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Job Seekers Tasks
Welcome!  The Barrington Career Center and Career College lay out very specific steps for job seekers to take-a path 
that will lead to a job.  The Barrington Area Library and/or your local library have resources that intersect with that path 
to help you succeed.

Search
Confidence
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Create/Review

Resumes
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Interviewing!
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Use the Library’s Resources To:
Find Company Profiles, Financial Information and Industry Information

Create Targeted Lists of Companies 

Take Online and Video Courses

Review Your Job Search Skills:  Resume Writing, Interviewing, etc.

Have Your Resume Reviewed



Databases
Access company profiles, financial information, 
industry profiles, market research and more.

Create targeted lists of companies.

Available at the Barrington Area Library or from 
anywhere with a Barrington Area Library card.

Check with your home library to see what databases 
they offer.

balibrary.org > databases > Business and Careers



Databases-Business and Careers

Data Axle (Formerly 

ReferenceUSA)

LexisNexis

Mergent Intellect



Data Axle (Formerly ReferenceUSA)
The U.S. Business database contains a total of 64 million 
businesses including 16 million verified and 48 million 
unverified. The database is updated weekly and Data Axle 
continually contacts businesses for the most up-to-date 
information.

The U.S. Jobs/Internships database lists more than two 
million job opportunities.

Find over one million Physicians and Dentists, over two 
million Consumers, 16 million New Movers/Homeowners 
and more than two million New Businesses.  Canadian 
Business and White Pages are included as well.

Don’t forget to click on Webinars at the top of the page 
for classes on how to search and how business owners 
and job seekers can use Data Axle.



Data Axle-Advanced Search



Data Axle-Add Search Criteria
To select search filters, check the boxes on 

the left menu that you would like to use in 

your search. The most commonly used are: 

keyword/SIC/NAICS, major industry group, 

geography, business size, ownership.

Once you check these filters, they will 

appear in the main column in the middle of 

the screen. Enter your search terms into 

these boxes.  

When you are finished, you can check the 

number of companies in your search by 

clicking the blue UPDATE COUNT button on 

the right.  To see the list of companies, click 

the green VIEW RESULTS button.



Data Axle-Results

Select all on this page.

Sort by clicking on any 
blue header.

Download up to 250 
records at a time to an 
Excel File.  If you have 
more than 250 
companies, you can rerun 
the search and start with 
the next batch of records.

Remember, you 
must do this for 
each page!



Data Axle-
Download Records



Data Axle-
Create Excel 
Spreadsheet



Data Axle-Recap
1. Go to the library’s website:  balibrary.org
2. Click on the databases tab
3. Click on Business and Careers
4. Click on Data Axle
5. Enter your library card number
6. Click on U.S. Businesses
7. Click on Advanced Search
8. To select search filters, check the boxes 

on the left menu.
9. Enter your search terms in the boxes that 

appear in the middle of the screen.
10. On the right, click the blue update count 

button to see the number of companies.

11. To see the list of companies, click the green 
VIEW RESULTS button.  Your goal is to have a 
list of 50-250 companies.
12. To download, check the box next to 
Company Name (blue bar).  You must do this 
for each page up to the 250 record limit.  Then 
click download.
13. In Step One, select Excel as your file format.
14. In Step Two, select Custom as your level of 
detail.  Click on the fields you’d like added to the 
standard list, such as phone number, website, 
etc.  Click Download Records.
15. Open your spreadsheet to work with the 
data and/or save it to your desktop/device.



Data Axle-U.S. Jobs/Internships

Data Axle partnered with indeed.com to 
produce this jobs database.  Fill in the fields 
above with your job title, salary 
requirements and location and click the 
blue VIEW RESULTS button.

Apply online by clicking on the job title and/or 
click on the name of a company to view 
company information.



Mergent Intellect

NORTH AMERICAN DATABASE

Over 70 million US private businesses
Over 3.5 million Canadian private businesses
Over 6500 US public companies
Over 12 million home based businesses

GLOBAL DATABASE

Over 245 million global private businesses

RESIDENTIAL / LOCAL BUSINESS DATABASE

Over 250 million North America residents
Over 30 million businesses

INDUSTRY DATABASE

Access to over 900 industry segments 
via First Research

EXECUTIVE DATABASE

Over 90 million executives details 
including contact information and 
biographies

balibrary.org > databases > Business 
and Careers > Mergent Intellect



Mergent Intellect-Main Search Page

Check out New Businesses by State.

Job listings by indeed.com only by 
searching company name.

Use Advanced Search to create targeted 
lists.

Use First Research for industry 
information.



Mergent Intellect-Add Criteria-Generate Results

Criteria includes, location, industry, size and 
financials.  Records can be downloaded to 
Excel.

Option to limit to minority or 
women-owned businesses.



Mergent Intellect-First Research Industry Reports

First Research delivers clear, consistent 
and timely industry intelligence via:

News & social content and daily alerts

Nearly 500 industry profiles

Call Prep Sheets to quickly prepare for 
sales calls

State profiles to monitor monthly 
employment, business and real estate 
trends in each of the 50 states



LexisNexis

News, business, and legal information 
including coverage of over 44 million U.S. 
and international companies, case law, 
statutes, and regulations, and access to over 
1,000 national, regional, and international 
news publications.

From the Menu, select Company Dossier.

balibrary.org > databases > Business and 
Careers > LexisNexis



LexisNexis-Create a Company List
Search by Sales Revenue, Number of 
Employees, SIC/NAICS.

If you don’t know the SIC, you can do a 
look-up and it will automatically populate 
the field when you click OK.

Use the Geographic Information section 
to limit by Country, State, Cities, or Zip 
Codes.

Click on the blue CREATE button.



LexisNexis-Customize Your List

Click the blue CUSTOMIZE button to see all your results.



LexisNexis-Choose the Fields for Your List

Choose how many records you’d like 
returned and in what order.

Select which fields you’d like to appear 
in your list.

Click the blue UPDATE button.



LexisNexis-Download Your List

Click the blue DOWNLOAD Button and choose Excel or CSV file. Open the file and you will have your 
company list.



LexisNexis-Executive Contact Information
Choose Company Dossier from the Main Menu

Type in a Company Name

Click on the Company

Click on Company Information

Use both Executive Contacts

and Professional Contacts



LexisNexis-Executive/Professional Contacts Results



Contacting Human Resources Directly
Data Axle

Advanced Search

Executive Title=Human Resources 

and Human Resources Executive

Keyword/SIC/NAICS

Geography

Mergent Intellect

Advanced Search

Executive Criteria

Job Title=Human Resources

Director and Human Resources 

Manager

Geography

Industry

LexisNexis

Company Dossier

Executive

Create an Executive List

Specialty=Human Resources

SIC/NAICS

Geography



Other Databases
Business Searching Interface 
Access more than 1,150,000 
company profiles, company 
financials, industry profiles, 
market research, & SWOT 
analyses.

Business Source Complete 
Comprehensive searching of 
over 1,800 trade journals & 
general business magazines, 
case studies, and books.  Read 
articles from current business 
magazines.

S&P Net Advantage 
Business and investment information with 
full-text of S&P's Industry Surveys; Stock 
and Mutual Fund Reports; The Outlook and 
more.

Books 24x7 
E-books from top information technology 
and business publishers on web 
development, graphic design, programming, 
e-commerce, marketing, management, and 
other topics.



Learn about a company with 30-50 page

Company Profile reports

Read articles from current business magazines

Keep up on industry trends with S&Ps

Industry Surveys



Online Learning



The Careers College

A career services program that provides online job search 
courses and tools along with a virtual career resource 
center dedicated to helping job seekers, college 
undergraduates and graduates, and individuals in 
transition land the ideal job in any economy.

Of special interest are the checklists, resume templates,  
and sessions on interviewing strategy and preparation.

balibrary.org > databases > online learning > The Careers 
College



Adult Learning Center

Get help with Excel, Word and PowerPoint.

Use the Career Resources.

Have your resume reviewed.

balibrary.org > databases > online learning > 
Adult Learning Center > Adult Learners 



Adult Learning Center
Connect with a live expert to 
learn MS Word, Excel or 
PowerPoint.

Check out the Career Resources 
section to start your job search.

Once you have prepared a draft 
of your resume, simply upload it 
and your edited resume will be 
returned within 24 hours.

Once you have received your 
resume, you can get live help 

from and online instructor.



LinkedIn Learning (Formerly Lynda.com)
LinkedIn Learning provides access to more than 16,000 
premier technology, business, and management videos.

Topics include finance and accounting, HR, marketing, 
project management, sales and more.

There are also creative topics such as graphic and web 
design, animation, and video production.

Technology videos include network administration, app 
development and cloud computing.

Just choose a topic and view the videos to enhance your 
current skills or learn new ones.

balibrary.org > databases > online learning > LinkedIn 
Learning



Gale Courses Barrington Area Library cardholders can enroll in 
courses ranging from beginning drawing to 
accounting & finance. If you don’t have a 
Barrington card, check with your home library to 
see if they subscribe to Gale Courses.

Courses are offered once a month, span 6 weeks, 
and are led by an expert instructor who will be 
responsive to each student's learning needs.

You can interact with the instructor and other 
students in the Discussion Area.

There are exams and you will receive a certificate 
of completion after passing the final exam.

balibrary.org > databases > online learning > Gale 
Courses



Other Resources
Create a text-only version of your resume: http://www.glassdoor.com/blog/typo-resume/ 

Job applications:  http://jobsearch.about.com/od/jobapplications/a/jobapplicationguide_3.htm

Free classes at Coursera, Edx, Alison and Udemy

Saint Hubert Job and Networking Ministry:  offers free, non-denominational workshops 

open to all occupations.

Willow Creek Care Center:  https://www.willowcreekcarecenter.org/en/get-help/employment

Illinois WorkNet video series on YouTube:  http://www.youtube.com/user/illinoisworknet

http://www.youtube.com/user/illinoisworknet


Barrington  Area Library
Books:  Resumes, Cover Letters, Interviewing Skills, LinkedIn, etc.

Website/Databases/E-Content: balibrary.org

Address: 505 N. Northwest Highway, Barrington, IL 60010

Phone: 847-382-1300

Text during regular business hours:  (847) 393-4542 [(847) 393-4LIB]

One-on One Appointments: Make an appointment for additional assistance

Email: adultservices@balibrary.org, kmills@balibrary.org, sadams@balibrary.org

Hours:
9am-9pm Monday – Friday
9am-5pm Saturday
1pm-5pm Sunday


