
Training



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threads, out-of-date spreadsheets, no-longer-so-sticky notes, and clunky software for managing your 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.*
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The Job Search Trello Board

This is your Job Search 
Board



Training Walk-through

✓Sign-up & Create Account

✓Home Page & Practice

✓Create Your Board

✓Sharing Your Board

✓Manage Job Search



Sign-up & Account Creation

✓Open Web Browser

✓Go to trello.com to begin

✓Click 

✓Or Log-in if you already 

have an account.

http://trello.com


Sign-up & Account Creation

✓To Create Account Plug In:

✓Full Name

✓E-mail Address

✓Password

✓You can also sign-up with 
an already existing Google 
Account



Sign-up & Account Creation

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

INFORMATION.



Home Page & Practice

✓Once you’ve logged in, you will see this home page.  

Click on Welcome Board to 
Practice using Trello before 

creating your Job Search 
Board.



Home Page & Practice

Practice Moving a 
Card to the next List.  
Your Cards are your 

specific Tasks

Use this tab to 
Create a new list. 

Lists are your Stages 
of Progress



Create Your Board

Create 
your New 

Board 

✓Return to the Home Page to create your Job Search 

Board



Create Your Board

Insert the title 
“Job Search 

Board”

Once you’ve titled, 
Click Create



Creating Your Board

This page will 

house your Job 

Search Board.



Creating Your Board - Lists

Begin creating 
your Board by 

adding lists

Add the title 
“Networking” to 

your list



Begin adding and 
naming the 
remaining 

necessary lists

✓ Lists that need to be 
created:

✓ Networking

✓ Prep Work

✓ Opportunities

✓ Applications Out

✓ Follow-Up

✓ Currently 
Interviewing

✓ Not Happening

✓ Offers!!!

Creating Your Board - Lists



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

This will be a list of 
weekly networking 
recommendations

Purpose: 

Examples of 
Goals Include: 

✓ Meetups

✓ Career Fairs

Creating Your Board - Lists



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.

Purpose: 

Examples of 
Goals Include: 

✓ Resume Completion

✓ GitHub Profile

✓ LinkedIn Profile

✓ Assembling References and 
Reference Letters

Creating Your Board - Lists



Examples of 
Goals Include: 

✓ Find 20 Job Opening Per Week

✓ 10 Introductions to Hiring 
Managers per week

All the job descriptions 
you plan on applying to 

OR find interesting.

Purpose: 

Once you’ve added a Card for a Job 
Opportunity to this list, Include a 
link to the Job Description on the 

Card. (see slide 32)

Creating Your Board - Lists



Examples of 
Goals Include: 

✓  10 Applications Submitted per week.

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

here. 

Purpose: 

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

(see slide 33)

Creating Your Board - Lists



Create Your Board

Examples of 
Goals Include: 

If a company has not 
followed up in a week, 
this is where cards are 
moved.  You need to 
follow up with them.

Purpose: 



Create Your Board

Examples of 
Goals Include: 

Here you will move 
Companies or 

Opportunities that you 
are further along in the 

process with.

Purpose: 

Interview Statuses assigned with 
labels. (See Slide 34)



Create Your Board

Examples of 
Goals Include: 

This List is for 
Companies you have 

completed the 
interviewing process 
with and that will not 
result in employment.

Purpose: 



Create Your Board

Examples of 
Goals Include: 

Add the offers you're 
contemplating!!!

Purpose: 



Create Your Board

✓This is the layout of all of your lists once completed.



Sharing Your Board

Click on 
Show Menu

Select Add 
Member



Sharing Your Board

Add your Career 
Director to your Board 

using the Career 
Director’s e-mail address

✓Career Director Information:

✓Jeremy Bergeron

✓ jeremy.bergeron@utexas.edu



Managing Your Job Search  - Cards

Begin adding Cards to 
the lists by selecting 

“Add a card…”



Managing Your Job Search - Cards

✓Examples of Cards



Managing Your Job Search - Cards

✓Examples of Cards, cont’d…



Managing Your Job Search - Cards

✓Examples of Cards, cont’d…



Managing Your Job Search - Comments

To add Comments, 
select a Card

Add the comment in this 
section and then click 

Save Comment



Managing Your Job Search - Linking your Career Director

Click on the @ to 
search for your 

Career Director.

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

Enter the name of 
the Career Director 

to add.



Managing Your Job Search - Job Descriptions

To add a Job 
Description you will 

click on “Edit the 
description”

Insert the link to 
the specific Job 
Description in 

this section

Then click “Save”



Managing Your Job Search - Due Dates

You will add 
deadlines by clicking 

on the card and 
searching for the 

“Due Dates” Button

✓ Due Dates will be used to schedule deadlines for tasks.

✓ Example: Resume completion, Application Follow-up.

Select the Date

Then click “Save”



Managing Your Job Search - Labels

You can begin to 
add Labels to your 
Cards to indicate 
the Current Status 

of each Card.

These are the Labels 
that you will need to 
create:



Managing Your Job Search - Labels

To add Labels Select 
a Card

Click on Labels 
when this screen 

appears.



Managing Your Job Search - Labels

When the Label colors 
appear, click on the 
Pencil to Name the 

Labels.



Managing Your Job Search - Labels

Insert the Name of the 
Label

Once you’ve typed in 
the name, click Save



Managing Your Job Search - Labels

Once you see the title on 
the Label, Click on the 
Label to add it to the 

Card

Once you’ve added the 
Label, it will appear here



Managing Your Job Search - Labels

The Label color 
will now appear on 

the Card to 
indicate Current 

Status

✓ Reminder:  These 
are Labels that 
need to be 
created:


