DELTA WORKFORCE INVESTMENT AREA

IN SCHOOL/OUT OF SCHOOL SELECT

WORK READINESS SKILLS SUMMARY
Skill Area I.  
Career Planning and Decision Making/Labor Market Information
The participant must complete numbers 4, 5, 6 in Phase I.
1.
List at least three (3) reasons for employment.


(WIN Pamphlets--- Getting to Work: Taking the First Steps; You Can 
Do It!  How to Make Your Goals a Reality)
2.       List at least three (3) career choices from a completed valid career 
inventory. 


(WIN Pamphlets--- Assessing Your Job Skills: Where do you 
Stand?; How to Choose a Career:  A Guide to Self-Assessment)
3.   
Write a job description for an entry-level job in one of chosen careers. Include the following in the job description:  A career path for chosen occupation as well as the salary, education/training for upward growth. 
(WIN Pamphlet---First Step Up: Making the Most of Your Entry-Level Job)

4.        *Job shadow or interview one person in chosen occupation. 
5.
*Tour the local WIN Job Center.




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

(WIN Pamphlet---Job Leads: Who Can Help You Find a Job?)





Skill Area II. Employment Portfolio
The participant must complete numbers 1, 2, 4, 6, 7, 8 in Phase II.
1.       *Provide copy of birth certificate, social security card, 
identification, etc.


2.   
*Complete a resume’ with three references and with no spelling or grammatical errors. 

(WIN Pamphlets---Your First Resume; The Cover letter: A Resume’ Should never Stand Alone)

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




(WIN Pamphlet---Your First Resume)

4.
*Post resume’ on line using careerbuilder.com, monster.com,  


jobcentral.com, etc.





(WIN Pamphlet---Your First Resume)
5.   
Complete a job application with no spelling or grammatical errors. 

(WIN Pamphlet---Applying for a Job: What to Expect)

6.
*Complete a job application on line with no typographical errors. 

(WIN for WorkKeys) (WIN Pamphlets---  Applying for a Job:  What to 
Expect; Job Leads: Who Can Help You Find A job?)
7. *Write/type a sample job application letter with no spelling or grammatical errors.

(WIN Pamphlet---The Cover Letter: A Resume’ Should never Stand 
Alone) (Win for WorkKeys)


8.   
*Receive a satisfactory rating on an interview scale.  Write two (2) 

interview strengths and two (2) areas needing improvement. 
(WIN Pamphlets---Your First Interview: Making the Right Impression; Talking to Employers: When Your Past is Less Than Perfect)




9.         Write an interview follow-up letter with no spelling or grammatical 

errors. 

(WIN Pamphlet---The Follow-Up Letter) (WIN for Workkeys)


Skill Area III.  Positive Work Habits/Work Ethics

The participant must complete numbers 1, 2, 3 in Phase III.
1.   
*List three (3) valid reasons for missing work. 

(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) (Group discussion/guest speaker)



2.   
*List at least three (3) employer’s expectations of an employee.


(WIN Pamphlets--- Good Work: Six Steps to Success; Fitting In: Finding Your Place on the Job) (Group discussion/guest speaker)



3.
*Participate in a small group discussion of the topics:  

a. If your car doesn’t start, what will you do to get to work?


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?

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

(Guest speaker from mental health profession) (WIN Pamphlets---Keeping Your Cool.. At Work: Putting the Brakes on the Anger Express; Listen Up! The Key to Good Communication; Managing Stress: At Work and At home)



Skill Area IV:  Self-Assessment/Personal Skills
The participant must complete one (1) of the following skills in Phase IV.
1. Conduct a self-assessment using WIN for WorkKeys that includes your pride experiences, personality, values, skills, interests, knowledge. 

      WIN Pamphlets--- How to Choose a Career: A Guide to Self-Assessment; You Can Do It!  How to make Your Goals a Reality; Assessing Your Job Skills: Where Do You Stand?)
2. List at least three (3) reasons for obtaining an education.  
      (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)
3. List at least five (5) reasons why good personal hygiene and appearance is important. 
     (WIN Pamphlet--- Look Sharp! Making Your Appearance Work for You at Work)
4. List at least five (5) reasons why good manners essential to being successful in life.


     (WIN Pamphlet---   Whatever Your Job, You’re in Customer Service)

5. List at least five (5) reasons good communication skills are important.                  (WIN Pamphlets---Listen Up! The key to Good Communication; Telephone Skills: Getting and Giving the Right Message;  Whatever Your job, You’re in Customer Service)
6. List at least five (5) ways to develop self-esteem/positive attitude.                          (WIN Pamphlets---Attitude: Make it Good!, Teamwork: Solving Problems Together)
7. List at least three (3) study skills and three (3) test taking skills.


      (WIN Pamphlet---Making the Grade: Study and Testing Skills That     Work)


Skill Area V: Life Skills

The participant must complete numbers 4 and 6 in Phase V.
1.    Label three (3) tax forms.
2.    Calculate net income using gross pay and deductions 

       from pay check stub information.

3.    Complete one (1) sample check and one (1) check stub.
4.    *List at least three (3) money management skills.  
       (Guest speaker from local bank/credit institution, Extension Service)
5.
List at least three (3) ways to prepare for college and three (3) ways to obtain financial aide/scholarship information.
Guest speaker will lead group discussion. 

(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)
6.
*Apply for financial aid on line.



