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SECTION 1: QUICK START ... Q&A

WHAT IS MYCAREERMATCH?

My Career Match is an online personality assessment that offers members knowledge of themselves and
the careers that best match their strengths. It encourages self discovery (who are you; what are you
good at); highlights careers that best suit, and delivers ‘must know’ information about how to write a
winning resume.

WHO ELSE IS USING IT?

One of the most popular online career assessments in Australia today, MyCareerMatch is used by
thousands of secondary schools, colleges, universities, TAFEs, online course providers, career
counsellors, recruitment companies, employers and of course - libraries.

WHO IS IT FOR?

Everyone at sometime needs career and resume help (students deciding what to do when they leave
school; job seekers looking for work or those wanting to change jobs; back to work mums and seniors
re-entering the workforce). If you are asked about career information or how members can write a
great resume you can confidently recommend MyCareerMatch... hundreds of Careers Advisers do.

CAN ANYBODY USE IT?

Yes. It is designed for people of all ages and backgrounds and the survey and career reports are written
in plain English, free of complicated words and technical language. It’s easy to understand and intuitive
to use.

WHAT AGE IS RECOMMENDED?

MyCareerMatch is recommended for members aged 12 years and over with a basic understanding of
English.

HOW LONG DOES IT TAKE TO DO?

MyCareerMatch takes just 15 minutes to complete the online survey. We ask members a few questions
about themselves and how they like to do things, and based on their answers we email them a
personalised Career Report with links to a Professional Resume Guide and Online Resume Builder.
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WHERE DO MEMBERS GO TO START?

Library members can access MyCareerMatch from home, school or the library at anytime via the
internet provided they have a valid library card number. Members login at www.mcmlibrary.com.au
where your library is listed along with all libraries using MyCareerMatch. Members select their library
and start the process.

Your IT people or marketing department will have added a MyCareerMatch banner link to your library
website for members to login - either on your home page or in the online resources section. When the
link is clicked it transfers to the MyCareerMatch home page for members to complete the survey. For

more information about member login, please refer to Section 2 of this Guide.

WHAT INFORMATION DO MEMBERS NEED TO PROVIDE?

Members are asked to enter their name (this will appear on their report); their email address (their
report will be sent there); and their library membership number. If the number is correct they can
proceed to do the survey. If it’s incorrect it asks them to try again.

WHAT DO MEMBERS GET?

After completing the questionnaire Members are asked to select the report they would like to receive.

MyCareerMatch explains what you’re good at and the careers that match your personality type,
including our Top 5 recommendations. To enjoy a successful career, matching your strengths to your
occupation makes much more sense than being in a job that you know is “not you”. Suggested careers
are linked to Job Outlook an Australian Government site specialising in career and employment
information. Ideal if you’re looking for a new direction or a student starting out in search of a career
pathway.

MyResume helps you write a better resume by providing you with personalised content to add to your
resume so than an employer understands your strengths and potential. It lists careers that match your
personality type and has advice on how to write a resume and cover letter, how to read a job advert and
how to apply, and lots more. Included is a 53 page eBook “Rock Your Resume” covering all aspects of
resume writing and, an Online Resume Builder to help you get started.

DO | NEED TO SHOW MEMBERS HOW TO USE IT?

MyCareerMatch is self explanatory, intuitive to use and easy for library members to navigate on their
own from home or the library, using their library membership card to gain free access. You only need
give them the login address www.mcmlibrary.com.au and they will follow the prompts.
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HOW DO CAREER ASSESSMENTS HELP PEOPLE?

Many people need career and resume help at some time in their lives. Most people can’t afford to
engage a professional career counsellor and many schools don’t have the resources to provide this to
their students.

Your library is a place of information for the community and MyCareerMatch helps members:

Make the right decisions about their career and education
Connect who they are with what they love to do

Understand themselves and what motivates them to succeed
Match their natural strengths with jobs that best suit

Write a winning resume

PERSONALISED CAREER ADVICE THAT CAN’T BE ‘GOOGLED’.

There are millions of web sites with career information available free on the web. But none are
personalised for the individual. Using MyCareerMatch, your members will discover careers they would
love and learn how to write a winning resume that will help them get a job interview.
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SECTION 2: MEMBERS’ LOGIN INSTRUCTIONS

TO LOGIN...

Library members can access MyCareerMatch from home, school or the library at anytime via the
internet provided they have a valid card number to authenticate their library membership.

To login and start the survey:
Members can login from the library website or from www.mcmlibrary.com.au

1. To assist members locate the MyCareerMatch link on the library website, library staff will need
to know its location. To help members find this resource MyCareerMatch provides a number of
banners for libraries to choose to display on their website.

2. If Members login at www.mcmlibrary.com.au (see screen shot below) they select their library
from the list of participating libraries and click to start.
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THE JOURNEY BEGINS ... MYCAREERMIATCH HOME PAGE

Once members select their library, they are taken to the MyCareerMatch home page to start the
survey. Here there’s a short introduction to MyCareerMatch explaining how it works and what they’ll
receive. To start the survey, members click the arrow ... ‘Click to Start’.

This is the page that has your unique library code imbedded in it.

You will have received your code when you subscribed to the service. This unique code validates
membership numbers; adds your library / council logo to the cover and a promotional back page to the
report members receive. Your IT or marketing people would have imbedded your code in this page for
tracking member activity.
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JUST RELAX ... QUICK TIPS BEFORE THEY START

This page explains the survey process and gives members an idea of the type of questions they’ll be
asked about themselves. It suggests they take their time to answer the questions and to complete the
survey in one sitting.
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ABOUT YOU ... MEMBERS ENTER THEIR DETAILS

Members are asked to enter their name (this will appear on their report); their email address where
the report will be sent to; and their library membership number.

If the number is correct they can proceed to do the survey. Ifit’s incorrect it asks them to try again.
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SURVEY TIME ... MEMBERS COMPLETE THE SURVEY

Members are now at the beginning of the survey. There are eight (8) sections to complete. They must
complete each section to be able to go to the next.

At the conclusion of the survey, members’ reports will be emailed directly to them. In the same email
they’ll receive download instructions for their Resume Guide and Online MyResume Builder.

www.mcmlibrary.com.au 10| Page
copyright Myprofile Pty Ltd 2012



MyCareerMatch Library User Guide

CAREER REPORT AND RESUME GUIDE EMAILED

The survey takes about 15 minutes to complete and the report is emailed immediately as a PDF to the
members email address.

The email has their personalised career match report attached and a link to download the resume guide
and connect to the online resume builder.

REPORT COVER LOGO AND PROMOTIONAL PAGE EXAMPLE

MyCareerMatch adds your library
and or council logo to the cover of
career reports to identify the
library and promote this service to
members and the community.

There is an opportunity for libraries
to add a page to advertise services
and events run by the library.
These can be updated as required.

www.mcmlibrary.com.au 11 |Page
copyright Myprofile Pty Ltd 2012



MyCareerMatch Library User Guide

HELPFUL BITS ... FREQUENTLY ASKED QUESTIONS

If members have any questions about MyCareerMatch, they can click on FAQ in the left hand menu of
the members section of the website.

This will take them to our “Frequently Asked Questions’ page where everything is explained to them
such as: what the process is; what they will get; why it’s important to know their work strengths; how a
career assessment will help them; and information about the four personality styles and the careers that

suit.
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SECTION 3: PRODUCT INFORMATION

IT’S GREAT FOR MEMBERS

At MyCareerMatch we’ve developed engaging web-based assessments full of real-world career
information. Your members will find MyCareerMatch extremely valuable, equipping them with self-
knowledge about their strengths and personality, their best career pathways and the right words to use
in their resume.

To visit the ‘Join us’ page:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page
Select ‘Join us’ from the left hand menu
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QUICK OVERVIEW ... 7 GREAT REASONS YOU JOINED!

This section outlines many of the benefits provided by MyCareerMatch. Everyone at some stage of their
lives needs career and resume help and the library is ideally placed to offer this service.

To visit the ‘Quick Overview’ page:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page

Select ‘Quick Overview’ from the left hand menu

You can also download an information brochure by selecting ebrochure pdf from the left hand menu
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WHo AMI? ... HOW IT WORKS

This page shows members how the survey works and explains the four career personality styles and the
career paths that match.

To visit the ‘How it Works’ page:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page
Select ‘How it Works’ from the left hand menu
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OUR PRODUCT ... WHAT MEMBERS RECEIVE

MyCareerMatch provides members with their own personalised Career Profile highlighting their
strengths and their ideal work environment; a Resume Guide and free access to MyResume Builder.
Self explanatory, intuitive to use and easy to navigate on their own, MyCareerMatch will serve your
members well.

To visit the ‘Our Product’ page:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page
Select ‘Our Product from the left hand menu
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SECTION 4: PROMOTING TO MEMBERS

RESOURCE CENTRE ... LAUNCH & PROMOTE

To help you promote My Career Match to your members, and to your community, we have a created a
Resource Centre with downloads and artwork for you to use.

To visit the Resource Centre:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page
Select ‘Launch Strategies’ from the left hand menu
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SUGGESTED PROMOTIONAL COPY

You will want to promote MyCareerMatch through your e-Newsletters and on the library or council
websites. Here is suggested copy to add to your website. Make sure the link includes your library
tracking code. To imbed your library tracking code follow the instructions on the Web Banners page or
contact nathan@mycareermatch.com.au if you need help.

My Career Match is a free online career service that provides easy, instant help with your
career and resume. To start login at www.mcmlibrary.com.au . You’ll need your library card
number to access this service for free.

PRESS RELEASE

We've prepared a Press Release template that you can send to your local newspaper and radio
station. Just insert your library details and any other information you think is relevant for your
community. This is a guide only.

To download Press Release :

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on ‘Library Resource Centre’ link at the bottom of the page

Select ‘Launch Strategies’ from the left hand menu.

You will find the Press Release template in ltem No. 9 ‘Media Kit’ on this page.

INTRODUCTION LETTER TO SCHOOL PRINCIPALS

By promoting My Career Match to schools in your area you can provide a valuable tool to help students
discover their perfect career ... and make their first resume a WINNER! You'll find a letter to School
Principals that you can download and send to the Principal or Careers Advisers at your local schools.

To download School Principals letter:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on ‘Library Resource Centre’ link at the bottom of the page

You will find the Download letter to School Principals in ltem No 10. Promote to Students on that page

APPOINT A LIBRARY ‘CHAMPION’

We urge you to place someone within your library to ‘champion’ My Career Match @ Your Library.
You will maximise your subscription and be able to help as many members as possible achieve career
success.
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WEB BANNERS

We encourage you to place links and banners on your website and in your eNewsletters, and have
provided you with web banners and MyCareerMatch logos that you can download and hyperlink. When
you add a MyCareerMatch logo or banner to your library or council website, or feature them in your
newsletters or emails, make sure these are easily found by members.

To download web banners:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on ‘Library Resource Centre’ link at the bottom of the page

Select ‘Web Banners’ from the left hand menu

Select the banner you like and follow the instructions to imbed your library code.
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PRINT MATERIAL

In the Print Material section you will find a selection of DL ‘How to Use’ flyers and other promotional
material you can print up and display in the library — at the front desk and near computers. You can also
print and send to local organisations, job services offices, council offices and schools in your area.

To download Print Material:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page
Select ‘Print Material’ from the left hand menu

Select the flyer or poster you like; download and print.
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USER STATS
To monitor your usage and that of your branches go to your Library Statistics section.

To view your Library Statistics:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on ‘Library Resource Centre’ link at the bottom of the page
Select ‘Library Statistics’ from the left hand menu

Enter your reference number (all upper case) and password (all lower case) to login.
To view stats select a Month or All Months and the Year then click ‘Report’.

(Your reference number and password would have been sent to you with your welcome email when you
subscribed to the program). If you don’t have these, please email nathan@mycareermatch.com.au
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NEED TECH SUPPORT?

MyCareerMatch uses session cookies to track members’ answers for the duration of the survey only.
Once members have completed the survey, the session cookies disappear. Some computer settings may
not allow ‘session cookies’ in which case the security level may have to be re-set. Tech Support shows
you how.

To visit the ‘Tech Support’ page:

Login in at www.mcmlibrary.com.au

Select your library from the list of libraries

Click on the ‘Library Resource Centre’ link at the bottom of the page
Select ‘Tech Support’ from the left hand menu

Follow the instructions to re-set security settings to allow sessions cookies. If you are still having
problems, please contact nathan@mycareermatch.com.au This Tech Support page also appears in the
members’ login section.
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CUSTOMER SERVICE OR ACCOUNTS QUESTIONS ... CONTACT US

We are known for the excellence of our customer service. We will provide you with ongoing help and
assistance to make My Career Match @ Your Library a success. If you have any tech questions or need to
talk to us about your account, please contact:

Nathan Chanesman, CEO 0293324288 nathan@mycareermatch.com.au
Michelle Chanesman, Account Services 0293892800 mish@mycareermatch.com.au
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