Using the Directgov Jobs Website


SEARCHING AND APPLYING FOR JOB VACANCIES 
WITH DIRECTGOV JOBCENTRE PLUS WEBSITE
In this exercise you will be introduced to the Jobsearch database of the directgov website.  

The jobs found on this database are the same jobs you willfind on the access points in any local Jobcentre.  The website is available 24 hours, 7 days a week.  

The database is updated through the hours of 9am to 5pm weekdays (new jobs can appear any time of the day).

The search facility allows you to FILTER for specific types of jobs by using criteria.

Additionally, results returned from searches can be SORTED.
Using search filters and sorting features allows you to find suitable vacancies much quicker – you do not need to look through all jobs. 

FILTERING is used to find only suitable matches (jobs you aren’t interested in shouldn’t be shown).  On the Jobcentre Plus website you can use filtering for the following:

· JOB TYPE

· LOCATION / DISTANCE

· NUMBER OF HOURS WORKED

· PERMANENT OR TEMPORARY

· AGE OF JOB (HOW LONG IT HAS BEEN AVAILABLE)

SORTING is used to change the order that search results are displayed.  On the Jobcentre Plus website results can be sorted :

· BY JOB TITLE – IN APLPHABETICAL ORDER

· BY WAGES – HIGHEST WAGES FIRST

· BY DISTANCE – NEAREST FIRST

· BY DATE POSTED – NEWEST JOBS FIRST
Before you begin this exercise you must download 2.2.2.1 [ANSWER SHEET] - JOBCENTRE PLUS .doc answers sheet from the FINDING INFORMATION page of the BRC Student Resources website.   
website address:  brc-it.yolasite.com
TASK 1:
ACCESS THE WEBSITE
1. Use this web address to access the Directgov Jobseekers website.
jobseekers.direct.gov.uk
You should see this website on your screen
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Jobs and Skills search

Search for jobs Service provided by

= Welcome to the Jobcentre Plus job search
Thousands of new jobs available every week. Alternatively, ook for voluntary work using the link at the bottom of this page.
Department for
Workand Pensions

Search for jobs by entering a job title, job reference or SOC code, and location.

My searches / email alerts

Job title, job ref or SOC code: Postcode or location: Distance:
» Log in / Register
16 mies [ To save job searches, manage email lerts

and bookmark jobs, use My searches’

e.g. receptionist, e.g. all jobs, e.g. e.g. Sheffield, e.g. S12LA
ABC/12345

More information

Other search options: » Search tips

» Useful links

Hours: Perm/temp: Age of vacancy:
Any hours ~] [Both ~] [Aljobs B > Safe jobseeking
» Directgov Jobseekers Homepage
Working patten (if required): + 15A Online
[C Evenings [0 nights [ weekends [ Term time
» Advertise a vacancy
» Search tips » Local Authority and NHS jobs
» Jobcentre Plus app
Jobs by category » Olympic 2012 jobs
Alternatively, you can browse for jobs using job title and location menus. » Follow Jobcentre Plus Olympic jobs on

» Job categories Twitter

» Looking for jobs in Northern Ireland?

Search for voluntary work » Looking for jobs in Europe?

» Search for voluntary work
7 Volunteering can help you gain valuable skills and experience to give you the edge in a tough labour market.
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Job search results My searches / email alerts
» Save this search / add email
alert 53
There are 250 results from your search for all jobs in Birmingham (West Midlands). » Login / Register

To save job searches, manage
email alerts and baokmark jabs,
use "My searches’

This search is for postcode B1 2JH with a radius of 15 miles.

Your search has returned a large number of results. To refine your search, use 'Search options'

Page 1 0f 13 Vacandies from .
Search options
Results per page: 10 20 50 Al

- Use the options below to

Job title » wage» Location stance’  Date posted» amend your current search or
» 2% APPOINTMENT MAKERS ~ £14500 TO £21000  BIRMINGHAM 0.3 miles 29/03/2012 start a new search;
Permanent PER AU e R
Job No: SEY/19683
S0c core: 7113 Location:  Bimmingham (West
» 360 MACHINE DRIVER £11.00 PER HOUR  Birmingham, West 0.1 miles 19/04/2012 Midlands) &I
Permanent Midlands Distance: 15 miles -
Job No: BMC/100528
S0c Core: 5223 Hows:  [Anyhows ¥
» ivhppontment Vakers | €14500 o €21000  BIRMINGHAM 0amies  ie/m42012 permtemp: [Botn 3
Permonent Per Annum
Job No: SEY/19881 Age Alljobs v
S0 Code: 7113 Job source: |Jobcentre Plus v
+ ACCESS ASSESSOR e20,000.00- BIRMINGHAN, WEST 03 mies  18/04/2012
Permanent 2700000 PR MIDLANDS
Job No: SEY/19884 ANNUM
S0c Core: 3531 + More sserch options
+ ACCOUNT SUPPORT £18,000 TO £21,000 BIRMINGHAM 0.3 miles 28/03/2012 » New search

FINDING
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Confirm subject My searches / email alerts

» Log in / Register

< Back To save job searches, manage
e email alerts and baokmark jobs,
The following job titles are related to factory. Please select up to three and then 'Search' to Use My searches'
continue.
[ assembly worker Search options
[ baker » New search

clothes manufacturer

[ ferrous metal production

food manufacture and processing

[ metal goods manufacture and assembly
O packer

plastic goods manufacture and assembly
[ production process worker

[ warehousing and storage

(® More information

» Search tips » Useful links

» safe jobseeking » Directgov Jabseekers Homepage

» 154 Online » advertise a vacancy

» Local authority and NHS jobs » Jobcentre Plus app | |
» Olympic 2012 jobs » Follow Jobcentre Plus Olympic jobs on Twitter

» Loaking for jobs in Northern Ireland? » Looking for jobs in Europe?





TASK 2:  SEARCH FOR ALL JOBS IN BIRMINGHAM
In this task you will search for all type of jobs available in the Birmingham area by using keywords in the job title and location filters
1. In the first long white box (job title), Type:  

all jobs
2. In the second long white box (location), type:  


 Birmingham 
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Jobs and Skills search
Job details My searches / email alerts
» Bookmark this page
« Back -
» Login / Register
These are the details of the job selected o save job searches, manage email lerts
and bookmark jobs, tse My searches
Next job »
srovvcrionorcuarve
! Vacaney from
Job No: GAR/24648 m Use the options below to amend your
SOC Code: 8139 current search or start a new search:
Wage £6.25 to £7.18 PER HOUR Job title: assembly worker,
Hours. 40 PER WEEK MONDAY-FRIDAY 6AM-2PM/2PM-10PM.10PM packer and production
TO 6AM process worker 5
Location Liverpool, Merseyside L24 Location: Liverpool (Merseyside)
Duration Temporary =) -
Date posted 01 May 2012 Distance: 10 miles B
Pension details No details held
Hours: 30+ hours B
Description
Candidates will preferably have experience of working in the automotive industry or experience of working in a manufacturing perm/temp: Both -
environment. Any experience of quality inspection will be an advantage. Duties to include: checking parts on a production line and .
raising any issues with quality. This job involves working three shifts: 6 to 2, 2 to 10, 10 to 6. Age: Last § days =
How to apply Job source: | Jobeentre Plus -

You can apply for this job by telephoning 0151 2369231 and asking for Vicky Cuming.

Employer

GAP Personnel Industrial » More search options

» Printer friendly » New search

» Related voluntary work searches
Additional

formation
1f you are looking for work, Tax Credits could top up your eamings
This vacancy meets the requirements of the National Minimum Wage Act

1f you are unable to apply for the job advertised by the method displayed, due to a health condition or disability, please contact
Jobcentre Plus for further assistance.

For more information about tax credits, visit the HM Revenue and Customs website
To find out how to get to this location go to Transport Direct

Bookmark this job with:
EdFacebook & twitter
OR email 2 link to this job

OR copy and paste this link: http://jobseekers. direct.gov.uk/detailiob. aspx?j=GAR/24648adirect=1

bs and Sme.net




Click the Search button. 
4. Check that you can see a list of  search results like this:
5. Scroll down to see more jobs…
Notice that:

· All different types of jobs are shown  
· There are a large number of jobs.

6. On you answer sheet write the answers to these questions.

a. How many results are there from your search?

b. How many pages of results?

c. How many jobs are on each page?

d. Are the results sorted? 
TASK 3: BROWSE MORE PAGES OF JOBSEARCH RESULTS
In the last task you did a general search for using a keyword filters for all jobs in Birmingham.  When you do a search for all jobs in a town you will usually find more than 100 jobs but most of the jobs are not visible.  
The 1st page of results shows only 20 jobs. In this task you will learn how to look through more pages of jobs in Birmingham.
1. Scroll down to the bottom of the list of jobs results
2. Click on the orange link:     Next page
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» BAR STAFF MEETS NAT MIN WAGE  WOLVERHAMPTON, WEST 0.1 miles 13/03/2012
Permanent MIDLANDS
Job No: WOL/108506
SOC Code: 9225

» BENCH JOINER £8.00 TO £10.00 PER WOLVERHAMPTON 1 mile 03/04/2012
Permanent. MONTH
Job No: WOL/108880
SOC Code: 5315

» Branch Manager Negotiable depending on ~ Wolverhampton, West 0.3 miles 02/04/2012
Permanent experience Midiands
Job No: WOL/108854
SOC Code: 1135

» Business To Business Sales Executive Exceeds Nat Min Wage  Wolverhampton, West 0.3 miles 10/03/2012
Permanent. Midlands
Job No: WOL/108468
SOC Code: 3542

» CALL CENTRE AGENTS £6.50 to £6.98 Per Hour  WOLVERHAMPTON 0.1 miles 26/03/2012
Permanent
Job No: WOL/108732
SOC Code: 7211

» CALL CENTRE AGENTS £6.50 to £6.98 Per Hour  WOLVERHAMPTON 0.1 miles 18/01/2012
Permanent
Job No: WOL/107415

SOC Code: 7211 e
Job search results

» Call Centre Staff £6.50 Per Houlr———————WOLVERHAMPTON 0.1 miles 22/03/2012
Permanent
Job No: WOL/108692 i
S0C Code: 7211

» Call Centre Staff £6.50 Per Hour WOLVERHAMPTON 0.1 miles 02/03/2012
Permanent
Job No: WOL/108294
SOC Code: 7211

Nextpage »  Final page »

(® More information

» Search tips » Useful links
» safe jobseeking » Directgov Jobseekers Homepage
» 15A Online » Advertise a vacancy
» Local Authority and NHS jobs » Jobcentre Plus app
» Olympic 2012 jobs » Follow Jobcentre Plus Olympic jobs on Twitter
» Looking for jobs in Northern Ireland? » Looking for jobs in Europe?
About this service | Disclaimer | Crown copyright ~
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A second page of jobs appears… 

3. Scroll down to the bottom of the second page.
4. To access a third page of jobs click on next page again.
5. To go to the last page of results click on the Final page button
6. Find the last job. On your answer sheet write down:
a. The Job Title
b. Wage
c. Location
d. Distance
e. Date posted 
TASK 4: VIEW FULL JOB DETAILS
So far you have only been browsing job titles.  Much more information is available for each vacancy. 
1. Locate the job title of the last job on the final page of results.  The job title is coloured orange/red. 

2. Click on the job title.  More details about that job should appear on your screen.
3. Make sure you can see a page of information about the job that you clicked on. An example is shown below…
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Job details My searches / email alerts

+ Bookmark this page
4 Back pag

» Log in / Register
To save job searches, manage email alerts
and bookmark jobs, use My searches’

These are the details of the job selected

« Previous job

scmvtces smzsmermeseaTe
Job No: WOL/107984

Vacaney from
SOC Code: 7129 current search or start a new search:
wage COMPETITIVE RATES OF PAY APPLY Job title: AE
Hours. 43 PER WEEK, MONDAY - SATURDAY, 9AM - 5:30PM

" Location: Wolverhampton (West
Location WEST MIDLANDS AND NATIONWIDE WV1

Midiands) B
Duration Permanent
Distance: 15 miles ~
Date posted 16 February 2012
Closing date 16 May 2012 Hours: Any hours z
Pension details No details held Perm/temp: Both -
Description Age: Alljobs -
This is a self employed vacancy. Must have a clean driving licence, a car, a laptop/PC, a proven sales track record, good
communication, 1T and organisational skills. Will be responsible for letting properties in your designated area, travelling as required Job source: Jobeentre Plus -
within a successful, forward thinking company with no start up costs. The company has given an assurance that this vacancy enables
workers to achieve a wage equivalent to the National Minimum Wage rate. Self-employed people are responsible for paying their own SRl )
National Insurance contributions and Tax. For information on how benefits are affected and whether entitiement may be lost, speak to a
» More search options

Jobcentre Plus Adviser.
How to apply » New search
You can apply for this job by sending a CV/written application to Martin Chander at Genuine Interiors Ltd, jobs@genuineinteriors.co.uk.

» Related voluntary work searches
Employer
Genuine Interiors Ltd

» printer friendly

Additional information
1f you are looking for work, Tax Credits could top up your eamings
This vacancy meets the requirements of the National Minimum Wage Act

1f you are unable to apply for the job advertised by the method displayed, due to a health condition or disability, please contact
Jobcentre Plus for further assistance.

For more information about tax credits, visit the HM Revenue and Customs website

T} 22216,





EXAMPLE: Details of a Services Sales Representative job vacancy
TASK 5:  PRINT OUT A JOB DETAILS USING PRINTABLE VERSION
If you find a job you would like to apply for it often useful to print out the details of the job on to paper.  When printing from websites it is always better to use the printer friendly/printable version of the page if it is available.
1. Locate the printer friendly link.  Look near the bottom of the job details.
2. Click on the printer friendly link.  Notice that a simple version of the job details is now shown.  Printer friendly versions remove colour and parts of the page that aren’t useful on print outs.
3. Make a print out of the job details: 
a. use the Print command in the File menu or 
b. press hold down CTRL Key and Tap P on the keyboard).  
4. Collect your print out from the printer.  Using a pen, write PRINT 1:last job and your name on the print out.
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Job search results My searches / email alerts

» Save this search / add email alert 5

» Log in / Register

To save job searches, manage email alerts

There are 36 results from your search for assembly worker, packer and production process worker jobs in Manchester
). and bookmark jobs, use My searches

(Lancas

This search is for postcode M4 3AQ with a radius of 15 miles.

Page 1 0f 2 Vacancies from

Results per page: 10 20 50 All oo Use the options below to amend your
. current search or start a new search:

Job title » Wage»> Location Distance » Date posted»

Job title: assembly worker,
» PACKER / ASSEMBLY OPERATIVE £6.85 PER HOUR STRETFORD, 3.4 miles 03/04/2012 packer and production
* Temporary MANCHESTER, LANCS process worker &I
Job No: STY/103401
S0C Code: 9134 Location: Manchester
(Lancashire) &
» PRODUCTION LINE OPERATIVES /  MEETS NAT MIN WAGE.  BURY, LANCASHIRE 8.1 miles 17/04/2012
PACKER Distance: 16 miles -~
* Permanent
Job No: BUR/67725 Hours: 30+ hours 2
S0C Code: 9134 Perm/temp: Both -
» ASSEMBLY OPERATIVE £6.85 PER HOUR STRETFORD, 3.4 miles 18/04/2012
 Temporary MANCHESTER, LANCS Age: Al jobs =
Job No: STY/103655 Job source: Jobcentre Plus -
SOC Code: 8139
+ PRODUCTION ASSISTANT MEETS MINIMUM WAGE  FAILSWORTH, 3.5 miles 01/05/2012
* Temporary MANCHESTER  More ssarch options
Job No: OLH/87019
SOC Code: 9134 » New search
» PRODUCTION OPERATIVE £6.08 Per Hour WYTHENSHAWE, 6.6 miles 17/04/2012 » Related voluntary work searches
* Temporary MANCHESTER

Job No: WYS/23690
SOC Code: 8139

» Team Leader Food Production £7.50 to £8.00 Per Hour  MANCHESTER 2.8 miles 20/04/2012
* Temporary

Job No: BEW/26237

SOC Code: 9134

» Assembly Operator / Solderer Meets Nat Min Wage Bolton, Lancashire 11 miles 23/04/2012
* Temporary

Job No: BOL/115488

SOC Code: 8132

» ASSEMBLY OPERATIVE £6.08 Per Hour BOLTON, LANCASHIRE  10.5 miles 13/04/2012
* Temporary

Job No: BOL/115287

SOC Code: 8132
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To leave the printer friendly version of the page and return to the normal webpage click on 

TASK 6:  SEARCH FOR RETAIL JOBS ONLY
In the earlier tasks you searched for all jobs in Birmingham.  When searching for all jobs you will be given lots of jobs but you find that most of the results you are given are unsuitable for you. 

In this task you will learn how to search for one type of job using filters – In this example you will search for Retail jobs.  (Working in shops/stores) 
1. Locate and click on the link labelled New search. Look on the right side near the top of the webpage.  Your earlier search will be cleared.
2. In the 2 search boxes type:   RETAIL     and
 BIRMINGHAM  .   
3. Click on the search button.

In the main area of the webpage you should now see this.
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Confirm subject

My searches / email alerts

The following job titles are related to retail. Please select up to three and then 'Search' to continue.

[] motor trade sales

[F] retail buyer

[ retailer

[F] retailing and wholesaling
[ sales

[ selling

[ shelf filler

] shop worker

] supermarket worker

[ telesales

(® More information

» Search tips » Useful links
» Safe jobseeking » Directgov Jobseekers Homepage

» JSA Online » Advertise a vacancy

» Local Authority and NHS jobs » Jobcentre Plus app

» Olympic 2012 jobs » Follow Jobcentre Plus Olympic jobs on Twitter
» Looking for jobs in Northern Ireland? » Looking for jobs in Europe?

About this service | Disclaimer | Crown copyright

» Log in / Register
To save job searches, manage email alerts
and bookmark jobs, use My searches’

Search options

» New search





4. Select the options
( shop worker  
5. Click the Search button to run the search.

A new list of job results is shown. 
The search results should show jobs that match shop worker or similar jobs in the Birmingham area.

The jobs are not sorted in to any order but all of the jobs shown are in the Birmingham area and involve shop work
6. Browse through the list of jobs.  Use the information from the distance and date posted columns try to find a job that is:
· Job type
Working in a shop
· Dast posted  
Today or the previous weekday (eg.  If today is Monday then Monday and last Friday
· Distance 
1 mile or less
7. Print out a copy of job details for the job you have found. (Remember to use the printer friendly version)   

8. Use a pen, on the write TASK 6, SHOP WORKER BIRMINGHAM and your name on the print outs. 
9. Use the back button to return to the list of jobs.
10. On each of the Print outs: highlight or circle the:

· Date posted 

· Wage
· Hours
TASK 7:   SORT JOBS BY DATE POSTED
In the previous tasks you have used a simple keyword search to find all jobs or a type of job in a city.  The results you are given by the search are not sorted in any particular way.
You can change how the search results are sorted.   One of the most useful ways to sort jobs is by date posted
Sorting the job list by the date posted helps you to find the latest (newest) jobs that have been placed on to the website’s database.  The latest jobs are shown first.
1. Scroll UP to the top of the page.
2. Locate the grey area at the top of the list of results.
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Job search results

There are 13 results from your search for assembly worker, packer and production process worker

jobs in Liverpool (Merseyside).

This search is for postcode L8 5RL with a radius of 10 miles

Your search has returned a small number of results. To refine your search, use 'Search options'

@ Google 2, Pedree ofDebide

My searches / email alerts

» Save this search / add email

alert &

» Log in / Register

To save job searches, manage
email alerts and baokmark jabs,
use "My searches’

Search options

Page 1of 1 Vacandes from m
Results per page: 10 20 50 All Reorder by Best Match Use the optians below to
amend your current search or
Job title > Wage» Location istance»  Date posted - start a new search
» PRODUCTION OPERATIVE  £6.25 to £7.18 PER  Liverpool, 6.8 miles 01/05/2012 b titl: assembly worker,
* Temparary HOUR Merseyside packer ant
Job No: GAR/24648 o
S0C Code: 8139 P
process worker &
> BIKEHUT MECHANIC MEETS NATIONAL  Liverpool, 5.1 miles 01/05/2012
Permanent MINIMUM WAGE  Merseyside Location
Job No: Weav/29362 Distance: |10 miles v
S0C Code: 8132
> BIKEHUT MECHANIC MEETS NATIONAL  Liverpool, 5.1 miles 01/05/2012 Hours 30+ hours &
Permanent MINIMUM WAGE  Merseyside perm/temp: [Both v
Job No: Wav/29387
S0C cods: 8132 hge Alljobs v
» WEEKEND PACKAGING Mests National BIRKENHEAD, 3.8 miles 30/04/2012 Job source: |Joboenire Plas ¥
OPERATOR Minimurm Wage MERSEYSIDE

* Permanent
Job No: IBK/28414
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§ Gooole & Donrloads (©) Bston Resource Cent... 8 BBC - GCSE Btsize - .. (3 BGC - GCSE Biesie: . 1B GBC - Husic - Deep 5. »

IF3

There are 180 results from your search for shop worker jobs in Birmingham (West Midlands). » Log in / Register L
To save job searches, manage

email alerts and bookmark jobs,

use My searches’

This search is for postcode B1 2JH with a radius of 15 miles.

Your search has returned a large number of results. To refine your search, use 'Search options'

Page 109 Vacandies from .
Search options
Results per page: 10 20 50 Al

- Use the options below to

Job ttle Wage» ity Sanee RRasadll] ment yoor cumont search or
» RETAIL CHEMIST HEALTH Meets Nat Min Wage WOLYERHAMPTON,  11.9 miles 18/04/2012 start a new search:
CarE SOISTANT WEST MIDLANDS oo ttle: <hop worker 5
Temporary
Job No: WOL/109119 Location: Birmingham (West
S0¢ Core: 7111 vidiandsy 8
» Retail / Sales Executive Meets National WOLVERHAMPTON  13.1 miles 18/04/2012 Distance: 15 miles 3
Permanent Minmum Wage
Job No: WMX,/7050 Hours: Any hours v
SOC Code: 7111
Perm/temp: | Both v
+ SHOP ASSISTANT Meots Nat Min Wage WOLVERHAVPTON, 12,5 mies  12/04/2012
Permanent WEST MIDLANDS sge Aljbs 3

Job No: WOL/109020
S0C Code: 7111

Job source: [Jobcentre Plus v

T eHOR ASSISTANT Wests Nat Min Wage WOLVERHAVRTON, 125 mies  12/04/2012
Pormanent WEST IDLADS
Job No: WOL/109019 » More search options

S0C Code: 7111

» New search
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There are 180 results from your search for shop worker jobs in Birmingham (West Midlands). » Log in / Register L
To save job searches, manage

email alerts and bookmark jobs,

use My searches’

This search is for postcode B1 2JH with a radius of 15 miles.

Your search has returned a large number of results. To refine your search, use 'Search options'

Page 109 Vacandies from .
Search options
Results per page: 10 20 50 Al

- Use the options below to

Job ttle Wage» ity Sanee RRasadll] ment yoor cumont search or
» RETAIL CHEMIST HEALTH Meets Nat Min Wage WOLYERHAMPTON,  11.9 miles 18/04/2012 start a new search:
CarE SOISTANT WEST MIDLANDS oo ttle: <hop worker 5
Temporary
Job No: WOL/109119 Location: Birmingham (West
S0¢ Core: 7111 vidiandsy 8
» Retail / Sales Executive Meets National WOLVERHAMPTON  13.1 miles 18/04/2012 Distance: 15 miles 3
Permanent Minmum Wage
Job No: WMX,/7050 Hours: Any hours v
SOC Code: 7111
Perm/temp: | Both v
+ SHOP ASSISTANT Meots Nat Min Wage WOLVERHAVPTON, 12,5 mies  12/04/2012
Permanent WEST MIDLANDS sge Aljbs 3

Job No: WOL/109020
S0C Code: 7111
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T eHOR ASSISTANT Wests Nat Min Wage WOLVERHAVRTON, 125 mies  12/04/2012
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Job No: WOL/109019 » More search options
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4. Check that you have sorted the list.   [image: image7.png]=
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Results per page: 10 20 50

Job title »
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Permanent
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Reorder by Best Match
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0.5 miles

Vacandies from

o

Date posted~
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» OPTICAL CONSULTANT-
BOOTS50954.
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S0C Code: 7111
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0.4 miles
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S0C Code: 7111
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8.6 miles
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Job No: WaH/83005
S0C Code: 7111

EXCEEDS NAT MIN  WALSALL, WEST

7.7 miles

15/04/2012

» SALES ASSISTANT
Temporary
Job No: 5TS/54810
SO0C Code: 7111

jobseekers.drect.gov.uk{lstiob.asp7sessionid=3360353-a0e=-414

£6.50 PER HOUR  STOURBRIDGE,

WEST MIDLANDS

10.1 miles

15/04/2012

(=)}

Bs0=58rpp: 17 | N

My searches / email alerts

» Save this search / add email
alert &

» Log in / Register
To save job searches, manage
email alerts and baokmark jabs,
use "My searches’

Search options

Use the options below to
amend your current search or
start a new search

Job title:  shop worker B
[ titl, job ref o o] (West

Distance: |15 miles v
Hours Any hours v
perm/temp: [Both v
Age Alljobs v
Job source: [Jobcentre Plus v

» More search options
» New search

» Related voluntary work
searches




 should now be coloured orange.  Also, the first jobs shown in the list should have today’s date or the date of the previous weekday.
5. Access the details of the first job listed (Click on the orange link)
6. Access the printable version and print out a copy of the job details. Using a pen, write PRINT 3 and your name on the print out.

7. Use the back button to return to the list of jobs.

8. Scroll down the list and notice the date posted for vacancies becomes earlier and earlier as you scroll down further.
9. Notice that only some of the jobs are in Birmingham.  Many of the jobs are in nearby towns.  
By clicking on  [image: image8.png]=
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  you have forced the system to give priority to showing newest jobs first - even if they are not in the closest jobs to Birmingham.
TASK 8:  SORT RESULTS BY DISTANCE 
In the previous task you sorted the jobs by date.  The newest jobs were shown first.   Another useful way to sort jobs is by distance.  In task 1 you searched for jobs in Birmingham.  When you sort jobs by distance, the results will show jobs nearest to the centre of Birmingham first.
1. Locate and click on [image: image9.png]Directgov jobs and skils ssarcl
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» COMMERCIAL TEAM LEADER £6.65 PER HOUR BIRMINGHAM, WEST 0.2 miles 21/03/2012
Temporary MIDLANDS
Job No: BMC/100175
50C Code: 7111

» MERCHANDISER £374TO £416 PER  BIRMINGHAM 0.3 mies 16/04/2012
Temporary WEEK
Job No: SEY/19840
50C Code: 9251

» CANVASSERS EXCEEDS NATIONAL  Birmingharm, West 0.4 mies 23/04/2012
Permanent MINIMUM WAGE Midlands
Job No: LDY/12580
S0C Code: 7111

» OPTICAL CONSULTANT- MEET NAT MIN WAGE  BIRMINGHAM, WEST 0.4 miles 19/04/2012
BOOTS59954 MIDLANDS
Permanent
Job No: LDY/12556
50C Code: 7111
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Job No: 5PH/45203
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shop worker X
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Midlands) B

15 miles v
Any hours v
Both v
Alljobs v
Jobcentre Plus v

» More search options

» New search

» Related voluntary work searches




 at the top of the list of jobs.
2. Check that you have sorted the list.  Check that the distances shown for the first few jobs are quite small.  
3. Scroll down the list. Notice the distance in miles increases (more) as you move down the job list.  The jobs that are nearest to the centre of Birmingham are shown first.  
Notice, also how the dates are no longer sorted.
4. Look through the list.  Locate the nearest job in the newly sorted list.
5. Access the details of the nearest job   (Click on the orange link )

6. Print out a copy of the job details. Using a pen, write on the print out 

· PRINT 4,
· Nearest job in Birmingham
· your name 
REMEMBER TO USE THE PRINTER FRIENDLY VERSION!

7. Use the back button to return to the list of jobs.

8. Close your web browser and take a break.   

 LEARNING ABOUT REFINING A SEARCH 
In the previous tasks you sorted the jobs by date and distance.  Refining a search is not the same as ordering.   Ordering takes results and sorts them according to what you ask, dates, distances, or maybe wages.
Refining is about eliminating unwanted results that are no use to you.  For example if you search for jobs every Monday. You do not need to search the jobs that appeared before last Monday (7 days ago).  You would already have looked at those jobs in a previous search.  
You may only be interested in full time jobs – you can use refinement to show jobs that are 30 hours or more.
On this website you can refine search results according to 

· Hours

· Temporary / permanent

· Age of vacancy

· Working pattern

You must be careful when you use these options though.  Sometimes selecting too many options will mean very few job matches are found.   Each time you chose a refinement you will eliminate or filter out possible matches.

TASK 9: FIND FACTORY JOBS IN MANCHESTER 
In this task you will search for full time factory jobs in Manchester.   
1. Launch your web browser
2. Access the Jobcentre Plus Website jobsearch website.

jobseekers.direct.gov.uk
3. Check that you can see the webpage shown below.
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Jobcentre website with filtering options shown
4. On the jobs and skills search screen enter factory jobs and Manchester in the correct text boxes.
5. Change the Hours option to 30+ hours
6. Click on the orange Search Button
7. On the next screen – choose the options below then click Search
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8. A list of jobs that match your search choices should be shown.
In this search you have searched for some types of full time factory jobs in Manchester 
9. On your answer sheet write down how many results are shown.
Task 10:  REFINING YOUR SEARCH
In the previous task you searched for full time jobs in Manchester.  You have already refined your search because you are asking for only some types of jobs in only one city.   Now you will refine more and see how it changes the results.


1. Look on the right side of your screen. You should see this panel. It allows you to change the search options – It allows you to make changes to refine your search by:
· Job title

· Location

· Distance

· Hours

· Age
2. Change the option for distance to 10 miles.  Click on search.
3. A new page of results will be shown. On your answer sheet write down how many results are shown. 
If you have followed correctly, there should now be fewer results compared to your last search.  There are less results because you have restricted the search to only 10 miles.  All the job results shown will be less than 10 miles from centre of Manchester.
4. Now apply another refinement / filter.  Change the option for Age to 5 days.  Click on Search. 
a. On your answer sheet write down how many results are shown.
If you have followed correctly, there should now be even fewer results because the search is now restricted both by distance and when jobs were entered in to the system (age).
5. Access the first job in the list.  Print out a copy of the job details.  On your print out write:

· PRINT 5

· Factory Job, 10 miles / 5 days / 30 hours / Manchester

· Your name. 

REMEMBER TO USE THE PRINTER FRIENDLY VERSION!
Task 11:  CHANGING YOUR SEARCH LOCATION
In this task you will change the search location from Manchester to Liverpool by using a similar method to the previous task.

1. In the search options panel click on the next to Manchester (Lancashire)
2. In the text box that appears type in:  Liverpool

3. Click on Search. 

4. A new page of search results is shown.  This time all the jobs shown are in Liverpool – not Manchester.
5. Access the first job in the list.  Print out a copy of the job details.  On your print out write:

· PRINT 6

· Factory Job, 10 miles / 5 days / 30 hours /  LIVERPOOL

· Your name. 

REMEMBER TO USE THE PRINTER FRIENDLY VERSION!

Task 12:  CHANGING YOUR TYPE OF JOB SEARCHED FOR
In this task you will change the job titles.  In the previous tasks you have searched for 3 particular types of factory job.  It is worthwhile to try searching for different job titles because quite often you can find jobs that might be suitable for you but they have been entered into the database in the wrong group of jobs.  

1. In the search options panel click on the next to the job titles

2. In the text box that appears type in:  factory
3. Click on Search. 


4. Choose these 3 job types: 

5. Click on search
6. A new page of search results is shown.  Some different jobs will now be shown.
Usually, when using this website, you will need to change job titles you are searching for.  The search facility will only allow you to select a maximum of 3 job titles each time.  In order to make sure that you don’t miss any potential job opportunities you should do multiple searches with 3 different job titles each time.

7. Access the first job in the list.  Print out a copy of the job details.  On your print out write:

· PRINT 7
· Factory Job search 2, 10 miles / 5 days / 30 hours / Liverpool
· Your name. 

REMEMBER TO USE THE PRINTER FRIENDLY VERSION!

ACTIVITY  - USING THE DIRECTGOV JOBSEARCH FIND JOBS MATCHING THE REQUIREMENTS

Use the jobcentre search to work through the list of job types below.  When you find a suitable match you should print the details of the job that matches the criteria

Remember to save paper and ink when printing. You should use printer-friendly versions.
REMEMBER!

If you can’t find a match the first time you do search, try different ways of searching.  Try different KEYWORDS, FILTERS and SORTING / ORDERING  

Sometimes you will not be able to find any suitable job that matches.  If you can’t find a match then continue to the next question.  
You can try again later with any searches that are unsuccessful. You may discover different ways of searching as you work on the other questions.
On each print out that you make write down which keywords, filters and sorting methods that you used…

for example:   

I used the keywords BOOKKEEPER and BIRMINGHAM, searched within 15 MILES, 30+ hours, searched jobs in the last 7 days,  I sorted/ordered the results by WAGES.

JOBS TO SEARCH FOR
1. A Brick laying job in Telford

2. Full time Painting and decorating job up to 15 miles from Wolverhampton.
3. A part time Admin Assistant position in Walsall.

4. A job requiring no experience that has been posted today or yesterday in the Dudley or Stourbridge areas.
5. A factory job in the Wednesbury area that doesn’t require any previous experience. 

6. A job in retail (not management) that has been advertised within the last 2 days in the Wolverhampton area.

7. A full time receptionist job up to 3 miles from post code DY1 2RP
8. A part time telesales job less than 5 miles away from WV14 0LT

9. A job doing as a waiter/waitress or bar-tending in the centre of Birmingham in the evenings,  16-25 hours per week 

10. A press operator job in Walsall or Wednesbury or West Bromwich

11. A night security job in Staffordshire that pays more than £7 per hour and is more than 45 hours per week 
12. A job involving carpentry or joinery in Birmingham that pays more than £10/hour
13. A job that uses forklift driving skills in the Cannock area and has been posted for less than 1 week.

14. A job for 20 - 30 hours per week in Wolverhampton that doesn’t need any experience

15. A cleaning job between 12 and 18 hours per week in Walsall
16. A taxi driving or delivery driver or similar job in the Telford.  Should not be HGV, LGV or 7.5 tonnes.
Once you have completed the tasks you might be interested in other jobs websites.  
You can access a 
list of jobs websites 
on the BRC Student Resources website in the 
jobsearch 
section.
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