Improving Employment Search

Outcomes Using Focused
Strategies

Assess the
Step 6 Participant Step 2
Retention Explore
Careers
Step 5 Step 3
Find a Job Create Plan &
Step 4 Set Goals

\ Expand Skills /

Goal: Learners will generate strategies that maximize the potential for the W-2
participant’s employment search success through the planned use of his or her
assessment results.

Upon completion of this course, you will be able to:

Reinforce the use of assessment results in the creation of goals and
Employability Plans;

Demonstrate career exploration via career assessment and career pathways;
Expand on the W-2 participant’s employment skills through job skills training and
vocational educational training;

Use skill mapping for targeted, specific employment search by all W-2
participants; and

Develop strategies for retaining employment.
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The Right Words to Use in Your Job Search Brochure

W-2 Contact Information

Questions regarding this training material should be directed via your local agency
process to the Partner Training Team,
Email: PTTTrainingSupp@wisconsin.qgov
A contact person is available to answer e-mailed questions related to this training
material, assist you in completing any activity that you are having difficulty with, and/or
provide explanation of anything else about this training material.

Questions regarding W-2 production cases and systems should
be directed via your local agency process to the W-2 Help Desk at:
Email: DCFW2CARESHD@wisconsin.gov
Telephone: (608) 422-7900.

W-2 Policy questions should be directed to your Regional Office staff.

DCF is an equal opportunity employer and service provider. If you have a
disability and need information in an alternate format, or need it
translated to another language, please contact
(608) 266-3400 or the Wisconsin Relay Service (WRS) — 711.

For civil rights questions call (608) 422-6889 or
the Wisconsin Relay Service (WRS) — 711.
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Introduction

You are the W-2 participant’s partner in the employment search process.

There are specific steps in this process. You partner with the W-2 participant in:
Assessing his or her educational needs, career level, and vocational goals;
Exploring careers;

Setting goals and creating a plan to meet them;

Expanding skills through education and training;

Conducting a targeted employment search; and

Retaining the job after being hired.

In whatever role you have with your W-2 agency, you have an effect on the W-2
participant’s employment search. In order to improve the outcome of that search, you
need to understand the process and your role in it.
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Assess the W-2 Participant

Ask any workforce professional. He or she will tell you that a proven first step in the
employment search process is for the W-2 participant to have a clear picture of his or
her interests, skills, work style, and work values, as well as his or her educational level.

You and the W-2 participant gain this understanding through assessment.

W-2 Policy Manual, 5.2.1, provides you with direction to use the informal assessment
process, in part, to determine:

In addition, W-2 Policy Manual, 5.2.2, requires that you use the informal assessment
inventory as part of the informal assessment process, touching on, among other points:
[ ]

Policy provides the path for you and the W-2 participant. It is up to you and the W-2
participant to use the available career or, in some cases, vocational assessments,
discuss the results, and use the results to create realistic goals for the W-2 participant’s
Employability Plan (EP).

DFES/Partner Training Team 5 08/29/17
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Assessments
Vocational Evaluations or Assessments

“Vocational evaluations/assessments are conducted to help individuals living with a
disability establish realistic vocational goals and a plan to achieve them. The vocational
evaluation process is designed to assess the unique strengths, resources, and
experiences of an individual in order to match that person’s abilities and preferences to
appropriate work placements, jobs, or training programs. The process is interactive; the
intent is for staff to learn about the participant and the participant to learn about
themselves.” (See W-2 Manual, Glossary)

Educational Needs Assessments

Educational needs assessments are “tools used to measure and determine a
participant’s educational levels. Educational needs assessment tools, like the TABE or
WRAT, test skills and aptitudes in reading, language, math computation, and applied
math in order to identify current math and reading comprehension levels and any
literacy or numeracy deficiencies.” (See W-2 Manual, Glossary)

This assessment identifies current educational levels, not work styles, skills, and
interests. Work styles, skills, and interests are captured in career assessments.
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Career Assessments

Career assessments are “a broad spectrum of assessment tools that W-2 agencies and
job seekers use to obtain greater awareness about how a participant’s work styles,
skills, and interests can be used to define a career path, assign meaningful activities,

highlight strengths, identify training needs, and match the participant to employment
opportunities.” (W-2 Manual, Glossary)

3 Primary Components = Comprehensive Career Assessment
Work Style or Values Assessments

e Patterns of Conduct e Aftitudes e Job Readiness

Skill Assessments

e Knowledge e SKkill

e Ability e Aptitude

Interest Assessments

e |dentify Work-related Interests e |dentify Career-types that Match
Interests
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Connecting Work Values, Skills, and Interests
to Occupations

Work Values to Occupations

CareerOneStop Work Values

http://www.careeronestop.org/explorecareers/assessments/work-values.aspx
This online work values assessment was developed by the U.S. Department of Labor’s
O*Net program in conjunction with Virginia’s Community Colleges.

. Careeronestop Espaiol
'm® your source for career exploration, training & jobs Search Careeronestop Q

Sponsored by the U.S. Department of Labor. A proud partner of the americanjobcenter network.

Find Training Job Search Find Local Help Toolkit Resources For

Work values

=] no@p:
Explore Careers

Choose work that reflects your values to gain career satisfaction.

Self assessments

What is an assessment? The best career choices are ones that match your values.

Interest assessment What are values?
Sklisassessment Values are your beliefs about what is important or desirable. When your values line up with how you live and work, you
Work values tend to feel more satisfied and confident. Living or working in ways that contradict your values can lead to

i i ion, ion, and di So there is good reason to clarify your values, and seek to match your
Learn about careers work to them.
Plan your career Identify your own work values

With this assessment, the user can learn more about his or her specific work values.
This is important, because, as the website states, “Living or working in ways that
contradict your values can lead to dissatisfaction, confusion, and discouragement.”

Careers College Planner Paying for College Parent Info Transfer Apply Now

Assess Skills  Assess Interests |ENENEY] Careers Résumé Interview Work-Based Learning and Apprenticeships  Veteran's Career

Values Assessment

This assessment allows you to rank the things that you think are most
important to you in a job. Let's get started.

Start Assessment

‘Show Guide's Transcript
Tum guide off

STEP 1. READ THE CARDS

Read all 20 cards. Think about how important the statement written on
each card would be to you in your ideal job. e N T | o

STEP 2. SORT THE CARDS

Put each card in the column that best matches how important the
statement is to your ideal job. The four most important statements should
be in Column 5, the four next most important should be in Column 4, and )
on. You will have to move the cards around until you have exactly 4 cards x vr—
in each column.
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In the online work values assessment, the W-2 participant reviews 20 virtual cards,
each a statement related to work, and then sorts or ranks them by importance in his or

her ideal job.

Values Assessment

Most Important
5

I make use of my abilities.

The work could give me &

feeling of accomplishment.

I could try out my own ideas.

I could do something different

every day.

4

The job wouid provide an
opportunity for advancement.

I would be treated fairly by
the company.

I have supervisors who train
their workers well.

I couwld receive recognition for
the work | do.

3

I could give directions and
instructions to others.

My co-workers would be easy
o get along with

| have supervisors who would
back up their workers with
management.

My pay would compare well
with that of other workers.

2

| could work alone.

The job would provide for
steady employment.

The job would have good
working conditions.

| could make decisions on my
own.

—

Least Important

1

1 would be looked up fo by
others in my company and
my community.

1 could be busy all the time.

1 could do things for other
people.

1 would never be pressured fo
do things that go against my
sense of nght and wrong.

After the W-2 participant submits the sorted cards, the system displays a page of
careers that match his or her work values.

Less than 2-year degree

2-year degree

4-year degree

4-year degree or higher

Carsers that are “InDemand” and match your assessment results listed alphabetically

Advertizing Sales Agents

Aircraft Mechanics and Servi
Ambulance Drivers and Attendants, Except Emergency

Athletes and Sports Competitors

ce Technicians

Automotive Body and Related Repairers

Automotive Service Technicians and Mechanics

Automotive Service Technicians and Mechanics

Carpenters

Carpenters

Electrical and Electronics Repairers, Commercial and Industrial Equipment

Elecfricians

Emergency Medical Technicians and Paramedics

Home Health Aides

Interpreters and Translators

Light Truck or Delivery Services Drivers

Medical Appliance Technicians

Models

Painting, Coating, and Decorating Workers

ical Technicians

Combined Assessment Result

‘four combined assessment results

Based on your assessment resulis, you may
be interested in the following Career Clusters.
The percentages below indicate the match

between

in the Achi

work values code and those in the Cluster.

, Public Safety,
Corrections
& Security

A/V Tech
& Communications

DFES/Partner Training Team
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Skills to Occupations

O*Net Skills Search

http://www.onetonline.org/skills/
The O*Net Skills Search assessment matches the W-2 participant’s self-reported skills
to specific occupations.

. Occupation Quick Search:
: O-NET OnlLine G D

— N
A proud partner of the americanjobcenter®network

Help Find Occupations Advanced Search Crosswalks Share O*NET Sites
Skills Search
Select skills from one or more of the six skill groups below. Start by selecting as many skills as you have or plan to acquire. (See Skills Search for more
details )
Basic Skills | Gomolex Problem Solving Skills | Resource M t Skills | Sosisl Skills | Systems Skills | Technical Skills

Basic Skills

Developed capacities that facilitate learning or the more rapid acquisition of knowledge

[J Active Learning — Understanding the implications of new information for both current and future problem-solving and decision-making

[0 Active Listening — Giving full attention to what other people are saying, taking time to understand the points being made, asking questions as
appropriate, and not interrupting at inappropriate times.

[ Critical Thinking — Using logic and reasoning to identify the strengths and weaknesses of alternative solutions, conclusions or approaches to
problems

O Lht_aarning Strategies — Selecting and using training/instructional methods and procedures appropriate for the situation when learning or teaching new
things

[0 Mathematics — Using mathematics to sclve problems.

[0 Monitoring — Monitoring/Assessing performance of yourself, other individuals, or organizations to make improvements or take corrective action.

[J] Reading Comprehension — Understanding written sentences and paragraphs in work related documents

[] Science — Using scientific rules and metheds to solve problems.

[0 Speaking — Talking to others to convey information effectively

[0 Writing — Communicating effectively in writing as appropriate for the needs of the audience

Complex Problem Solving Skills

DeygigF™

The W-2 participant self-reports his or her skills in the following areas:
Basic Skills,

Complex Problem Solving Skills,

Resource Management Skills,

Social Skills,

Systems Skills, and

Technical Skills.

If the W-2 participant believes s/he doesn’t possess a particular skill, s/he simply
doesn’t check it.

DFES/Partner Training Team 10 08/29/17
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After the W-2 participant enters his or her responses, the site lets him or her select the
Job Zone that s/he wishes to browse. The five Job Zones vary based on the amount of
education or training needed, i.e., none to extensive. The Job Zone selected by the user
will depend on the amount of education, training, and experience s/he will need for the
occupation. The occupations that display are based on his or her reported skills.

- Occupation Quick Search:
' O-NET OnlLine G )

— -
A proud partner of the americanjobeenter®natwork

Help Find Occupations Advanced Search Crosswalks Share O*NET Sites

Browse by Job Zone
Job Zones group occupations into one of five categories based on levels of education, experience, and training necessary to perform the occupation.

|Two: Some Preparation Needed

Job Zone Two: Some Preparation Needed  save Table (xLs/c5v)

Learn more about this Job Zone's level of experience, training, and education in OnLine Help.

275 ccoupations displayed.

Sort by: Code O tion &

27-2011.00 Actors
51-9191.00 Adhesive Bonding Machine Operators and Tenders
45-2091.00 Agricultural Equipment Operators

45-2011.00 Agricultural Inspectors # Green
53-1011.00 Aircraft Cargo Handling Supervisors

51-2011.00 Aircraft Structure. Surfaces. Rigging. and Systems Assemblers #
53-3011.00 Ambulance Drivers and Attendants. Except Emergency Medical Technicians
33-9011.00 Animal Contrel Workers

39-2011.00 Animal Trainers

27-2021.00 Athletes and Sports Competitors
49-3021.00 Automotive Body and Related Repairers

49-3022.00 Autemative Glass Installers and Repairers

DFES/Partner Training Team 11 08/29/17
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Interests to Occupations

O*Net Interest Profiler
http://www.mynextmove.org/explore/ip

O*NET Interest Profiler

o
RS
%

N
<
\

Build kitchen cabinets

Lay brick or tile

Develop a new medicine

Study ways to reduce water pollution
Write books or plays

Play a musical instrument

Teach an individual an exercise routine

= N - Y A I N
(OfeNe}C] OfelfoNeol o [oNo el
O00O0O0O0C@®@@®0o 00

Help people with personal or emotional problems
Buy and sell stocks and bonds
Manage a retail store

Develop a spreadsheet using computer software

lo[C)lelfe] ¢ (ClfeNe] @ [C] e (eI
OQ0O®O0Oe@CO0CE®®
io)folieleo] o [olfoNeo) o/ [eNee]

Proofread records or forms

Start Interests Results Job Zones Careers

O*NET Interest Profiler

Here are your Interest Profiler results!

Think of your interests as work you like to do.

Your interests can help you find careers you might like
to explore. The more a career meets your interests,
the more likely it will be satisfying and rewarding to
you.

Realistic You can click on any interest below to learn more.
When you're ready, click Next to continue.
Investigative

Artistic * Realistic * Saocial

+ Investigative + Enterprising

Social . R
. * Artistic + Conventional
Enterprising

Conventional

O*NET Interest Profiler

- Page 1of 5
rogress: 0 of 60 questions

The O*Net Interest Profiler asks
the user to respond to 60
statements by indicating whether
s/he strongly dislikes, dislikes,
IS unsure about, likes, or
strongly likes the described work
activity. When the responses are
completed, the user can go back
and reconsider unsure responses
before submitting, thereby
receiving more accurate profile
results.

The user’s Interest Profiler results
display after he or she submits the
responses. The user should think
of the interest results as work s/he
likes to do. In this example, the
primary work interests are
Realistic, Artistic, and
Conventional.

The five Job Zones, as in the Skills
Search assessment, vary based on
the amount of education or training
needed, i.e., none to extensive.
The Job Zone selected by the user
will depend on the amount of
education, training, and experience
he or she will need for the
occupation.

To focus your search, think about the following
Interests auestion:

M How much education, training, and
Careers experience do I need to do the job?

Each O*NET career is in one of five Job Zones, which
are groups of careers that need the same level of
experience, education, and training.

Different careers need different amounts of
preparation. You will be asked to pick a Job Zone.
Using your Job Zone and your interests, the Interest
Profiler will help you identify and explore careers that
might be right for you.

Interests [T |ob Zones

DFES/Partner Training Team 12 08/29/17
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O*NET Interest Profiler

Current,
or Future?

When picking your Job Zone, you can choose your:

Current Job Zone — choose the Job Zone that
matches the kind of experience, education, and
training you have now.

OR

Future Job Zone — choose the Job Zone that matches
the amount of experience, education, and training you
plan to get in the future.

In both cases, your Job Zone will include careers that
you might like to do.

Don't worry about making the wrong choice; you can
explore a different Job Zone later.

Interests

O*NET Interest Profiler

Explore the Job Zones

Select each Job Zone below to read more about the
experience, education, and training needed. Read
carefully to find the Job Zone that's right for you.

You can click on any Job Zone below to learn more.
When you're ready, click Next to continue.
1. little or no job preparation
. some job preparation
. medium job preparation

2

3

4. high job preparation

5. extensive job preparation

Start

Interests

Results Careers

The user must pick a Job Zone
based on his or her current or
future experience, education, and
training. Again, the zones vary
over five levels in education and
training. All zones include
occupations the user might like to
do.

By clicking a hyperlink, the user
can explore which Job Zone s/he
will want to select.

DFES/Partner Training Team
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O*NET Interest Profiler

Job Zone Two: Some Preparation Needed

Experience

Some previous work-related skill, knowledge, or
experience is usually needed. For example, it
would help a teller to have experience working
with the public.

Training
Employees in these careers need from a few
months to one year of working with experienced

employees. An apprenticeship program may be
available for these careers.

O*NET Interest Profiler

Education

These careers usually need a high school
diploma.

Examples

These careers often involve using your
knowledge and skills to help others. Examples
include sheet metal workers, forest fire fighters,
customer service representatives, physical
therapist aides, salespersons (retail), and tellers.

Now that you have learned about each Job Zone, select

Select a Job Zone

the current or future Job Zone that's right for you:

O Job Zone One
Little or No Preparation Needed

@® 3ob Zone Two
Some Preparation Needed

O Job Zone Three
Medium Preparation Needed

O 310b Zone Four
High Preparation Needed

O 3Job Zone Five
Extensive Preparation Needed

Start Interests

Results

O*NET Interest Profiler

Click to change your Job Zane:

| T 1 9 1 BNen > B o
R 1 A s E c

some job preparation

Careers that fit your interests and preparation level:

% Best fit %% Great fit

% Automotive Body & Related Repairers

Bakers

*
% Cabinetmakers & Bench Carpenters
%

Cement Masons & Concrete Finishers

% Chemical Equipment Operators & Tenders

ashing, & Metal Pickling

Anartare @ Tandae

Click on a carzer to learn what they do.

REGISTERED
PR AERERE e

& green

v

Interests

Results

Find More

b Zoi
Jo e Careers

Careers

This is an example of a Job
Zone.

The user in this example selects
Job Zone Two for occupations
requiring some preparation.

This slide displays O*Net careers
that fit the user’s interests and
chosen preparation level. A
puzzle piece represents each
occupation as a “best fit” or “great
fit.” Also noted is whether the
career has a bright outlook, is in a
green economy, and has an
apprenticeship program.
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Understanding Annie’s Assessment Results

Annie is a 27-year-old single mom of two children who are in elementary school. Annie
has a high school diploma, but no other schooling. Annie has worked as a waitress in
area restaurants and enjoys the work, but feels there is no opportunity for advancement.
Annie is unsure what to do or what field to work in next.

Annie has completed the O*Net Interest Profiler, CareerOneStop Work Values, and
O*NET Skills Search assessments. Review her results. What information do they
provide you and Annie?

1. What do each of the Assessment Results tell you?
O*NET Interest Profiler:

CareerOneStop Work Values:

O*NET Skills Search:

N

. How are the results similar and/or different?

3. What stands out as important information in these results?
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Explore Careers

The assessment step in employment search holds the key to how to proceed in
exploring potential career options with the W-2 participant. The assessment results
outline the W-2 participant’s vocational and career interests. The conversation the two
of you have will lay out the W-2 participant’s career exploration goals and the steps
needed to reach them.

You, in your capacity as W-2 agency staff, have a role in creating the plan with the W-2
participant and in supporting his or her career exploration.

Skill Explorer

Now that you and the W-2 participant have assessment results, it's time to start putting
those results into action. Skill Explorer, available through the Job Center of Wisconsin at
http://skillexplorer.wisconsin.gov/Search.aspx, can assist you and the W-2 participant in
starting the career exploration process.

For W-2 participants, Skill Explorer looks beyond job titles to help explore new
occupations that share similar skills and knowledge with their current job or a job of
interest. In turn, you can use this tool to assist W-2 participants identify transferable
skills, career pathways opportunities and training needs.

Just type in a current or past job experience.

Skill Explorer: Linking people, skills and knowledge to job postings.

Skill Explorer looks beyond job titles to match you with new opportunities
related to the skills and training you already have. Jobs you may not have
considered. It's a smart way to widen your career options and find a great
job.

Enter your current or Select the best match Choose any job that
@ past job experience. [:l to what you entered. O shares your skills & explore!

Enter your current or past job experience:

[Cashier
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Choose the best match for the current career.

Enter your current or Select the best match Choose any job that
D [:] shares your skills & explore!

past job experience. to what you entered.

Enter your current or past job experience:

Cashier Find My Matches

Select the job title that best describes the job you entered.

Gaming Change Persons and Booth Cashiers

Gaming Cage Workers

First-Line Supervisors of Office and Administrative Support Workers
First-Line Supervisors of Retail Sales Workers

Parking Lot Attendants

Counter and Rental Clerks

Counter Attendants, Cafeteria, Food Concession, and Coffee Shop
Cooks, Institution and Cafeteria

Combined Food Preparation and Serving Workers, Including Fast Food

A list of careers using similar skills sets will appear. The W-2 participant can choose

other career options to explore.

Enter your current or Select the best match Choose any job that
past job experience. to what you entered. shares your skills & explore!
Best Job Matches With Shared Skills Typical Earnings Entry Level Education Current
9 i O i
Starting with your current occupation $19,380/year Less than high school 500+
®Casniers $9.32/hour
A 0o
Hosts and Restaurant, Lounge, and Coffee Shop $18,210/year Less than high school 163
$8.75/hour
L |pN
Waiters and Waitresses $19,310/year Less than high school 500+
$9.28/hour
_ 81%
Gaming Cage Workers $25,480/year High school diploma or a
$12.25/hour equivalent
_ 78%
Stock Clerks and Order Fillers $23,950/year Less than high school 500+
$11.52/hour
77%
Gaming and Sports Book Writers and Runners Unavailable/year  High school diploma or 3
| Hnavaliablehaur: equivatent
S N
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After choosing a career to explore, the W-2 participant is given information on job
requirements, shared skills, skill and knowledge gaps, etc. This information can be used
to determine if this is a potential career path moving forward. It also allows you to assist
the W-2 participant in developing a plan of action.

Requirements
for Entry

Typical education level
needed to enter an
occupation. Work
expererience either
required or an
accepted substitute for
training.

Requirements
for
Competency
Training needed for

competency in the
occupation

Shared Skills

Cashiers

Selected Job

Waiters and Waitresses

Your current job and selected occupation have these skills in

common:

Critical Thinking
Using logic and reasoning to identify the strengths and weaknesses of
alternative solutions, conclusions or approaches to problems.

Time Management
Managing one's own time and the time of others.

Tupical ey

Judgment and Decision Making

Skill and Knowledge Gaps

Workers in this selected occupation have a higher level
of skill in these areas than workers in your current job:

Active Listening

Giving full attention to what other people are saying,
taking time to understand the points being made, asking
questions as appropriate, and not interrupting at
inappropriate times.

T

Selected job High

Service Orientation
Actively looking for ways to help people.

s

Selected job High

Social Perceptiveness
Being aware of others' reactions and understanding why
they react as they do.

T
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Informational Interviewing

After you and the W-2 participant complete the assessment of his or her interests, skills,
and work style, and target an occupation, it is time to learn more about the occupation.

This is informational interviewing.

Using Informational Interviewing to Explore Careers
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The Benefits

Using informational interviewing has benefits for the W-2 participant, regardless of the
perceived level of his or her job readiness.

The W-2 participant can:

[ ] [ ]

[ ] [ ]

[ ] [
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The Requirements of the Job

Having the Skills and Abilities, but Not Meeting the Requirements

During the career exploration process, the W-2 participant can raise his or her hopes
when reading about a job opening’s responsibilities. S/he will note the skills and abilities
the employer is looking for and think s/he is the perfect match for the position. Then the
employer adds the list of job requirements.

Case Manager Job Description
Preferred Skills:

Case Management: Record, organize and manage participant and agency
information in a manner consistent with program guidelines.

Intakes and Overviews: Conduct program overviews and service intakes with
referred participants. Educate participants about program requirements.
Assessment/Resource Referral/Data Management: Assess participant to
determine work readiness. Recommend training or educational opportunities
as needed and assist participants during their job search. Identify barriers to
employment and self-sufficiency and recommend supports as needed. Work
collaboratively with partner staff.

Job Requirements:

Education: Bachelor’'s degree in psychology, education, social work, business
or related area or comparable experience. Experience: Two years of
experience in adult education, social work, business, or related area is
required.

Skills: The applicant must be skilled at preparing program participants for the
job market. Must be able to identify transferable skills as they apply to job
opportunities and possess strong documentation skills as well as written and
verbal communication skills. Excellent assessment and case management
skills. Be skilled in motivational techniques and able to communicate
effectively with diverse populations. Strong time management, organizational
and computer skills are necessary. Bilingual in Somali and English.

%‘
N\
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Using Assessment Results to Explore Careers

How to Use the Assessment Results

Let’s return to Annie’s assessment results. We’ve reviewed her results for
understanding and have discussed ways to explore careers through skill exploration,
informational interviewing and understanding job requirements.

How can you and Annie use her assessment results to further explore careers she is
interested in or suited for? Complete an Employability Plan for Annie, taking into
account her assessment results and activities that allow for further career exploration.
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Create a Plan and Set Goals

After you and the W-2 participant have reviewed his or her assessment results and
explored careers, the next step is to create a plan and set goals. You and the W-2
participant can use Skill Mapping and the Career Pathway process, either to lay out the
W-2 participant’s plan of action in securing a job in a specific field, or to create a career
development plan to advance in the field in which s/he is working.

Skill Mapping

Skill Mapping is the process that W-2 participants will use to identify the skills and
experience that companies require for specific positions, and then match those
requirements with their own skills. In some instances, these skills will overlap, but it is
necessary to break those down to identify specific sub-skills.

Most jobs require specific skills. However, employers in every field require general
skills. It is important to keep those in mind when considering employability (Monash
University, 2013).

What are the general skills required by employers?

Self-knowledge of soft skills, hard skills and transferable skills, as well as the
individual's strengths and weaknesses, are important in becoming a more effective and
competitive job seeker. It is true that not all job seekers will meet the requirements for
every job, but self-knowledge can help job seekers in their aim to be the “perfect fit” for
a specific opening. Through the Skill Mapping process, a W-2 participant will apply for
jobs for which s/he will be the “perfect fit.”
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Career Pathways: Pre- and Post-Employment

You and a W-2 participant can use the Career Pathway process, either to lay out his or
her plan of action in securing a job in a specific field, or to create a career development
plan to advance in the field in which s/he is working.

The process should include using the information from Step 1: Assess the W-2
Participant (i.e., the completion of a Career Interest Inventory), so that you and the W-2
participant know which path s/he is most interested in taking. Also, note these three
important factors when selecting a pathway.

e The occupation’s ,

e The occupation’s , and

e The required.

Where can you and the W-2 participant find information on the responsibilities, skills
and education s/he will need? That information is in Career Clusters.

What is a Career Cluster?
A Career Cluster is a broad grouping of careers in the same field of
work that require similar skills.

How can Career Clusters help?

Career Clusters are used to explore careers and focus education plans
toward gaining the necessary knowledge and skills for success ina
Career Pathway.

(WTCS, http://adults.wicareerpathways.org/)
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You can locate Career Clusters online at:
e Wisconsin Department of Public Instruction (DPI)
http://cte.dpi.wi.gov/cte clustersandpaths, or
e Wisconsin Technical College System (WTCS) http://adults.wicareerpathways.org/.

On its “Career Clusters and Pathways” web page, DPI lists the nationally recognized 16
Career Clusters and their numerous Career Pathways. By clicking a hyperlinked
pathway, you can access its specific Program of Study Plan.

Although the Program of Study Plan is intended for students, providing guidance in the
development of a secondary and post-secondary Career Pathway, the adult seeking
direction on his or her own Career Pathway will find recommended career and technical
courses central to his or her chosen path, as well as courses and organizations related
to that path.
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Career Clusters

“Ans, AudiolVideo Technology & Communications
\aEducaticn & Training

b‘ gri Food & Natural R

@Governmem & Public Administration

ﬂHcspnality & Tourism
‘ﬁlnformation Technology
@Manutacturmg

amence, Technology, Engineering & Mathematics

ﬁArchitecture & Construction

2
‘uBusmess Management & Administration

Finance

ﬂHeaIth Science

EAHuman Services

A
TJLaw, Public Safety, Corrections & Security

@Markeung

“‘nansponation, Distribution & Logistics

Operations
Management

Human
Resources
Management

Administrative
Support

Business
Information
Management

Wisconsin’s Career
Pathways from WTCS is an
easy-to-use website that
breaks down the 16 different
career clusters.

Let’s look at Business Management & Administration. You can see from this career
cluster there are subsections that can be explored further. The site also offers videos
and learning apps related to these careers.

With this information, the W-2 participant now has the ability to develop a career plan.
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fﬁ Human Resource Management [EECuEREIS

' Career Pathway at Madison College Various Options—120+ credits
MADISON School of Business & Applied Arts—Accounting & Finance Cluster See: bt/ /mdizoncolege e/ Upper Level
COLLEGE -ponorysiie: Employment

Exarmple Job THes:
Humin Resounces Mar-
ager

Human Resource Management

Average Hoing Wages
$30:20 per hour

Associate Degree—G4 credits

Students who huve already completed the Human Rescurces and Payroll Ceneralist Teohnizal Diploma will anly have 38 credits remaining to earn
this Associate degree,

Bt/ madisoneollege edu. progrm- nfo/humas-resourse- management

regh Sehewal Thaal Credit appartunities availeble: fite-//madizoncellsoe edu/dusl-credit

Human Resources and Payroll Generalist

1-Year Technical Diploma—26 cradits

Students who kawe already completed the Human Resources Assistant Cer-
tifieate will only have 10 credits remaising to earn this Technical Diploma. ﬁ

All 26 credits in this program are part of the Human Resource Management

Azsociate Degree,
High 3zhool Dual Credit oppartunities availsble: bitp/'madizoocollege ey
dughgredit

E

Human Resources
Assistant

Certificate—1 6 credits
All 16 eredits in this certifioate are part of the

Human Rescaurces and Peyroll Generalist Tech-
mical Diploma.

;
| | | | | }
| ! | | |

Edurnsien 15 Crnin ey S Conity 0 Creity. Wenw rfeemation on Cares Patiww: s
Tviuned 113005 2 -ty ring
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Whichever Career Pathway s/he chooses, whether it is in the pre- or post-employment
phase, it has the potential to benefit the W-2 participant looking for an occupation that
meets his or her skills and interests, the worker looking at advancement, and employers
looking for employees that meet their business needs.

Remember the benefits of Career Clusters and Pathways process:
For Workers: For Employers:

e Predictable path to job advancement e Larger pool of qualified workers
and higher wages

e More employer support; easier access e Better pipeline to fill skilled jobs from
to education within

e More security e Higher retention, employee loyalty
(WTCS, http://adults.wicareerpathways.org/)
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Expand Skills

Does the W-2 participant have the skills and education the employer requires? Where
could you find the information about a W-2 participant’s skills and education?

This information should come from assessments and the career exploration where the
W-2 participant can learn more about what an employer may be requiring. Ways to
expand W-2 participant’s skills are through education and training.

When looking at different options to expand a W-2 participant’s skills, it's important to

review Labor Market Information (LMI) to ensure you are matching his or her skills or
skills needed to the needs of the current labor market.

Expanding Joe’s Skills

Joe has an auto mechanic certification, and has held three jobs in the past four years.
He lost his job a month ago. When you ask Joe why he lost his job, he states that he
was late a few times and feels like his coworkers were out to make him look bad.

What type of skills would you need to address with Joe before you have him search for
another job, and why?
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Soft Skills

Below are different types of soft skills needed in the workplace. Review with the W-2
participant different types of skills he or she may need before starting employment
search.

Skill Set Description

. . These are skills needed by almost all workers. These skills
Basic Skills are very important to have.

Writing, for example, is a basic skill that gets you into a good
job.

People Skills These are some of the most needed and wanted skills.
They're sometimes called "soft skills." These skills help
people to work well with others.

Management Skills | Al workers, not just managers, need these skills. Employers
hire people who can keep track of projects, money, and their
time.

Technical Skills Technology includes computers and equipment. Computers
are common in most workplaces. People in all occupations
should know how to work with technology.
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Work Experience

Work Experience can be an excellent way to assist W-2 participants in expanding skills
needed for the career sector they have chosen based on their assessment results.

According to BWF Operations Memo 15-06, maximizing the use of the Work Experience
activity is a best practice recommended to W-2 agencies for meeting the Federal TANF
Work Participation Rate (WPR) (See BWF Operations Memo 15-06).

In addition, the Work Experience activity provides the W-2 participant with work
opportunities that are related to his or her career interests, and that develop:

KNOWLEDGE SKILLS

WORK
BEHAVIORS

(Kerr, 2008)

Ensure that you use the W-2 participant’s vocational and career assessment results to
place him or her at a Work Experience site that aligns with his or her skills, interests,
and abilities.

DFES/Partner Training Team 31 08/29/17
S:\...\Curriculum\EnhancedCaseManagement\Improving_Employment_Search_Outcomes\Improving_Employment_S
earch_Outcomes_Using_Focused_Strategies_ PG_082917



Improving Employment Search Outcomes Using Focused Strategies

The Benefits

Using Work Experience has benefits for the W-2 participant regardless of the level of his
or her job readiness as long as s/he finds the work activity meaningful.

The appropriate assignment to Work Experience is beneficial in at least two ways:
e |t provides the W-2 participant the opportunity to learn more about and explore the
career in which s/he is interested, and

e |t can help both the W-2 agency and Wisconsin meet the WPR requirement.

Remember, when assigning Work Experience as a primary work
training activity, assign at least 25 hours per week. This ensures
that even with a small amount of non-participation, the W-2
participant still is able to the meet the 20-hour Core work
participation requirement.

BWF Operations Memo 15-06

DFES/Partner Training Team 32 08/29/17

S:\...\Curriculum\EnhancedCaseManagement\Improving_Employment_Search_Outcomes\Improving_Employment_S
earch_Outcomes_Using_Focused_Strategies_ PG_082917



Improving Employment Search Outcomes Using Focused Strategies

Expanding Joyce’s Skills

Joyce completed career and interest assessments. Based on her results, she is
interested in the clerical career cluster. She specifically wants to work at a front desk
answering phone calls and greeting customers. Joyce completed her Work Experience
as a front desk assistant two weeks ago. She was able to explore the clerical field and
identify the skills she wants to expand. Joyce stated she enjoyed answering phones,
greeting customers and filing, but was uncomfortable with a computer.

What skills does Joyce need to expand in order to gain a job in her field of interest?

What would you do in order to address the skills she needs?
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Education and Training

W-2 policy is clear on education and training. The program “emphasizes that education
and training is a pathway to meaningful employment.” (See W-2 Policy Manual 8.1) It
encourages Job Skills Training when “these training courses [are] tied directly to
occupations for which there are job openings in the community.” (See W-2 Policy
Manual 8.3.2.2)

Job Skills Training has become even more important when considering the WPR and
W-2 agencies’ efforts to meet it. It also is another best practice recommended to W-2
agencies for meeting the Federal TANF WPR requirements (See BWF Operations
Memo 15-06).
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Types of Education Options

Education Description
Options
Adult Basic Education classes typically are free. They help
Adult Basic individuals who are not in school. Individuals can improve their
Education basic skills such as reading, math, listening, and speaking. Some

classes help prepare individuals for better jobs or for getting ready
for more education.

W-2 participants in a CSJ placement can be assigned up to 10
hours of education per week, and participants in a W-2T placement
can be assigned up to 12 hours per week of education.

Certifications

Certifications are tests that measure work knowledge. Some
employers like hiring people with these skills. Interested students
should ask if their school will prepare them for the certification
exam. Many certifications require a degree. Here is a list of
certifications:

www.careerinfonet.org/certifications _new/default.aspx

Degrees

A degree is given by a college or university. It means that a W-2
participant completed a course of study. An associate’s degree
usually takes 2 years or less. A bachelor’s degree usually takes 4
years or more.
e Here is short-term training that is less than two years:
www.careerinfonet.org/ShortTermTraining/default.aspx.
e Here is training that is more than two years:
www.careerinfonet.org/edutraining

Licenses

Licenses are the knowledge and skills required for some jobs.
License requirements often vary by state. It is against the law to
work in these jobs without having a license. These workers need to
keep going to school to keep their license current. Individuals
should ask if a school will prepare them for a license.
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Additional Education and Training

Job Skills Training, On Its Own or In Combination

Aggregation of Education and Training Hours
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Training Programs in Response to Employer Request

Technical Colleges and Workforce Development Boards

Designing Sector Based Training
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Find a Job

You have assessed the W-2 participant; he or she explored career options, created a
plan and set goals, and expanded his or her skills; and now it’s time for him or her to
find employment!

Make sure you understand your current area’s labor market to ensure you are attaching
W-2 participants to relevant jobs.

Resume or Application Creation

Depending on the W-2 participant’s skill, abilities and values; where he or she fits in for
entry/reentry into the workforce; and what the matching employer’s requirements are, a
resume may not be his or her go-to document.

If a W-2 participant does not have a resume, he or she may have to use a job
application as a standalone document in the application or job search process.

What can a W-2 participant do to ensure that he or she submits an application that will
trigger a job interview?

e Recognize a poorly completed job application and the adverse impact it can have on
job search (Kelly, 2013).

e Practice completing job applications (free templates are available online; one
example is at http://www.yourprintablepdf.com/printable-pdf-generic-employment-
application-form/).

e Follow the 80 Percent Rule, meaning the W-2 participant should meet at least 80%
of the employer’s job requirements before applying.

e Have the FEP review the job application before it is submitted to the employer.
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Application Example

comPANY NAME: = Coatuuma \/JAM*- -

Employment Application

APPLICANT INFORMATION

astrore. UM P SON e YE_SS A ML pae I 2L 2014
Street Address aqo UM\J NE SS Apartment/Unit # Q,

City m\j’r()wu sate S USCONS IN e < 'S_]OL{

rove ALO ~ 3G GIZL o pcres Pg,{t( m?l?pmt, .com
Date Avalzble 1\ JCIAS Saciat Security No. OR@ =" T Desired Salary U 9

Position Applied for A@‘ﬁ"‘ e u

Are you a citizen of the United States? YES% NO If no, are you authonzed to work in the U.5.? YES% NO

Have you ever worked for this company?  YES NO DK If so, when?

Have you ever been convicted of a felony?  YES ? NO If yes, explain Umu- LE "u.)ll_,ll/ GQ OUE&- MTH
AL (W THE  (NTERV e

EDUCATION

High School Mﬁ-—m H 3 rdcess 2 1 ChGae SCapoiL (L Q0o s
From F@x M To Swwy you graduate?  YES >< NO Degree Q,E,R_“I’ \ ‘.F‘\CM &
Coliege O'\Ll NE u“\\)Eﬂ,.SAQ_ address LA U‘E__

from W To M Did you graduate?  YES NO % Begreem  TO E’)‘U’E'N&I\J&

Other Address
From To Did you graduate?  YES NO Degree
REFERENCES

Please fist three professional references.

rartame. PSEN) IS HER_ reatonsne. CRAVLD 7 PROTECTION S Ufruce
Company C,OLU\JTU\ mmﬂumore QW "{S’g" ’Z_sL

aderess  C OULMJIT COL{M Houg&

Full Name 6‘}\65 f L.L.ELLS Reiationship NMKSE_

comay (RED C AOSS Braoh BRI roe ( UNKNOWY BUT 187 ROOKL

rgess RULOOD RANK EMASTS | DE (wlu‘,u m}euc A ISOW)

Full Name M{L E WPPEK Relationship PK“‘JCAP»"L—

conseny PAY TOWN 14-S - e () BOOK- ( Wity SHAECKALL

Address S/EE p&(’j\lﬂ INED- ;;\)TE)ZU}E.LU’
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PREVIOUS EMPLOYMENT

company CAMLER S pore  (LO JS - LT

aaress QOSEBRUSTE  WAALL supenvisor [NENMLS

Job Title Cwmm Starting Salary % nwwwnding Salary $ l‘BW

Responsiilties 7K. €. ORDENRS Al D U CASH RE(1 STEL_

From C?/! 3 To 1/13 Reason for Leaving PMO,NAL__ | SSUE

May we contact your previous supervisor for a reference?  YES 3 NO

Company m‘ LS \ N’” PWS hone (L0 DG 7 ~ O35 |

Address LAY m%_(fzo;x D swervsor . (A ELLE RUAD
CARE

Job Title Q"Aesg'm (o0 PAEQRS e Sdery 8 'SZ.O/ngzing salary  $ 3ZL) /WEE[(
Responsivities (2T gfﬁt%wwlﬁu“rc GEe DOGS RATHI

From 6/ ls To 8[[3 Reason for Leaving M [STAK_,E, 'WAWSLD . M, L\_, D lSC).»Uj

May we contact your previous supervisor for a reference? YES NO >

Company SAL‘E“ AN ) lNEL ore (QU) IS L — SOTDO

s 1O 80+ MAWN ez SALLY B

Job Title AALT RESS starting Salary s 37 MO, Qg s 3O MO, & TP

responsiviliies \AVAIT ON  PEOPLE "D‘\Kﬁ ONDER S . R LV/eY FOOD
From lL[O% To S/I_ 2_ Reason for Leaving \—{ A D EAZ&ﬁ

May we contact your previous supervisor for a reference? YESX NO

MILITARY SERVICE

Branch NORN E_ From To
Rank at Discharge Type of Discharge

If other than honorable, explain

DISCLAIMER AND SIGNATURE
I certify that my answers are true and complete to the best of my knowledge.

If this application leads to employment, I understand that false or misleading information in my application or interview
may result in my release.

el Smpien sy [ 24 201y
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Retooling the Cover Letter and Resume

In the not too distant past, a person remained with the same employer for his or her
entire working life. When s/he applied for the job, he or she probably used the cover
letter and resume that was the norm at that time. The cover letter expressed interest in
the job opening, confidence that the person was perfect for the job, and interest in
hearing from the employer soon. The resume was chronological, meaning an employer-
by-employer summary of the job seeker’'s where-and-when work history: business
names and addresses, job titles, and employment begin and end dates.

The standard cover letter and chronological resume have gone the way of a person
remaining with the same employer for his or her entire career. Why? What is missing
from the chronological resume?

[ ]
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The Retool How-to

Cover Letter

e Personalize the cover letter for each job applied for, and

¢ Include a table in the middle paragraph of the cover letter laying out in black-and-
white and point-for-point the positive job seeker-to-employer match, the concrete
evidence (Estepani, 2013). For example, in the cover letter of a job seeker applying
for a customer service representative position, the employer would read:

You require:

| have:

An individual who responds to
customer inquiries, requests or
complaints in a prompt and
courteous manner

Responded to Tri-State Airways
customer guestions regarding ticketing
kiosks, upgrade requests and
complaints about luggage pricing in a
polite manner and without delay

customer information and product
orders in appropriate databases

An individual who can enter and edit

Entered and updated customer
information in the Tri-State Airways
database in instances where customers
were present or while they were on the
telephone, ensuring that their
information in our database was
accurate and current (accuracy and
timeliness verified by TSA’s frequent
monitoring policy)

When creating the cover letter, you and the W-2 participant must be clear on:

The W-2 participant’s skills;

the employer’s need.

The employer’s need, based on the job posting;
How the W-2 patrticipant is the solution to that need; and
What the W-2 participant can show to validate his/her claim for being the solution to

In a word, you and the W-2 participant must think Marketing.

DFES/Partner Training Team
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Evolving to a 21 Century Resume

Chronological 21°' Century
Looks Backward Looks Forward
Focused on Tasks Focused on Skills/Talents
Chronological Listing of Information Items | Bundled Skill Sets
Ordered Facts Specific Skills/Talents Positioned in the

Upper Left Hand Quarter of the Resume

Uses Weak Phrasing, such as, Uses Power Verbs and Adjectives;
“I was responsible for...” Tightly Edited

e Personalize the resume for each job applied for

e The W-2 participant has to write it — it has to be his/hers

e To ensure use of the right words, see the Job Center of Wisconsin brochure, The
Right Words to Use in Your Job Search
http://www.wisconsinjobcenter.org/publications/9463/9463.pdf (a copy of this
brochure is included in the Appendix of this Participant Guide)

e Utilize the Job Center of Wisconsin’s resume builder and posting tool available on
the Job Center's home page https://jobcenterofwisconsin.com/Default.aspx

e The FEP should help edit the resume into a crisp, tell-the-story document

Ask Yourself:

e Do the W-2 participant’s skills match the employer's needs by 80%
or more?

e Has the FEP/Case Manager assisted in writing the cover letter and
resume? If not, has s/he checked the W-2 participant's work?

e Are the cover letter and resume customized to a specific job
opening?

e Has the W-2 participant, in his or her own voice, thanked the
employer for his or her time?
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Chris Attwater

567 Rosewood Lane ¢ Anytown, WI ¢ (960) 555-1212 & cattw@somedomain.com

PROFILE

Service-oriented individual committed to providing quality customer service.

Able to actively listen to customers to accurately record orders and provide a pleasant experience.
Conveys information in clear and professional manner.

Flexible and versatile — able to maintain a sense of humor under pressure.

Poised and competent, with demonstrated ability to handle multiple tasks at once.

Thrives in fast-paced work environment.

Skills Summary

¢ Customer Service ¢ Food Preparation ¢ Food Safety
¢ Cash Handling . ¢ Multi-Tasking

PROFESSIONAL EXPERIENCE
FOOD SERVICE/CUSTOMER SERVICE

Accept payment from customers, and make change as necessary.

Clean and organize eating, service, and kitchen areas.

Collect and return dirty dishes to the kitchen for washing.

Communicate with customers regarding orders, comments, and complaints.

Cook or reheat food items such as French fries.

Prepare and serve cold drinks, or frozen milk drinks or desserts, using drink-dispensing, milkshake, or
frozen custard machines.

Prepare daily food items, and cook simple foods and beverages, such as sandwiches, salads, soups, pizza,
or coffee, using proper safety precautions and sanitary measures.

¢ Relay food orders to cooks.

& Serve customers in eating places that specialize in fast service and inexpensive carry-out food.

L R R R K R 2

*

EMPLOYMENT HISTORY

MCDONALD’S — Anytown, WI
Food Service Worker, 2015-2016

LAKEVIEW RESTAURANT & CAFE — Anytown, W1
Waitress, 2013-2014

EDUCATION

ANYTOWN SENIOR HIGH — Anytown, WI
High School Diploma

REFERENCES AVAILABLE UPON REQUEST
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Interview Skills

When you think about preparing for an interview, don’t overlook the possibility that a W-
2 participant may need to take a skills test. Skills tests give employers another way to
distinguish between different job candidates, see how they perform under pressure, and
check the various claims they made on their resumes.

The W-2 participant may not always know if s/he will be required to take a skills test or
what kind s/he would be asked to complete; here are some common skills tests.

e Software frequently used in the field: If a W-2 participant writes on his or her resume
that s/he is proficient with specific software, s/he may be called on to prove it.
Common programs tested prior to or during an interview include Microsoft Word and
Excel, which are used in a wide range of jobs.

e Programming languages: If the W-2 participant says s/he is proficient in C++, and
this is important to the employer, the W-2 participant might get tested.

e Writing: Many employers express annoyance with job candidates' lack of writing
abilities. Depending on the job, the W-2 participant may need to prove that s/he can
supply a clear set of instructions, draft a memo, or supply the copywriting for a
company landing page.

e Scenario-based tests: These can take many forms. For example, if the position the
W-2 participant is applying for is managerial, the W-2 participant may have to take a
test demonstrating how s/he prioritizes, handles conflicts, increases group
productivity, or provides insights into tricky situations. The test may be in a multiple-
choice format or involve role-playing scenarios with the interviewer or with other
interviewees.

e General intelligence tests: A W-2 participant might be asked to answer questions
similar to those that would appear on an IQ test. Some tests may be more specific
to a particular set of cognitive abilities, such as spatial reasoning, that are important
for the job s/he is applying for.

Ensure the W-2 participant is as proficient as s/he claims on his or her resume, and that
s/he can approach each test with confidence.
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How Do You Interview?

Write down on a separate sheet of paper an interview question you have had a difficult
time answering.

Exchange your question with a partner. Practice answering your partner’s interview
guestion. One person will be the interviewer, and one will be the interviewee.

It is important to practice interview skills with the W-2 participant. Whether your agency
has a separate workshop, or the FEP and/or Job Developer practices with him or her,
make sure there is practice, especially before an interview.

Talk with the W-2 participant and find out if s/he has a difficult question(s) that makes
him or her stumble. Practice interviewing the question(s) so s/he is prepared.

Best Practice: Have the W-2 participant be the interviewer and the
FEP and/or Job Developer be the interviewee so that you are able to
model the behavior during an interview.
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The 80 Percent Rule

A large number of job applicants never hear back from employers after applying for a
position. The reasons vary. The resume may be outdated, or there may be a lack of key
words in the cover letter and/or resume. An organization may receive 1,000 resumes for
a job opening, and the W-2 participant’s application was number 999. Common reasons
a job seeker never receives a response from an employer include the large response to
a posted position, and the job seeker clearly not being qualified, at least based on the
information provided in his/her cover letter/resume. It would be better for employers and
job seekers if those looking for work applied only for jobs for which they were qualified.

When reviewing an online job posting or an ad in the newspaper, W-2 participants must
pay attention to job descriptions that list required skills and experience, preferred and/or
desired by employers. This is the employer’s way of letting the W-2 participant know
whether or not to apply.

According to The Pongo Blog (2013), what do required, preferred and desired skills
mean?

e Required skills

e Preferred skills

e Desired skills

The 80 percent rule establishes that W-2 participants should apply for a job ONLY if
they meet the skill level and work experience required, preferred and desired for the
specific job opening by 80 percent or more.

Applying the 80 percent rule will help W-2 participants avoid ineffectiveness and
discouragement. Additionally, it will improve the chances of being successful in getting a
call from prospective employers and securing employment (Estepani, 2013).
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22

e Retention

© 29
e Now that the W-2 participant has a job, he or she may need your
assistance in maintaining that job or advancing on the job. It is important to your agency
to assist W-2 participants in maintaining their employment for at least 31 days, and 93
days for Performance Outcome Payments (POP) claims.

21

According to W-2 policy, there is the expectation that agencies will provide at least 12
months of follow-up services, with the goal of providing W-2 participants the assistance
they need to stay employed and advance.

Though many of the follow-up activities relate to vocational education, pay special
consideration to Job Retention Services (JR) for review of workplace demands and
employer expectations, the potential for mediation of conflicts on the job, retention
strategies and specific problem solving (W-2 Manual, 2014).

Maintaining Employment

Here are additional approaches to job retention services (Oregon Department of Human
Services, 2014):

Assessment

e Determine if the W-2 participant has any issues that need to be resolved in order to
keep the job (these could include transportation, child care, time management, etc.);

e Determine if the employer has classes or training available for skill building;

e Determine what type of skill enhancement might lead to a better paying job;

Questions to Ask

e How are your child care arrangements working out now that you are employed?

e Are you able to get to work okay — do you have transportation, and are you able to
get to work on time?

How are you getting along on the job?

What has your employer said to you about how you are doing on the job?

How are your children reacting to your working?

Would you be willing to take night classes to gain skills?

Staffing

e Agency supervisor and other staff o W-2 participant

e Community partners working with the e W-2 participant’'s employer
W-2 participant

After Employed, Resources to Stay Employed (list the resources in your area)
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Skills for Retention and Advancement

According to Lee (2012), most employers require specific skills and behaviors to keep
or promote an employee. The skills can include:

1. Learning

A common mistake is that workers believe they will get a promotion based on their hard
work and on-the-job professionalism.

It is important to be aware of jobs in the local labor market and their requirements.
Sometimes workers need to upgrade or acquire new skills.

2. Soft Skills

The skills necessary for promotion are not always technical. Sometimes soft skills are
the key to success. For example, in an office management position, the requirements
may include leadership and communication skills, a good work ethic and a sense of
responsibility.

3. Handling Criticism

Consider that constructive criticism is not a bad thing. This provides an opportunity to
practice active listening and assertive communication skills.

4. Professionalism

When a person speaks poorly about his/her job and the employer, s/he affects not only
him/herself, but also his/her co-workers. This behavior brings with it negative attitudes
and creates a hostile work environment. It is unlikely that a person that behaves this
way will retain his/her job.

5. Initiative

A worker should not just be an observer; instead, s/he should participate in problem
solving. This shows the organization that the employee is proactive and effective.

6. Think Like a Manager

A person should go to work because s/he enjoys his or her job, not just for the
paycheck. When employees show this behavior, the work environment improves.
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Conclusion

It is important to assess the W-2 participant’s skills and interest in order to create a plan
and set goals to ensure s/he obtains the skills needed to find and maintain a job.

This process is never ending; you want to continue this process with each W-2
participant even after he or she has gained employment.

Remember that the W-2 participant is a part of this entire process.

Step 1

/ Assess the
Participant

Step 6
Retention Step 2
Explore
$ Careers
Step 5 Step 3
Find a Job Create Plan &
Set Goals
Step 4
\ Expand /
Skills
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Take Away

Now that you have some more information on how to assist W-2 participants in
improving employment search, what are some of your take aways?

Write down: What should you stop and think about? What do you need to slow down
and get prepared for? and What do you want to go, go, go with? Fill in the lines next to
the corresponding stop light.

)

4
Q010
TN~
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Annie’s Assessment Results

O*NET Interest Profiler Results

O*NET Interest Profiler

Here are your Interest Profiler results!

Think of your interests as work you like to do.

Your interests can help you find careers you might like
to explore. The more a career meets your interests,
the more likely it will be satisfying and rewarding to
you.

Realistic ¥ou can click on any interest below to learn more.
When you're ready, click Next to centinue.
Investigative

* Realistic * Social

s Investigative s Enterprising
s Artistic ¢ Conventional

Artistic
Social
Enterprising

Conventional

Interests m Job Zones Careers
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Social

People with Social interests like working with others to help
them learn and grow. They like working with people more
than working with objects, machines, or information.

R I A E C
They like:

+ Teaching

Realistic 14
¢ Giving advice
Investigative 16
g ¢ Helping and being of service to people
Artistic 20
Social 28
Enterprising 15

Conventional 20

Artistic

People with Artistic interests like work that deals with the
artistic side of things, such as acting, music, art, and design.

They like:
* Creativity in their work
Realistic * Work that can be done without following a set of rules
Investigative
Artistic
Social
Enterprising

Conventional
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Conventional

People with Conventional interests like work that follows
set procedures and routines. They prefer working with
information and paying attention to details rather than
working with ideas.

They like:

Realistic + Working with clear rules

Investigative + Following a strong leader
Artistic

Social

Enterprising

Conventional

O*NET Interest Profiler

To focus your search, think about the following
Interests Aauestion:

+ Job Zones How much education, training, and
Careers experience do I need to do the job?

Each O*MNET career is in one of five Job Zones, which
are groups of careers that need the same level of
experience, education, and training.

Different careers need different amounts of
preparation. You will be asked to pick a Job Zone.
Using your Job Zone and your interests, the Interest
Profiler will help you identify and explore careers that
might be right for you.

Start Interests Results Job Zones m
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O*NET Interest Profiler

When picking your Job Zone, you can choose your:

CI.II'I'EI'It, Current Job Zone — choose the Job Zone that
or Future? matches the kind of experience, education, and
training you have now.

OR

Future Job Zone — choose the Job Zene that matches
the amount of experience, education, and training you
plan to get in the future.

In both cases, your Job Zone will include careers that
wvou might like to do.

Don't worry about making the wrong choice; you can
explore a different Job Zone later.

Interests Results Job Zones m

al : D

Job Zone Two: Some Preparation Needed
Experience Education

Some previous work-related skill, knowledge, or These careers usually need a high school
experience is usually needed. For example, it diploma.

would help a teller to have experience working

with the public. Examples

Training These careers often invelve using your

knowledge and skills to help others. Examples
Employees in these careers need from a few include sheet metal workers, forest fire fighters,
meonths to one year of working with experienced customer service representatives, physical
employees. An apprenticeship pregram may be therapist aides, salespersons (retail), and tellers.
available for these careers.
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O*NET Interest Profiler

Select a Job Zone

Mow that you have learned about each Job Zone, select
the current or future Job Zone that's right for you:

) Job Zone One

Little or Mo Preparation Needed

® Job Zone Two

Some Preparation Meeded

) Job Zone Three
Medium Preparation Meeded

) Job Zone Four
High Preparation Needed

) Job Zone Five
Extensive Preparation Needed

Interests

Results Job Zones m

O%*NET Interest Profiler

Your interest results:

Realistic
Investigative
Artistic
Social
Enterprising

Conventional

Your Job Zone:

X > EEEED)

Job Zone Two
Some Preparation Needed

On the next screen, you will see careers
related to your Interest Profile in your chosen

Job Zone.

Click the Next button to continue.

Start Interests Results Job Zones m
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O*NET Interest Profiler

Click to change your Job Zone:
(I 3 4
A 5 E C

Careers that fit your interests and preparation level:

Job Zone Two
some job preparation

% Bestfit %% Great fit # green P URENERwe

% Childcare workers "

&% Locker Room, Coatroom, & Dressing Room
Attendants

&% MNursing Assistants

%% Psychiatric Aides

Dietetic Technicians
Funeral Attendants
Home Health Aides

Personal Care Aides

Public Address System & Other Announcers

Click on a career to lzarn what they do.

Find More

Interests Results Job Zones Careers
Careers
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Work Values Results

Your Values Assessment Results

PRIMARY VALUES SECONDARY VALUES

RE-TAKE ASSESSMENT
Your primary interest code is ~ Your secondary interest code
A - Achievement. S

R - Recognition.

Based on your assessment results, you may be interested in the following Career Clusters. The percentages below
indicate the match between occupations in the A - Achievement work values code and those in the Cluster.

Law, Public Safety, Corrections and Security
21%
s
Arts, Audio/Video Technology and Communications
19%
Marketing Sales and Semvice
17%
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Matching Occupations Show only "InDemand Careers"

LESS THAN 2-YEAR DEGREE 2-YEAR DEGREE 4-YEAR DEGREE 4-YEAR DEGREE OR HIGHER

In Demand Occupation e
R— ¥ h

m Electrical and Electronics Repairers, Commercial and
Industrial Equipment

m Electricians

[ 1N DEMAND ¢ Emergency Medical Technicians and Paramedics VIEW OCCUPATION PROFILE
m Home Health Aides

[ 1N DEMAND ¢ Interpreters and Translators
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O*NET Skills Search Results

Occupation Quick Search:

O:NET OnLine @ D

e
Aproud patneof he americanjobcenter®nemork

Help  Find Occupations  Advanced Search  Crosswalks Share  O*NET Sites

Skills Search for:

Reading Comprehension, Active Listening, Wrting, Speaking, Active Leaming, Leaming Strategies, Social Perceptiveness, Coordination, Senice Orientation,
Equipment Selection, Judgment and Decision Making, Time Management (497 matches)

[k 9 — 2 27-2011.00 Actors
9 e— 2 33-9031.00 Gaming Surveillance Officers and Gaming Investigators
9 — 2 33-9099.02 Retail Loss Prevention Specialists
9 e— 2 35-1012.00 Eirst-Line Supenvisors of Food Preparation and Serving Workers
9 e—— 2 39-2011.00 Animal Trainers
9 e— 2 41-1011.00 FEirst-Line Supenvisors of Retail Sales Workers
9 e— 2 41-2022.00 Parts Salespersons
9 e— 2 43-3011.00 Bill and Account Collectors
9 e— 2 43-4021.00 Correspondence Clerks
9 e— 2 43-4031.03 License Clerks
9 e— 2 43-4151.00 Order Clerks
9 e—— 2 51-8093.00 Petroleum Pump System Operators. Refinery Operators. and Gaugers
9 e—— 2 51-9021.00 Crushing. Grinding. and Polishing Machine Setters. Operators. and Tenders
3 e— 2 53-1021.00 FEirst-Line Supenvisors of Helpers. Laborers. and Material Movers. Hand
9 — 2 53-4041.00 Subway and Streetcar Operators
9 — 2 53-7032.00 Excavating and Loading Machine and Dragline Operators
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Annie’s Employability Plan

ETATE OF WESCOMEIN
DEFARTMENT OF CHILDREN AND FAMILIES
Ditvision of Family and Economic Seoaity W-2

WISCONSIN WORKS (W-2) EMPFLOYABILITY PLAN

Personal imrmason you provide may be used for secondany purposes [Privacy Law, 5. 15,0401 m), Wiscorsin Statutes)
PARTICIPAMNT: | SENC PIM:

PRINTED ON (DATE) QFFICE: WIDRKER:

PART 1 - PARTICIPANT EMPLOYMEMNT AMD RELATED GOALS

JOB GDALS DURING PROGRAM PARTICIPATION:

JOB TITLE JOB [DOT) CODE
PRIMARY . -
SECONDARY: . -
ADDHTICNAL: . -

RELATED GOALS NOT REQGUIRED FOR PROGRAM PARTICIPATION:

LOMNG-TERM:
SHORT-TERM:
PART 2 - PARTICIPANT PERSOMAL GOALT
{NOT REQUIRED FOR PROGRAM PARTICIPATION]
PLANMED COMPLETION DATE
_II_II_
2 _II_II_
'E' _II_II_
4 _II_II_
'\5 _II_II_
ﬁ _II_II_
PART 3 - PARTICIPANT PROGRAM ACTINTY PLAM
[REQUIRED FOR PROGRAM PARTICIPATION)
The participant program activity will bagin on and will be reviewed on . During mis tme the W-
2 placement I5 3 . AIW-2 payments may end If 3 new employaolity pian s nof compieted by the review date.

The participant program actvity pian will heln you mest your goal 10.get a job. It ISt the acivties mat will 35is1 you In getiing a jab.
¥our Worker will mest with you to taik about your progress and make changes 10 your plan, i nesded.

ACTIVITY 1: HOURE PER WEEK:
PLANMED BEGIN AND END DATES _ [ T I )

PROVIDER OF SERVICE:

LOCATION:

SUPPORTIVE SERVICES: CHILD CARE TRANZPORTATION

REMARKE

RETAIN COMPLETED FORM IN CARE RECDRD

OVER

DCF-—DEEIDTES (R Iz}
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ACTIVITY Z: HOURS PER WEEK:
PLANMED BEGINANDENDDATES __ /| TO__ [ |

PROVIDER OF SERVICE:

LOCATION:

SUPPORTIVE SERVICES: CHILD CARE TRANSPORTATION

REMARKS:

ACTIVITY 3: HOURS PER WEEK:
PLANMED BEGINANDENDDATES ___/__/ TO__ i |

AROVIDER OF SERVICE:

LOCATION:

SUPPORTIVE SERVICES: CHILD CARE TRANSPORTATION

REMARKS:

ACTIVITY & HOURS PER WEEK:
PLANMED BEEGINANDENDDATES ___ /[ TO__ i I

PROVIDER OF SERVICE:

LOCATION:

SUPPORTIVE SERVICES: CHILD CARE TRANSPORTATION

REMARKS:

ACTIVITY 5: HOURS PER WEEK:
PLANMED BEEGINANDENDDATES ___ /| TO__ i |

PROVIDER OF SERVICE:

LOCATION:

SUPPORTIVE SERVICES: CHILD CARE TRANSPORTATION

REMARKS:

| hiave agreed that | will do e acthities listed In this Employability Plan. | know that | must do these activilies to recalve my W-2
paymenis which Include child care and fransporiation. | know 1| don't do these activilies, Incuding k2eping all appointments,
compieting up-front job saarch, acceping a job, and keeping a job), my W-2 payment may be denied, ended, or reduced 55.00 for sach
howr | miss. | will comtact my worker i | cannot go o my assigned actviies.

EIGMATURE OF THE PARTICIPANT CATE EIGHNED
| hiave prowided an explanation of the condlions and reguirements Tor the actvities isted, the W-2 participation time Bmits, and have
provided the opportunity to answer the participant's quastions.
EIGNATURE OF W-2 WORNER DATE EIGNED
COMMENTS:
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Informational Interviewing

JOB % CENTER

web hitp:fjobcenterofeisconsin.com [BEE) 256-7%66

Informational
Interviewing

Oz of the best sources for gachering information abour whar's
happening in an cccupation or an industry is to talk to people
waorking in the fisld. This process is called Informational or
Rescatrch Interviewing.

An informaticnal interview is an inteoview that you initiace
—you ask the questicns. The intent and purposs is to cbrain

information, not to get a job.
Some good reasons to conduct informational Bcetviews are

*  to explore careers and clarify your carcer goal

* o discowver tmplo]'menl: ol:lpon:unll:i-s that are not advertised
to expand your professional nerwork

to build confidence for your job interviews

to access the most up-to-date career informaticn

to identify your professional strengths and weak nesses

Helpful information

* Learn as much as you can
abaut the company; mlary and
bensfes. Friends, nsighbars,
ar relatives who work for the
conmipary are good sowrces.
The puhli.c libraries, internet
searches, local Chambers of
Commerce, and your local
Wiscomsin Job Center can alsa
be bedpful.

# Learn everything you can about

First job = Next job  Right job
email: jobCenterofVWHZ dwd wigow

Interviewing publications:

= Hidden Elemants of Intarvawing
= Questiors Quastions JQusstions
= Eays to Secoesshul Interviawing
= Prove i

*  Talephors Tips and Tachniquas

Fublications available in these topic areas!
= Rasumas and Applications

= |ob Ssarch

*  |ob Raadimcss

Listed below are six steps to follow to
conduct an informational interviewn

Step | —
ldentify the eccupation or industry
you wish to learn about

Assess your own intereses, ahbilities, values and

skeills, and evaluate labor conditions and trends
to identify the bese fizlds to research.

Step 1 —
Prepare for the interview

Bead all you can about the ficld prior to the
intzrview. Diecide whar informarion you
wauld like to obtain abour the accupariond

industry. Prepare a list of questions that you
would like to have answersd.

Step 3 —
ldentify people to interview

Start with lists of F-ml:nle }I’DLI.EJI‘&.‘I.EI.]’ kenoer

— friends, relatives, fellow students, present
or former co-workers, supervisors, neighbors,
and so on. Professional organizaticns, internet
reszarch, crzaniational directores, and public

the job duties and ways d"l:-lﬂ speakers are also gpocd resources. You may also
Four previous training an call an orpanizaticon and ask for the name of
eaperinee help you qualify you the r::EibI jobs citle
for the job. Be - '
g s el e e B ol i s FRE—— fakai. LIS OC.SALE
[ R T e T TR D =y - R ——
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Step 4 —

Arrange the interview

Contact the peson to st up an interview:

* by telephone

* by a lester followed by a telephone =, or

* by having scmeone who knows the person make the

appiniment fer you

Step 5 —
Conduct the interview

Drvess appropriatdy, arrive on time;, be polite and
professicnal. Refer to your list of prepared quessions;
stay on wrack, but allow for PO neus discussion.
Beefsre ||:='ri:r|.g. ask FEHLT CONEACE b0 Sugpest names af

others who might be helpful to you and ask permision

to use your coentact’s name when contacting these new

a. Horw mightjobs in this Reld change in the fiture?
AL 10. [s there a demand for people in this cooupation?
St-ep & — I1. "What special advice would you give a persan
Follow up entering this held?
) ) i ) i 12, "What types of training do companies offer persons
[mmediately after the interview, record the information entering this feld?
gathered. :Iic.mn: to send 2 l:]u.n.k-:.-nu_m'l.c e e 13. What are sane prerequisites for jobs in this beld?
contact within one week of the interview. 14.  Which professional joumals and organizations
Mote: .."IJ.'W:}: :.11.:.1:.!'.:-: the information _1_.'|:h1.|.'11: g_:d.'n::m:l. would I'-“:IF me bearn more about this held?
Adjust your job search, resume, and career objective if 5. What do you think of the experience I've had so
A far in terms af entering chis beld?
: 16, From your perspective, what are the problems you
20 Questions see working in this field?
17. If oould do things all in, would
Mrepare 2 list of questions for the informational interview yas PR ST EER 3. 5 yen
B choose the same path for yourself? Why? What
to help you learn about the company and the job. would you change? : :
Following are sme P qrieshnns. 18. With the informarion you have about my
1. On a '-'_FPiI'-ij day in this position, what do o do? education, skills and experience, what other helds
L. e ) . or jobs would you sugpest I research further before
2 What training or education is required for this ST TES
Fwrk? [ make a final dedsion?
L e ) . . . 19, Tell me about my resume. Do you see any problem
X What personal qualities or akbilities are important ; B : .
10 beine successful on this iok? areas! How would vou sugpes: | change it
B e 0. Who do you know thar | should talk to next?

4. What part of cthis job do you find mos sasishying?
Mest challenging?

5. Howr did yOLL 2L o jl:-]'.-? .
6. 'What opportunities for advancement are there in
this held?
T What enery level jobs are best for learning as much
as possible?
B.  What are the salary manpes for various levels in this ]
feld? |l"l (™

When [ call himdher, may I 1aze your

Part of the Arerkcan o Center notwork

Eww, oo bersam. goy Toll Fres Help Lies B7T US2-JOBE (ETT-TT-J0ES)

Th i L i g Ly supdye @l weee predde T s iy o o e e
ol 0wl e ol by ey e o] G L5 G I wir - S (e
DFES/Partner Training Team 67 08/29/17

S:\...\Curriculum\EnhancedCaseManagement\Improving_Employment_Search_Outcomes\Improving_Employment_S
earch_Outcomes_Using_Focused_Strategies_ PG_082917



Improving Employment Search Outcomes Using Focused Strategies

JOB Employment

CENTER SKkills

If vou think you don't have any experience, THINK AGAINI
You may not have specific joh experience, but you do have
work experience.

You have “worked” as a homemaker, a student, a volunteer,
in a hobby or some other personal activity. The skills you

Hnusehdd skills Carp-e-nl:r]r skills
Sewing Sanding
Child care = House painting
Making clothes = Cabinet building
Money managemsent = Omamental woodwork
Budgeting = Building additions
Diirecting procedures =  House framing
Other pubmsations. on Teaching = Pameling
regumes and applioations Diecorating = Fumiture making
Fencral Cuts Record Laundry skills = Insulation installation
D e e e Food preparation = Fumiture refinishing
R masts Eakile Counseling others = Money handling
DRI P : Relating to other people = Relating o people
. Keeping records = Directing customers
Putiiostions. on raisied foslos o Pubiic relatons - Sales
INTERITWIRD
s Dl Powee Formulating new ideas =  Budgeting
Hiitan Dl cfimening Ironing = Supervisony experience (in a
ke rracterat s dssing Supenisary expensnce (in 3 Jeb, in a dub or organization
i".w'p' job, in a club or crganization you belong to, ete)
T e —rr you belong to, ete.)
N ] P
Lok Saarh D
fi=y s ]
Wihaow m Lestde o o Dppestnitas
(DAL QTP

DWE-SE-P (R DEZO0T)

use for these “johs” can be applied to other jobs.

T2 abisin aingle copisa of this petdcston, vish your nescer Bcosein Job Cenmer. For multiphs copka of il o1 soer ' in Job Cesisr pabdica (4= -]
Drcursssi Saba o 1-S8E-000-SALE [ anSereen erd scospredy e invdis your comemenm. Sead 5n s-mal reassps io: obcsrreniided. rams.wlon
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kit cheen =kills

= Food preparation

= Cooking food

= Dishwashing

= Washing pans
Operating a dishwasher

= hdeal planning
Iriwertory

»  Ordering supplies

= Superisory experience
{inajob, in adub or
organization you belong
to, etc)

= Stocking shehres

= Hiring

= Budgeting
Scheduling

»  Direding procedures

Coun=sding =kll=

= Group courseling Clist
vuhat typ e of probleme)
Individual counseling Clist
vuhat typ = of probleme)
Teaching (adults andfor
children, wolunteer or
paid)
Iriter- agenoy vaark

»  Intenvisming

= Writing programs
Superizing dients

»  Direding procedures
Scheduling

= Formulating new ideas

»  Keeping records

= Public relations
Fres earcher

= Fublic speaiing

= hdoney handling

= Wiriting reports

= Crisis wark
Oher supervis ory experi
ence (in 3 job, in 3 clob or
organization you belang
to, etc)

Gardening skills

= Lanwn care
= Flaweer gardening
= Landscaping

= Tree trimming

= Farming skills (pleaze list
all your skills)

= Trarsporting trees

= egetable gardening

= Pruning trees

= iFratting

= Greenhous e wok
= Sales

= Survewing

= Farm labarer (list skills
and machineny wou can
1= &)

= FPublicrelations

= Money handling

= [Directing customers

= Supernvisony experience
rin ajob, in a club or
arganization wou belong

to, et
Gar=ge skill=
= Pumping gas
= Cartuneup

= Customer relations

= Changing tires

= Auto body re pair

= Mdinor auta repairs

= Ctherkinds of auto
repairs

= Repairing and maintaining
dies el engine wvehicles

= Money handling

= Selling
= Trude driving
= Imwerntony

= Slodiing shehres

= [Directing customers

= FPublicrelations

= Sales

= Keeping records

= Car driving

= Supernvisony experience
{in ajob, in a club or
arganization you belong
o, et

hEinten=ncs § janitonid sklls

Fact

Crsting

Sws eping floars

W 2= hing floors

W Z:£ing

Wl 2= hing windowe
Cleaning rugs or carpet
Cleaning bathrooms
Buffing

F alis hing furniture
Flumbing repairs
Electrical repairs

Wi do rep airs

C arperitry woark

Fublic relatiors

Mlon ey handling
Superis ory experience
(inajob, inadubor
organzation you belang
to, etc)

oy =kill=s

Saldering

Az amb by line v i
Operating machine ny
[examples: grinder, |athe,
drill press, milling ma
chine, etc. List all wou
know hove o us )
Elecdrical wairing

Stock room veak
Unloading or loading
Irivertary

Quality condral

F acking

Filling arders

ielding

B making
Supervizing others (in a
job, in a club ar organiza
tion you belong to, ete)
Farts lerk

Keeping recaords
Stocking = hehres
Crirecting procedures
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Teazhing skll=

Superisony experience

Secraana skill=

iriting lesson plans fin ajob, in a dub or = Receptionist
Formulating nev ide a= organization you belong = Typing

Wiriting and grading tests to, etc) = Filing

Keeping records = Arcering telephone
Fublic: relations Truck driver = Stenography

Wiriting repors
Supervising adults andfor
children within a schaok

Crriving small tudis
Crriwing dies el trucks
Hooking and unhocking

Typing from dictating
machines
hdading appointment

types=etting (what did wou trailer from tractar = Running office machines
supervize them to da’™) Backing large trucks into [examples: fa: machine,
Scheduling =mall apenings computers, photacopy,
Crirecting procedur e = Ciby driving printing, et

Individu al courseling (list = Owertheroad driving = Proofreading

what types of problems] {long distan =) = Cled duties

roup counseling Clist
wuhat types of problems)
[recorating o 3550 omes
Teaching warious s ubjeds
or special events
Organizing projeck
relating to parent and
people in the community
Witadcing vith different
adult andfor child populs
tions (listwhatkind of
special populations])
Cher supenisony experk
ence (in 3 job, in a club or

hde ch anical repairs
Lrie=elrepairs

Leading and unloading
Changing trudk tires
Keaping records
hianey handling
Feeping on schedule
Customer relations
Supe risony experiance
fin ajob, in a dub or
arganization you belong
to, etc)

MEirtenzncs frepair sklls

Sorting, delivering mail
Gresting client

Order processing
Calling clierk

Crirecting cliznk
Fublic=spe ding
Keaping records

Fublic relations

Fies 2archer
Supenisony experience
[in a job, in a club or
org anization wou belong
to, ete.)

org anization wou belong = eneral repair skilk (list Beadtici=n
to, etz all yaur areas of experi- = Hair cutting
hdading aszignments 2nce] = Elyling

Setting up dassroom
interest centers

At skills related to wour

te aching

hizic skile related to your
te aching

Senvicing offic: machines
[example: typewritar,
copiers, ets.)

Senvicing &quipment
[examples: telephone,
lawn miowers, appliances)

Shampaooing hair
Giving permanents and
biody vugwes

Cosmetics consulting
F aciak

hdanicur esipe dicures

e ch anically i nclined = Scalp treatment
Bookkesping skll= Felating to customers = Hair caloring
Accounting Iriventory = Hair lightzning
Uszing calculators hdaney handling = Appointment s cheduling
Us=ing adding machines Sales = hdoney handling

Account payable
Account receivable

Fublic relations
Keaping recaords

Fublic relations
Attending das=ses and

Fayrall Superisony experience lectures

Ir oo e 13 {in ajob, in a dub or = Shidying current beauty
Twping arganization you belong supplies and shyles
Billing to, etc) = Ordering supplies
hdoney handling = Record keeping
Keeping records = Sales

08/29/17
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Corstrudtion skill=s
= Conorete vk
= Elechicalviring
= Mhdairtenance repairs
= Flumbing
= Heawy equipment operation
= Truck driving

= Hrick laying
= Trenching
= Roofing

= Sheet-metal vaork

= Heating irstallation

= Refrigeration ok

= Carpertry woork

= Heawy labaor

= Took and machines you can use

= hdoney handling

= Fublic relatiors

= Direding wstomers

= Irrentory

= Scheduling

= Supervisory experience (in a job, in a club
arorganization you belong to, etz

Restaurart skills

= Cashier

= Waitress
= Ui aiter

= Bartender
= Busboy

= Directing customers
= Handling money

= Publicrelations

=  Hostess f maitre de

= Dishwashing

= Budgeting

= Short order cook
= Main cook

= Cook's assistant

= Ordering supplies

= Irrentony

= Hiring

= Supervisany experience (in 3 job, in 3 club

Sdes =kill=

FPublic relation=

hdoney handling

ke eping records

zresting customers

Customer senvice

Order processing

Bio gk eeping

Crirecting customers

Irirertany

Drisplaying = amples

Cremonstrating product

Wi'riting repors

Experience in the art of persuading
Senicing goods

Crelvery goods

Sy pervis ony experience (in a job, in a club
of organization wou belong to, etc)

SHes clerk =kl =

zresting customers

Keeping records

Customer senice

Customer rel ations

Empl oyes relations

Clerk

Order processing

Irirertany

Crirecting customers

Sales

Bio gk eeping

Money handling

Ordering supplies

Correcthy filling orders

Using affice machines (list all wou can use))
Billing

Typing

Crirecting procedures

Supervisany experience (in 3 job, in 3 elub

of organization wou belong to, etc)
Lrecorating a=stare
Irirertany

Stodiing shebres

ar arganization you belong to, ete) hY
= Publicspeadiing |
= Intenviewing J
= Correcthy filling arders i
= Employee relations
= Customer relatiors
& Foud Memb erof @merdoa’ cYorkforoe Hetoork™ Toll Fee Help Line 1-27F UB-3JOEB (TT Y 22T EZA-JOER)
TR ool S O eLiek O o honc o' opeies o s O an P " 3 o el O TR F R O H ad
¥ o AL B EL LTS FETTR. LS T e T gyt m oficars-al o 1wl H i)
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Improving Employment Search Outcomes Using Focused Strategies

Transferable Skills Brochure
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Transterable

Skills

Linlike jok-related skills, which tend to be uzed anly in one
type of wark, transferahle skills are skillsthat can he uszed in
every occupation, regardless ofthe type of work, They are
universal skills — you can transfer them from one type of
wiark to another without moch effort onyour part or training

fromthe employer.

fary employers think that if ywou
are able to use the skill in one
situation, wou should be able to use
that=kill in another job, even if the
vtk appe ars to be unrelated o
waur past employment or educa
tional experience,

Far this re ason, ywour trarsferable
skille are often more important than
waur job-related zkilks. This i
ezpecialby true if wou are ¢hanging
caresrs of making the trarstion
from=chool o ok,

Suppose that an astomobile me-
chanic wants a job repairing hows e
hiald appliances. The mechanic
should emphasze gensral me-
chanical skills, not =specific
autormative skills.

The household appliance employer
mill be interestad in the mechanic's
general skilk: Can the mechanic
=e handtool™?Can the mechanic
troubleshoot, repair, adjust, and
maintain mechanical devicesr The
employer does not care th at the
mechanic can grind pistons, rebuoild
carburetors, and adjust ignition
timing.

In idertifying wour transferable
shillz, do not owerlook the skills
youwe gained from evenyday living.
hlo=t job s eedcers failto s ee this
potential. These kil can, ho-
ever, help wou meet an employvers
expectations.

I wou do not alre ady konoo woour
frareferable skills, complete the
frareferable shills e<ercis e on the
folloming pages. This exercis e will
help you identify at least ten of wour
trarcferable skills.

Frensien the list of ransferable skills
on the nexdt pages and ched all of
the skills that you feel are the skilks
wou hawe,

Check the EQUCATION calumn if
wou acquried that il during wour
education or through a training
program. Chedk the LIFE column i
ol acquired the skill anauhere
elze, mhich veould include paid
employment, wolunteer actities,
and gerner al life experience, Cheadck
the third column, HEXT JOB, i you
fe el you will need that skill in the
niet job wou have that meets wour
primary job objedive.

Ta ahpln drggle copl i o chle pdhledan, clle gy r resd rave YW e dn - oh CAnear. Mo riidpds cop by o il e arathar e coret In ab Caner bl orded o, caneer
Cocmaanes by ] -0 0 -5 C ' an aearC o nd s eeaped). SUalrade Lol r coddra andd . Sefe] A0 s=ra 00 a0 g 160 o bearearyvied An ol 10

DFES/Partner Training Team

S:\...\Curriculum\EnhancedCaseManagement\Improving_Employment_Search_Outcomes\Improving_Employment_S

72

earch_Outcomes_Using_Focused_Strategies_ PG_082917



Improving Employment Search Outcomes Using Focused Strategies

ocooooooooooooococoooooooooooooooocoooooooooooo0o00Oon Edeestion
ooooooooCcocoooooooo0ooo0o0o00cooo0oooooo0000cococ00n Lfe

oooooooooooooo0ooooo0o00o0Do000D0O00000000000000000000 MHext Job

actfperform dio precision work lit [moderate)
adapt to Studions dio publc relaions work lisben

adwize people drat |o:ate information
aTaheedata drive |0 infommation
Fiticipate problems edit mahketrege
Fpraise serics EMCOUra]e mahke decizians
arange nciorns endum long hours mahke policy
Z=semble products enforce manaje 3 business
FEsass Stugtions eritertain manaje peopk

Audit records esablish mea:zure boundanes
bargaintaner estimate medige problems

b cost conacious eglugte meetthe public

b= mzponzible for EadImine Mmemanize infrmation
budget money em:hange mertar others

build eahibit manitar progress
by productsEerices eapand miotivate athers
calculate numbers eapedite moe materds
chartinformaion eaplain regotiate

check or accuracy eaplare rurss
daszifyinfomation file records rurture

collect money fird information ohserwe
COMITAnicate fisfepair obigin

compare daa follow directions opergte equipment
compile staistics fodlow through order goods Supplies
compute data gather infrmation organize data
concEpudiz e gather matenials organize people
conduct gensrate organize @shs
confant athers guide/=ad ounbperae business
con=ruct building= handk complants paint

consult wicthers

oooooooooooooococoooooooooo0ooooocoooooooooooo0o00O0 Edocation
ocooooooooooooococoooooooooooooooocoooooooooooooo0oon Life

oooooooooooooooDoDooooo0oo0o00oooo0ooDooo0o0o0o0Oo000n Medt ok

handle equiprment

oooooooooooooococoooooooooo0ooooocoooooooooooo0o00O0 Edocation
oooooooooooooocoooooooooooooooooocooDooooooooo0o0oOn Life

oooooooooooooo0oooo00o00o0DoO0000000000000000000000000 Mt Job

perceve neads

cortact cthers handle maney pzrfomm routine work

cortact wi others help p2opla pers@de others

cortrol costs illustrate plan

contral people imagine solutions plant

control stugtions implement prepare matenials

conuerss wfathers improue pririt

coordnate adivties improize proces s informmation

cope wf deadlines inform people process matenals

copyinfrmation initiate actions produce

comespond w/iothers inspect products program

rede in=all promete

deleqate in=troct protedt property

deliver interpret data provide maintenanc:

demonsirate interi=w people question athers

design iment rase money

detail imentbory read reference books

detect imestiggte recomimend

detemmine lzad people record data

denelap leam recrii peaple

drect others leam quicky rectify

d=zpen=ze infarmation ligizs reduce costs

distribute lit (heawy) refier people
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L 5 o 5 g

b b = b =

T _§ a ﬁ o

b5 3 o5 F o5 =

O O O rehatiltae pzople O O O shaps O O O transker

O O O rememberinformation O O g sigral O O O tansate

O 0O 0 remowe O O O sizeupsiuations O 0 0 tawd

O O O repar O O O shetch O a 4d teat

O 3O 0O replace O 0O 0O socialize O O O tmubleshoot

O O O reportinfnmation O O O saheproblems O O O tuor

O O O reszarch O 00 =sort O 0 0 typs

O O 0O resolw problems O O O speakinpublic O O 0O understand

O O O restor O O 0O swdy O O O unite peaple

O O O refriewsinfomaton O O O supervise O O O wpdateinfrmmaton
O O O revew O O O =uppy O O O upgrade

O O O runmeetings O 0O 0O suppot O O O u=ehandéeye coond,
O O 0O =scheduls O 00 suney O O 0O usewonds comecty
O 40 0O seshkout O O 0 sythesze O O O werify

O O O sdect O O 4O wabdate O 3 O wisit

O a g =d O O O whkeinstrcions O 0 O wsglize

O O O szeparde O 0O 0O tendeqipment O O O wluntesr

O O 0O sequence O O 0O test O O 0O weigh

O O 0O service customers O O O thinkahead O O O work quichly

O O O =service equipment O O O thinklogically O O O wnte pmoocedures
O O O == godshbjedives O 0O 0O tolerste intemiptions O O O wrte proma matenal
O O O == upequipment O 0 0 track O O O wnte pmoposals

O O O zaupsytems O O O tainteach O O O write reports

O 0 O =sew O O O transorbe O O O wrntetechnica work

Once o' e identiied yourtranskerable salls, wu ol are the best person orthe job. Below are sample
rized to dewelop theminto satements that wou can sgaements abouttransferable skills. BEach iz ollowed
mae in aninterview, which will how emplowrs that byan examplz and a connecion to 3 speciic job.

Transferable skill staternert  "lcan meet deadlines"
Esanple  "Wthile in school, | rardy missed 3 due date on an assignment "
Compedion  "Klwasableto meet deadlineszin school, T will alzo be able to meet wur
work deadlines and quotas "

Transferable skill staternert  "lcan keep fir@ndal reconds
Eianpk  “f=a full-time homemaker Thandled all ofthe Bmily money induding
=3uings and cheddng, without ever bouncing a chedd or Giling to pay a bil
ontime.”
Cornection " | could handle the family inances o well for twenty wears, while taing
care of all ofthe ather household chores at the ame time, | cold be a
guoad gccounit cledd for you

Transferable skill statermert  “lam a well-omanized person ™
Ecample  “#mylazt job | had six bosses. | had to arganize mogtime and sst prionties
to get the job done to everwne's sati=faction
Corpedtion  "i | could handle tha confusion, 'mesure [l be ableto deal with the
or@nizatioral dermands of this job.”

Transferable skill statermert  "Ima good explainer.”
Eiampl  “Whensver anyone g work had trouble undersanding a procedare, they
came to me ioran esplanation .
Compedion  “lcan lean quickly,tran new worsers, and help ahears"
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Improving Employment Search Outcomes Using Focused Strategies

Mow chooze thres trars'rable shills from wour list that woo think will inberest most poter-
tial employers. Wihte these shills as complete sEtements, like the samples. Then inclde
exadmples from wur ann expeiences that support your stEtements. Aso, stae the
connection batween each ability and the job woo wart.

1

Tran=ferable =kill=

&
l

Staterment

Exampla

Connection

Transferable =kills

Statement

Exampla

Connection

Transferable =kill=

Staterment

E:ample

Connection

0. Aroud Memb erof omedoa’ civarkforos Wetoork™ Toll Fres Help Line 1-2FF UB-2JOEB (TT ¥ 22T EER-JOEB)

[T T BT TR = nonte O ad P ekl J B " 3 ol il O T A A S A
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The Right Words to Use in Your Job Search
Brochure

Jois

CENTER

The Right Words
to Use in Your
EEE |ob Search

%353.5335 el Fee) Chocsing the most effective wards to describe wour skills, actiors, attitudes
and accomplishments will made wour job applications, resume and job
interviewes more dynamic Following are too word list. These words are

hin :Mpbosntero A @on dn.oom "z vwards"” thatzeemto open doors.

=2 The first list includes acfion werbs — wards that s 3y wh at wou did. These
pooenkrotimonangded.oigos  Words tell prospedive employvers about your skilk and accomplishments.

The zecand list indudes des criptive words —words that describe ywou and
wour actiors in 3 positiveway, Cften thes e words fell employers aboout wour
ok attitudes.

-

: Uze these lists a= guides to choosing the rightwards for wour job search.
: * Harred words are especi A [y good for indicating your accn:\mpligl'ma'dg.|
v

. ActionVerbs

+

=  Boodergted * Foeptad Pocomplished ™ Pohiewed T

#  Foguined Fdapted Pdpsted Administerd *

* fdvanced T Fovertized Fadvizad foaleed

: Fnnounced Articipated Appointed #ppraisad
oher publiafoncon e wmes ¥ ﬁpml‘:j ﬁm; ?ﬁzngzd i:l‘l;h&d

- ot igrie Ste ined ©
::::::,I:::E + Sudited Furthored FPurthonz ed Anomaed
Toonspe o P *  fyated Edancad Bamainad Bought
Raahes it -25 1 Galas *  Briekd Budgeted * Buit Calculaed
BT ' Captured Cared for Carmied at Catlogued
Publinadoncon miakd Wpoe 4 Cenralzed Chaired Changed Chated
ILERWCT & +  Cheded Chnfied Clazad Caached
T aklrund ey «  Collaborated Collected Cormmanded Communicated
S e cr 1an by *  Compared Compiled Complated Compozed
ey *  Compounded Computed Conceived Corceptudiz ed
o= N m': Condduded Condenssd Conducted Corfronted
IETa—e R »  Constructed Con=utted Cartacted Cartracted
i +  Cortrived Contmlled Canerted Careyed
e gy b DRI Comninced Cooperaed Coordnated ™ Copied

*  Comected Correlated Cormespondead Comobwrated
D ETFE#3-P (R D& * Coureded Created * Dl'iﬁql.IEd Cultivated

: Curtziled Cu™ Dexcniralized Cexcided
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Action verbs,

Oecreaszed ™
Oemonstated
Dietected
Diagriceed
Cizplawed
Civerted
Drone
Efected
Enzouraged
Enlarged
Equipped
Examined
Exhibited
Esplained
Fadilitated
Filed
Followed directions
Formmulated
Generated ™
Grouped
Headed *
lustrated
hcregs=ed ©
Informed
n=pired
n=ured
Initerview ed

continued

Oefned
[eszibed
Determined
Directad
Cisprouwed
Documented
Eamed
Himirated ©
Enforcad
Erlizted
E=ablished *
Exczaded ®
Espanded *
Esplomed
Familiarized
Financ=d
Forecgsted
Founded ®
Govemed
Guided
Helped
mplemented *
hdexed
hitiated *
hztalled
ritegrated
ntmducsd ®

Applying action verbs

Fotion werbs give wour resume power and diredion. Tryto begin all skills sEtements with an adion wrb.
Here i= a zample of action werbs or difierent types of shils:

Dedegated
De=igred
Developed ©
Dizcoered
Dizzzded
Doubled ®
Editad
Employed
Enginearad
En=ured
Estimated
Euchanged
Expeadited *
Bxtracted
Fazhioned
Fimed
Fomndiz ed
Fumished
Graded
Hated
Hired
Improved ™
Induced
Inrovaed ©
Instituted
Intensifiad
Imentad ®

Oelivered
[etailed
Diervi=zed
Lispenzad
Qiztribted
Drated
BEducated
Enacted
Enjoryed
Eritertained
BEwaluaed
Exacirted
Espermentad
Fabricated
Figured
Foczed
Formed
Gatherd
Graduated
Handled
Hentifizd
Imipriovized
nfluenczd
nzpzcied
n=trucked
riterpreted
ventonied

Maragernent skill= Creative skills Technical skills Ararcial zkills
administered concepuale ed aszembled administerad
aralyz ed cregted bkt aralyzed
coordnated designed caloulated baanc=d
denrdloped establizhed designed budgeted
directed fashioned operated forecast
enalugted ilu=trated cuertauled rmarketed
improned irrented remodeled planned
periized prformed repaired projected
Clerical =kill= Helping =kill= Cornrnni cation =kill= Research skill=
amranged Fzzassed amanged clanified
catalogued coached addressed endluaed
compiled coursekd authiored identified
genergted fcilitated dratted inspeced
omanized represented ormulated organized
processed summarized
persi@ded
systemized
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Action verbs, continued

Inuested
Judged
Launched *
Lifted
Locat ed
flaraged
hiaztered
hem:handiz=d
hlonitored
Megotigted
Ob=arwed
Operated
Owercane ®
Participated
Perauaded
Placsd
Prescibed
Problem solwed *
Programimed
Prompted
Prowed *
Purchazed
Rated
Fecommended
Redified ©
Fegulated
Femouwed
Fepaired
Feshapead
Restodced
Revarmped ©
Zatisthed
Searched
Saquenced
Set up
Signaled
Solved ©
Spearbeaded "
Standardized
Strengthensad
Suczeeded
Supported
Swystematiz ed
Taughit
Tighternzd
Trained
Transated
Trimmed
Tutored
Unified *
Upgaded ©
wzrified
Wigighed
kate

Inestigated
Justified
Learmed
Liquidated
Logged
hanipulated
hleg=ured
hlodeled
hdatinated
Mormirgted
Ob@ined
Ordered
Qwerhauled =
Penozived
Photographed
Planmed
Pre=emted
Processed
Prohibited
Proatead
Prowided
Euestionead
Read
Reconciled
Fedasigred ©
Retrabiliatad
Rernderzd
Feported
Resolwed ©
Restored
Rewersad ©
Sawed ®
Secyred
Serwed
Shaped
Simplified ™
Sorted
Specified
Stimubted
Stroctured
Summarized
Surenyed
Tabulated
Team buik
Trac=d
Transzrbed
Tranamitted
Tripled ®
Typed
Uniked ®
l==d

i sitied
Midened

kEaied

hept recomds
Lechined
Listened
Made
hEnuactured
hedicated
hioderated
rHamed
Mursed
Ofierad
Org@nized *
Cwersam
Perfected *
PFiloted
Predicted
Presided
Procured
Projected
Proposed
Pubici ed
Raizad
Feaszoned
RFecorded
Reduc=d ®
Reinforozd
Fenemed
Represantad
Responded
Restnetured ©
Revemead
Schedded
Seleted
Senijoed
Zhared
Shetehad
Soughit
Spokee in pubdic
Stocked
Studied
Superised
Swmbolized
Tailored
Tended
Tracked
Trarsemed
Trarcported
Trouwble shot ©
Uncoorered
Lnraweled
Lkilg =d
hluntesred
Wion ©

Joined

key noted
Led ®
Loaded
hintained
hiad:etad
hlermoriz ed
hulodifiied
Mavigaed
Murtured
Oficiated
Criginged *
Facked
Perfbrmed
Finpointed
Frepared
Pririted
Producad
Promited
Protected
Published
Fan
Recziwed
Recriited
Refmed
Relaed
Reorganized ©
Rezzam:hed
Resporsible ©or
Retriewd
Renizad
Soresned
Saparaed
Setfed ©
Shomed
Zald
Sparked
Safied
Areamlined ®
Submitted
Supplied
Syrthesized
Tap=d
Tested
Traded
Transfommed
Trawded
Tumed around ®
Uniderstood
Lpdated ©
‘walidated
Wiz shed
Wkrked

* Starred words are espedally goodfor ind cating your accomplizhrients.
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Descriptive words

Able

Pzt

Plert
Fezartive
Bilingual
Capabd=
Cormpletely
Considerge
Contributions
Deciz e
Cextailed
Oiplomatic
Crinen
Ez=vwgairg
Efioressly
Erthusiastic
Expert
Farsighited
Friendy
maginatiwe
hhitigtive
rruertive
Lengl
hiethodical
Objective
Org@nized
Persistent
Pertirient
Precizs
Proficient
Punctal
Realistic
Reziliznt
Rasponsie
Scope
Sdf-sarter
Shilled
Spacidiz ed
Strong
Syetermatic
Technical
ninersal
‘whreatile
Mide backgrourd

Aroirate
Administrative
Amhitious
Prehte

Broad minded
Cheerful
Comprehansive
Consistent
Coopergtive
[Oedicated
Cetail-orented
Ci=ciplined
Crynarmic
Bconomical
Empahetic
Exczllert
Expertly

Fa=t leamer
Generalizt
hnicreasinghy
hinouative
bnowledgeable
Major
hietic:ulous
Op=zn-rminded
Ok ztanding
Personable
Plegzant
Problem-zoluer
Profiable
Lhglified
Recanit
Re=ourceiil
Fizl-taker
Sdf-confident
Sharp

Shillal
Spacidist
Sibstantial
Tactul
Thiaraugh
Lp-to-date
‘wigorous

Wl trawe

s
Adwantageous
Analyical
Frtentive
Cam
Cormimitt &
Confident
Constructive
Cregtive
Ddiberate
Lt emmined
Dizorest
Eager
Effiective
Energdic
Excaptioral
Estensine
Flexible
Hard-warking
Independent
In=ighiial
Leadership
hiaurs
hdtivated
Optimistic
Patient
Perzonalhy
Positive
Produdtiwe
Progres s
Cuality conssous
Rdiable
Rezpectid
Fiouttirely
Seltcontmlled
Significanty
Salid

Stable
Successid
Takerited
Timy
‘Waluable
‘dl-educated
il redocae

Adaptahle
Aagressive
Frticalate
Puthonit ative
Candid
Competent
Constientous
Continuous
Curious
Ceperdable
Eiligent
Civersified
Easily
Effiiant
Eniterprising
Experencssd
Fair

Forgeiil
Honest
r-depth
nstrumental
Logicd
hizaningful
hiuatilingua
Ordery
Pem:eptive
Persuasivwe
Practical
Professional
Pronven
Quizk l=amer
Fepeaedy
Responsble
Satisfactoriby
Sel-rdiant
Sinzemr
Sound
Strategically
Supsrior
Team player
lnitorm
Jaried
zll-munded

* Stamed words are especially good for indicating wour accompli shrmerts.
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