DELTA WORKFORCE INVESTMENT AREA
IN SCHOOL/OUT OF SCHOOL SELECT
WORK READINESS SKILLS POST-TEST VERIFICATION

Skill Area I:  Career Planning and Decision Making/Labor Market Information
Participant must complete Numbers 4, 5 and 6 for a total of 3 exercises in Skill Area I:

1.   
Listed three (3) reasons for employment.



               
 ______
2.       Listed three (3) career choices from a completed valid career 
                 
inventory. 








     
 ______
3.   
Wrote a job description for an entry-level job in one of chosen careers. 
 ______

4.         Job shadowed or interviewed one person in chosen occupation.           
*______
5.
Toured the local WIN Job Center.





    
*______

6.
Listed three (3) job openings most in demand in Mississippi.                  

*______


Skill Area II. Employment Portfolio – Participant must complete Numbers 1, 2, 4, 6, 7, 8, Six exercises in all for Skill Area II.
1.       Provided copy of birth certificate, social security card, etc.
    
*_____
2.   
Completed a resume’ with three references and with no errors.
    
*_____

3.
Listed steps in the process for posting a resume’ on line.
    
 _____

4.
Posted his/her resume’ on line with no spelling or grammatical 

errors using careerbuilder.com, monster.com, or jobcentral.com. 
*_____
5.   
Completed a job application with no spelling or grammatical


errors. 








    
 _____
6.
Completed a job application on line with no typographical errors. 
*_____
7.   
Wrote/typed a sample job application letter with no errors. 
    
*_____

8.   
Received a satisfactory rating on an interview scale.  Wrote two                          

(2) interview strengths and two (2) areas needing improvement.   
*_____
9.       Wrote an interview follow-up letter with no spelling or grammatical 

errors. 






     


_____
Skill Area III.  Positive Work Habits/Work Ethics – Participant must complete Numbers 1, 2, and 3 for a total of 3 items in Skill Area III.
1.   
Listed at least three (3) valid reasons for missing work.

    
*_____ 
2.   
Listed at least three (3) employer’s expectations of an employee.  
*_____
3.        Participated in a small group discussion of the topics:  
               
*_____ a.  
If your car doesn’t start to take you to work, what will you do?

b.  
If you were the supervisor, what would cause you to                                            
give an employee a raise?






c.

If your ride fails to show up to take you to work, what would 

you do?






         


d.  
What would you do if family responsibilities (childcare,                     

     
taking family members to the doctor, etc.) interfere with                      

     
your hours of work?






         
4.        Listed five (5) guidelines for conflict resolution in a relationship.    
_____

After completion of Skill Areas I, II, and III, the participant is eligible to begin Work Experience.

Skill Area IV:  Self-Assessment/Personal Skills – Participant must complete one (1) of the following skills for a total of 1 skill in Skill Area IV:
1. Conducted a self-assessment using WIN for Workkeys.

   
______

2. Listed three (3) reasons for obtaining an education.                            

______
3. Listed 5 reasons why good personal hygiene and appearance 
is important.








   
______
4. Listed 5 reasons why good manners are essential to being 
successful in life.







   
______
5. Listed five (5) reasons good communication skills are important. 
   
______
6. Listed five (5) ways to develop self-esteem/positive attitude.

   
______
7. Listed three (3) study skills and three (3) test taking skills.

   
______
















Skill Area V. Life Skills – All participants must complete Numbers 4 and 6 for a total of 2 skills in Skill Area V.
1.   Labeled three (3) tax forms.






   
______
2.   Calculated net income using gross pay and deductions 

       from pay check stub information.





   
______
3.    Completed one (1) sample check and one (1) check stubs.

   
______
4.    Listed three (3) money management skills.     



          *______
5.
Listed three (3) ways to prepare for college/vocational school and                         three (3) ways to obtain financial aide/scholarship information.
   
______
6.
Applied for financial aide on line.





          *______


Skills Required for Completion in Skill Areas I, II, III
     12







Number Completed

_______


Skills Required for Completion in Skill Areas IV, V

      3








Number Completed
_______


Total Required for Attainment of Work Readiness Skills
    15





Total Work Readiness Skills Attained
_______
I certify that the above information is accurate and represents my rating of the participant’s performance. 

_________________________________ __________________________________
    Participant’s Signature and Date          Staff Member’s Signature and Date
