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Useful tools integrated together
• Start with Gmail and expand from there

• Calendar: make a schedule to stay organized

• Google Docs: create your documents, practice 

computer skills since Docs is similar to MSWord)

• Google Drive: store your resumes & other data)

• Google Jobs: search for job openings 

• Google Maps: do a map based job search

• Google News: research potential employers or industries

• Contacts: organize your Networking contacts

• Google Sheets: create a Spread Sheet to organize your 

job search, similar to Excel)

• Google Slides: create a presentation similar to 

PowerPoint

• YouTube: get advice or learn a skill

Using the Internet to Search for JobWhy Use Google



Using the Internet to Search for JobGMail

• Easy to attach Resumes & Cover Letters to 

an email if saved in Google Drive

• Add a Signature to your sent emails with 

link to your LinkedIn Account

• Create Folders to organize 

correspondence

• Can add “Add-Ons” for more features
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Using the Internet to Search for JobGMail
techwiser.com/best-gmail-chrome-extensions/



Using the Internet to Search for JobCalendar

Keep track of interviews and appointments

Get reminders of events



Using the Internet to Search for JobKeep
Google Docs

• Create cover letters, resumes & 

other  job search documents

• Formats available for creating a 

Resume or a cover letter

• Easy to attach the document to a 

resume or upload to a website

• Practice creating documents to 

help learn Word Processing Skills 

(tools similar to MSWord)

• Don’t have to worry about storing 

the document to a Flash Drive

• Can save and format the 
document as a MSWord file or a 

PDF
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Using the Internet to Search for JobKeep
Google Docs



Using the Internet to Search for Job
Google Drive

Store Data, Documents, 

Photos and more

Stores up to 15 GB of 

data for free, can add 

more storage for a fee



Using the Internet to Search for Job
Google Drive



Using the Internet to Search for Job
Google Jobs

• Use the Google search engine to search for jobs

• Type in the type of job or the location with the word 

“jobs” and Google will search for openings (similar to 

InDeed.com)



Using the Internet to Search for Job

• Do a Drive-By Job Search by Using Google Maps

• Search for potential employers by location, then 

research to see if any jobs are available

• Scroll in for more companies

Google Maps



Using the Internet to Search for Job
Google News

Get updates on a career field



Using the Internet to Search for Job
Google News

Research an employer



Using the Internet to Search for Job
Contacts



Using the Internet to Search for Job
Google Sheets

• Free to use with a Google account

• A Spreadsheet program similar to 

Excel

• Use it as a tutorial to learn how to 

create and use spreadsheets

• Use it in your job search (create a 

To-do list or a Networking Contact 

Sheet

• To Get Started: go to Google 

Docs/Click the     image in the top 

left corner/then choose Sheets
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• Free to use with a Google account

• A Presentation program similar to 

PowerPoint

• Use it as a tutorial to learn how to 

create presentations

• To Get Started: go to Google 

Docs/Click the     image in the top 

left corner/then choose Slides

Using the Internet to Search for Job
Google Slides
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Using the Internet to Search for Job
YouTube

Tutorials on various job 

related subjects
• Networking (Both face to face & 

Online)

• Resumes & Cover Letters

• Personal Branding

• LinkedIn Profiles & Groups

• Technology (MSOffice & 

Programming)
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