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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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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.gov 
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. 

mailto:PTTTrainingSupp@wisconsin.gov
mailto:DCFW2CARESHD@wisconsin.gov


 Improving Employment Search Outcomes Using Focused Strategies 

DFES/Partner Training Team 4 08/29/17 
S:\...\Curriculum\EnhancedCaseManagement\Improving_Employment_Search_Outcomes\Improving_Employment_S
earch_Outcomes_Using_Focused_Strategies_PG_082917 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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). 
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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 
 

 Patterns of Conduct  Attitudes  Job Readiness 
 
 
 
 
 
 
Skill Assessments 
 

 Knowledge 
 
 
 
 
 
 

 Skill 

 Ability 
 
 
 
 
 
 

 Aptitude 

Interest Assessments 
 

 Identify Work-related Interests  Identify 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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
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.” 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.careeronestop.org/explorecareers/assessments/work-values.aspx
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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. 

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

http://www.onetonline.org/skills/
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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. 
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Interests to Occupations 
O*Net Interest Profiler 

http://www.mynextmove.org/explore/ip  
 
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.  
 

http://www.mynextmove.org/explore/ip
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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. 
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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: 
 
 
 
 
2. 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. 

http://skillexplorer.wisconsin.gov/Search.aspx
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Choose the best match for the current career. 

 
A list of careers using similar skills sets will appear. The W-2 participant can choose 
other career options to explore. 
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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. 
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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. 
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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. 
 

 The occupation’s _________________,  
 

 The occupation’s _______ ______, and 
 

 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 in a 

Career Pathway. 

(WTCS, http://adults.wicareerpathways.org/) 

 

http://adults.wicareerpathways.org/
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You can locate Career Clusters online at: 

 Wisconsin Department of Public Instruction (DPI) 
http://cte.dpi.wi.gov/cte_clustersandpaths, or  

 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. 

http://cte.dpi.wi.gov/cte_clustersandpaths
http://adults.wicareerpathways.org/
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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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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: 

 

 Predictable path to job advancement 
and higher wages 
 

 Larger pool of qualified workers 

 More employer support; easier access 
to education 
 

 Better pipeline to fill skilled jobs from 
within 

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

 
 

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 

 
Basic Skills 

These are skills needed by almost all workers. These 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 All 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: 

 
 

(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. 
 

 

 
 
 

SKILLS 

  
 
 WORK 
BEHAVIORS 
 

 

 
 
 
KNOWLEDGE 
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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:  

 It provides the W-2 participant the opportunity to learn more about and explore the 
career in which s/he is interested, and 

 It 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 
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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). 
 
 

http://dcf.wisconsin.gov/w2/manual/default.htm
http://dcf.wisconsin.gov/w2/manual/default.htm
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Types of Education Options 
Education 
Options 

Description 

 
 

Adult Basic 
Education 

 
Adult Basic Education classes typically are free. They help 
individuals who are not in school.  Individuals can improve their 
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.   

 Here is short-term training that is less than two years:  
www.careerinfonet.org/ShortTermTraining/default.aspx. 

 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. 
 

 

http://www.careerinfonet.org/certifications_new/default.aspx
http://www.careerinfonet.org/ShortTermTraining/default.aspx
http://www.careerinfonet.org/edutraining/
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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?  
 

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

 

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

 

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

 

 Have the FEP review the job application before it is submitted to the employer. 
 

http://www.yourprintablepdf.com/printable-pdf-generic-employment-application-form/
http://www.yourprintablepdf.com/printable-pdf-generic-employment-application-form/
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Application Example 
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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 
 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: I have: 

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

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

An individual who can enter and edit 
customer information and product 
orders in appropriate databases 

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, based on the job posting; 

 How the W-2 participant is the solution to that need; and 

 What the W-2 participant can show to validate his/her claim for being the solution to 
the employer’s need. 

 
In a word, you and the W-2 participant must think Marketing. 
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Evolving to a 21st Century Resume 
 

Chronological 21st 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,  
“I was responsible for…” 

Uses Power Verbs and Adjectives;  
Tightly Edited 

  
 

 Personalize the resume for each job applied for 

 The W-2 participant has to write it – it has to be his/hers 

 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) 

 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  

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

Ask Yourself: 

 Do the W-2 participant’s skills match the employer’s needs by 80% 

or more? 

 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? 

 Are the cover letter and resume customized to a specific job 

opening? 

 Has the W-2 participant, in his or her own voice, thanked the 

employer for his or her time? 

http://www.wisconsinjobcenter.org/publications/9463/9463.pdf
https://jobcenterofwisconsin.com/Default.aspx
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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 

  Cash Handling  

  Food Preparation  

  

 

  Food Safety 

  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. 

 

EMPLOYMENT HISTORY 
 

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

 
LAKEVIEW RESTAURANT & CAFÉ – Anytown, WI 
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.  
 

 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.   
 

 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.  
 

 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.  

 

 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.  
 

 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 
question. 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? 
 

 Required skills 
 
 

 Preferred skills 
 
 

 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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Retention 
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. 
 

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  

 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.);  

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

 Determine what type of skill enhancement might lead to a better paying job;  
 
Questions to Ask 

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

 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  

 Agency supervisor and other staff  W-2 participant 

 Community partners working with the 
W-2 participant 

 W-2 participant’s employer 

 
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 
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Step 2 
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Step 5 
 

Find a Job 
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Retention 
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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. 
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Annie’s Assessment Results  

O*NET Interest Profiler Results 
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Work Values Results 
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O*NET Skills Search Results 
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Annie’s Employability Plan 
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Informational Interviewing 
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Employment Skills Brochure 
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Transferable Skills Brochure 
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The Right Words to Use in Your Job Search 
Brochure 
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