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The ACC Library resources are helpful for both first-time entrants into the career world, or for those who are changing careers for the second, third time, or more. It’s been said by experts that the average person will change careers three to five times in a lifetime. People change careers for a number of reasons: dismissal, boredom, dissatisfaction, changed values, or greater independence, or figuring out what you want to be when you grow up. Proper career planning and informed choices make for greater success in one’s career. The resources at the ACC Library can be very helpful in this regard.
Career info comes in a variety of forms: career encyclopedias and reference resources, books, periodical articles, and websites. And also people!
Basic info you can expect to find in an encyclopedic career guide: what workers do on the job, working conditions, the training and education needed, earnings, expected job prospects, related occupations, how to land a job, and sources of additional information.
· Career encyclopedias are multi-volume sets that to some extent are a re-hashing, re-packaging of what you find in the Occupational Outlook Handbook, but is presented more attractively. The occupations in the career encyclopedias are arranged alphabetically by occupation throughout the volumes, or each volume is a grouping of related occupations.

Books cover every imaginable aspect of careers. 
· Some are general guides that cover a lot of topics, the best known one being What Color Is Your Parachute? The general books on careers are found in the HF5381 through HF5384 section of the library (as in Happy Future—I like to use mnemonic techniques to help my memory). 
· Another type of book found in this section is the inspirational “do what you love, and the money will follow” type of book (an actual title, but ACC doesn’t carry it), or how to find enjoyment and passion in your job, and so on. A similar type of inspirational theme is how to leave the job you hate and find the one you love, and guides to switching careers, especially when you’re older. 
· Then there are the books on the best careers for the 90s or the 21st century. One book we have is called Cool Careers for Dummies. 
· Also, in this section you will find the predictable books on resumes, interviewing, cover letters and job hunting. 
· Books on very specific careers—law, medicine, science, business, etc.—are found elsewhere, in the library’s section for that specific subject. 
· Books on home-based business, the best ones, how to get started, etc., are found in a separate section also (HD). Home-based business books, of course, can appeal to middle-aged people who have trouble landing a job or for retirees who find they are bored with retirement.
PRINT RESOURCES  >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
REFERENCE BOOKS
Career Information Center                                                                                               A nicely-designed, well-organized, well-written career encyclopedia. Includes good listing of resources in back of each non-bulky paperbound volume: books, websites, videos, computer software, organizations, and educational institutions. Each volume contains a grouping of related occupations. Job profiles include listings categorized by level of specialized training required.
Encyclopedia of Careers and Vocational Guidance                                                     Hardcover set, 12th edition. Nice feature is glossary of terms and buzzwords in a particular field (useful for interviews and cover letters as well as keywords for further research). Also has a historical overview and background of the different occupations. Have highlighted tidbits of information on various aspects of occupation, which makes for more interesting reading. Each volume contains occupations listed alphabetically in no particular groupings. Includes career guidance information (preparation, finding and applying for a job).
Guide for Occupational Exploration          






 (Calls itself a “Career Reference Classic”) “A simple, commonsense way to explore career options based on your interests.” Questions to help pinpoint jobs that match interests, 14 major GOE interest areas (developed by the US Dept. of Labor), and 158 Work Groups (types of jobs, each one with its own GOE number). Criteria include values, leisure activities, home activities, school subjects, work settings, skills, abilities, and special knowledge. How it works: you identify your interest level in 14 “interest areas.” Then you look at the groupings of types of jobs within the interest areas. Specific jobs are then listed within the groupings.
O*NET Dictionary of Occupational Titles





  O*NET stands for Occupational Information Network—a system used by state employment service offices to classify applicants and job openings, and by some career information centers and libraries to file occupational information. Kind of like a dating service, where you are matched with your ideal type of job based on your personality and characteristics. Very current (yearly). “Not a book…a computerized database of information on occupations…developed by the US Dept. of Labor.”  Replaces previously published Dictionary of Occupational Titles. Over 1100 job descriptions and info in a nutshell fashion. Each job has an O*NET code, based on the Standard Occupational Classification (SOC) system. These O*NET codes are also attached to occupation listings in the Occupational Outlook Handbook and cross-referenced. Jobs listed within logical groupings (major job groups, subgroups, and jobs) and by O*NET nos. within groups. Jobs can be looked up by interest areas, education and training requirements, ranking by best jobs list (best-paying, fastest-growing, most openings), and title index (alphabetical).  Includes info on 14 Guide for Occupational Exploration Interest Areas, 6 Personality Types, 21 Work Values, 35 Skills, 52 Abilities, 41 General Work Activities, 52 Physical Work Conditions, Five Other Job Characteristics, Five Levels of Experience, and 33 Knowledge Descriptors. 
Online version: http://online.onetcenter.org Online version has more info on more specific occupations than does Occupational Outlook Handbook (e.g., advertising sales). Analyzes each type of job with detail not found in OOH. Skills Search feature lets you list your skills or skills you intend to learn, then lists appropriate occupations. Resume Tutorial is excellent; resume calculator helps you determine type of resume (under Resume Types, under Career One Stop career tools).
Occupational Outlook Handbook





                    The “granddaddy” of the encyclopedic career guides, the classic reference, the one I think of when I think of career guides. Not as “fancy, schmancy” as the other encyclopedic resources (the other ones try present their information in a more interesting, magazine-like way). Is the most current (updated every two years), coming directly from the US Dept. of Labor. The commercial encyclopedic guides are to a great extent a re-packaging of the Handbook, with added extras and features, as well presented more attractively. It is comprehensive, but if you want to get more specific (e.g., specific kinds of sales jobs, or more precise kinds of computer jobs), you should look in the ONET resources. You know this is an authoritative and reliable resource.
Professional Careers Sourcebook 





                    This book is not mainly about providing descriptions or background info about professions: other books do that better. Instead it is the ultimate source for resources about careers. Identifies a broad spectrum of resources to explore professional careers: publications, organizations, educational and training programs. Profiles of 121 professional and technical occupations with 11 categories of career information: job descriptions, career guides, professional associations, standards/certification agencies; test guides and certification examinations; educational directories and programs; awards, scholarships, grants, and fellowships; basic reference guides and handbooks; professional and trade periodicals; professional meetings and conventions; other sources of interest to professionals. Each entry contains organization, association, or publication name; contact information, brief description of purposes, services, or content of resource. Careers arranged within general groupings. Has a Step-by-Step outline of career research resources (page viii). 
COMPANY DIRECTORIES






 
Directories are useful for the job search stage, helping you locate possible places to send your resume to. Also valuable for helping you find more info about the company so that you will be better informed for a job interview. Some advise (see articles in job-hunt.org) that you search for a company, not for a job. The ACC Library Company Information handout has a number of company resources. Some good online resources are the various Web subject directories like lii.org, Yahoo!, Google. Job-Hunt.org has some good links to company info sites.
Library print directories in Reference area (HF, HG areas): Company Profiles for Students, Directory of Corporate Affiliations, Hoover’s Handbook, Hoover’s MasterList, International Directory of Company Histories, Trade Names Dictionary, Ward’s Business Directory.
Rocky Mountain High Technology Directory (yearly) 


                          Directory of high-tech companies in seven states: AZ, CO, MT, NV, NM, UT, and WY. Uses NAICS codes, replacing SIC. Listings of companies grouped by state alphabetically (AZ to WY). Six types of listings: alphabetical, by city, employee number ranges, NAICS codes, products, and new cos. & name changes. Companies listed are ones that develop or mfg. proprietary products with state of the art technology, also software cos., r&d cos., consulting, and engineering cos.

The Encyclopedia of Associations 





              Another type of directory that can be helpful is The Encyclopedia of Associations. Associations are useful resources for information and networking. The Encyclopedia of Associations is a comprehensive source of detailed information on over 135,000 nonprofit membership organizations worldwide. It corresponds to the printed Encyclopedia of Associations family of publications as follows: National Organizations of the U.S., which covers more than 22,200 American associations of national scope; International Organizations, which covers some 22,300 multi-national, bi-national, and non-U.S. national associations; and Regional, State, and Local Organizations, which covers more than 115,000 U.S. associations with interstate, state, intrastate, city, or local scope or membership. The Encyclopedia of Associations database provides addresses and descriptions of professional societies, trade associations, labor unions, cultural and religious organizations, fan clubs, and other groups of all types.
Associations are nonprofit membership organizations that exist because people often feel that they can achieve more by working as a group than as individuals. There are over 115,000 U.S. nonprofit membership organizations with national, regional, state, local and international interests. Most are headquartered in Washington DC, New York or Chicago. Associations can be grouped as professional associations (existing to serve the interests of a professional group), trade associations (serving business interests), and groups of individuals who share an interest. International associations function as a way for national groups or countries to solve problems or advance their special interests. Associations educate their members and the public; set professional standards; set product safety and quality standards; conduct research, gather and analyze data; advocate for and mobilize to meet social and economic needs; serve as a communications link between members and government; assist members to understand and comply with new laws and regulations. 

(Online Associations Unlimited is available on Other Databases page of ACC Library Web site.)
SALARY GUIDES











Trying to decide between two equally attractive careers? Salary data could help you pick one over the other. You’ve decided on that great adventure of moving to another part of the country: salary data could help you decide where to. Want to ask for a raise, or negotiate a compensation package? Salary data will help you.
The American Almanac of Jobs and Salaries (2000) (not listed on handout) Not as current as American Salaries and Wages Survey, but has useful, interesting articles on salaries, trends, gender differences, etc. (the other book is just data, no articles). Good at explaining the whys and wherefores of salaries.
American Salaries and Wages Survey  





   Statistical data derived from more than 200 government, business and news sources. Hundreds of occupations listed in alphabetical order, with breakdowns by geographic location (cities and states), salaries and wages low, mid, and high (some listings are yearly earnings and some are hourly wages, some are average, median, or other). The date and source of the data also given. Also has salary conversion table (hour, week, month, year). Also has employment figures and % change 2000 to 2010 for occupations.

_____________________________________________________________________

Earnings figures can be misleading (from O*NET DOT)                                                    Median earnings figures mean half the people earn more and half earn less. Figures come from the Bureau of Labor Statistics. Earnings figures can be misleading for several reasons. For example, new or recent entrants to the occupation often earn substantially less because they usually have much less experience than the average person working in the job. Pay rate also often vary considerably in different regions of the country (also major metropolitan areas vs. small cities). In addition, smaller employers often pay less. So consider the earnings information as a guideline that may not apply to your situation. You can often obtain local earnings information from your state employment service or other sources. You also can ask people employed in an occupation what workers in your geographic area earn at differing experience levels.                                                       _____________________________________________________________________     
COLLEGE GUIDES

College Majors Handbook








 What careers can be gotten from 60 different college majors. Describes courses required for each major and actual jobs obtainable for those majors. Has tables of the top occupations that employ people with particular academic degrees. Also gives earnings, employment outlooks, trends. Describes on-the-job training for particular careers.  

                                               

CIRCULATING BOOKS

What Color Is Your Parachute? Richard N. Bolles.                                                            Revised annually, perennially the most popular book for career changers and job hunters, the bible for career info (hence the name of his website—JobHuntersBible.com). Workbook style with forms and exercises to identify skills and interests. Provides comprehensive list of resources. Warm and fuzzy book that is easy to read with nice illustrations.
ONLINE RESOURCES  >>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>>
America’s CareerInfoNet www.acinet.org 




                    Has excellent list of categorized links for career information—links to O*NET, Job Banks, and local employment centers (now called “career centers.”). Also very impressive resumes tutorial if you want to brush up; also has “create an express resume.” Also has good links to resume sites in their Career Resource Library. Has excellent help section plus contact info for questions, comments. Has (450) downloadable career videos—“real people doing real work.” Career Tools has useful sections, such as Skills Profile and the Resume Tutorial. There is also a good section on apprenticeships and licensing requirements.
Associations Unlimited database on Library Other Pages section of Web site. (See discussion below in print resources of value of associations info for careers.)
Best companies to work for. There is a school of thought that finding a company and not a job is the best career strategy. This means finding a good company, a company that is a good fit for you. Google searches: best companies to work for, find a company not a job
CareerJounal.com A Web “portal” (gateway) by The Wall Street Journal designed for executives, but chock full of career info for everyone. Great index of articles, super discussion boards, and excellent section on networking (“the best way to job hunt”). 
CareerVoyages.gov 







        Government site has info about specific career areas.
ConnectingColorado.com






              Visually attractive site provided by the Colo. Dept. of Labor and Employment. Can search by geographic location, type of job, salary requirements, permanent, temporary, full-time, part-time, and by first, second, or third shift, and for teens.
CoworkForce.com 







                  State assistance and support—training, workshops, hottest jobs in Denver.
Dice.com 









  Claims to be the number one site for technology careers. Interesting feature: When job searching, you can check off a box to only retrieve telecommuting positions and also select travel preferences (no travel or certain amount of travel). Can search according to telephone area codes. Salary Wizard calculates salaries of thousands of jobs based on job title and geographic location.
GovtJobs.com 








    Public sector job listings, listed A-Z by category (types of jobs, fields).

Indeed  








                    The employment search engine for jobs from sites all over the Internet. Over a million new jobs added each year.
JobCentral.com Site claims to have 70 percent of jobs not posted anywhere else.
Job-Hunt.org 









         An impressive, well-organized portal that “covers all the bases” from a wide array of resources. Interesting how-to articles section. E.g., “Pursue companies, not jobs” is an interesting approach. Has a nice section on links to employers’ Web sites. Excellent article how to search for jobs using Google. Has interesting articles how to use various sites such as Craigslist and Indeed, “cybersafe resumes” and issues of privacy and theft identity. Interesting articles on employer rankings and lists. Great links to associations and organizations.
JobHuntersBible.com  Long-considered one of the two best career “gateway” or “portal” sites (the other one is The Riley Guide, which Bolles calls the best). The online version of What Color is Your Parachute?
JobStar.org Highly recommended by Bolles, but California-focused. Good section is “hidden job market,” job history issues, and salary information.

Net-Temps.com Claims to be the leading place for temporary job positions.
OneStopCoach.org has a 10 Minute Resume section, with a free trial resume templates, cover letter builder and more. Very useful site.
O*NET OnLine  http://online.onetcenter.org 




   Online version of O*NET: Online version has more info on more specific occupations than does Occupational Outlook Handbook (e.g., advertising sales, specific computer careers). Analyzes each type of job with detail not found in OOH. Skills Search feature lets you list your skills or skills you intend to learn, then lists appropriate occupations. Lists “In-Demand” occupations. Find jobs by Job Families. Various criteria for browsing—Work Values is an interesting one (e.g., Independence, Relationships). ONET Ability Profiler identifies your strengths and occupations that use these strengths (requires downloading materials from ONET to use this tool)—Google search: ONET ability profiler.
The Riley Guide www.rileyguide.com   




                     Put together by a consultant, librarian and author, one of the best “gateway” or “portal” sites to career information (the best one, according to fellow author Bolles). Well-organized and full of very useful links. Particularly noteworthy: salary guide and networking info. Also, the A to Z keyword index is a treasure chest of topics to explore. 
Salary.com, http://www.salary.com , contains all kinds of information relating to compensation. While most of the content is available for a fee, there are several free “wizards.” The Salary Wizard lists salary statistics for hundreds of positions by geographic location. The Cost-of-Living Wizard compares living-cost indexes and salary differentials between any combinations of 300-plus U.S. cities. It also reports the salary adjustment needed to maintain a particular standard of living, and what salary increase or decrease is likely given local market factors.

HIDDEN JOB MARKET 







        Do a Google search “hidden job market” in addition to articles in JobStar.com and Job-Hunt.org..
MEETINGS/CONFERENCES



             SeminarInformation.com and tssn.com
Conventions and conferences are another important component of the information gathering process. Every day, hundreds of conventions and conferences are held around the country, and they are excellent sources of top quality, up-to-the- minute information. You can even tap into the information presented at these conferences without actually attending. Find out if there's a convention covering your subject by consulting The Directory of Conventions. If you find a meeting that interests you, write to the contact listed and request a preliminary program. Usually, these programs give the technical seminars to be presented at the convention, along with the names and affiliations of speakers or panelists. This is important, because these speakers are excellent contacts to interview for information. A conference proceeding is usually printed and made available. If you write for it, you'll have much of the information that was presented at the conference, without the expense of actually attending. Even if you're unable to get either a preliminary program or post-conference proceeding, the directory will still provide you with the name of the organization sponsoring the conference--with a contact for you to interview for the information. You might also be able to get a free one-day guest pass to attend the conference or convention.
NETWORKING 







       Friendster, Ryze, FaceBook.com
FORUMS and DISCUSSION GROUPS  

                                                Google Groups, JobseekersAdvice.com, Monster.com 



       For introverts and shy people who are not good at face-to-face: contact people at the “ask an expert” sites.
CALCULATORS
Salary.com has free Salary Wizard
CNNmoney.com 








                  Has good salary and cost-of-living calculators (type into Google: salary calculator).
Notes on Networking and Mentoring 
Actually, we’ve all networked before. If you ask someone if he knows a good auto mechanic, you’re networking. My impression is that networking is under-utilized, underestimated, and little understood by career seekers. According to some, networking is “the best way to job hunt” and the to find jobs in the “hidden job market.” One stat cited: Eighty-eight percent of job contacts are made through networking. Networking and mentoring have some overlap and commonalities. 
Monster.com has a good networking section.

Q. Why is career networking important in locating a professional career?

Networking Power - A Harvard University press publication "Getting a Job: A Study of Contacts and Careers" found that personal contact or networking accounted for 74.5% of all jobs found by the job seekers studied. 

	Percentage of Jobs Found 
	Employment Source Used 

	74.5 
	Networking 

	9.9 
	Advertising 

	8.9 
	Employment Agencies 

	6.7 
	Other Sources 


Taps into the Hidden Job Market - Networking effectively allows career seekers to tap into the "hidden job market" or known more commonly as the market for jobs which are not advertised. Studies have shown that 43.8% of all jobs found through networking are "newly created" for those who made the effort to place that first call. With E-cv.com we initiate the first contact for you!
There are a number of low-profile (not particularly conspicuous) organizations and websites for mentoring info and programs. (Type “find a mentor” in Google or periodical database for some great info.) Trade organizations and companies may have mentoring programs. No such word as “mentee”—should be “protégé”! 
When seeking a mentor, one article advises don’t approach someone and ask them if they can be your mentor, because they might think you’re stalking them! Instead ask them if you can occasionally turn to them for career advice. Before you do that, use Keith Ferrazzi’s advice.
Read Never Eat Alone by the Michael Jordan of networkers—Keith Ferrazzi. Instead of thinking networking, think of connecting. Learned three things I didn’t know by reading his book. First, you need to network long before you think you need to (make it a lifelong habit). Example of Bill Clinton at party at Oxford while he was a Rhodes scholar. Met American, jotted down where he went to college and other info. When asked what he was doing, Clinton said he was going into politics and wanted to be governor of Arkansas, and was keeping notes on everyone he met. He kept a big collection of file cards of people he met. Second, don’t network to necessarily get something. Be generous, network to give and not necessarily to receive. Seek mentors and seek those you can mentor. Offer helpful unsolicited info. Karma principle. Never keep score. Show vulnerability. Build relationships, and not necessarily having to be close or time-consuming. Third, those networking meetings listed in the calendar of events are a waste of time—a bunch of desperate people (“networking jerks”) exchanging business cards. Instead go to gatherings of important people and activities you are interested in. Ferrazzi uses both a Palm Pilot and a Blackberry to keep track of people. He sends Christmas cards to thousands of people—hires someone to do it for him. He keeps names of people he has never met in his address book—people he hopes to meet, no matter how unattainable it might seem. Key to connecting with people at conferences: prepare a one-page bio, find something in common with that person (school, hobby, hometown, friend)—it works wonders in creating a connection. Locate conferences in your area of interest at tsnn.com and become (in Ferazzi’s words) a “conference commando.” Network with friends and relatives, friends and relatives of friends and relatives, also co-workers: invite a co-worker for a coffeebreak. Never be afraid to ask, as his father is a classic example: Keith’s father asked the CEO for help to get his son into college; his father also asked a lady who had a bike for garbage pickup if he could have the bike.
