into the resume form on the job site.  Then open the plain text version of your resume in Microsoft Word.  Once you have them both open, remember that you can switch between these two file by holding down the ALT key and then pressing the TAB key.  

When you’re in the resume form in your Browser and want to fill in a field, click into that field and then ALT/TAB to switch to the Plain Text version of your resume in Microsoft Word.  Once there, highlight the text you want and then copy it into the Windows Clipboard (Edit/Copy).  Then switch back to the Browser with ALT/TAB and paste this text into the field you previously selected (Edit/Paste).  Repeat this process for every field in the resume form in your Browser until you’ve successfully completed the resume form.  Then submit/save the resume form.
That’s it.  Happy Resume Retrofitting!
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