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Notes for Trainers
Package Contents:

1. PowerPoint presentation

2. Practice Application

3. “Job Seeker Information Preparation Guide” title page
4. Handouts in PDF format

5. Online Job Application Workshop Feedback Form (Note: this is not a download. Under #5, below, there is a link to the form – PLEASE give us feedback)

1. PowerPoint Presentation: The first document in the package is the PowerPoint presentation. It is self explanatory. Use it as you would use any PPT. It is worth noting that there have been occasions in the delivery of this workshop when the slide transition animations did not appear to respond quickly when advancing the slides. There are notes below about copyright protection of this workshop. However, altering or removing the animations to enhance the slide transitions is permissible. 

When viewed in the “Notes Page” view, the PowerPoint contains the entire script for trainers. The script uses the following convention: instructions to trainers are enclosed in [brackets]. The script is also written using “we” and “our” pronouns. Adapt this as makes sense in your setting. 
2. Practice Application: The second document in the package is a Practice Application developed by the Boston One Stop Career Centers. You are free to install this practice application on computers at your site or give it to customers/clients/students/participants so that they can practice completing the application on their own. The Practice Application is provided as a “zip” file. To install it you have to extract the file (Windows operating systems have extractors built into them; if this does not work, you will need to use a commercial extraction program such as WinZip). Do not simply open the file by double clicking, this will not work.
Windows extraction procedure: Right click on the zip folder. Choose “Extract All” from the drop down menu. This loads the extraction “wizard.” Follow the directions in the wizard. You should end up with a file entitled, “PracticeAppliction_Library version.” Double click this folder to open it. To begin the “practice Application” double click the index.html” document (note: the documents in the folder are in alphabetical order).

Please note that entries into the Practice Application are not saved but can be printed. However, pages can only be printed one at a time. 
3. “Job Seeker Information Preparation Guide” title page. The 3rd document in this package is the title page for the “Job Seeker Information Preparation Guide.” Should you choose to provide this to participants, the Personal Information, Employment History, Volunteer Experience and Education History sections of the Practice Application can be printed (one page at a time) as a “stand alone” document which participants can complete so that they have their own reference guide with all the information they will need for the central elements of most job applications. You can use this third document as the cover for that guide.
4. Handouts: There are four handouts in PDF format: 

1. Can Your Personality Get You Hired or Fired - ABC News.com
2. Cultivate a New Appreciation for Online Screening Tools - Wall Street Journal
3. Job Applications Online - Victoria University of Wellington
4.  “For further information:” contains several websites referenced in the presentation
5. Online Job Application Workshop Feedback Form

We are committed to the continuous improvement of this product. We are therefore dependent on your feedback to find out what “works” and what does not. We ask that after you have delivered the workshop – either once or several times – you take a few minutes to complete our “Online Job Application Workshop Feedback Form” online by going to: 
http://www.surveymonkey.com/s.aspx?sm=6wRd_2bIG7gGyNzz_2f4ORAEyA_3d_3d
Changing the Presentation
In the “Notes View” in PowerPoint you’ll find a detailed script for the workshop. We think that all the information you need to present the workshop is contained in the notes and urge you to use them. However, we also recognize that your audiences may be different from ours and you may want to place greater emphasis on some of the information. In addition, there are constant changes in the evolving use of online job applications. Feel free to adapt the script as is appropriate for your situation. We ask that you not change the slides and if you make significant changes in the script that you let us know what changes you have made by completing the OJA Workshop Feedback Form at 

http://www.surveymonkey.com/s.aspx?sm=6wRd_2bIG7gGyNzz_2f4ORAEyA_3d_3d
Conventions Used in the Script

As noted above, the main convention used in the script is that instructions to trainers are enclosed in [brackets]. These comments are not part of the delivery script but should be used to guide you during the presentation.
While not a “convention”, we also want to note that there are several pages (5, 25-28) in the “Notes Page” view in which the representation of the slide has been resized to be smaller and the text has been reduced from a 12 to a 9 pt font. The script is particularly long on these 4 pages. As a result this accommodation had to be implemented. 

Finally, some information is repeated several times throughout the presentation. This is purposeful. Experienced trainers know that this kind of repetition is important for all learners, both young and old. But we have tried to design the workshop so that individuals with limited experience delivering workshops will also be able to use it and wanted to be clear about this point.

Workshop Setup
This workshop is designed for 10-12 participants. While “previews” of the workshop for marketing and dissemination purposes have been presented to larger groups, the experience of the Boston One Stop Career Centers confirms that the workshop is most effective when presented to 10-12 participants. The workshop tends to run for about two hours but this may vary depending on how you choose to deliver it and the composition of your audience.
Equipment needed 

Computer 

Projector

Laser pointer (or other pointing device)

Flipchart or White board

Markers

Copyright

Please note that this workshop has been copyrighted. You are free to use it to educate students/customers/program participants/workforce development professionals and other appropriate audiences about online job applications. You are also free to modify the script for your particular location as indicated earlier.

We would like to keep track of organizations using the program as well as solicit information about how we can improve it. Therefore, we also ask that you not post this program to your organization’s website or distribute it to other organizations.  Please direct those requesting copies of the program to the “Online Job Applications – Getting Ready” link on the website of the Boston Private Industry Council, Inc. 

Package Contents:

1. PowerPoint presentation – Choose ‘save” and open the file from the location to which you saved it. If you choose “Open” from the dialogue box the presentation will open as a web page, not as a PowerPoint application. The Power Point application “opens” in the “Notes’ view. This is the view that contains the trainer’s script. To use the PowerPoint as a slide presentation in the workshop, choose “View” from the menu bar and click “Normal.” To run the Slideshow, choose “Slideshow – view Show.”  http://clients.dbdes.net/bpic/resources/can-your-personality-get-you-hired-or-fired
2. Practice Application – choose “save” and extract the file (as explained in #2 above) from the location to which you save it. Follow the extraction directions as outlined in #2 above.
http://clients.dbdes.net/bpic/resources/practice-application
3. “Job Seeker Information Preparation Guide’ title page – clicking on this link opens it as a web page which can be printed.

http://clients.dbdes.net/bpic/resources/preparation-guide-title-page
4. Handout in PDF format - Can your Personality Get You Hired or Fired – clicking on this link and the following three opens these documents as PDF files which you can print.  http://clients.dbdes.net/bpic/resources/can-your-personality-get-you-hired-or-fired
5. Handout in PDF format - Cultivate a New Appreciation for Online Screening Tools.  

http://clients.dbdes.net/bpic/resources/cultivate-new-appreciation-online-security-tools
6. Handout in PDF format - Victoria University – Job Applications Online.  

http://clients.dbdes.net/bpic/resources/victoria-university-job-applications-online
7. Handout in PDF format - For further information.
http://clients.dbdes.net/bpic/resources/further-information
Thank you for your interest in this product and, at your convenience, please provide feedback to us. Just click on this link:

http://www.surveymonkey.com/s.aspx?sm=6wRd_2bIG7gGyNzz_2f4ORAEyA_3d_3d
Should you experience any problems downloading these materials, please email us at ojaworkshop@bostonpic.org
