WORK READINESS SKILLS

	Goal

Code
	Work Readiness Skills
	Pre-Assessment of Skills
	Post-Assessment of Skill Attainment

	Job Search Techniques – Pre Employment

	012
	· Completes application to highlight skills, experience, and personal information pertaining to the job opening
	Work Readiness

Pre-Assessment
	· Completion of sample application.  Copy to be included in participant’s portfolio with score sheet.

	012
	· Prepare resume that summarizes skills and experience related to the targeted job or career
	
	· Preparation of a sample resume.  Copy to be included in participant’s portfolio with score sheet.

	012
	· Write a cover letter, which highlights the most important qualifications for the job, shows interest in obtaining the job and calls for action.
	
	· Preparation of a sample cover letter.  Copy to be included in participant’s portfolio with score sheet.

	012
	· Develop interviewing skills, which promote personal skills, previous experiences, and transferability of skills when changing jobs or careers.
	
	· Completion of a mock interview and critique of interview by interviewer using established criteria.  Score sheet to be included in participant’s portfolio.

	012
	· Follow up after the interview to express appreciation, recap ability to do the job and express interest in the job.
	
	· Preparation of a sample follow-up, thank-you letter.  Copy to be included in participant’s portfolio.


	012
	· Develop appropriate telephone skills for employer contacts, interviews, and follow up activities.
	
	· Documented observation by a program staff person of the participant’s phone calls to employers.  Must observe a minimum of three phone calls.  Documentation included in participant’s portfolio.

	012
	· Use variety of job search techniques to identify potential job openings.  Use computer technology to conduct job search activities and apply for job openings.
	
	· Completion of an exercise(s) to demonstrate ability to use computer technology for job search. Copy included in participant’s portfolio.


	012
	· Presents good hygiene and appropriate attire for interviewing.
	
	· Documented observation of participant’s dress attire on at least three separate occasions.  Documentation included in participant’s portfolio.

	Labor Market Knowledge – Pre Employment

	010
	· Use labor market information to decide on career opportunities, which align with personal values, skills and income needs
	
	· Labor Market Information Test –OR- 
· Development of a career plan based on research and documentation of assessments/resources/activities. Test or Career Plan included in participant’s portfolio.
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	Goal

Code
	Work Readiness Skills
	Pre-Assessment of Skills
	Post-Assessment of Skill Attainment

	World of Work Awareness – Job Retention

	009/017
	· Understand organization’s expectations for attendance and adhering to work schedules (at work when scheduled, notifies when absent, arranges for time-off in advance, and completes appropriate vacation/day off forms).
	Work Readiness

Pre-Assessment
	· Completion of a “customized” performance evaluation by either a work-site supervisor or unsubsidized job supervisor. Evaluation included in participant’s portfolio.

	009/017
	· Understand organization’s expectations for punctuality and adheres to them.  Arrives on time for work, takes and returns from breaks as scheduled, and calls supervisor prior to being late.
	
	

	009/017
	· Understand organization’s expectations of timeliness for task completion or product delivery and manages time accordingly.
	
	

	Allocates Resources – Job Retention

	017/009
	· Understands organization’s expectations for attendance and adhering to work schedules (at work when scheduled, notifies when absent, arranges for time-off in advance, and completes appropriate vacation/day off forms).
	
	

	017/009
	· Understand organization’s expectations for punctuality and adheres to them.  Arrives on time for work, takes and returns from breaks as scheduled, and calls supervisor prior to being late.
	
	

	017/009
	· Understand organization’s expectations of timeliness for task completion or product delivery and manages time accordingly.
	
	

	017
	· Manage multiple tasks or responsibilities, prioritizing work activities and scheduling work accordingly.
	
	

	Team Work – Job Retention

	018
	· Demonstrate speaking, listening, writing and social skills to participate as an effective team member.
	
	

	018
	· Understand the impact of one’s work on others and the final outcome.
	
	


work readiness Skills

	Goal

Code
	Work Readiness Skills
	Pre-Assessment of Skills
	Post-Assessment of Skill Attainment

	Interpersonal Skills – Job Retention

	020/018
	· Demonstrate speaking, listening, writing and social skills to participate as an effective team member.
	Work Readiness

Pre-Assessment
	· Completion of a “customized” performance evaluation by either a work-site supervisor or unsubsidized job supervisor.  Evaluation included in participant’s portfolio.

	020
	· Ask for feedback on performance or input for task completion.
	
	

	020
	· Interact appropriately with persons of authority and responds appropriately to workplace requests.
	
	

	020
	· Interact with co-workers in a professional manner.
	
	

	020
	· Respond appropriately to customer requests.
	
	

	020
	· Resolve conflicts with persons of authority, co-workers, and customers in the appropriate manner.
	
	

	020
	· Respond appropriately to written and oral instructions in the workplace
	
	

	020
	· Exert a high level of effort and perseverance toward goal completion, work hard to learn new tasks.
	
	

	020
	· Seek out information to improve skills and performance.
	
	

	020
	· Select appropriate and clean clothing or uniform and maintain personal hygiene (washed and styled hair, clean hands, absence from body odors) for the industry/company policy.
	
	

	020
	· Stick to the task and complete projects fully even when undesirable or unpleasant.
	
	

	Career Planning – Pre-Employment/Job Retention

	011
	· Understand own level of skills, aptitudes and abilities and how it relates to skills necessary for specific career paths
	
	· Completion of a comprehensive assessment of occupational skills, interests and aptitudes. Results to be documented in the participant’s file.

	011
	· Ability to make decisions regarding long-term and short-term career goals.
	
	· Establish Career Plan to include short-term and long-term employment and educational goals. Career Plan included in participant’s portfolio.
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	Goal

Code
	Work Readiness Skills
	Pre-Assessment of Skills
	Post-Assessment of Skill Attainment

	Career Planning – Pre-Employment/Job Retention

	011
	· Demonstrate ability to conduct research in occupational fields related to one’s career goals and/or interests.
	
	· Conducts at least two informational interviews  related  to career goals and/or interest.  Must be verified and documented by program staff in the participant’s portfolio.

	011
	· Exposure to post-secondary educational opportunities.
	
	· Participates in at least one college campus tour or informational event conducted by the college.  Must be verified and documented by program staff in the participant’s portfolio.

	Leadership – Pre-Employment/Job Retention

	014
	· Establish a Business/Employer relationship committed to work-based learning opportunities.
	
	· Completes one Community/Service learning project.  Documented by Certificate of Completion in participant’s portfolio.

	014
	· Develop appropriate stand and deliver presentation skills
	
	· Documented observation by program staff of the participant’s presentation to peers. Documentation included in participant’s portfolio.

	014
	· Learn to lead by acquiring identified organizational skills.
	
	· Documented participation in leadership development group activities where participants are responsible for planning and coordinating such activities/meetings.  Documented participation by obtainment of a certificate or verified and documented by program staff. Documentation included in participant’s portfolio.

	014
	· Understand cultural diversity and demonstrates a willingness to work with individuals from diverse racial and ethnic backgrounds.
	
	· Participation in one social activity possessing an identified multi-ethnic population, with diverse socioeconomic and cultural interests. Participation documented in participant’s portfolio.

	014
	· Ability to self evaluate growth in leadership and personal responsibility resulting from participation in program activities.
	
	· Written assessment of one’s self-esteem and positive attitudinal development. through weekly journal writing or other self-assessment exercises. Assessment to be included in participant’s portfolio.
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