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@ Start Your Job Unit
Lesson 3A1: Be prepared to accept the job.

Activity Steps
1. Learn how to decide if a job would be a good
fit.

a. Review items in the Career Interest
Survey about what is important in a
job.

b. Learn about documents you need to
begin a job.

c. Learn about obligations.

2. Identify obligations you have to meet if you
are offered a job. For example:

a. Childcare

b. Adult Care

c. Planned trips/events

d. Existing PT/FT job

3. Identity the documents you need to begin a
job.
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-ﬁ Learn

. E101 B Learn how to decide if a job
would be a good fit.

Be prepared to accept the job

If a company offers you a job, are you
prepared to accept it?

The items in this activity will help you
decide if that job is the right fit for you.

What Items do you need to think about before you decide to
accept a Job? Click on each flashcard below to get some
Ideas. The Information Is on the reverse side.

Continue

' Note

BIdentify obligations you have to meet if

you are offered a job

Download Checklist

Note *
B I US&SE EE=E xx* EE

1. Childcare:

2. Adult Care

3. Planned trips/events
4. Existing PT/FT job:

Bidentity the documents you need to
begin a job

Download Checklist

Note *

B I

[l

i— a— —
s EE x x* =

1. State Identification / Passport:

2. Social Security Card / Green Card:
3. Veteran documents:

4. How many dependents:

Fill in the notes for your
plan.

The notes save as you
type.




@ Start Your Job Unit

Lesson 3A1: Be prepared to accept the job.

Activity Steps - continued

4. Complete this activity - customer will update
the career plan dates for the step "Prepare to
Accept a Job." Note what documents you
need and obligations to plan for to be ready
to start a new job.

OPTION - Create a goal for your obligations.

10 — 30 minutes

More Resources

*Get To Know the Work Culture in Your
New Job

*Job Search Plan (PDF)

Duration -
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k Complete

Q E101 RComplete the activity response:

Update your career plan dates for 'Prepare to
accept a job’

kComplete the activity response: Update your cai

Open lllinois workNet Career Plan

reer plan dates for ‘Prepare to accept

t ajob’

UPDATE STATUS

Prepare to Accept a Job

Total Subsidized days for all items:

Service addresses the following situations

Planned/Not Started (Scheduled) v

Update the step for your Career

Plan by:

* Adding a date you want to begin.

* Adding a date you plan to finish.

* Enter the number of hours you
plan to work on your step.

* Enter any additional notes.

* Update Status to Started/Open
when you add a date.

* Click the update button to return
to the learning module.

Option

ADD NEW GOAL

Goal Statement *

Create goals for
“= obligations

Select One

Short/Long Term *

Select One

Status

Select One

Add Goal

0Create a Goal by:

* Typing in something that you
want to achieve

* Select whether it applies to
Employment, Education,
Living Independently or
Support Services

* Select Short-term or Long-
term




@ Start Your Job Unit
Lesson 3A2: Get ready for your first day.

-ﬁ Learn ' Note

Activity Steps ff:f;ﬂ:,,f;::i";jiﬁe”j;:‘"gs"’ e Jg:; E101 I Identify your expectations of the m
1. lLearn: ) Get Ready for your First Day
* The type of paperwork you will complete Prue E= ux =e
on your first day. o e o e S o e
* The best way to meet coworkers and m Fill in the notes for your plan.
supervisors, b
* The rules of your new job - employee ’ Rt The notes save as you type.

handbook
* About your job expectations. k CompIEte

2. Identify your expectations of the job (Some

eUpdate the step for your
Career Plan by:

examples include paid a fair wage, fJI;d;my"cm"' il . ffgz:ggina date you want
opportunity for promotion, steady hours, eirniisised . et date you plan o
work well with boss or co-workers.) B V finish.

3. Complete this activity - you will update the = ‘ | | = Enterthe number of

hours you plan to work
on your step.
* Enter any additional

career plan dates for the step "Learn about
filing taxes." Note on the step the

paperwork you need to get to start your ° C : notes.
new job More Resources + Update Status to
*Ready to Fill Out forms for Your New Job Started/Open when you
Duration - 7 — 20 minutes Get To Know the Work Culture in Your New Job add a date.
. rowtir sunions * Click the update button
<2 Job Search Plan (PDF) to return to the learning
3%“2@&%{?‘( module.

—
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=42
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=35
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

@ Start Your Job Unit
Lesson 3A3: Keep your new job.

Activity Steps

1. Review workplace skills and actions to keep
your new job and learn about job
performance criteria for your new job.

2. Identify possible career ladder moves based
upon your chosen career path.

3. Complete this activity you will update the
career plan dates for the step "Career
Advancement”.

Duration - 5-15 minutes

More Resources

*New Job Tip #1: Understand Expectations
*Be Safe in Your New Job

*Job Search Plan (PDF)
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-ﬁ Learn

.4 E101 8 Review workplace skills and

actions to keep your new job and learn about
job performance criteria for your new job.

Keep your new job

Tips to Keep Your NEW Job

This activity will help you understand the things you can do to make yourself stan

out as.a great employee and keep your new job.

Let's do a quick review of the skills thatwill help you keep your job:

' Note

.('i £101 P Identify possible career ladder
moves based upon your chosen career path.

Note ™

B IUSsS &

x ¢ EE

Fill in the notes for your plan.

The notes save as you type.

k Complete

.(f._ E101 R Complete this activity you will

update the career plan dates for the step
‘Career Advancement'

Open lllinois workNet Career Plan

Add notes about futu

R Complete this activity you will update the career plan dates for the step ‘Career Advancement’

e
achievements you could gain.

Update the step for your Career

Plan by:

* Adding a date you want to
begin.

* Adding a date you plan to
finish.

* Enter the number of hours you
plan to work on your step.

* Enter any additional notes.

* Update Status to Started/Open
when you add a date.

* Click the update button to
return to the learning module.



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=40
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=33
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® Start Your Job Unit
Lesson 3A4: Quiz

Activity Step: k Complete
Test your knowledge of what you
learned. These questions will be on - s

hissessment test.

the Post-Assessment test.

When you answer the question, you
will be given the correct answer.

Mark the box at the top of the lesson
panel that says “Mark Complete”
when you have finished the quiz.

Duration — 5 Minutes
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® ® Financial Literacy Unit
Lesson 3B1: Start a Savings or Checking Account

-ﬁ Learn k Complete

col S e L .() E101 W Complete the activity response:

Account

Act iVity Ste ps : Update your career plan.dates for "Use the

Money Management Guide to help you reach

Start a savings or checking your:financlal goals *
1. Learn il

k Complete the activity response; Upda 1eJ ur career plan dates for "Use the Money Management Guide to help
each your financial goals.”

a. About banking opportunities.

b. How to protect against identify theft. open...im.—s.,amtca,ﬁ,p.,n
c.  Why and how to use a checking
account Tk _ UPDATE STATUS
Why do you need a checking
d The proper Way to establlsh Credlt or savings account for the l;::‘t:eMnneyManagementGuideta help you reach your financial
money you earn on your job?
2. Complete this activity by the This activitg Will help you learn . e
Customer updatlng the Career Plan dates ab::Ut:k S Planned/Not Started (Scheduled) v Update Step for your Career Plan by
" * banking options, ) * Add a date you want to begin.
for_the Use the Money I\/Ianagemerjt + prscng st sans A W . Add a date you plan to finish.
Guide to help you reach your financial ity thefig e R «  Enter number of hours you plan to
n « using a checking account, and
goals' ¢ establishing credit. work on your Step'
s 1 - * Enter additional notes.
No v * Update Status to Started/Open
. ) when you add a date.
Duration — 5-15 Minutes * Click the Update button to return
to the learning module.
More Resources: .
e The Nine Steps of your Job Search (PDF) Seice acrss h ol it

Show More Situations

¢ Job Search Plan (PDF)

'L\L'@ rkNet

CENTER

americanjobcenter


https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search%20Checklist.pdf
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® ® rinancial Literacy Unit
Lesson 3B2: Determine Current Financial Status and Budget

' Identify

-ﬁ Learn

Actlvlty Ste ps: i%z;‘ggi?i;‘g:?i‘?c m d E}1(]1 & Identify financial goals
1. Learn .
. . Determine your current
a. About wage ranges by reviewing wage ranges financial status and set goals to
create, monitor and adjust Fill in th tes f |
for careers selected. your budget it in the notes tor your plan.
b. How to monitor expenses to stay within The notes save as you type.
bUdget. . Y\Ih-(unyauhuywi(h-dfal]:r?w’\?imuch |

c. How to adjust budget to remain in balance. |
2. Identify Financial Goals

a. Emergency Savings

b. Paying Off Debt

' Identify

H a ach cord al terms on the back of the card. H h »Buis'
c. Saving for Future Purchases Ridentify LY SISO T
. Download the Basic Budget Worksheet and identify your emergency savings, A C
3. Identify: Use the Notes tool or download the ebfgsnieaingforfrepurdissen - ey
basic budget worksheet, or make a copy of the =
basic budget worksheet in Google Drive to

identify: :
a. Current Assets Continue 3

b. Current Expenses
c. Credit Card/Other debt

d.Income

AAAAA

Sust
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® ® Financial Literacy Unit

Lesson 3B2: Determine Current Financial Status and Budget (Continued)

k Complete

° ° o d E101 R Complete the activity response: B Mark Complete
Activity Steps: continued Ut yourcrser plan dtes or“Getting and
4, complete th|S act|V|ty by updat|ng the Ca reer k Complete the activity response: Update your career plan dates for "Getting and staying out of debt.”
Plan dates for the step "Getting and staying out [T | c-o srarus G

" A _ Update the step for your Career Plan by:
of debt. Gef""ga"dmymwm * Add a date you want to begin.

e * Add a date you plan to finish.

* Enter number of hours you plan to
work on your step.

Duration — 15-45 Minutes Y NET * Enter additional notes.
* Update Status to Started/Open when

Planned

i . you add a date.
More Resources: s Click the Update button.
¢ What you need to Know Before Applying for Credit Card " Add notes about
. . current financial
i BUdgetmg Basics features and goals.
e Getting Started with Money Management - Young Adults
@
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=19
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=17
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=92

® e Financial Literacy Unit
Lesson 3B3: Quiz

Activity Step:
Test your knowledge of what you

learned. These questions will be on the
Post-Assessment test.

Duration — 5 Minutes
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k Complete

assessment test.

d E101 Test your knowledge of what you
learned. These questions will be on the post-

« Previous | B Mark Complete

After the question is answered, the
correct answer will be given.

Mark the box at the top of the lesson
panel that says “Mark Complete”
when the quiz is finished.




® 88 Skills for Success Unit

Lesson 3C1: Violence Prevention and Awareness

-ﬁ Learn

. E101 & Violence prevention and
awareness

k Complete

.(j E101 Rk Complete the activity response:
Update your career plan dates for "Safe at

Activity Steps:

1. Learn:
a. About preventing violence in school
and the workplace.
b. How to recognize bullies and your
role.

c. How to recognize sexual harassment.

d. How to respond appropriately.

2. Complete this activity by customers
updating will update the Career Plan step
called "Stay safe at work."

Duration — 15-30 Minutes
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Violence prevention and
awareness

Learn the signs of violence
and harassment at school or
the workplace.

This activity will share
information on:

e Preventing violence at school
and the workplace.

e Recognizing bullies and what
you can do.

& Recognizing sexual
harassment.

¢ 'How you can respond
appropriately.

Thece things ara not something

More Resources:
¢ Bully Recognition 101

work.”

&k Complete the activity response: Update your career plan dates for “Safe at work.”

Open lllinois workNet Career Plan

Change Caresr Plan

¢ Prevent Violence at School and Work

¢ You can Prevent the Violence

¢ Trauma Informed Care

UPDATE STATUS

Stay safe at work.

Goal”

Status”

Flanned Start Date”

Planned Due Date”

Other Notes™

Service addresses the

Living independently. v

Planned/Not Started {Scheduled) v

02/26/2021

WIOA Funded”

No X

Add notes about things
you need to do to stay
safe at work. s

following situations

Show More Situations

Update the step for your Career

Plan by:

* Add a date you want to begin.

* Add a date you plan to finish.

* Enter number of hours you
plan to work on your step.

* Enter additional notes.

* Update Status to
Started/Open when you add a
date.

* Click the Update button to
return to the learning module.



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=18
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=23
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=27
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=359

® @8 Jkills for Success Unit
Lesson 3C2: Continue to Build Skills

-ﬁ Learn

Activity Steps:
1. Learn
a. How to continue building soft skills in
the workplace.
b. How to plan for professional
development.

2. Complete activity. Customers will update
the dates on the step titled "Be ready for
your next move."

Duration — 5-20 Minutes

More Resources:
¢ Soft Skills Required
e Career Advancement
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’j_ E101 - Continue to build your skills.

Continue to build your skills

How will you build your career
ladder?

1. Get hired.

2. Get promoted.

People want to be recognized for
their good work. Promotions

may be one way to recognize
your good work:

This activity will coverhow to
continue to build your workplace
skills and how to plan for
professional development.

k Complete

(j E101 k Complete the activity response: m

Update your career plan dates for "Be ready for
our next move.”

k Complete the activity response: Update your career plan dates for "Be ready for your next move.”

Open lllinois workMet Career Plan

UPDATE STATUS

Be ready for your next move
Total Subsidized days for all items: G
Goal* tatus”

Get training to enhance your skills. v Planned/Not Started (Scheduled) U pdate the Ste p fo r you r

o [ ] anrsme Career Plan by:
e * Add a date you want to
= I : begin.
* Add a date you plan to
finish.
Add notes about * Enter number of hours
advancement opportunities. you plan to work on
A your step.

Service addresses the following situations

* Enter additional notes.

* Update Status to

cose Started/Open when
you add a date.

* Click the Update
button.

Show More Situations



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=37
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=163

® 08 Skills for Success Unit
Lesson 3C3: Volunteer

Activity Steps:

1. Learn the benefits of volunteering.

2. Identify opportunities to volunteer in
your community (Examples:
church, YMCA, food pantry, homeless
shelter, or other social service agencies).

3. Complete activity by the customer
updating Career Plan dates on the step
"Get skills, experience, and network by
being a volunteer." Make Notes in Steps
1-3 of volunteer agencies/activities in
your community that interest you.

Duration — 5-15 Minutes

More Resources:

¢ Benefits of Volunteering

¢ Volunteer Opportunities in Your Community
e Job Search Plan (PDF)
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-ﬁ Learn

. E101 4§ Learn about the benefits of
volunteering.

Volunteer

Why volunteer?

There are a number of benefits to

volunteering your time.

activity will review those benefits that

might help your career.

' Note

.Y E101 IPidentify opportunities to volunteer e
in y‘rcur community
Note *
BIUS E= xx EE
Some examples may be your cnuron, he YMCA, a fo0d partry, a homaless shatar, o cther sosil senvios agencies
Fill in the notes for your plan.
The notes save as you type
.(j E101 Rk Complete the activity response: m

Update your career plan dates for "Get skills,
experience, and network by being a volunteer.”

R Complete the activity response: Update your career plan dates for “Get skills, experience, and network by being
volunteer.”

0Update the step for your Career
Plan by:
* Add a date you want to begin.

......

Add notes in steps about
1-3 volunteer agencies
or activities in your
community that interest
you.

Service addresses the following situations

* Add a date you plan to finish.

* Enter number of hours you
plan to work on your step.

* Enter additional notes.

* Update Status to Started/Open
when you add a date.

* Click the Update button to
return to the learning module.



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=3
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=29
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® @ ® Skills for Success Unit
Lesson 3C4: Quiz

k Complete

(3 E101 Test your knowledge of what you m 8 Mrk Completa ﬂ
L L 4 ! ;
Act IVIty Ste p ° earned. These questions will be on the post-
L]

pssessment test.

After answering the question, the

Test your knowledge of what you correct answer will be given.

learned. These questions will be on
the Post-Assessment test. Mark the box at the top of the lesson

panel that says “Mark Complete”
when the quiz is finished.

ssssssssss

Duration — 5 Minutes
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® @ ® Skills for Success Unit
Lesson 3C4: Quiz

lwnProfiles Home

£101: PREPARE A JOB SEARCH PLAN
= I

Skills for Success

1. & Violence prevention and awareness

i ild i e, 101 Section3Aehi
2. M Continue to build your skills PRy n 3 ACI
3. @ Vvolunteer

4. 8 Test K led need to
. es5T Vour knowle =
— J Plan to

Achieve
Success?

Activity Steps

1. 1§ Test your knowledge of what you learned. These questions will be on the post-assessment test. &

Congratulations! You have completed all of the learning modules in E101. You have equipped yourself with some great knowledge to help you plan
your career, job search, and how to achieve success when you land your next job! It is time now to take the Post Assessment to show how much you have
learned in E101!

Take the Post Assessment
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Congratulations! You completed all the
learning modules in E101. You equipped
yourself with great knowledge to help
you plan your career, job search, and
how to achieve success when you land
your next job! It is time to take the Post
Assessment to show how much you
have learned in E101!

Once you earn a score of 70% or better,
you will be able to download your
Certificate of Completion and your
digital badge.
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