
Hello and welcome! My name is _____________________________ and I’m a
________________________ with AARP.

I look forward to facilitating today’s [tonight’s] session.

Today’s [tonight’s] discussion is about the job search in the digital age! I invite you to
share ideas, ask questions and connect with other job seekers – people just like
you.

Before we begin, we have a few ground rules:
• Please silence your phones.
• Let’s share the air time so everyone gets an opportunity to talk.
• And, please, keep what is shared confidential.
• Lastly: This is a judgement-free zone.

Let’s get started.
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AARP created this workshop because we are committed to helping you achieve
your employment goals. Whether you’re making a career change by choice or
necessity, this workshop is designed to help you make a smooth transition.

Many of you are here today for varying reasons. Some of you may be returning to
the workforce after raising a family, others coming out of retirement for a new
opportunity, or maybe you’re transitioning between jobs and need some advice on
where to start. Whatever your reason, we’re here to help.

In this session, we’re going to cover four topics:

• We’ll discuss how using job search engines can help you find jobs online.

• We'll review some resume tips and how to age-proof your resume.

• We'll talk about using keywords and how they can help your resume get noticed.

• And we'll share some tips for online networking through LinkedIn.
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At your seat, you should have the following materials:

• Job Search Resources Handout – We will reference this handout throughout
the session. And please note that there are links on the handout where you can
go to learn more about each topic in this program.

• Pen & Notes Handout – For you to jot down your thoughts.

• Survey – I will ask you to complete the survey at the end of the session.

Is anyone missing anything?
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Facilitator: Introductions
Time: 5 Minutes

Before we get started, I would like to ask each of you to turn to the person on your
right and left so you can introduce yourselves.

Keep it simple – there are three easy steps:
1. Share your name
2. Tell your neighbor why you came to this workshop
3. Tell them what you hope to learn

I am only going to give you five minutes so you need to be quick. There will be more
opportunities for conversation during this session.
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Like so many other things, the job search process has gone from physical to digital.

Job listings used to be found mostly in newspapers …

Now, thousands and thousands of job postings show up online everyday.
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We’re going to start off today’s workshop by learning how to look for jobs online.

One of the keys to finding a job online is to understand how to use job search
engines.

What is a job search engine?

A job search engine is basically a website or app that pulls together, or aggregates,
job listings from other websites. A job search engine pulls listings from thousands of
company websites and online newspapers, and puts them all on one site.

There is additional information about job search engines in your Resources
Handout.
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There are a lot of job search engines out there and you might want to explore
several of them in your job search.

• CareerBuilder is one of the biggest online job engines and lists jobs available all
over the world.

• Indeed enables you to search for jobs posted on thousands of websites.
Employers also post jobs directly on Indeed.

• GlassDoor is another job search engine that is unique in that employees can
leave reviews of employers. It’s nice to see how employers treat their employees
before working for a company.

• Idealist is a searchable database of job openings and volunteer opportunities in
non-profit organizations.

• USAJOBS is the government’s official job search engine for federal jobs. This is
where you go if you’re searching for a federal government job.

We’ve included a list of these sites on your Resources Handout so be sure to check
them out.
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Now let’s get started talking about resumes.

Like the job search process, resumes have changed in recent years and in more
ways than just becoming digitized. In this section, we’re going to give you basic tips
on how to update your resume.
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Here are a few best practices:

• Length: Your resume should be no more than two pages long. If it is, you likely
need to trim content.

• Font: Use simple black font, no smaller than 11 points, on white background or
paper.

• Error Free: Be sure it's free of grammatical errors and spelling mistakes. Typos
could be a red flag for employers.

• Save as a PDF: Submit your resume online as a PDF instead of a Word
Document (.doc) to ensure formatting is not altered.

Your Resources Handout has a link where you can learn how to “Save Your
Resume as a PDF.”
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Best practices (continued):

• Action Verbs: Use verbs in your resume that demonstrate action. You
“managed” a team of five. You “designed” a new system.

• Quantify Results: You’ll also want to quantify your results and outcomes, such
as: “Wrote three successful grant proposals, resulting in funding to serve an
additional 100 clients,” or “Developed billing system that trimmed costs by 10
percent.”

• Recognition: Be sure to highlight what makes you unique and different,
separating you from your peers. Listing recognition and awards is one way to do
so.
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Facilitator: Small group discussion
Time: 5 Minutes

Prompts:
• Have you all recently updated your resume?

• Are you following these guidelines?

• Do any of you have suggestions for others as to what is working for you?
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So let’s now talk about age-proofing your resume.

Unfortunately, age discrimination in the workplace still exists, but there are steps
you can take to help ensure your resume is treated fairly in the stack. Here are a
few tips.
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Only include jobs you have held in the last 15 years. That means only listing those
that are the most recent and relevant.
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Listing the year you received a degree or certificate on your resume can give
recruiters an easy way to calculate your age.

Remove these dates and only list your degrees. Keep in mind that you will likely be
asked for this information during your interview process. Don’t be offended – this is
standard procedure. However, it’s fine to leave these dates off initially and make
employers ask you for it.
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Use a professional email address and one that includes some form of your name.

Also, create an email address using a more modern service, such as Gmail or
iCloud. AOL and Hotmail accounts have become somewhat dated.
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Highlight your skills, certifications and proficiencies.

Examples: Project Management Professional (PMP) certification, proficiency in
Microsoft Project or fluency in Spanish.
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You’ll also want to include Twitter or LinkedIn accounts on your resume if they are
well maintained. Often your social media accounts show recruiters more depth to
your personality and experience than you can display on your resume.
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If you’re on LinkedIn, you’ll want to create a customized, shortened profile URL
that’s easy to share and put on your resume. By default, LinkedIn assigns you a
long URL that can be complicated to type and takes up too much room on a
resume.

Your Resources Handout has a link where you can learn to “Customize Your
LinkedIn URL.”
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Facilitator: Small group discussion
Time: 5 Minutes

Prompts:
• Are any of you already using these tips?

• Has anyone created a new email address in order to stay current?

• What do you need to update based on what we just discussed?

19



We're now going to focus on keywords, which are especially important in the digital
age. They are used by companies to help identify qualified candidates.

Facilitator: Group discussion
Time: 2 Minutes

Before we start, does anyone know what keywords are?

Facilitator: Get a few responses from around the room. Acknowledge the
responses.

Keywords are industry-specific terms used by employers to describe the key
responsibilities of a position.

For example, sales may have a different name in different industries (business
development, account development, etc.).
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Let's walk through an example. The job listing is on the left and your resume is on
the right.

Look at the language used in the job listing to describe the skills that you should
emphasize on your resume. The job listing uses the keywords “residential and
commercial” instead of “homes and businesses” as you have listed on your resume.

If you replace “homes and businesses” from your resume with “residential and
commercial” from the job listing, the recruiter can easily identify that you have the
skill they’re looking for.

You should think of your resume as an overview of your skills, and you should tailor
it to the language of each job you apply for.
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Using keywords in your resume is particularly important when applying to larger
corporations.

Some companies use computers to scan resumes and look for exact keywords. And
also, an HR (Human Resources) specialist looking at resumes may not know that
what you’ve written is exactly the same as what the hiring manager wants.
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We're now going to move onto online networking …

LinkedIn operates the world’s largest professional network on the internet with more
than 400 million members.

If you aren’t on LinkedIn, there is no need to be intimidated by it.

You likely know people who use the service and can expand your network quickly.
LinkedIn can help you find inside connections to employers or help identify hiring
managers.

[Source - https://press.linkedin.com/about-linkedin]
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Online social networks can increase your connections exponentially.

On LinkedIn, 1st degree connections are people you know directly, such as
friends, colleagues and professional acquaintances.

Your friends, colleagues and professional acquaintances each have their own
connections, which become your 2nd degree connections.

These new connections can assist you in your job search by fostering introductions
to hiring managers, suggesting professional networking events, and inviting you to
industry meet-ups and more.

That’s why you all need to leverage the power of your online social networks in your
job search.
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There are a few things you can do to enhance your profile on LinkedIn:

• Profile Photo: LinkedIn profiles with a photo are viewed 14 times more often
than profiles with no photo. Your profile picture should be a photo of you (not the
family or your pet) dressed for the job that you want and in front of a non-
distracting background.

• Skills & Endorsements: On your LinkedIn profile, list skills similar to the way
you would on a resume. Your connections can endorse your skills, giving your
claim more credibility.

• Recommendations: Having recommendations from colleagues and former
employers gives future employers insight into your past performance.

• Groups: Being actively involved in LinkedIn groups could help you make new
connections and maybe land a new job, especially since job listings are a hot
topic that is shared in these groups.

The Resources Handout has a link to more useful tips on using LinkedIn.
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I hope you enjoyed today’s [this evening’s] session, and that the information,
discussion, new connections and resources will be of value to you in your job
search.

But this is just the beginning. AARP offers a variety of online information, in-person
events and self-paced learning for job seekers on AARP’s Learn@50+ website. The
website address is aarp.org/learnat50plus.

You will find information on work and jobs, social networking and more.

There is also a Work & Jobs Digital Skills Inventory. The inventory will help you
identify what technical skills you need to find a job or excel in the job you already
have. This is also listed on your Resources Handout.
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Before you leave, we welcome your feedback on our session. We greatly appreciate
you taking a few moments to complete the survey in front of you.
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Thank you for joining us!
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