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The Job Search Trello Board

What is Trello?

Trello is the free, flexible, and visual way to organize anything with anyone. Drop the lengthy email
threads, out-of-date spreadsheets, no-longer-so-sticky notes, and clunky software for managing your
projects. Trello lets you see everything about your project in a single glance.

*Using Trello is likely something you will use in your next job, so we want to teach it here.*

Project and Task-Management Tool
Trello Hits 5 Million Users ,, ., ... -0/

Trello, The Digital Whiteboard, Tops 7M Users

by Jordan Crook (@jordanrcrook)

LiquidPlanner vs. Trello: 2 Top-Rated
Project Management Apps Face Off

BY MOLLY K. MCLAUGHLIN OCTOBER 6, 2015 @8 1 COMMENT



The Job Search Trello Board

Job Search Board Outcomes <« & Team Visible Calendar

®

Networking Prep Opportunities Applications Out Follow-Up

Add cards or checklists with items
you need to take care of BEFORE
your search. Once something is
Complete, Label in Purple and attach
or link to final document.

G5 204

List of weekly networking
recommendations

All the job descriptions you plan on
applying to OR find interesting. Goal:
20 Per Week. Include Link to Job
Description in "description” and Due
Date of When you will apply

All applications you've submitted or
companies that have received your
resume. Remember to Change your
Due Date to 1 week post submission.
Goal 10/\Week

It a company has not followed up in a
week - this is where cards are moved.
You heed to follow up with them.

Meetups

Add a card...

E—
Vlacom

T
Dunkin Donuts

L
Resume

= @Feb13

Pepsi

_—_—
American Express

Github "cleaned up”
@ Feb 21

Disney
= @Feb 10

Jetblue

Add a card...

Add a card...

Add a card...

Team Visible

30 second pitch

(=Rl @ Feb 1|

Currently Interviewing Not Happening ® Offers! &

Companies/opportunities you're
further along in the process with.
Interview Statuses assigned with
labels.

Companies you're finished the
process with.

Hefrences Add the offers you're contemplating!!!

@ Feb 2

Add acard...

Add a card...

GaP
=1

Viewpost

Add a card...

This is your Job Search
Board

Tallan
=1

Add a card...



Training Walk-through

v Sign-up & Create Account
v Home Page & Practice

v/ Create Your Board

v’ Sharing Your Board

v Manage Job Search



Sign-up & Account Creation

v/ Open Web Browser

/' Go to trello.com to begin

/' Or Log-in if you already

€« > C https://trello.com

B 7rellr

Trello is the free, flexible, and visual way to
organize anything with anyone.

Drop the lengthy email threads, out-of-date spreadsheets,

no-longer-so-sticky notes, and clunky software for
managing your projects. Trello lets you see everything
about your project in a single glance.

=Y SignUp-It'sFree.

= Login...

have an account.



http://trello.com

Sign-up & Account Creation

v' To Create Account Plug In:
v' Full Name

&« - C |r https://trello.com/signup

& E-mail Address Create a Trello Account

Name

Jonathan Medina

v’ Password

Email

jonathan.e.m.a@knights.ucf.edu

v’ You can also sign-up with _—

an already existing Google e
Account

Already have an account? Log in.




Sign-up & Account Creation

[ Error | Trelio

€« => ' https://accounts.google.com/ServiceLogin?passive="12096008&continue=https:/faccounts.google.com/ofoauth2 fauth?openid.reaim%3Dhttps:{/trello.com*26scope%3Dopenid*%2 Bemail%2Bprofile... I =

Google

Sign in with your Google Account

&
S

Enter your email

Need help?

Create account

One Google Account for everything Google
GMERD L &V €

TO SIGN-UP WITH GOOGLE ACCOUNT: FOLLOW THE PROMPT LEADING
YOU TO THE GOOGLE SIGN-IN PAGE AND ENTER YOUR LOG-IN
INFORMATION.

About Google  Privacy Terms Help



Home Page & Practice

v Once you’ve logged in, you will see this home page.
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- m.lnnathanhlndlna @ N

§7 Starred Boards

A My Boards

Welcome Board
Create new board...

-

Create a new team... \

Click on Welcome Board to
Practice using Trello before

creating your Job Search
Board.




Home Page & Practice

([ Boards 0o + m JonathanMedina @ A

Welcome Board & & Private -+ Show Menu

Stuff to try (this is a list) ® Tried it {another list) © Add a list...

This is a card. Drag it onto "Tried It”
to show it's done.

Add a card...

e @
J¥L

Cards do many cool things. Click on

Use this tab to

this cIa:'d to open it and learn more... P . M . Cr eat e a n eW Ii St.

Add all the cards and lists you need. raCtlce OVI ng .a LiSts are your Stages
Card to the next List. of Proaress

Add members to a board (via the g

2:{:1;3:;} to collaborate, share and You r Ca rd s a re yo u r

You can also see board activity, SpeCiﬁC Tas kS

change the background and more.

Use the + in the top menu to make
your first board now.

There's lots more magic...

Add a card...
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€& - C & https://trello.com

- m.lunaEanMadna @ N

57 Starred Boards

A My Boards

Welcome Board
Create new board...
Create a new team... \
Create

your New
Board




Create Your Board

+ m.lnnaﬁmnﬂadna @O N

7 Starred Boards

2 My Boards

Welcome Board Create Board *

Insert the title
Job Search Board I‘\\z llJob SearCh

Team

n
Cyiiia & TR aET. Teams make sh_anng and working 'imthm a Boa rd
group even easier. It doesn't look like you

are a member of any teams.Create a team.

& This board will be Private. Change.

\-

Snce you've titled,
Click Create



Creating Your Board

(@ Boards Jo + [ sonathanmedna @ 0

Job SearchBoard & Private

Add a list... JM

2

£ Add Members...

. Change Background

% Filter Cards

This page will

<7/ Power-Ups

(7 Stickers

house your Job

Jm Jonathan Medina changed the background
e a rc O a r - of this board a few seconds ago

Juv Jonathan Medina created this board
a few seconds ago

View all activity...



Creating Your Board - Lists

Job SearchBoard & Private

Begin creating

your Board by [e== 2
adding lists  |pere——

Add the title
“Networking” to
your list



Creating Your Board - Lists

v  Lists that need to be
created:

(@ Boards Jo + m Jonutiun Medng. ©

W rello Fal
S o = " Networking

JM
=

ryrorr v Prep Work

. Change Background
¥ Filter Cards

5 ol v’ Opportunities

(7 Stickers

Begin adding and

e More

: v’ Applications Out
namlng the = Activity

Jm Jonathan Medina added Natwoﬂ-ting to
this board a few seconds ago

remaining s mrs s ooy, FONNOW=UP
necessa ry I ists of this board 4 minutes ago

Jv Jonathan Medina created this board
4 minutes ago

v’ Currently
Interviewing

View all activity...

v Not Happening
v Offers!!!



Creating Your Board - Lists

Each list has a purpose and there will be Weekly Goals assigned to each list.

Networking
Add a card...
Purpose: L. will be a list of
Examples of weekly networking
Goals Include: recommendations

v’ Meetups

v/ Career Fairs



Creating Your Board - Lists

Prep

Add a card...

B .
Urpose Add cards or checklists

with items you need to

take care of BEFORE
your search.

Examples of
Goals Include:

Once something is
Complete, Label in
Purple and attach or link
to final document.

v" Resume Completion
v' GitHub Profile

v LinkedIn Profile

v Assembling References and
Reference Letters



Creating Your Board - Lists

Opportunities

Add a card...

Purpose: _ L.
All the job descriptions

you plan on applying to
Examples of OR find interesting.
Goals Include:

v Find 20 Job Opening Per Week

v' 10 Introductions to Hiring Once you've added a Card for a Job

Managers per week Opportunity to this list, Include a
link to the Job Description on the

Card. (see slide 32)



Creating Your Board - Lists

Applications Out

Add a card...

Purpose:

All applications you've
submitted or companies
that have received your
resume will be recorded
Examples of here.

Goals Include:

v 10 Applications Submitted per week.

Remember to Change your Due
Date to 1 week post submission.

(see slide 33)



Create Your Board

Follow-Up

Add a card...

Examples of

Goals Include:

Purpose:
If a company has not

followed up in a week,

this is where cards are
moved. You need to
follow up with them.



Create Your Board

Currently Interviewing
Add a card...
Purpose:
Here you will move
Companies or
Opportunities that you
are further along in the
Examples of process with.

Goals Include:

Interview Statuses assigned with
labels. (See Slide 34)



Create Your Board

Not Happening

Add a card...

Examples of

Goals Include:

Purpose:  This List is for
Companies you have
completed the
Interviewing process
with and that will not
result in employment.



Create Your Board

Offersl!!

Add a card...

Purpose:

Add the offers you're
contemplating!!!

Examples of
Goals Include:



Create Your Board

Networking @ Prep @ Opportunities @ Applications Out
Add a card... Add a card... Add a card... Add a card...

Follow-Up ] Currently Interviewing Not Happening (] Offersil! ] Add a list...
Add a card... Add a card... Add a card... Add a card...

v’ This is the layout of all of your lists once completed.



Sharing Your Board

+ m.lnnaﬂlanmadm il

Click on
Show Menu

-« Show Menu

Offers!l! ® Add a list...

Add a card...

Not Happening @ Offers!!!

JM
Add a card...

Add a card...
& Add Members...

. Change Background

Select Add ¥ Filter Cards
Member </ Power-Ups
(7 Stickers
- More

‘= Activity



Sharing Your Board

-+ m Jonathan Medina

Menu

Not Happening Offers!l! JM

Add a card... Add a card... b

& Add Members...
Members
Add your Career [
Director to your Board e

using the Career Nirapulls

Director’s e-mail address

Invite people by giving them a special
link...

v Career Director Information:
v Jeremy Bergeron

v/ jeremy.bergeron@utexas.edu



Managing Your Job Search - Cards

Networking p @ Opportunities @ Applications O ut @ Follow-Up

[[] Boards

Job SearchBoard i ©& Private

Networking

Agd a card...

Begin adding Cards to

the lists by selecting
“Add a card...”



Managing Your Job Search - Cards

v' Examples of Cards

Prep &

Networking Opportunities ®
All the job descriptions you plan on
applying to OR find interesting. Goal:
20 Per Week. Include Link to Job
Description in "description” and Due
Date of When you will apply

Add cards or checklists with items ~
List of weekly networking you need to take care of BEFORE

recommendations your search. Once something is

Cﬁﬂ'lpl&t&, Label in F"LII'p|E and attach
' Meetups

or link to final document.
Add a card...

Github "cleaned up”
©1 @Feb21

Linkedin
= @Feb29

30 second pitch

o1 CEE

References

= CEB

Add a card...




Managing Your Job Search - Cards

v Examples of Cards, cont’d...

Applications Out ® Follow-Up @ Currently Interviewing

A” appllcaﬂﬂns Fﬂu'v& EUHHIHEH C ""r- If a CDE‘I’IDEI‘I}:’ haﬁ H'D'I fD"ﬂWEﬂ Up in a [:Dm pmies{n ppnnuniﬂes '!,Ir'DU.rE‘
companies that have received your week - this Is where cards are moved. further along in the process with.

resume. Remember to Change your You need to follow up with them. Interview Statuses assigned with
Due Date to 1 week post submission.

Goal 10/Week

labels.

=ty
Dunkin Donuts

= 1

Fublix

Pepsi

L
American Express

Jetblue

Add a card...
Addacard...




Managing Your Job Search - Cards

v Examples of Cards, cont’d...

Not Happening ® Offers! ©

Companies you're finished the Add the offers you're contemplating!!!
process with.

Add a card...

Add a card...




Managing Your Job Search - Comments

To add Comments,
Networking SeleCt d Card

List of weekly networking
recommendations

EJ Meetups in list Networking
Labels Add

¢ Labels

—

Meetups

= Edit the description...
[¥i Checklist

Add a card...
2 Add Comment

@ Due Date

dM | Write a comment...
# Attachment

2/
Actions
Save Comment
-+ Move

‘= Activity & Copy

Jv Jonathan Medina added this card to Networking 7 minutes ago <= Bubscribe

Add the comment in this m—
section and then click
Save Comment




Managing Your Job Search - Linking your Career Director

Once you’ve written a comment you can tag your Career Director to see the comment.

&2 Vlacom in list Opportunities

Labels Last Updated Add CIiCk On the @ tO
+ Feb 5 at 10:50 AM & Members SearCh for your
Description Edit o Career DireCtOr.

Insert job description link
[/ Checklist

2 Add Comment @ DueZ

J This is a comment. # Attachment

2 @ @ B8 )
Actions

Activity

n Allison Chestan (allisoncheston)

J Jamie added this card to Opportunities Jan 26 at 11:47 AM

Enter the name of
JC  Joseph Cardin (josephcardin) th e Ca ree r Di reCto r
RC Ricky Cuellar (rickycuellar1) tO add °

S Sbharkan (sbarkan)

Mention All Board Members (5)

J  Jamie (jamie92207979) =




Managing Your Job Search - Job Descriptions

To add a Job
Description you will
click on “Edit the

& Google in iist Opportunities 4 /

S

= Edit the description...

> Add Comment

JM | Write a comment...

2 ® © H

Save Comment

‘= Activity

Jw Jonathan Medina added this card to Opportunities a few seconds ago

description”

Add

£ Members
& Labels

[/ Checklist
@ Due Date

@ Attachment

Actions

-+ Move

& Copy

© Subscribe

= Archive

Share and more...

Insert the link to
the specific Job
Description In

this section

EJ Google in list Opportunities /

Insart link to Job Description

X -

(= AddCor .ent

JM Write a commaat...

Save Comment

‘= Activity

Formatting help
2 @ @ B

Jwm Jonathan Medina added this card to Moportunities 4 minutes ago

Then click “Save”

Add

& Members
& Labels

[ Checklist
@ Due Date

@ Attachment

Actions

- Move

& Copy

< Subscribe

& Archive

Share and more...



Managing Your Job Search - Due Dates

EJ Meetups in list Networking .
o » You will add
¢ & Members deadlines by clicking
= Edit the description... @ Labela on the Card and
[ Checklist 1
e _ searching for the
@ Due Date —— I/} n
Wbhamcomment Due Dates” Button
# Attachment
Change Due Date X
Actions
Save Comment Date Time
-+ Move
— — Select the Date . | 292016 12:00 PM
Jm Jonathan Medina added this card to Networking 7 minutes ago = Subscribe Prev February 2016 Next
B Archive Su Mo Tu We Th Fr Sa

1 2 3 e ] (5]

7 ] “ 10 | 11 12 | 13

° /4 n
Then CIICk Save 14 15 16 17 | 18 | 19 | 20

Share and more...

21 | 22 | 23 24 25 26 27

28 | 29

Remove

v" Due Dates will be used to schedule deadlines for tasks.

v' Example: Resume completion, Application Follow-up. <7 Enable the Galendar Power-Up!

You'll get a calendar view of your cards and
an iCal feed. Wool




Managing Your Job Search - Labels

These are the Labels
that you will need to

Technical Becruiter’/ HR Sched.::

Hiring Manager Interview Sche...
Complete

Coding Test Scheduled

Technical Recruiter /. HR.Gompl...

Heference Checks

Hiring Manager Interview Com...

Coding T{gs_t Complete

You can begin to
add Labels to your
Cards to indicate
the Current Status
of each Card.

Currently Interviewing

Companies/opportunities you're
further along in the process with.
Interview Statuses assigned with
labels.

: L1 1
Viewpost

Tallan
&1

Add acard...




Managing Your Job Search - Labels

To add Labels Select
a Card

MNetworking

List of weekly networking
recommendations

Meetups

(=2 Add Comment

Click on Labels
when this screen
appears.

UCF CODING BOOT CAMP A1




Managing Your Job Search - Labels

When the Label colors

Meetup .
N . appear, click on the
Members Pencil to Name the
Add Commen t i Labe|s
‘b.-.‘, 1
Activity
onathan Me g
i |

UCF CODING BOOT CAMP A1



Managing Your Job Search - Labels

Insert the Name of the
Label

Once you've typed in
the name, click Save

UCF CODING BOOT CAMP A1




Meetups

Add
Members
Add Comment
Labels
JM
Activity
Jv Jonathan Medina added this card to Networking
Add
Members
Checklist
Add Comment
Due Date

Attachment

Actions

Move
Activity Copy

Jwm Jonathan Medina added this card to Networking 7 utes Subscribe

Archive

UCF CODING BOOT CAMP A'“ V]« ;



Managing Your Job Search - Labels
v Reminder: These

Networking are Labels that
— need to be
Meetups created:

GoldiQutreach

Add a card...

Technical Recruiter/HR Sched.™

Hiring Manager Interview Sche...

The Label color

Complete _

the Card to = N o
. . Technical Recruiter/ HR' Compl::
indicate Current
Status Reference Checks

Hiring Manager Interview Com...

Coding Test Complete

UCF CODING BOOT CAMP




