RIVERSIDE COUNTY WIA YOUTH PROGRAMS

Skills Attainment Checklist

Participant Name:














Program Staff:





Date Completed:






	BASIC SKILLS
	DOCUMENTATION NEEDED

	· Reading Comprehension

· Math Computation

· Writing Skills

· Speaking Skills

· Listening Skills

· ESL/VESL
	· Post-Assessment(s) (describe):



	· Problem Solving, Reasoning, Decision Making
	

	· Life Skills
	· Monthly Planner                             ( Personal Budget

· Documented Personal Record       ( Bank Information

· Documented Housing Search        ( Personal Filing System

· Documented Utilities Contacts

	WORK READINESS SKILLS
	DOCUMENTATION NEEDED

	· Job Search Techniques
	· Sample Application

· Sample Resume 

· Sample Cover Letter 

· Mock Interview 

· Follow-up, Thank-You Note

· Documented Observation of Three Phone Calls

· Computer Job Search Exercise

· Documented Observation of Dress Attire

	· Labor Market Knowledge
	· Labor Market Test  -or-
· Career Plan

	· World of Work Awareness

· Allocates Resources

· Team Work

· Interpersonal Skills
	· Customized Job Performance Evaluation

	· Career Planning
	· Occupation, Interest, Aptitude Assessment

· Career Plan

· Documented Informational Interviews

· Participation in Community College Information Activity

	· Leadership Development
	· Certificate of Community Service Completion

· Documented Observation of Participant’s Presentation

· Documented Planning and Participation in Personal

      Responsibility Presentations

· Documented Participation in Cultural Diversity Activity

· Written Self-Assessment of Self-Esteem/Positive Attitudinal

       Development

	OCCUPATIONAL SKILLS
	DOCUMENTATION NEEDED

	· Performs Actual Tasks

· Familiarity with Procedures/Tools

· Information Skills

· Technology
	· Post-Assessment   - or-

· Customized Job Performance Evaluation
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YOUTH 448-17 (Rev.4/5/02)

