DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________

Skill Area I. Career Planning and Decision Making
I.1.
List at least three (3) reasons for employment.

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________

Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________

Skill Area I. Career Planning and Decision Making
I.2.
List at least three (3) career choices from a completed, valid career inventory.

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________

Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________

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.

Name of Job_____________________________________________________
________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________

Skill Area I. Career Planning and Decision Making
*I.4.
Job shadow or interview one person in your chosen occupation.

Employer job shadow report attached.
Yes
No


Participant job shadow report attached.
Yes
No





Or


Participant interview of employer attached.
Yes
No
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________

* Denotes required skill.

DWIA SELECT PROGRAM

BUSINESS/HOST JOB SHADOW EVALUATION OF PARTICIPANT 

	Participant 

Name: _______________________

	Date of 

Job Shadow: ____________________

	Job Shadow

Host Name: ___________________

	Title: ___________________________

	Job Shadow/

Host/Worksite: __________________

	Phone: _________________________


We are very interested in the long-term success of our program and would appreciate you taking a few minutes to share your assessment of the participant and our job shadow program.  Your feedback will be very valuable to the DWIA SELECT Program, as well as the participant and will help us improve the program.

Using a scale of “1” to “4”, please rate the student in the following areas:






 Needs
                  Below
              Meets                Exceeds

                              

           Improvement
Expectation   Expectation       Expectation

Punctuality

Reported to the job shadow at the 
      
 1
       2

    3

   4

appropriate time and place.

Professional Appearance:

Dressed appropriately.


 1                2

    3

    4

Groomed appropriately.
 1                2

    3

    4

Professional Conduct:

Scheduled appointment in a 

professional manner.


            1
       2

    3

    4

Behaved in a professional manner

at the worksite.



1
       2

    3

    4

Communication: 

Related well to host and others.

1
       2

    3

    4

Asked appropriate questions.

            1                 2

    3

    4

Demonstrated interest in the experience.      1                 2

    3

    4

Overall Evaluation:

Seemed to benefit from the experience.
1
       2

    3

    4

Do you have any suggestions for improving our job shadowing experience?

______________________________________________________________________
Would you be willing to host another student in the near future? Yes ___     No___
Comments:____________________________________________________________
Signature:_________________________________Date:________________________
DWIA SELECT PROGRAM

PARTICIPANT EVALUATION OF JOB SHADOW

	Participant Name: _______________
______________________________
	Date of 

Job Shadow: ___________________



	Job Shadow

Host Name: ____________________

	Title: __________________________

	Job Shadow/

Host/Worksite: _________________

	Participant Classroom 
Site ___________________________


Describe your job shadowing experience:

Please rate the following statements about your job shadow experience on a scale of “1” to “4”. (“1” indicates that you strongly disagree with the statement; “4” indicates that you strongly agree with the statement.





         Strongly                    

 Strongly






         Disagree
           

   Agree

My job shadowing experience helped
 1
      2
     
3
     4
     
       
me to think about career options.

I learned what the general

expectations are for all employees.

1
      2
     
3
     4
     

I learned what skills are needed at 

the worksite. 




1
      2
     
3
     4
     

I enjoyed my work experience. 

1
      2
    
 3
     4
            

I would recommend job shadowing

to other students. 



1
      2
     
3
     4
     

Job shadowing has encouraged me

to go to college. 



1
      2
     
3
     4
     

I would consider making a career

of my employer’s job in the future. 

1
      2
     
3
     4
     

Comments:___________________________________________________________

Signature:________________________________Date:__________________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________

Skill Area I. Career Planning and Decision Making
*I.5.
Complete a tour of your local WIN Job Center.

The participant toured the local WIN Job Center on 

_________________________________________________.
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________

* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________

Skill Area I. Career Planning and Decision Making
*I.6.
List at least three (3) job openings most in demand in Mississippi.

1. __________________________________________________

2. __________________________________________________

3. __________________________________________________

4. __________________________________________________

Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area II.  Employment Portfolio

*II.1.
Attached is a copy of birth certificate, social security card, identification for my career portfolio.


1.
Birth Certificate

Yes
No


2.
Social Security Card
Yes
No


3.
Identification

Yes
No


4.
Other
________________________
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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

Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area II.  Employment Portfolio

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

Step 1   ____________________________________________________
Step 2   ____________________________________________________

Step 3   ____________________________________________________

Reviewed by ________________________

         
        
Date reviewed _______________________

        
WR Grade        _______________________

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________

* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area II.  Employment Portfolio

II.5.
Attached is a copy of my job application that has no spelling or grammatical errors.
Job Application is attached.
Yes
No
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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


The following are two (2) interview strengths and two (2) areas in which I need to improve.


Interview Strengths

           1.  _______________________________________________________                    _______________________________________________________

2.   _______________________________________________________

      _______________________________________________________


Interview Weaknesses

           1.  _______________________________________________________                    _______________________________________________________


2.   _______________________________________________________


      _______________________________________________________


_____________________________________     __________________

               Participant’s Signature


      Date


Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area II.  Employment Portfolio.  Interview Rating Scale.

Please rate the interview of the above-named DWIA participant using the following interview checklist:


Position applied for: ________________________________________


Yes
No

____
____
1.   
Clothes – suitable for the interview

____
____
2.
Grooming – neat and clean

____
____
3.
Eye contact – looked at the interviewer
____
____
4.
Posture – sat straight and still
____
____
5.
Manners – polite
____
____
6.
Language – spoke clearly and used correct 




grammar
____
____
7.
Personality – cheerful and friendly, smiled
____
____
8.
Preparation – was prepared for the 





interview/answered all questions
____
____
9.
Qualifications – gave skills training/background 



for the position
____
____ 10.
Interview skills – asked appropriate 





questions/gave appropriate closing statement

Observations or comments: ________________________________________

________________________________________________________________________________________________________________________________

Potential:  If hired, do you think this person would do well on this job?   _____Yes     _____No

___________________________________          ___________________


Interviewer’s Signature




Date
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area III.  Positive Work Habits/Work Ethics

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area III.  Positive Work Habits/Work Ethics

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area III.  Positive Work Habits/Work Ethics

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area IV.  Self-Assessment/Personal Skills

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


Assessment is attached.

Yes
No



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area IV.  Self-Assessment/Personal Skills

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
       WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area IV.  Self-Assessment/Personal Skills

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
       WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area IV.  Self-Assessment/Personal Skills

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
       WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area IV.  Self-Assessment/Personal Skills

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

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

5. _____________________________________________________

6. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________

Three (3) test taking skills are the following:

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
       WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills

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


Correctly labeled tax forms are attached.
Yes
No



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
[image: image1.emf]
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills

V.1.
Label the three (3) following tax forms.

1._______________________________

2._________________
   _______________________________

_____________________








3.____________________









_____________________

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills

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 per hour.  Her net pay is __________________.



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
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


Reviewed by ________________________

         
       
       Date reviewed _______________________

        
      WR Grade        _______________________
[image: image2.emf]
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills

V.3.
Correctly complete the following checks and check stubs.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills

*V.4.
List at least three (3) money management skills.

1. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

4. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
       WR Grade        _______________________
* Denotes required skill.

DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills

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. _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________

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

1.   _____________________________________________________

2. _____________________________________________________

3. _____________________________________________________



Reviewed by ________________________

         
       
       Date reviewed _______________________

        
       WR Grade        _______________________
DELTA WORKFORCE INVESTMENT AREA

SYSTEM OF WORK READINESS SKILLS
Name_____________________________   Date_____________________
Skill Area V.  Life Skills
*V.6.
Attached is a copy of my online FASA financial aide confirmation.

Copy of FASA confirmation is attached.
Yes
No
Reviewed by ________________________

         
        Date reviewed _______________________

        WR Grade        _______________________
* Denotes required skill.

