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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.

Learn

Note

Fill in the notes for your
plan.
The notes save as you
type.

Continue

Start Your Job Unit

Lesson 3A1: Be prepared to accept the job.

Option

Complete
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.

Duration - 10 – 30 minutes
More Resources
•Get To Know the Work Culture in Your
New Job
•Job Search Plan (PDF)

Create goals for
obligations

i

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.

i

Create 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 Longterm

Start Your Job Unit

Lesson 3A2: Get ready for your first day.

Activity Steps
1. Learn:
• The type of paperwork you will complete
on your first day.
• The best way to meet coworkers and
supervisors,
• The rules of your new job - employee
handbook
• About your job expectations.
2. Identify your expectations of the job (Some
examples include paid a fair wage,
opportunity for promotion, steady hours,
work well with boss or co-workers.)
3. Complete this activity - you will update the
career plan dates for the step "Learn about
filing taxes." Note on the step the
paperwork you need to get to start your
new job.

Duration - 7 – 20 minutes

Learn

Note
Fill in the notes for your plan.
The notes save as you type.

Complete

More Resources
•Ready to Fill Out forms for Your New Job
•Get To Know the Work Culture in Your New Job
•Job Search Plan (PDF)

i 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.

Start Your Job Unit

Lesson 3A3: Keep your new job.

Learn
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“.

Note
Fill in the notes for your plan.
The notes save as you type.

Complete

Duration - 5-15 minutes
More Resources
•New Job Tip #1: Understand Expectations
•Be Safe in Your New Job
•Job Search Plan (PDF)

Add notes about future
achievements you could gain.

i

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.

Start Your Job Unit
Lesson 3A4: Quiz

Activity Step:

Test your knowledge of what you
learned. These questions will be on
the Post-Assessment test.

Complete
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

Financial Literacy Unit

Lesson 3B1: Start a Savings or Checking Account

Learn

Complete

Activity Steps:
1.

2.

Learn
a. About banking opportunities.
b. How to protect against identify theft.
c. Why and how to use a checking
account
d. The proper way to establish credit
Complete this activity by the
customer updating the Career Plan dates
for the "Use the Money Management
Guide to help you reach your financial
goals."

Duration – 5-15 Minutes
More Resources:
• The Nine Steps of your Job Search (PDF)
• Job Search Plan (PDF)

i Update 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.

Financial Literacy Unit

Lesson 3B2: Determine Current Financial Status and Budget

Activity Steps:

1. Learn
a. About wage ranges by reviewing wage ranges
for careers selected.
b. How to monitor expenses to stay within
budget.
c. How to adjust budget to remain in balance.
2. Identify Financial Goals
a. Emergency Savings
b. Paying Off Debt
c. Saving for Future Purchases
3. Identify: Use the Notes tool or download the
basic budget worksheet, or make a copy of the
basic budget worksheet in Google Drive to
identify:
a. Current Assets
b. Current Expenses
c. Credit Card/Other debt
d. Income

Learn

Identify
Fill in the notes for your plan.
The notes save as you type.

Identify

Continue

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

Complete
Activity Steps: continued
4.

Complete this activity by updating the Career
Plan dates for the step "Getting and staying out
of debt."

i

Duration – 15-45 Minutes
More Resources:
• What you need to Know Before Applying for Credit Card
• Budgeting Basics
• Getting Started with Money Management - Young Adults

Add notes about
current financial
features and goals.

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.

Financial Literacy Unit

Lesson 3B3: Quiz

Complete
Activity Step:
Test your knowledge of what you
learned. These questions will be on the
Post-Assessment test.

Duration – 5 Minutes

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.

Skills for Success Unit
Lesson 3C1: Violence Prevention and Awareness

Learn

Complete

Activity Steps:
1.

2.

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.

i

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

Duration – 15-30 Minutes

More Resources:
• Bully Recognition 101
• Prevent Violence at School and Work
• You can Prevent the Violence
• Trauma Informed Care

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

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.

Skills for Success Unit
Lesson 3C2: Continue to Build Skills

Learn

Complete

Activity Steps:
1.

2.

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

i

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
• Career Advancement

Add notes about
advancement opportunities.

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.

Skills for Success Unit

Lesson 3C3: Volunteer

Activity Steps:
1.
2.

3.

Learn the benefits of volunteering.
Identify opportunities to volunteer in
your community (Examples:
church, YMCA, food pantry, homeless
shelter, or other social service agencies).
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
• Job Search Plan (PDF)

Learn

Note
Fill in the notes for your plan.
The notes save as you type.

Complete

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

i

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.

Skills for Success Unit

Lesson 3C4: Quiz

Complete
Activity Step:

Test your knowledge of what you
learned. These questions will be on
the Post-Assessment test.

Duration – 5 Minutes

i

After answering the question, 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.

Skills for Success Unit

Lesson 3C4: Quiz

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!

Duration - 5 minutes

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

