DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area I. Career Planning and Decision Making
I.1.
List at least three (3) reasons for employment.

1. I will work to earn money.
2. I will work for economic security.
3. I will work so I can be with others.
4. I will work so that I can help other people.
5. I will work to feel good about myself.

6. I will work so that I can be independent.

7. I will work for self-expression.
8. I will work so that I can achieve my goals.

WIN Pamphlets---  Getting to Work: Taking the First Steps; You Can Do It!  How to Make Your Goals a Reality
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area I. Career Planning and Decision Making
I.2.
List at least three (3) career choices from a completed, valid career inventory.


The three career choices should be the three occupations circled on 
the Choices or WIN for WorkKeys printout.  Staple the printout to the 
posttest.  

The career choices do not have to be in complete 
sentences.  

All careers must be spelled correctly and in the correct order (For 
example, mechanical engineer, not engineer, mechanical).
WIN Pamphlets--- Assessing Your Job Skills: Where do you Stand?; How to Choose a Career:  A Guide to Self-Assessment
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area I. Career Planning and Decision Making
I.3.
Write a job description for an entry level job in one of your chosen careers.


The instructor should check for spelling, grammar, and punctuation 
errors.  The answers should be checked by the printout from 
Choices or the O’NET job description.

WIN Pamphlet--- First Step Up: Making the Most of Your Entry level 
Job

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area I. Career Planning and Decision Making
*I.4.
Job shadow or interview one person in your chosen occupation.

The participant must job shadow someone in their chosen career.  
The instructor should arrange the job shadowing activity.  The 
workplace supervisor (the person whom the participant shadowed) 
should complete the supervisor’s job shadowing feedback report.  
The participant must complete the job shadowing experience report.  
Both reports should be attached to the skill posttest. 

* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area I. Career Planning and Decision Making
*I.5.
Complete a tour of your local WIN Job Center.


Participants should become totally familiar with the services of their 
local WIN Job Center.  For employers and job seekers, the WIN Job 
Center is the local connection that brings together extensive 
resources and information under one roof.

Services for job seekers include the following:

· Job search and placement assistance

· Internet access for job searches and resume’ posting

· Available office equipment:  computer, fax machine and copier
· Resume’ software

· Interview tips

· Labor market Information

· Skills training information

· Career assistance for ex-offenders

· Information on WIA’s core, intensive. and training services

· Information on unemployment insurance benefits

· Career and aptitude assessments

· Referral to rehabilitation services

WIN Job Centers and telephone numbers

Batesville 

662-563-7118

Belzoni

662-247-2264

Clarksdale

662-624-9001

Cleveland

662-843-2704

Greenville

662-332-8101

Greenwood

662-453-7141

Indianola

662-887-2502

Lexington

662-834-2426

Rolling Fork

662-873-4180
Tunica

662-363-2764

* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area I. Career Planning and Decision Making
*I.6.
List at least three (3) job openings most in demand in Mississippi.

Use the internet to find the job openings most in demand in Mississippi.  The Mississippi Department of Employment Security website has all the answers.

1.
Log on to the internet at www.mdes.gov.ms
2. 
Click on LMI (Labor Market Information) Publications

3. 
Click on Occupations in Demand

4. 
Click on either Statewide or Delta Workforce Investment Area 
or Statewide
5. 
For the Delta WIA, Page 16 gives the Top 20 


For Statewide, page 22 gives the 50 Hottest jobs
WIN Pamphlet--- Job Leads: Who Can help You find A Job?
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

*II.1.
Attach a copy of the participant’s birth certificate, social security card, identification to the posttest as well as any other pertinent information.

1.
Birth Certificate




2.
Social Security Card



3.
Identification




4.
Other
________________________
The instructor should make two additional copies of each of the items at intake.  Put a check on the list as you make the copies.  One copy of each document should be attached to the skill post test.  The other copies should be placed in a sheet protector and put in the participant’s portfolio.
The awards/certificates/credentials and diploma/GED/school record are not mandatory for completing this post test.  However, the instructor should encourage perfect attendance and excellent classroom behavior so that the participant may be eligible to receive Participant of the Month/Week Award and be eligible for the incentive at the end of the program.  Any award received outside the classroom should be p[laced in the portfolio.

The employment portfolio should be completely assembled by the end of this skill area.  The instructor and participant should design a cover page for the binder.  The portfolio should contain, inside sheet protectors, an original resume’, a completed application, a letter of application, an interview follow-up letter, and a copy of the birth certificate, social security card, any awards/certificates/credentials, diploma/GED/school record.  This assembled portfolio is for the participant to retain for future use and for use in his/her work experience interview. 

*Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

*II.2.
Attached is a copy of my resume’ with 3 references listed and no spelling or grammatical errors for my career portfolio.

Resume’ is attached.
Yes
no

Participants should neatly complete the information on the resume’ computer program.  Be sure to have the participant save the information.  A copy of the resume’ should be attached to the post test.
100% accuracy. The instructor should check all information for correct spelling, titles, punctuation, dates, etc.  The instructor should also call the references to make sure they know the participant and will have positive comments to make if called by an employer.  Addresses and phone numbers should be checked for correct information.
WIN Pamphlets---  Your First Resume; The Cover letter: A Resume’ Should never Stand Alone
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

II.3.
The steps in the process of posting my resume’ on line are as follows:

Step 1.
Upload or copy and paste your resume’ from your 


computer, diskette, or flash drive.  Your resume’ must 


be formatted as a word document.
Step 2.
After you have uploaded or completed your resume’ 


online review it, and make any necessary changes.  Be 


sure that all required fields have been answered and 


completed.
Step 3.
To enhance your resume’, you may add any additional 


skills and qualifications that could help you get the job.
Tips for uploading your resume.  

Your resume’ title is the first thing that employers will see.  Make your title work for you.  Example:  Results-Driven Account manager.

You will need to have an active email account when uploading your resume’ online.  Your email address will serve as a means of communication for employers.  You must have a professional /business email address.  You may obtain a free email account at yahoo.com or hotmail.com.

Employers are interested in skills/qualifications that may set you apart from other candidates. Be sure to provide information about any clubs, organizations or community involvement projects that you have been involved in.
WIN Pamphlet---  Your First Resume’
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

*II.4.
Attached is a copy of my resume’ with no spelling or grammatical errors that I posted online.

Resume is attached.
Yes
No
Participants should have neatly completed the information on the resume’ computer program and saved the information.  A copy of the resume’ that was posted online should be attached to the post test.

100% accuracy. The instructor should check all information for correct spelling, titles, punctuation, dates, etc. Addresses and phone numbers should be checked for correct information.

Be sure the participant provided information about any clubs, organizations, church, or community involvement projects in which the participant might have been involved.

WIN Pamphlet---  Your First Resume
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

II.5.
Attached is a copy of my job application that has no spelling or grammatical errors.
Using his/her resume, the participant must complete an employment application.
1. The employment application answers and the resume’ information must be the same.  Use real information.  Do not make up answers.

2. + All information should be neatly printed.  The signature should be in cursive writing.

3. +Neatness—stay in the boxes and on the lines.

4. Punctuation--spell out street names that include directions.  Examples:  S. W. Plaza, you should have Southwest Plaza.  For street names that are people’s names, you can abbreviate.  Example:  B. B. King Rd., you should have B. B. king Road.

You should abbreviate the state.  It is two (2) capital letters--
MS with no period (.) after it.  You should abbreviate the titles 
before your supervisors and references---example:  Mr., Mrs., 
Ms., Rev., Dr.  If on the same line, place a comma between the 
street and city, and place a comma between the city and state.  
Remember, all names should be preceded by a title.
5. The position applying for should be the job you explored from the Choices inventory. 
6. For years attended section—just put years, not months.

7. For addresses, put the entire address including street number, city, state, and zip code.

8. For duties section—be sure to put more than one duty.

9. Be sure to put N/A if the question does not apply to you.  Do not put it in huge letters.  Be neat!

10. For telephone numbers, you must put the area code.

11. Remember to put the current date (write out the month) and cursive write your signature.

THE APPLICATION MUST BE COMPLETED WITH NO SPELLING/GRAMMATICAL ERRORS.

WIN Pamphlet---  Applying for a Job:  What to Expect
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

*II.6.
Attached is a copy of the job application I filed on line.  My application has no grammatical or typographical errors.

Online job application is attached.
Yes
No


Each application filed online must be checked for the following:

1. The employment application answers and the resume’ information must be the same.  Use real information.  Do not make up answers

2. Punctuation--spell out street names that include directions.  Examples:  S. W. Plaza, you should have Southwest Plaza.  For street names that are people’s names, you can abbreviate.  Example:  B. B. King Rd., you should have B. B. king Road.

     You should abbreviate the state.  It is two (2) capital letters--
MS   
with no period (.) after it.  You should abbreviate the titles 
before your supervisors and references---example:  Mr., Mrs., 
Ms., Rev., Dr.  If on the same line, place a comma between the 
street and city, and place a comma between the city and state.  
Remember, all names should be preceded by a title.
3. The position applying for should be the job you explored from the Choices inventory. 

4. For years attended section—just put years, not months.

5. For addresses, put the entire address including street number, city, state, and zip code.

6. For duties section—be sure to put more than one duty.

7. Be sure to put N/A if the question does not apply to you. Be neat!

8. For telephone numbers, you must put the area code.

9. Remember to put the current date (write out the month).

The attached application checklist should be in the participant’s portfolio.

THE APPLICATION MUST BE COMPLETED WITH NO SPELLING/GRAMMATICAL ERRORS.

WIN Pamphlets---  Applying for a Job: What to Expect; Job Leads: Who Can Help You Find A job?
* Denotes required skill.

EMPLOYMENT APPLICATION CHECKLIST

YES
NO
____
___
Did you read the entire application carefully before filling it out?

____
___
Did you check the application three times for accuracy?

____
___
Did you fill in all the spaces requested or put a dash (-) or not 



applicable (NA)?

____
___
Did you make sure there were no misspellings, smears, smudges, or 

factual errors?

____
___
Did you attach (staple or paper clip) a copy of your resume to the 


application?

____
___
Are you happy with the way the application looks?

____
___
Did you print the information neatly?

____
___
Did you put check marks (√ ) and X’s (X) where called for?

____
___
Did you take your time when you completed the application?

____
___
Did you stop and think that the way your application “looks” tells 


employers what kind of work habits you have?

____
___
Did you stop and think that employment applications are at a test to 
see how well you can follow directions?

____
___
If not submitting online, did you use a ballpoint pen that writes 


without smearing?

____
___
Were you completely honest?

____
___
Before you fill in the sections did you read the instructions?

____
___
Did you check to make sure that the names, addresses and phone 


numbers of your references were correct?

____
___
Did you proofread the entire application and correct any mistakes?

____
___
Do you know whom to return the application to when you have 


completed it?

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

*II.7.
Attached is a copy of my job application letter with no spelling or grammatical errors.


Online job application is attached.
Yes
No


Using Choices, Winway, or WIN for WorkKeys, type a job application letter for the job you have explored.  This letter must be free of spelling and grammatical errors (100% accurate).

The instructor should staple a copy of the job application letter to the skill posttest.  The original should be placed in the participant’s employment portfolio.


Use spell check before printing.

WIN Pamphlet--- The Cover Letter:  A Resume Should Never Stand Alone
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

*II.8.
Attached is the rating of my job interview with a non DWIA staff member.  


Rating is attached.

Yes
No


On my interview posttest I  wrote two (2) interview strengths and two (2) areas in which I need to improve.


The instructor should schedule an interview for the participant with a non DWIA  staff person.  The interviewer may want a copy of the “Questions to Expect” to use as a guide for the interview.  

A copy of the “Questions to Ask During an Employment Interview” and “Questions to Expect” should be placed in the participants Employment Portfolio. 

WIN Pamphlets---  Your First Interview: Making the Right Impression;


Talking to Employers:  When Your Past is Less than Perfect
* Denotes required skill.

QUESTIONS TO EXPECT 

DURING 

THE EMPLOYMENT INTERVIEW

Relax and tell me about yourself----This should be a two minute ad you can use at the beginning and the end of the interview.  Talk about your background as it related to your job, not about family or personal situations.
Why do you want to work as a ………………………..? Talk about interesting aspects of the job and why you like them. 

What specific skills do you bring to this job?  Using your fingers, count off the skills you are trained to handle. Think about all the skills mentioned on your resume’.
Why do you want to work for us?  Try to find out about the company before you go for the interview. Examples for what you might say:
· You have a good reputation and are the kind of company I would like to work for.”
· I’ve talked to some of your employees. They had very positive things to say about your company.”

How did you hear about us?  Friends, relatives, newspaper story, Internet, newspaper “Want Ad”………anything to show that this company was not a random choice. The interviewer may want to know if you know other employees in the company.
How long do you plan to work for us?

· “A long time, this is the job I’ve been looking for.”

How would you handle a disagreement with your boss?

· “I would try to explain my point of view to see if we can find some middle 
ground.  However, if he doesn’t go along, I’d do what he says. The boss 
is the boss.
What salary do you expect to receive?

· Rule #1—Never discuss salary until you are offered the job.  If you state a salary too high, they will assume you’ll be unhappy with the salary they had in mind.  If you say and amount too low—guess what you will be paid. That may be the most expensive 10 seconds of your life.
· Rule #2—You may ask the interviewer, “What is the salary range?”

· Rule #3 -  You may give a salary range that will probably cover the amount the employer had in mind and give you room to get more.
· Rule#4 – Never say no to a job offer before it is made or until 24 hours have passed. 
How many days of school/work did you miss last year/job?
· The interviewer wants to know if you will be dependable.

Questions to Ask During an Interview
If the interviewer asks, “Do you have any questions for me?”, you should ask at least two (2) questions.  

Suggestions:

· One question you should always ask is “What should I do that will make me a successful employee?”
· What do you think makes a successful employee?

· Would you more fully describe the duties of this job?
· What kind of training might I expect if hired for this job?

· To whom will I directly report?

· If I am hired, what hours would I be working?

· Will there be a chance of working overtime in this position?

· Does this position off an opportunity for advancement?

· Is there anything I can do or study to get a head start on learning the job?

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area II.  Employment Portfolio

II.9.
Attached is a copy of my interview follow-up letter with no spelling or grammatical errors.

Interview follow-up letter is attached.
Yes
No

Using Choices, Winway, or WIN for WorkKeys, the interview follow-up letter for the job for which the participant interviewed must be typed.  

The instructor should staple a copy of the completed, correct interview follow-up letter 


The original of the interview thank you letter, if not sent to the employer, should be placed in the participant’s employment portfolio. If the original is sent to an employer, a copy should be placed in the Employment Portfolio. 


If Choices is the program used for typing the interview follow-up letter, “Resume’ Builder” is the location of the form.
WIN Pamphlet:  The Follow-up Letter
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area III.  Positive Work Habits/Work Ethics

*III.1.
List at least three (3) valid reasons for missing work.

1. Immediate family emergency.
2. Illness (having fever)
3. Imprisonment
4. Death
WIN Pamphlets---  Getting to Work: Taking the First Steps; Making It at Work:  How to Succeed in Your First Real Job;  Fitting In:  Finding Your Place on the Job; First Step Up:  Making the Most of Your Entry-Level Job

* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area III.  Positive Work Habits/Work Ethics

*III.2.
List at least three (3) employee expectations of an employee.

1. I should attend work every day.
2. I should be punctual.
3. I should offer and accept helpful criticism.

4. I should be on time for meetings and ready to start when the meeting begins.

5. I should work to complete the assigned tasks.

6. I should avoid inappropriate behavior.

7. I should be a team player.

8. I should not spend time on the telephone, cell phone or texting.

9. I should not procrastinate.
10. I should work toward company objectives.
11. I should stick to self-imposed deadlines.

12. I should emphasize the positive aspects of my job.

WIN Pamphlet--- Good Work:  Six Steps to Success; Fitting In: Finding Your Place on the Job
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area III.  Positive Work Habits/Work Ethics

*III.3.
I have participated in a small group discussion of at least three (3) of the following topics.


1.
If my car doesn’t start, how will I do to get to work?   Yes
    No

2.
If I were a supervisor, what would cause me to give an employee a raise.
  Yes
No

3.
If my ride doesn’t show up to take me to work, what would I do?

Yes
No

4.
What would I do if family responsibilities interfere with my working hours?
Yes
No


WIN Pamphlets----Getting to Work:  Taking the First Steps; Coping at Work: How to Make the Best of a Difficult Situation; Making It Work: How to Succeed in Your First Real Job. 
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area III.  Positive Work Habits/Work Ethics

III.4.
List at least five (5) guidelines for conflict resolution in a relationship.

1. I will stay with one issue at a time.
2. I will work on resolving conflicts when anger has been expressed and both parties are calm.

3. I will make “I” statements instead of “you” statements.

4. I will make statements instead of asking questions.
5. I will work out problems as they occur.

6. I will try to find a solution that is acceptable to both parties.

7. The other person and I have the right to think or feel anything.  However, that does not mean I have the right to act on it.

8. I will try to find the real issues.

9. I will give myself and the other person a chance to blow off steam.  Then I will try to solve the problem.

10. I will plan a special time for conflict resolution or problem Solving.

11. I will treat others with respect and honesty.

12. I will not get into a win or lose situation.

WIN Pamphlets---Keeping Your Cool…at Work:  Putting the Brakes on the Anger Express;  Managing Stress: At Work and At Home; Listen Up! The key to Good Communication
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.1.
Attached is a copy of the self-assessment I did using Win for WorkKeys or O’Net.


Assessment is attached.

Yes
No


Participants may use either the self-assessment tool on the WIN for Workkeys or the O’NET.


There are two ways to go to the O’Net:


 go to doleta website


 click on  Youth

click on O’Net Career Exploration

or 


go to O’Net Resource Center


Click on computerized interest profiler


The instructor should staple a copy of the inventory to the post test.

WIN pamphlets---Assessing Your Job Skills: Where Do You Stand?; How to Choose a Career: A Guide to Self-Assessment; You can Do it! How to make Your Goals a Reality
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.2.
List at least three (3) reasons for obtaining an education.

1. I will have greater self-respect.
2. I will have the opportunity to earn a higher income.

3. I will have the opportunity to grow as a person.

4. Remaining in school will provide me opportunities to participate in social activities.

5. Remaining in school will provide me with opportunities to learn new subjects and skills.

6. I will have greater career choices.

7. Remaining in school will allow me more advancement opportunities.

WIN Pamphlets---It’s Not Too Late to Learn: Why Now’s the Time to Get Your Diploma or GED;  How to Choose a College; How to Choose a Vocational School
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.3.
List at least five (5) reasons why good personal hygiene and appearance is important.

1. People tend to form first impressions about others based on their appearance.
2. Many employers and people assume that people who take pride in their appearance are likely to take pride in their work.

3. Good grooming and nice clothes will make very little difference if you’re in poor physical health. 
4. Good health affects the way you look and feel.

5. Good grooming is essential to getting and keeping a job.
6. Having a clean body, using deodorant daily, and brushing your teeth are essential to keeping a job.

7. Clean, neatly fixed hair is essential to having a good personal appearance to present to coworkers and the public.

8. A sign of good personal hygiene for employers to see is clean hands and neatly trimmed nails.

WIN Pamphlet---  Look Sharp! Making Your Appearance Work for You at Work
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.4.
List at least five (5) reasons why good manners are essential to being successful in life.

1. 
People with good manners are considerate of others, are more 
apt to be self-assured, and able to cope in a variety of 
situations.
2. 
Good manners show respect and consideration for others.

3. 
We should always keep in mind that first impressions are often 
lasting impressions.

4. 
A smile can be read in any language, lights up a face, and 
adds warmth to any meeting.

5. 
A compliment really says we’re not self-centered.  We’re 
interested in others and find things about them to admire.

6. 
Manners are shown just as much by how we handle people 
and situations as by how we handle our knives and forks.

7. 
In an office or personal life, good manners should be 
communicated over the phone as well as face-to-face.
WIN Pamphlet---  Whatever Your job, You’re in Customer Service
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.5.
List at least five (5) reasons why good communication skills are important.

1. 
To work well with other people, you have to be able to 
communicate.
2. 
Poor communication can be costly to you and your employer.

3. 
To communicate clearly on the job, you need three basic 
communication skills---listening skills, speaking skills and 
writing skills.

4. 
Workers with good communication skills usually have little 
difficulty succeeding and advancing on the job.

5. 
Good communication can lead to better relations with your co-
workers, your boss, your friends, and your family.

6. 
Good communication leads to more self-confidence.

7. 
Good communication will gain you respect from your co-
workers and your boss.

8. 
How you speak may affect your work and that of others as 
well.

9. 
Good listeners make fewer mistakes than poor listeners.

10. 
Good listeners also make better impressions on others.

11. 
Writing skills can help you get ahead on your job.

12. 
When job ads ask you to write a letter of reply, how well you 
write may decide whether you get a job interview or not.

13. 
It is very hard to get a job or work your way up, if you can’t 
read well.

14. 
All employees have to follow directions.

WIN Pamphlet--- Listen Up!  The key to Good Communication; Telephone Skills: Getting & Giving the Right Message; Whatever Your Job You’re in Customer Service
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.6.
List at least five (5) ways to develop self-esteem/positive attitude.

1. Look people directly in the eyes.

2. Always try to look your best.

3. Walk with your shoulders back and your head held up.
4. Be courteous and considerate toward others.

5. How you treat others expresses how you feel about yourself.

6. Believe in yourself.

7. Don’t be afraid to try and fail.

8. Be positive in your behavior toward others.

9. Respect each person’s right to be different from you.

10. Talk to your friends.

11. Try new activities and hobbies.

12. Take an interest in your appearance.

13. Get along with people around you.

14. Show your appreciation for others.

15. Be honest and admit your mistakes.


WIN Pamphlet---  Attitude!  Make It Good!; Teamwork: Solving Problems Together
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area IV.  Self-Assessment/Personal Skills

IV.7.
List at least three (3) study skills and three (3) test taking skills.


Three (3) study skills are the following:

1. 
Preview---Look over what will be covered or is expected to be 
covered in class.

2. 
View---Do the work, take notes, read the text, write papers, do 
your homework, and prepare for tests and exams.


3. 
Review----Look over your completed work, review your class 
material, notes you’ve taken, material you’ve read, homework, 
papers, tests.

Three (3) test taking skills are the following:

1. Before you do well on tests, you need to build a strong foundation by organizing yourself at the beginning of the term and developing good study habits.

2. Come prepared and arrive early.

3. Stay relaxed and confident.

4. Be comfortable but alert.

5. Preview the test (if not timed).

6. Answer the test questions by answering the easy questions you know first, then those with the highest point value, and lastly, the most difficult, take the most writing, and the least point value.
7. When taking a multiple choice test, know when to guess.

WIN Pamphlet--- Making the Grade: Study and Testing Skills That Work
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area V.  Life Skills

V.1.
Attached are three (3) correctly labeled tax forms.


Correctly labeled tax forms are attached.
Yes
No


The tax forms should be labeled as follows:


1.
1040 EZ
Income Tax Return

2.
W-4
Employee’s Withholding Allowance Certificate


3.
W-2
Wage and Tax Statement
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V.2.
Calculate net income using the following pay stub information:


Nila Smith


FICA

         $22.95

Federal Tax

38.50


State Tax

18.50


Payroll savings
20.50


Nila works 40 hours each week at $ $7.50/hour.                                   Her net pay is $199.55.   


($300.00 gross pay minus $100.45 =$199.55)
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DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
POSTTEST ANSWER KEY
Skill Area V.  Life Skills

V.3.
Correctly completed checks and check stubs are attached.

Correctly completed checks and check stubs are attached.  Yes  No
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*V.4.
List at least three (3) money management skills.

1. 
Pay off your entire bills each month.
2. 
If you can’t pay cash for something, don’t buy it.

3. 
Pay on time to avoid late fees and to protect yourself.

4. 
Always check your monthly statement to verify transactions.

5. 
Ignore offers creditors may send you to “reduce” or “skip” 
payments.  You will still be charged finance charges during 
this period.

6. 
Think about the cost difference if you purchase your item with 
cash versus if you purchase your item with credit.

* Denotes required skill.
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V.5.
List at least three (3) ways to prepare for college/vocational school and three (3) ways to obtain financial aide/scholarship information.


Three (3) ways to prepare for college/vocational school are the following:

1. 
Obtain your high school diploma/GED.
2. 
Complete financial aid package.

3. 
Complete college/vocational school application

4. 
Receive college/vocational school acceptance letter

Three (3) ways to obtain financial aide/scholarship information are the following:

1.   College Catalogs
2. College Financial Aid Offices
3. ED.gov, click on Money for College
4. FAFSA4caster explains the basics of the federal student aid programs and the application process.
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*V.6.
Attached is a copy of my online FASA financial aide confirmation.

Go to www.fafsa.ed.gov for all and any information about the FREE application for federal student aid.  Be sure to print a copy.
* Denotes required skill.

