
USAWorks@yourlibrary® 
  

One of the highest priorities for elected officials in throughout the country is helping 

jobseekers get back to work. The NJ State Library received a grant form the National 

Telecommunications and Information Administration to provide statewide online 

resources and workshops designed to empower libraries help job seekers.  

 

This Plan of Action will focus on effective strategies to reach job seekers. It will also 

offer ideas to utilize the promotional materials created by the NJ State Library that you 

can download from the ALA website to get the highest impact for your library.  

 

These are the key steps in this action plan:  

1. Assess 

2. Set Goals 

3. Plan 

4. Train 

5. Promote 

6. Evaluate 

 

I. Assess: Where are you now? 

 1. List the Tools and Training your library offer Job Seekers 

 

 Books 

 Workshops 

 Personal Assistance  

 Databases 

 Other 

 

2.   Compile resources list of what other agencies, organizations, associations offer 

for job seekers.  

 

Post to a page on your website, print out list for in-house and outreach, leave at the 

circulation desk. Make sure your library services are listed as well and give out to all of 

your partners. (Share the link with them too so they can link on their website.)  



 

** Tip: Set up a feedback mechanism to find out what job seekers need.  

Even if your library isn’t looking to add resources, you can point people in the direction 

of where they can get help or advise your community partners of the need and see if they 

want to fill it.  

 

 Ask – ask every person you meet who needs help, Is there anything you need that 

might make your search for a job more effective?  

 

 Create simple feedback forms for classes and workshops.  

Don’t just hand it out, give an introduction letting your participants know that you 

are looking to give them the best customer service available and even if the 

library can’t fulfill their wish list, you might know someone who can.  

 

 Leave forms around the library by the computers, in the stacks, etc  

 

 Post easy to use feedback forms online 

 

 Tweet for advice 

 

 Post questions on Facebook, your web and blogs 

 

II. Set your Goals  

What would you like to achieve? List your desired outcomes and how you’ll measure 

your progress. Remember that outputs (numbers) are great but be sure to include some 

outcomes as well.  

 

 

 

 



SAMPLE 

 

Goal:  

Position the library as a “the place” for jobseekers to get help landing a job with the 

public, elected officials and community organizations. 

 

Objectives: 

1. Increase number of jobseekers the library helps.  

Measurement: 

Increase the number of people the library helps to: 

 Set up an email account by [add number or percentage] 

 Fill out an application by [add number or percentage] 

 Conduct an online searches for a job by [add number or percentage] 

 Write an effective resume by [add number or percentage] 

 Take a job seeking workshop by [add number or percentage] 

Increase circulation of jobseeker materials by [add number or percentage] 

Increase use of xx database by [add number or percentage] 

 

2. Partner with community groups to cross promote services  

 Measurement:  

Create partnerships with [list names or number] 

 Have library promotional materials displayed in xx establishments 

 Have xx websites add link to library website 

 Get media placements in xx newsletters 

 Conduct xx outreach events  

 Conduct xx presentations at conferences or meetings 

 Have xx organizations promotional materials displayed in library 

 Have xx links added to library website 

 Place xx stories of partnerships in library’s communication channels 

 Promote xx organizations at library events 



 Have xx organizations give presentations to library staff 

 

3. Create a word of mouth momentum through social and traditional media; 

traditional and guerilla promotional venues; and outreach and partnerships.  

Measurement:  

 Monitor major social networks for retweets, likes, comments, etc. about 

library helping jobseekers. Look for patterns, increases and unique 

movement.  

 Establish feedback mechanism and track how many people uses service 

because of a recommendation of another person, media, promotional 

material, etc. 

 

4. Collect stories that demonstrate how the library is transforming lives by giving 

people the encouragement and hope to pursue a job. 

Measurement: 

 Collect a minimum of two stories that exemplifies how the library helped 

restore confidence for a job seeker who was feeling overwhelmed or 

hopeless 

 Collect a minimum of to stories that exemplify how the library [ fill in the 

blank] 

5. Inform elected officials of the essential role the library has in helping job 

seekers  

Measurement: 

 Share statistics and stories at xx council meetings  

 Invite xx elected officials to attend jobseeker workshops 

 

Other strategy suggestions 

 

 Set up book displays for job seekers 

 Create a “Genius Bar” for job seekers for individual consultations 



 Partner with small business associations to host networking meetings or create a 

display of networking opportunities, job fairs and programs in the library and 

online 

 Host tech talks on how to job search with social media  

 Market certain children’s programs as time to  “Search while your children 

play” Consider putting some “adult” computers in the children’s area so parents 

can work and keep an eye on their kids at the same time. 

 Host inspirational programs on how to thrive through tough times 

 Collect success stories- (make sure they tell how your library has solved their 

problem!) Share these stories with everyone, include in print materials, create 

videos and post online 

 Designate a day as “Free Fax Day”  or make everyday free!  

 Give away coupon for “One Free Photocopying” to anyone who take training 

classes  

 Give away one printed resume on high quality paper to anyone taking training 

 Open a section of the library an hour early for job seekers 

 Offer to mentor a job seeker’s application process reviewing cover letters, 

proofing resumes, suggesting online resources for interview techniques, etc. 

 Provide a flash drive for those regularly using the library computers to seek 

employment.  

 Create bookmarks with information about needed resources to help with bill 

paying, utility rate reduction, food pantries and other social services. 

 

Note:  Many of the suggestions for strategy tips were posted on Webjunction, others were 

suggestions made by participants in the NJWorks@yourlibrary® initiative 

 

III. Plan  

1. Personalize your Brand 

We used njworks@yourlibrary®. Decide if you are going to use your state or town or go 



with a USAworks@yourlibrary®.  Remember to follow the brand guidelines outlined by 

ALA.  

 

2. Determine the target audiences you want to reach 

Which jobseekers will your resources best support? For our initiative we targeted 

underemployed or unemployed workers. The databases and workshop content we were 

offering fit their needs best. We also offered online job searching workshops so added a 

secondary audience for newly graduated college students.  

 

Which jobseekers is your library able to help? 

 

3. Create a simple personality profile for each target audience  

Ask yourself detail questions about the habits of the audience. This will help you begin to 

visualize where you need to go to reach your audience. We made this one up for the 

group we are offering basic workshops for: 

 

 Unemployed/Under employed 

 Limited knowledge of computers or online searching 

 Experiencing financial hardships 

 Facing tight job market 

 Might be losing unemployment benefits 

 Might not have medical benefits 

 Might depend on public transportation 

 Might have children in school  

 Probably has basic cable and cell phone (maybe with Internet access) 

 Other? 

 

Select and download print promotional materials.  

You can get the It’s Time materials online. Choose images that reflect the population you 

are serving. Here’s a listing of what you can get from ALA’s website:  



(You can customize these with your library’s logo or print them out as is.) 

 

 Posters: Use in-house and throughout the community 

 

 Postcards: Consider printing in bulk. To use to promote job seeking programs or 

services just adhere a sticker on back with the details. You can also use these to 

collect feedback from customers by handing them out at workshops and asking 

people to send their comments back to the library.  

 

 Postcard sticker template: We made a template just in case you needed it. 

 

 Bookmarks: Print in bulk and give out everywhere.  

 

 Flyer template: Customize the flyer for any classes you are giving at your library.  

 

 PR template: Insert a quote from your director and you are set to go! 

 

 

IV. Train 
 

Train Your Staff   

Your staff is the key to successful word of mouth marketing. In order to effectively 

spread the word to your customers they need to be in the know on a continual basis.  

 

A simple guideline is to make sure they know who, what, where, when and how. 

 

 Who needs the services 

Job seekers come in all stages. There are those looking to change a career, who 

are about to lose a job, who have recently lost a job, have been out of a job for a 

long time, who need new skills to get a job, who are looking for a transition job 

until their business rehires, etc. Don’t forget about the families of job seekers with 

their own special needs.  

 



 What services are available and where and how can they find them 

Staff needs to know the resources that you are offering. If you have classes 

scheduled or a special program, they need to know those dates.  

 

Give out staff information sheets with the listing of events and update weekly.  

 

Provide staff with handouts. Adhere stickers with the dates of upcoming 

workshops on the post cards or bookmarks or print out the brochure from the 

workshop brochure.   

 

Help your staff articulate your message. Make up a button that says, “We have 

workshops for jobseekers, ask me when” or “It’s time to land that job. Ask me 

how I can help!” 

 

 

Staff Training Tips  

 

 Host “One-Minute” trainings for staff 

 

 Create cheat sheets to help your staff know how to respond to jobseekers in a 

positive and productive manner. (Cheat sheets) 

 

 Train your front-line staff to know about local social service agencies, their hours 

and what they do. (Create Bookmarks) 

 

 

V. Get your message out 

Guerilla Marketing 

Distribute materials and conduct outreach activities where the job seekers are! 

 Unemployment Offices 

 Food Banks 

 GED Testing Centers 

 Retail Outlets 

 Shelters 

 Laundromats 

 Motor Vehicle Offices 



 Local Courts 

 Grocery Stores 

 Popular Employment Street Corners 

 Religious Organizations 

 Ask staff and your customers for ideas and if they want to take materials for you, 

all the better 

 

Grab a laptop, printer and a bullhorn and offer impromptu resume writing or online 

application help at the local convenience store or park 

 

Create some street teams to give out materials. Be sure to tell them any legal restrictions 

such as not placing in mailboxes or on car windshields in the parking lots.  

 

Social Media 

 Push information in bite-sized pieces through all of your social media sites 

 Join other conversations.  

Create a search in Twitter, Facebook and Google for terms related to job seekers.  

Every morning look at the search results. If it’s appropriate, make a comment 

about the services your library offers, a specific workshop coming up or offer to 

include the link your followers. Etc. Use social media to connect conversations to 

your services.  

 

Traditional Media 

 Send out Press releases. You can download a simple template from ALA’s 

website. But don’t stop there. Look for websites where you can post content 

directly.  

 Invite local elected officials to a workshop, take a picture and submit as a  

photo-op to the local media.  

 Have your director write an editorial about the resources available for jobseekers 

 Invite satisfied customers to write letters to the editor thanks he library for their 

help 



 Invite local businesses or organizations to the workshops or to host a workshop. 

Take photos and let them feature in their newsletters. 

 

Go Big! 

 Hang banners on the outside of your library building to reach pedestrians or 

drivers.  

 Find a building that has a flat surface facing heavily trafficked roads and ask if 

you can hang a banner on their building for a year 

 Use vinyl skins on your library vehicles  

 Advertise on local transit buses, trains, etc.  

 Invite talented customers or students to create videos about how your library helps 

jobseekers and post to website and local cable stations 

 

Cross Promote 

You can’t do it alone. Write out a list of the ways a partnership with the library can 

benefit potential partners looking to help jobseekers. Include the ways you can promote 

their agency.  

 

A quick list would look like this: 

 Post links to website  (xx views) 

 Display printed literature inside library (xx views) 

 Mention them before workshops and have materials on a table) 

 Mention in printed newsletter 

 Include links from online newsletter 

 Promote at outreach events 

 

Create a list of potential ways organizations can help you  

  

 Post links to website   

 Display printed literature  

 Mention them before workshops and have materials on a table) 



 Mention in printed newsletter 

 Include links from online newsletter 

 Promote at outreach events 

 

(Be sure to personalize both lists to fit the group you are speaking with.) 

 

When you meet with potential partners, use the list to demonstrate the mutual value for 

both organizations.  

 

 

Suggested Partnerships 

 Department of Labor  

 One-Stop Business Centers 

 Local Chamber of Commerce Organizations 

 Workforce Investment Boards 

 Division of Motor Vehicles 

 S.C.O.R.E. 

 Small Business Association 

 Local Adult and Continuing Education Schools 

 Community Colleges 

 

Strategy Tips to get buy-in from partners 

 

 Have a breakfast for the Chamber of Commerce or local politicians. Explain 

what you’re trying to do for jobseekers. Solicit their ideas and help. 

 Take 15 minutes at a council, library board or community organization 

meetings meeting to talk about what you’re trying to do, solicit ideas, and 

perhaps even get a volunteer or two. 

 Conduct a Job Fair at the library. Ask local employment and workforce 

organizations to have tables and information for job seekers and provide tours of 

your collection and resources related to job seeking. 



 Partner with another organization to offer GED study help and testing in the 

library. 

 Allow temporary employment agencies to come to the library and recruit once a 

month. 

 Offer your meeting rooms to be used by local workforce agencies for workshops 

and help promote the event to your job seekers. 

 Designate a day as “Free Fax Day” or make everyday free!  

 Give away coupon for “One Free Photocopying” to anyone who take training 

classes  

 Give away one printed resume on high quality paper to anyone taking training 

 Open a section of the library an hour early for job seekers 

 Offer to mentor a job seeker’s application process reviewing cover letters, 

proofing resumes, suggesting online resources for interview techniques, etc. 

 Provide a flash drive for those regularly using the library computers to seek 

employment.  

 Create bookmarks with information about needed resources to help with bill 

paying, utility rate reduction, food pantries and other social service 

 

 

VI. Evaluate 
Don’t wait until the end of your campaign to evaluate your campaign. Evaluations help 

you tweak the campaign as you go along. Use the measurements you established in your 

goals but don’t be afraid to drop goals and replace them with new ones if you learn your 

jobseekers have different needs.  

 

 

  

 

 


