
WELCOME! ¡BIENVENIDO!

Prepared & Presented by Coach Roseanne

Yonkers Riverfront Library Job Search Coach

Job Search Tools for Your Online Search



• Job information on the Yonkers Public Library 

website:  www.ypl.org/jobinfo

• You will find this presentation, a video on how to 

upload your resume to an online application, resume 

examples, and a cover letter sample to use as a 

guide for your personal template.

• Please send your questions and comments to 

Phyllis Cole at pcole@ypl.org.

http://www.ypl.org/jobinfo
mailto:pcole@ypl.org


Common Questions when applying 

online

• Do I need a resume to apply for a job?  

• How do I make a resume?

• What resume format do you recommend? 

• Do you recommend applying directly to the hiring company website or 

via a job search platform (Indeed, Simply Hired, or Monster)?

• How do I attach / upload my resume to an application?

• Do I need a cover letter?



You Need a Resume

• Make one using a template found in your word processing 

software (Microsoft or Google Drive)

• Or follow the “resume builder” prompts on Indeed (or other 

job search platforms)



Four Resume Options

• Chronological Resume - most common resume type

• Functional / Combination Resume - good for workers in 

the service industry who have worked for several 

companies over a short time span, doing the same or 

similar job function

• 1st Job Resume - for students or “return to work”

applicants

• Build a Resume on job search platforms, such as Indeed -

easiest low-tech option



What Resume Format Do You 

Recommend?

• Will address advantages of each format on the next slide.

• Communicate your strongest qualifications while providing 

employers with your work history. 

• List your work history chronologically with most recent  

employment first.  

• Include dates, or your resume may be rejected by applicant 

tracking systems used by many employers.

• Upload a PDF (permanent document file) version unless 

application directs otherwise.



Chronological

• Highlights your 

employment history. 

• Works when you have a 

solid work history in a 

particular job or career 

and you’re planning on 

looking for a similar 

position.



Combination

Can be especially effective to 

show how your skills transfer to 

a new career or industry.



First Resume

Ideal for students or 

potential employees who 

do not have paid work 

experience



Build a Resume
• Online job search platforms provide “resume builders”

• Create a PDF, and email it to yourself for future use.



Submit your application 

directly to the hiring 

company on their career 

portal whenever 

possible.



How to Upload Your 

Resume

https://www.youtube.com/watch?v=sjBDLcoJBl4
https://www.youtube.com/watch?v=sjBDLcoJBl4


A Cover Letter MAY Be as Important as 

Your Resume

Do I really need to include a cover letter?

• YES, if the application requests one

• HIGHLY recommended, if application states optional

• Optional, if not mentioned

• Consider that those who submit a cover letter MAY get 

preference over you when deciding whether to include it



Cover Letter Guidelines

• Keep it Simple - objective is to 

communicate:

• State name of position applying for and 

company in first line

• Include the best way to reach you and your 

phone number EVEN if it is on your resume

• Mention where you learned about the 

position

• Proofread your letter for typos

• List why you’re qualified based on what you 

learn from reading the job description 

• Express interest in getting the job



Sample Cover Letter 



Sending Your Resume & 

Cover Letter

• Most hiring managers prefer the two items be included in 

the same email. (You can use a page break to separate 

them.)

• Name your documents clearly (include last name).

• Some companies want Word documents or PDFs 

attached to an email.

• Others prefer letter to be in the body of your email. 



Summary

• Companies are hiring now in Westchester County.

• There are immediate openings for jobs as cashiers, delivery drivers, food preparation, packers, 

stockers, security and more.

• You need a resume to apply and most likely a cover letter.

• There are “low tech” resume builder options available on job search platforms, such as Indeed.

• When applying, follow directions carefully.  If you are unable to go to the next page, you have 

probably left a question blank, so re-read and search for the empty spaces carefully.

• Submit applications online directly to the company whenever possible.

• There are plenty of online resources available to assist your job search efforts.



• Understanding Applicant Tracking Systems

• Career One Stop

• Resume Guide

• Sharpen Your Resume

• "Interview Ready" Link

https://www.careeronestop.org/JobSearch/Resumes/ResumeGuide/TopResumeStrategies/applicant-tracking-systems.aspx
https://www.careeronestop.org/coronavirus.aspx
https://www.labor.ny.gov/careerservices/findajob/res_fun.shtm
https://www.careeronestop.org/JobSearch/Resumes/ResumeGuide/WritingYourResume/write-a-first-draft.aspx
https://www.careeronestop.org/JobSearch/Interview/get-ready.aspx

