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This book, or parts thereof, may not be reproduced or used in any form or by any means, electronic or
mechanical, including photocopying, recording, or by any information storage retrieval system without
permission from the publisher. Exceptions are made for brief excerpts used in published reviews. Product or
brand names used in this book are proprietary property of the applicable firm, subject to trademark protection,
and registered with government offices. Any use of these names does not convey endorsement by or other
affiliation with the name holder. Because addresses and telephone numbers of smaller companies change
rapidly, we recommend you call each company and verify the information before mailing to the employers
listed in this book. Mass mailings are not recommended. While the publisher has made every reasonable effort
to obtain and verify accurate information, occasional errors are possible due to the magnitude of the data.
Should you discover an error, or if a company is missing, please write the editors at the above address so that
we may update future editions. It is sold with the understanding that the publisher is not engaged in rendering
legal, accounting, or other professional advice. If legal advice or other expert assistance is required, the
services of a competent professional person should be sought. Includes advice on developing effective
strategies, time planning, and preparing for interviews. Special sections address situations faced by jobseekers
who are currently employed, those who have lost a job, and graduates conducting their first job search. In The
Ohio JobBank, you will find valuable information to help you launch or continue a rewarding career. The
Ohio JobBank will help you to stand out from other jobseekers. While many people looking for a new job rely
solely on newspaper help-wanted ads, this book offers you a much more effective job-search method -- direct
contact. The direct contact method has been proven twice as effective as scanning the help-wanted ads. Basics
of Job Winning Preparation. These are three of the most important elements of a successful job search. Basics
of Job Winning helps you address these and all the other elements needed to find the right job. One of your
first priorities should be to define your personal career objectives. What qualities make a job desirable to you?
Use Basics of Job Winning to weigh these questions. Then use the rest of the chapter to design a strategy to
find a job that matches your criteria. Also included in Basics of Job Winning: We also deal with some of the
unique problems faced by those jobseekers who are currently employed, those who have lost a job, and college
students conducting their first job search. Resumes and Cover Letters The approach you take to writing your
resume and cover letter can often mean the difference between getting an interview and never being noticed.
In this section, we discuss different formats, as well as what to put on and what to leave off your resume. We
review the benefits and drawbacks of professional resume writers, and the importance of a follow-up letter.
Also included in this section are sample resumes and cover letters which you can use as models. The
Employer Listings Employers are listed alphabetically by industry. Each company profile is assigned to one of
the industry chapters listed below. Many of these listings also feature a variety of additional information
including: Positions advertised - A list of open positions the company was advertising at the time our research
was conducted. Keep in mind that The Ohio JobBank is a directory of major employers in the area, not a
directory of openings currently available. Positions listed in this book that were advertised at the time research
was conducted may no longer be open. Many of the companies listed will be hiring, others will not. However,
since most professional job openings are filled without the placement of help-wanted ads, contacting the
employers in this book directly is still a more effective method than browsing the Sunday papers. Special
programs - Does the company offer training programs, internships, or apprenticeships? These programs can be
important to first time jobseekers and college students looking for practical work experience. Many employer
profiles will include information on these programs. Parent company - If an employer is a subsidiary of a
larger company, the name of that parent company will often be listed here. Use this information to supplement
your company research before contacting the employer. Number of employees - The number of workers a
company employs. Company listings may also include information on other U. A note on all employer listings

Page 1

THE MISSOURI JOBBANK (MISSOURI JOBBANK, 3RD ED) pdf
that appear in The Ohio JobBank: This book is intended as a starting point. Keep in mind that while a great
deal of effort has been put into collecting and verifying the company profiles provided in this book, addresses
and contact names change regularly. Inevitably, some contact names listed herein have changed even before
you read this. We recommend you contact a company before mailing your resume to ensure nothing has
changed. Industry Associations This section includes a select list of professional and trade associations
organized by industry. Many of these associations can provide employment advice and job-search help, offer
magazines that cover the industry, and provide additional information or directories that may supplement the
employer listings in this book. The first section explains the fundamentals that every jobseeker should know,
especially first-time jobseekers. The next three sections deal with special situations faced by specific types of
jobseekers: Things Everyone Needs to Know Career Planning The first step to finding your ideal job is to
clearly define your objectives. This is better known as career planning or life planning if you wish to
emphasize the importance of combining the two. Career planning has become a field of study in and of itself.
If you are thinking of choosing or switching careers, we particularly emphasize two things. First, choose a
career where you will enjoy most of the day-to-day tasks. This sounds obvious, but most of us have at some
point found the idea of a glamour industry or prestigious job title attractive without thinking of the key
consideration: Would we enjoy performing the everyday tasks the position entails? The second key
consideration is that you are not merely choosing a career, but also a lifestyle. Career counselors indicate that
one of the most common problems people encounter in jobseeking is that they fail to consider how wellsuited
they are for a particular position or career. For example, some people, attracted to management consulting by
good salaries, early responsibility, and high-level corporate exposure, do not adapt well to the long hours,
heavy travel demands, and constant pressure to produce. Be sure to ask yourself how you might adapt to the
day-to-day duties and working environment that a specific position entails. Then ask yourself how you might
adapt to the demands of that career or industry as a whole. The most common jobseeking techniques are:
However, the Direct Contact method boasts twice the success rate of the others. So unless you have specific
reasons to employ other strategies, Direct Contact should form the foundation of your job search. Millions of
other jobseekers have already proven that Direct Contact has been twice as effective in obtaining employment,
so why not follow in their footsteps? The most important detail is setting up a schedule. Nonetheless, it is
important to have a plan so that you can monitor your progress. When outlining your job search schedule,
have a realistic time frame in mind. If you will be job-searching full-time, your search could take at least two
months or more. If you can only devote part-time effort, it will probably take at least four months. You
probably know a few people who seem to spend their whole lives searching for a better job in their spare time.
Focus on enjoying your beginning your job present position, performing your best on the job, and storing up
energy for when search is to clearly you are really ready to begin your job define your search. Those of you
who are currently unemployed should remember that jobhunting is tough work, both physically and
emotionally. It is also intellectually demanding work that requires you to be at your best. At the same time, be
sure to discipline yourself. The most logical way to manage your time while looking for a job is to keep your
regular working hours. If you are searching full-time and have decided to choose several different strategies,
we recommend that you divide up each week, designating some time for each method. By trying several
approaches at once, you can evaluate how promising each seems and alter your schedule accordingly. Keep in
mind that the majority of openings are filled without being advertised. Remember also that positions
advertised on the Internet are just as likely to already be filled as those found in the newspaper! If you are
searching part-time and decide to try several different contact methods, we recommend that you try them
sequentially. Estimate the length of your job search, and then allocate so many weeks or months for each
contact method, beginning with Direct Contact. The purpose of setting this schedule is not to rush you to your
goal but to help you periodically evaluate your progress. The Direct Contact Method Once you have scheduled
your time, you are ready to begin your search in earnest. Keep in mind, the shorter the list the easier it will be
to locate a company that is right for you. Next you will want to use this JobBank book to assemble your list of
potential employers. Choose firms where you are most likely to be able to find a job. Try matching your skills
with those that a specific job demands. Consider where your skills might be in demand, the degree of
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competition for employment, and the employment outlook at each company. Separate your prospect list into
three groups. The first 25 percent will be your primary target group, the next 25 percent will be your
secondary group, and the remaining names will be your reserve group. After you form your prospect list,
begin working on your resume. Refer to the Resumes and Cover Letters section following this chapter for
more information. Once your resume is complete, begin researching your first batch of prospective employers.
You will want to determine whether you would be happy working at the firms you are researching and to get a
better idea of what their employment needs might be.
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