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Objectives

Workplace Essential Skills multi-media
curriculum.

KBOR-Adult Education State-wide
Standardization using CASAS ECS Pre-
Employment/Work Maturity Checklists



WES Overview

Workplace Essential Skills multi-media
curriculum

Target Audience
Adult Learners
Adult Education Instructors



Orientation: Making it Work

Video Objective
Understand purpose of WES
Overview of the three components

Understand role of key elements in video
programs

Host

Storyline characters

Real people



WES Videos

Planning to Work

Matching Skills and Jobs
Applying for Jobs

Resumes, Tests and Choices
Interviewing

Ready for Work

Workplace Safety

Learning at Work



Internet Site

http://litlink.ket.org/
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 Workplace Essential Skills,
Pre-GED & GED Connection

\Welcome to Workplace Essential Skills and GED Connection! To get started on your lessons, pick the section
below that you want to work an,

Workplace Essential Skills Pre-GED Connection GED Connection
"l Employment . " Language Arts:
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» Applying for Jobs
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€ LiteracyLink QUESTIONS? HELP ABOUT

SITEMAP

LOGIN EXIT

Literacylink * Home Space = WES, Pre-GED & GED = Employment Strategies = Unit 1

' Workplace Essential Skills

Unit 1: Planning to Work

Objectives: - Think about work
- Make a career plan
- Research jobs and careers

Video: ideo Program One - "Planning to Wark"
Workbook: Chapter One (pages 11-28)
Internet Site: "Career Browser”

| Ifgrning E_l:ti_vm es |

S SN

Title and link Last saved

Video Activity 1 - Planning to Work  Thursday, August 26, 2004 at 2;48 PM

/" Internet Activity 1 - Planning to Work

D& |

On TV in your area fﬁ
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i Workplace Essential Skills

Internet Activity #1: Planning to Work

- Key Ideas  Activity  Follow Up

About This Destination
This Workplace Essential Skills Internet activity will help you figure out what kinds of jobs might be right for you.
In this Internet activity, you will

e visit a Web site to learn about different types of jobs,
+ figure out what you are looking for in a job, and
» find some jobs that have the features that vou are looking for.

When you are ready to continue, click on the "Key Ideas” button.

LiteracyLink is a partnership of: @PH |@ KENTUCKY

T ——— Drepastmenl of Fouialion
il b

Coovriaht @ 1998, 2001 Trustees of the University of Pennsvlvania
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i Workplace Essential Skills

Internet Activity #1: Planning to Work

About  [KEyHGEES] Activity Follow Up

Key ldeas

Here are some important terms that will help you understand the different kinds of skills you have. You can look over these terms
before you go to the "Activity” step. You can also return to this list while you do the activity.

Occupation
Working Conditions

Advancement
Job Qutlook

Earnings

Occupation

An eccupation Is a job.

There are different types of occupations. Some of the ones you'll find listed at the Web site you'll visit are



Internet Activity #1: Planning to Work

About  Key Ideas - Follow Up

Activity
This activity has 3 tasks.

1. Learn about different types of jobs.
2. Identify the main things you are looking for in a job.
3. Find out if the jobs you want have what you are looking for.

Follow the directions in these three tasks and you'll discover what kinds of jobs are nght for you!

Part 1

/ Task 1: Learn About Different Types of Jobs

Looking for work can be a lot like shopping. The more stores you go to, the better chance you have of finding exactly what you want. In
this task, you will visit the Career Browser Web site. It gives information about different kinds of jobs. You will make a list of all the jobs
that you think you might like.

Here are step-by-step instructions.

1. When vou link to the page, you will see a list of different categones of work. Read the list.
2. Ifyoufind a category that interests you, click on it, and a list of jobs in that category will open. You can click on the name of the

job you are interested in to learn more about it
3. Do you think you might like any of these jobs? If so, type the name of the job in the text box below. Also, make sure to include

the area that the job is listed under.
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3. Do you think you might like any of these jobs? If so, type the name of the job in the text box below. Also, make sure to include
the area that the job is listed under.
4. When vou have recorded between 5 and 10 jobs, you can go to Task 2.

When you have finished, click on the "Save Part 1 to Portfolio” button. The Part 1 and Part 2 forms are separate, so be sure to click
"Save Part 1" here to save your work.

[ Save Part1to Portfolio ]

. When you are ready to start, you may access the Major & Career Profiles at CollegeBoard.com.

—
i
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Part 2

/ Task 2: Identify the Main Things You Are Looking Forina Job

When you go shopping, you usually take these steps. First, you find out what the stores have in stock. Then you figure out exactly
what you want and buy it. You follow these same steps when you look for a job. You need to know what you are looking for in a job
before you start applying.

Take a look at the jobs you wrote down in Task 1. What is it that you like about each of these jobs? Make a list of your answers
for each job in the text box below. Write down sentences that say something about you.

Here are some examples.
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C%ollegeBoard .com

STUDENTS | PARENTS | EDUCATORS | EN ESPANOL

for Students

Find a College

Where to Start

Campus Life

College Visits

Majors & Careers Central

Major & Career Profiles

Tools
4 College Search

s Compare Colleges

My Organizer - Sign Up

Create a free account.

User Name:
Password: |

: Sign In

F f
Forgot your password?

rname?

Major & Career Profiles

Major Categories

Agriculture and Related Sciences
[ Architecture and Planning

Area, Ethnic, Cultural, and Gender
Studies

Arts, Visual and Performing

@ Biological and Biomedical Sciences
[ Business

[{ Communication and Journalism
Communications Technologies
Computer and Information Sciences
Construction Trades

Education

[ Engineering

+

B

+

@ Engineering Technologies

+

English Language and Literature

College Board Tests Plan for College Find a College Pay for College

Home > Find a College > Majors & Careers Central > Profiles

Career Categories

[ Agriculture

[ Architecture, Engineering, and
Drafting

[ Arts, Visual and Performing

[ Business and Finance

B Community and Social Services
[f Computers and Math

B Construction

[E Education, Museum Work, and Library
Science

Environment

[ Health Care Support

[E Health Diagnosis and Treatment
[# Health Technology

[E Installation and Repair



Campus Life
College Visits
Majors & Careers Central

Major & Career Profiles

Tools
= College Search

s Compare Colleges

My Organizer - Sign Up

Create a free account.

= Sign In

Forgot your user name?
Fargot vour password?

ONLINE

JUNE 3rd SAT®

Find out
in the
Book of Majors

Major Categories

Agriculture and Related Sciences
Architecture and Flanning

Area, Ethnic, Cultural, and Gender
Studies

Arts, Visual and Performing
Biological and Biomedical Sciences
Business

Communication and Journalism
Communications Technologies
Computer and Information Sciences
Construction Trades

Education

Engineering

Engineering Technologies

English Language and Literature
Family and Consumer Sciences

Health Professions and Related
Clinical Sciences

History

Languages, Literatures, and
Linguistics

Law and Legal Studies

Liberal Artz and Sciences, General
Studies, and Humanities

Library Science
Math and Statistics

Career Categories

+
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Agriculture

Architecture, Engineering, and
Drafting

Arts, Visual and Performing
Business and Finance

Community and Social Services
Computers and Math

Construction

Boilermakers

Bricklayers and Stonemasons
Carpenters

Cement Mascns and Concrete Finishers
Construction and Building Inspectors
Construction Equipment Operators
Construction Laborers

Drywall Workers

Electricians

Elevator Installers and Repairers
Glaziers

Hazardous Materials Removal Workers
Insulation Workers

Ironworkers

Fainters and Faperhangers
Plasterers

Flumbers




Find a College

Where to Start

Campus Life

College Visits

Majors & Careers Central
Tools

= College Search

+ Compare Colleges

My Organizer - Sign Up

Create a free account.

= Sign In

Forgot your user name?
Forgot your password?

Find out
in the
Book of Majors

Home > Find a College > Majors B Careers Central = Profiles = Carear: Carpenters

Career: Carpenters

Print Full Article &
Carpenters enjoy working on a

variety of projects. They cut, Sl
fit, and put together wood and
other materials for the e

construction of buildings,
highways, bridges, docks,
factories, and many other
structures.

Most carpenters learn
informally on the job.
Others enroll in vocational
school or participate in a
formal apprenticeship
program.

If you become a carpenter, you k

might build the forms used in

the concrete construction of a new office building. Cr
you might put up the walls of 3 new home. On the Related Majors
other hand, you might add the finishing touches, such

as moldings, to a restored Victorian dining room. Building and Property

Maintenance and
Management

Carpenters construct, install, and repair structures

ma;le of WDD]:I, such as building framewaorks, wood Carpentry
;tan‘m-‘ays, window and door frames, and hardwood Civil Engineering
0OrS.
Construction Management
Did You Know? Construction Technology
Carpentry i1s the largest trade in the construction Electrician
industry.
HVACR Technology
aa
Are You Ready To...?
* Take measurements Related Careers
» Make calculations Construction and Building
Inspectors
* Learn building codes Construction Managers

Follow safety rules Craft Artists



On TV in your area B

i Workplace Essential Skills

Internet Activity #1: Planning to Work

About  Key Ideas  Activity -

Follow Up

Now you should have detailed information on a few jobs. Can you see yourself doing one of these jobs? What would your life be like if
you had one of these jobs?

Follow Up Assignment
Using the information you gathered, think about these questions and the jobs you chose.

Would you enjoy the every day tasks you would have?

Is there anything about the working conditions that would bother you?
Are you willing to get the training you need for this job?

Would you be satisfied with the possibilities for advancement?

Are there openings for this job in your area?

Would you make enough money to meet your needs?

Share your answers with a friend, a family member, or your spouse. Talk about your thoughts concerning starting a new career, Ask
your friend, family member, or spouse if he or she has any suggestions or ideas that might help you.

Figuring out what you want will help you land a job that's right for you.

Return to Unit's Main Page
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Internet Site

http://www.careervoyages.gov
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rates and the largest employee needs between 2004 and 2014 by state
—— Sloa Requiring Something Other Than a 4-year Degree
Learn about the hottest occupations in the U.S. with the most job openings and that do not require a
4-year college degree
emerging ind : Requiring a 4-year Degree
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Hot Careers - By State
Where the Jobs Are in CALIFORNIA

(b annual projected job openings)

#

Top Occupations

Registered Nurses
State Report

Customer Service
Representatives

State Report

General and Operations
Managers

State Report

Sales Representatives,
Wholesale and
Manufacturing, Except
Technical and Scientific
Products

State Report

Carpenters
State Report

Elementary School
Teachers, Except Special
Education

State Report

Computer Software
Engineers, Applications

Where the Jobs Are in: | California ""| @

Projected |Projected| Average | Typical Education In a High Growth

Need for
Employees
(2002 -
2012)

56,800

47.400

43,000

39,500

35,300

31,300

29,800

Growth

Jl
2 -35%%

21-33%

21-33%

Job
Openings

9.900

7.600

8.500

8.400

5.400

7.000

3.800

or Training Industry?

Associate Degree Health Care

Moderate-Term On- Retail
The-Job Training

Bachelors or Higher
Degree

Moderate-Term On- Retail
The-Job Training

Long-term On-The- Construction
Job Training

Bachelors or Higher
Degree

Bachelors or Higher Information
Degree Technoloqy




State Report

Registered Nurses in California Occupation Report in: | Selectanother state ""| @

Description: Assess patient health proablems and needs, develop and implement nursing care plans, and
maintain medical records. Administer nursing care to ill, injured, convalescent, or disabled patients. May advise
patients on health maintenance and disease prevention or provide case management. Licensing or registration
required. Include advance practice nurses such as: nurse practitioners, clinical nurse specialists, certified nurse
midwives, and certified registered nurse anesthetists. Advanced practice nursing is practiced by RMs who have
specialized formal, post-basic education and who function in highly autonomous and specialized roles.

Wages Comparison 2004

10% Median 90%
United States 516.29 32579 53710
California $23.55 $32.57 544 84

Source: Bursau of Labor Statizstics, Occupational Employvment Statizstics Survey; California Employment Development Departrment,
Labor Market Information

Employment Trends Employment * Change Average annual
2004 2014 job openings
United States 2,393,600 | 3,096,100 702,500 120,340
Employment Trends Employment * Change Average annual
2002 2012 job openings
California 201,600 258,400 56,800 9,900

Source: Bureau of Labor Statistice, Office of Occupational Statistice and Emplovment Projectionz; California Emplovment Development
Department, Labor Market Information

* Note: The data for the State Trends and the Mational Trends tables are not directhy comparable. The employment projections period
for State Trends iz 2002-2012, while the period for Mational Trends iz 2004-2014.

Powered by...

AMERICA™S
CAREERINFONET ==

The page you requested is provided by our pariner site, America's Careerlnfolet.
The Nenadment nof | ahor F FTA and the Nenadment of Fducation do nnt endorse take nno resnonsihility for and



Automotive

In-Demand Occupation Videos

real 1:-'-"' Automotive Body and Related Repairers

e (" Automotive Glass Installers and Repairers
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Automotive Service Technicians and Mechanics
Bus and Truck Mechanics and Diesel Engine Specialists

First-Line Supervisors/Managers of Production and Operating
Workers

First-Line Supervisors/Managers of Retaill Sales Workers
Industrial Engineers

Machinists

Maintenance Workers, Machinery

Mechanical Drafters

Millwrights

Mobile Heavy Equipment Mechanics, Except Engines
Retail Salespersons

Structural Metal Fabricators and Fitters

Tire Repairers and Changers
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Other Occupation Videos

m * Computer & Information Systems Managers
ﬂ * Motor Vehicle and Equipment Manufacturing




Kansas - Preparing Adult Learners for
Success in the Workplace

WES curriculum prepares learners to meet the expectations of
employers.

Research -National Field Test of Workplace Essential Skills (WES)
Jerome Johnston, Shannon Young, and Leslie Isler Petty - September
2001. (nttp://www.rcgd.isr.umich.edu/tit/wes.htm)

“Employment. Students studying the Employment strand (7 units) showed growth in
several areas. In general, knowledge gains were modest, with only those adults that
had very low pretest scores profiting from the instruction. In a special site where
the instruction was more intensive students demonstrated greater gains on the
assessment measure, pointing to the importance of good teaching. Studying the
Employment strand also had a motivational effect: 20 - 25% of the students
increased their job-seeking activity in areas such as searching for job information at
the library, preparlng a resume and sending it to an employer, and actually securing
a job interview.”



Kansas - Preparing Adult Learners for
Success In the Workplace

Measure 2.2

“The Program Provides Workplace Readiness Instruction,
Confirmed Through Standardized Assessments, To
Participants.”

High (6 pts.): The program provides workplace readiness
Instruction to 30% or greater of its participants.

Medium (4 pts.): The program provides workplace readiness
Instruction to 20% to 29% of its participants.

Low (0 pts.): The program provides workplace readiness
Instruction to less than 20% of its participants.



Kansas - Preparing Adult Learners for
Success in the Workplace

Measure 2.2

Definition:
Workplace readiness instruction — Instructor led

Instruction using the Workplace Essential Skills multi-
media curriculum.

Standardized assessment — CASAS Pre-
Employment/Work Maturity Checklists A, B, C, D, E
and F administered following standardized assessment
protocol as outlined in the KBOR CASAS Pre-
employment/Work Maturity Checklist Assessment
Manual (July 1, 2005)




Kansas - Preparing Adult Learners for
Success In the Workplace

State-wide standardization for AEFLA
funded programs.



Kansas - Preparing Adult Learners for
Success in the Workplace

Programs Reporting Workplace Readiness Instruction
Must . .

Attend KBOR WES one-day training.

Use WES multimedia curriculum — videos required.

Use CASAS ECS Pre-Employment/Work Maturity Checklists — A,
B, C, D, E, and F as the pre/posttest assessment instrument.

Attend KBOR Using Performance-Based Assessments (CASAS
ECS Pre-Employment/Work Maturity Checklist) one-day training.

Follow assessment protocol in the KBOR CASAS ECS Pre-
Employment/Work Maturity Checklist Assessment Manual.



KBOR
CASAS Pre-Employment/Work
Maturity Checklist Assessment
Manual

Effective
July 15, 2003

Updated July 2004 & July 2005
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CASAS ECS Pre-Employment/Work
Maturity Checklists

Performance-based assessments — product
review and observable behavior.

Checklist A — Career Awareness
necklist B - Resume

necklist C — Cover Letter
necklist D - Application
necklist E - Interview

necklist F — Work Maturity

O 0O 000



KBOR
CASAS Pre-employment/\Work

Maturity Checklist Assessment Manual

Overview

Performance-based assessments —
product review and observable behavior.

Checklists cannot be used to demonstrate
educational gain.

Checklists A and F must be completed,
entered into MIS, and reviewed during
program monitoring.




WES Curriculum &
Completing Checklists Should
Follow A Logical Flow



Checklist A — Career

Awareness

Conducted with participant
during initial counseling session
(learner signs & dates).

Observable Behavior and a
Product Review.

- Questions 1-4 relate to Making
Career Decisions

- Questions 5-10 relate to Using
Labor Market Information

Clarification for determining
deficiency on pre/post test on
reverse side of Checklist A

Pre/Post Checklist Assessment
Requirements - Progressive
Answers

Career Awareness

Making Career Decisions
Using Labor Market Information

Tarticipant's Name

Checllist

A

Staff Paraon,

TPre-Tost |:I Post-Test [

When to use: Dharing o participant’s inlake Jntervisw, ask the fo'lowing questions.
Seoring: If the participant clearly and fully answors the question, checs YES. I the participant can ned answer
thee qraestinn or does nol specifically answer, chock MO and do tok continue o the noxt quoston on ks P etest.

1.

N

EX

4.

What kind of joh wamld yon [ike to be dolng? *

Whit are the characteristus of this job thal interest you? *

Whist kind of education/ traimng and for work experience da you need fo qualify

frir this job? ™

What is your plan te malch yout interests to the necessary aducalion /traning
and work experamee for the job you have chosen? *

3. How bhave youidentified possible job opporrunites in your communily? ¢

Q.

T

Peime: some OrgAnLEA LN FLampanies in your community where the gk ol
like may ke Fgmamel, *

Are you able in show an cmpleyer all the documents needed for eonployment?
+  Drivers licensa, if approprube
*  Socil Seeurity card
*  Birth cortiticate or immigration casd
= Work pereit (it under 185

Which potential employers have you eantacted cither by phone or in person o
arrange job interviews?

Hivve voul cver inlerviewsd fora ob? toptional)

Flave wou ever revedved a job ofter that is aoceplable? toptional)

" See the revarse side for clasi ficabions,

OO0 OoOogQgs

Ld L1 L]

OO0O4d O0O00O3

[ i

Meeta Carerr Aavareress raquiremessis fur Certification
hy satisfactorily answering questions it - 10,




Checklist B -
Preparing a Resume

Checklist B is a Product
Review

Clarification for determining
pre/post test deficiency on
reverse side of Checklist B

Pre/Post Checklist Assessment
Requirements — 100 % Mastery

Checklist

Preparing a Résumé B

Participant's Name

Sgaff Person

e

Prg-Test D Post-Taest D

When to use: Immediately after a participant’s intake interview, evaluate the particpant's résumdé using this chacklist,
Seoring: If the participant's résumid mests tha criteria as stated in seach question, check YES, If the participant does not have a
résum, dheck NO in b box at the Botiom,
Diate
yEs No  Certified

1. Isthe résumé typed, neat and orderky? * O O
2. Isthe résumé presented in an organized format?™ O O
3 Isthe résume generally fres of spelling. grammatical and for typographical

errom’™ o O
4. Does the applicant highlight his skills and strengths?* o O
Is the following information included on the résumé?
5, Name, address, telephone or message number D D
6, Position sought® D D
7. Work and for volunteer history * O Od
& Duties/skills and for accomplishments* O O
9. Education/training O O |
it References* O OO

“See reverse side for clarifications.

MNumber of "YES" checks

Recommended Minimum Competency Attainment level 10 (10036}
{100% mastery & recommended to conform to employer.}

YES NO
Meets "Preparing Résiond™ requirements for Certification D D

rrrrrrrrrrrrr Camp Symtam, 191 B AL righis rearesd

::::::



Checklist C — Cover
Letter

Checklist C is a Product
Review

Clarification for determining
pre/post test deficiency on
reverse side of Checklist C

Pre/Post Checklist
Assessment Requirements —

80 % Mastery

P I va—
Checlklist

Cover Letter C

Farticipant's Narme

Staff Person Diate

Pra-Test [ ] Post-Tast [[]

When touse: Immediately after a participant's intake miterview, evaluate the PaTl"n]un! 5 covar lether 1|s|n5 ihils checkdisd,

Scoting: [f the participant’s cover letter meats the criteria as stated In each question, check TES. Tf the participant does not have a
covar letber, chack WO in tha box at the bottom.

Date

YES NO Certified
1. Dues the cover letter have a business letber format?™ O O !:I
Does the letter contain:
2. Anopening statement expressing the purpose of writing? | O
3 Astatement including one o more of the following? ]
- jobskills o Od
- job experience
- education/training
4 A statement of intesest in a specific job or company? O
5. Agtatement indicating a procedure™ o o
Is the letter
fio Mt o 0O
7. Free of spelling and capitalization errors™ O )
B.  Fres of punctuation and grammatical errors™ O O
9. Well crganized™ o [m]
10, Signed™ O ]

* See reverse side for clarifications

Mumber of “YES" checks

Recommmended Minimum Competency Attainment level 8 (80%)

Meets "Writing Cover Letfer” requirernents for Certification D I:]

Ewplagabifity rprabaris Ao ol Fad i Al Sy e, 1990, 0 ALl righis sseroed,

Campatamcy
Eprfam



Checklist

Checklist D — Filling RS ensaLARtaiien. [y

Out an Application

S@iff Parson Daie

Checklist D is a Product et eetel
ReVIGW i"*“:; h";:“"d el il  pustcipent'sinabe inkeriow, evaluate the parccipanes apsicaton sing (hischeelds:

iclpant's |:u]|.u iom moets h cTiera as sated ineach questior, 1cr¢\’F'l'1' [0 b participant does ik T
wn applicztion, chock MO s the bux at #he battom,

Pre-Test: Use CASAS o

=
B
-,
o

I5 the entire application printed in ink o yped?

Functional Writing

I the application neat?™

Assessment Form 410 or

Are all limes/ sections comipleted ™

Form 411.

I the informalion Iocated in the appropriate place?*

[TTR S wr P =

. 13a telephone, message number or address provided 7

Ls wiork experience lishad in spuriticd ordert

Post-Test: Use a

Is dwmtion, training experience listed in specified order?™

Ar all roguested referemcas listed ™

[ O 6 e A= N
1 O Y Y i i

o G

comparable application form

Ave all words spelled or abbreviated cormoctly?”

from a local employer.

5o rovense side for clarificalions.

Clarification for determining
pre/post test deficiency on i Ll e
reverse side of Checklist D

Menets “Fillimy Our Aptézabivns” sequiremunts for Certification O O

Pre/Post Checklist Assessment 2
Requirements — 100 % Mastery

ormpraner b rsl.mmmn: Ldpdrm 1947, A | Sigai maenec
Eopimpas -mpu F ARSI



Checklist E -
Interviewing

Checklist E is Observable
Behavior

Should be administered as a
mock interview.

Clarification for determining
pre/post test deficiency on
reverse side of Checklist E

Pre/Post Checklist
Assessment Requirements —

78 % Mastery

Checklist

Interviewing E

Participant's Name.

Staff Person, Date

Pre-Test [] Post-Test []
When to use: Immediately after a participant's intake interview, evaluate the participant's interview using this checklist.

Scoring: If the participant's interview meets the criteria as stated in each question, check YES. If the participant does not have
an interview, check NO in the box at the bottom.

Date

The participant YES NO Comments
1. Is on time for the interview? O 0O

2. Is appropriately dressed and well-groomed?* (| [j

3. Provides documents as requested? O O

4. Expresses self clearly? O O

5. :;L;Zéﬁme:s?mplete, appropriate answers to all O Od

6. States relevant qualifications?* D D

7. Asksappropriate and relevant questions?™ [] []

8. Has a positive attitude? O O

9. Demonstrates appropriate body language? [ [

* See reverse side for clarifications.

Number of "YES" checks

Recommended Minimum Competency Attainment level 7 (78%)

YES NO
Meets "Interviewing” requirements for Certification O O
s_.;";;.nuur, Comg i System, 1991 & All rights reserved.
Competancy

Systam



Checklist

Checklist F — Work Work Maturity =

Maturity S

Job Tille: Date

Worksite

Ana waorksite superd

+ ¥ou can provide valuable fertration pericdically segarding this person's job readiness, |'lease read the
fulloweing figl ar.

b A for Accepmble or U fof Unacesptashe afer each question, 17 the question i nut applicatle, please Teave blank.

o TR THE Data
Conducted with participant e iason . P
- - — . Demonsirale punctuality? O O
during initial counseling A
program fpoh?
SeSS I o n I ea r n e r S I n S & 3. Exhibit guod interpeesonal relations by
. * [nleracting appropriately with pullic? O O
+ Cooperating wilh co-workers? H H
* Reacting appropriately to derectivn and critidsm?
a es . * Responding approprialely b vanens supervizers? [ [
4. Demonstrate pasitive atitides/behaviors by
* Follpwing worksite slandards nf bebasvipr? O 0O
= Accepting his responsibility for his/her actions? H E
* Demonstratng salf-confidence?
= Demoniirating reliabihty and dependability? |:| a
* [Following job safety and health rules? O 0
*  Adapting to changes at wark (flexibility 17 O O
* Working cftectively under presaurne? O o
5. Presants apprapriate appearance by: "
= Dressing appropriately® O a
+ Maintaining a neat and chean appramncey O O
6. Complates tasks effoctively e
* [ullowing directlona? O O
* Grving fimely notics of absences and intgrruptions O 0O
o work schedulos?
*  Asking for clarification of dircotion as reeded? O O
* Campleting tasks/assignments on Ume? O
= Performing work that mects quality conirol il =
2 standarda?
Learn e r S I g n S an ates * Working effectively with minimal supervision? O, O
. YES D
afte r e n d Of SeSS i O n Or heeta “Tyurk Malurity” requirements for Certficition D D
Thave worked with this participant har hinars por day fer a Lolal of davy,
fi n al CO u n Se I i n g Slgnature [ab Title Warkuibe Dhate
—— b =

m—)
Cumprararabes 4k Sushnt Aweamea Syvem, 1991, £ 50 ighs nocool
Smpurabily Cocpemor Somen



Results from the Field



“I feel the videos about how to help
you with your skills and how to find a
job were very helpful. | am 29 years
old, and | learned some pointers from
this class. Over all, 1t was very
beneficial.”

-Becky, ABE student



“I think the pocket resume Is very clever and
It will come In handy when applying for
jobs. | feel awkward when | to ask for a

phone book, so this way | will have all the
Information | need.”

-Thomas, ABE student



“I like filling out forms because
It has made me a better applicant
In most places that | go!”

- Sergio, ABE student



Implementation
Lessons Learned

Interpretation of clarifications on reverse of
checklist.

Documents not “in the eyes of an employer”.
“But they have improved.”

Training 1Is ESSENTIAL!!



For Further Information

Diane K. Whitley
dianekayw@yahoo.com



mailto:dianekayw@yahoo.com
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