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Employment 101 (E101) is a guided approach including assessments, articles, planners, and resources to help users reach their training and
employment goals. The purpose of the Pre-Assessment is to check the user's knowledge while the Post-Assessment checks what the user
has learned during the guided process, and to unlock a certificate of completion and digital badge.

Topics Covered:

* Career Exploration * Essential Employability Skills * Goal-Setting
* Training Program Exploration * Digital Literacy Skills * Violence Prevention and Awareness
« Job Search Skills * Financial Literacy Skills * Networking and Volunteering Skills

Access to Assessments and Results:
* Users access Pre- and Post-Assessments and saved results through My Dashboard. All saved results stay in the user's account. The Pre-

Assessment is only taken one time. Users can retake and save Post-Assessment results an unlimited number of times.
* Users may access learning modules for E101 in any order but starting from the beginning will gain best results.
* Goals established during the completion of learning modules are saved to the user’s Career Plan.
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Login to your lllinois workNet account to access
Employment 101 from My Dashboard.
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CAREER TOOLS

's Plans & Tools

& Notes 1= Assessments B Employment 101

L

i= About My Plans & Tools i= Compare Careers ([0 Compare Training i Job Search Organizer @ Resume Builder

M -

Partners Share

i Career Plan

o
Compare Careers Compare Training Job Search Organizer Resume Builder
Use this tool to compare the Use this tool to compare the Use this toel to track the Use this tool to create and edit
career choices you make in training selections you make in activities related to jobs that you resumes, cover letters, portfolios
lllinois workMet. lllinois workMNet. find on Illincis workMet, or add and mare.
your own.
Career Plan Notes Employment 101 Assessments
Use this toal to track steps and Use this tool to keep track of Use this tocl to create a Career Use these assessments and
goals you create to help you things you need to do related to Plan, Job Search Plan and learn evaluations to understand where
achieve success in your chosen your career plan and job search how to Achieve Success on the you are with your skills and
career field. plan. Job. experiences.
®
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Career Plan Tools
Tools used and explained within Employment
101 include:
* Assessments
* Career Plan
* Compare Careers
*  Compare Training
* Job Search Organizer
* Notes
* Resume Builder

On any page in the Guide:

* Click the lllinois workNet icon to return to
the homepage.

* Click Career Tools to return to the Career
Tools page.
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NAVIGATION — Career Plan Tools

Compare Careers

Use this tool to compare the
career choices you make in
lllinois workNet.

Compare Careers

While working through E101,
bookmark careers that interest
you based on Skills and Interest
Surveys. This tool allows you to

put jobs in order of importance.
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Compare Training
Use this tool to compare the
training selections you make in
lllinois workNet.

Compare Training

As you work through E101,
bookmark trainings related to
bookmarked careers. This tool
allows you to put those training
programs in order of importance.

Job Search Organizer
Use this tool to track the
activities related to jobs that you
find on Illinois workNet, or add
your own.

Job Search Organizer
Bookmark jobs you are interested
in while working through E101.
This tool allows you to keep them
organized as you apply, interview,
and follow-up.

Resume Builder
Use this tool to create and edit
resumes, cover letters, portfolios
and mare.

Resume Builder

Use the Resume Builder to create
items needed to market yourself
for a new job, like a resume or
portfolio. Items can be shared with
a career counselor for feedback
and mentoring.



NAVIGATION — Career Plan Tools

Career Plan

Use this tool to track steps and
goals you create to help you
achieve success in your chosen
career field.

Career Plan

Track your created goals, and
steps added to help achieve
those goals. Add dates on steps
to track your own. You may work
with a career counselor to help
complete your steps or goals.
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Notes
Use this tool to keep track of
things you need to do related to
your career plan and job search
plan.

Notes

Activities in E101 ask you to
keep track of items for career
and job search plans. Use the
Notes feature to add/edit
information to help with job
applications and resumes or
completing new hire paperwork.

Employment 101
Use this tool to create a Career
Plan, Job Search Plan and learn
how to Achieve Success on the
job.

Employment 101
This learning system creates a
Career Plan and Job Search Plan

incorporating all tools described.

Select this to go to the four-step
guide for Pre-Assessment,
learning modules, Post-
Assessment, and certificates.

© ¢

Assessments
Use these assessments and
evaluations to understand where
you are with your skills and
experiences.

Assessments

All assessments tracked in lllinois
workNet are in this area including
Skills & Interest Surveys, E101
results, Self-Evaluation, Worksite
Evaluation, and other assessments
tracked in workNet like TABE or
Casey Life Skills.
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In My Dashboard, select the Employment 101 — E101 icon,
then select an appropriate career plan or create a new one. E107: PREPARE A JOB SEARCH PLAN

.(éormet Employment 101 - E101 e o

Guide Post-Assessment Certificate

anjobcenter

Pre-Assessment

.
Career Readiness: Employment 101 Steps
You have not taken the Pre- You have not taken the Post-
Assessment Assessment

Select the Career Plan to update with E101

In order to continue Employment 101, you'll need to select a related Career Plan. Select the “New" option if none exist.
plo Overy

Select Career Plan to associate to Employment 101 L
= EMPLOYMENT
101

A usc.er. should select Step 1 Pre-Asse:ssm.ent if required for a OVERVIEW
specific program OR select Go To Guide in Step 2.

Change Career Plan *
Inthe Iesson’ select which ) . _ (j E101 & Complete the activity response: Update your Pt
. Warning: Changing your career plan may leave incomplete .
Career Plan to associate the steps in the Career Plan. career plan dates for "Find places where staff can help
t. .t |f _n.t. ” you reach your goals”

activity. It you initially Select the Career Plan to update with x

. C lete the activi : Update y lan dates for "Find pl h taff hel, h Is"
selected the Wrong One, |t E101 omplete the activity response: Update your career plan dates for "Find places where staff can help you reach your goals

. Select Career Plan to associate to Employment 101
can be changed in the lesson. o ...
lllinois workNet Change Car=er 2lan

A [ _DHS Youth Programs |
DHS Youth Programs
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Pre-Assessment Guide
You have not taken the Pre-
Assessment
View Details

oymen 01 Overview

EMPLOYMENT
101

OVERVIEW

Post-Assessment

You have not taken the Post-
Assessment

View Details

Career Tools

Certificate
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1. Take Pre-Assessment
Status shows:
You have not taken the Pre-Assessment.
OR
Your Pre-Assessment score.

Overview:

* Only take it once

* Not timed

* 25 multiple choice questions

* Assessment is graded, but doesn't count against you

Topics Covered:
* Career Exploration

* Training Program Exploration

*  Workplace Skills

* Job Search Skills

* Goal Setting

* Violence Prevention and Awareness

2. Complete Guide
Follow steps to develop a Career Plan and Job Search Plan

Planning Tools:
¢ Skill and Interest Results

e Career and Training Research
* Resume and Portfolio Builder
* Job Search Organizer

* Budgeting

* Achieve Your Goals Notes

3. Take Post-Assessment
Link to Post-Assessment opens once Guide is
complete.

Overview:

* Unlimited number of attempts

* Nottimed

* 25 multiple choice questions

* Highest score is saved

* Score 70% or higher to earn a Certificate of
Completion

Topics Covered:
* Career Exploration

* Training Program Exploration

*  Workplace Skills

* Job Search Skills

* Goal Setting

* Violence Prevention and Awareness

4. Certificate & Badge

Once a score of 70% or better is attained on the

Post-Assessment, the user can:

* Link to Certificate of Completion to print
and/or download

* Link to Digital Badge to add to online accounts




NAVIGATION

To begin, select a Career Plan on lllinois workNet to

track activities in the correct plan.
Click the dropdown to select Career Plan > Click Select

In the lesson, select the Career Plan you want to
associate the activity with. If you selected the wrong
one initially, you may change it in the lesson.

Change Career Plan

Warning: Changing your career plan may leave incomplete

steps in the Career Plan.

Select the Career Plan to update with
E101

Select Career Plan to associate to Employment 101

lllinois workNet

° DHS Youth Programs
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lwnProfiles Home

Select the Career Plan to update with E101

In order to continue Employment 101, you'll need to select a related Career Plan.

Select Career Plan to associate to Employment 101

Select

d E101 Wk Complete the activity response: Update your

career plan dates for "Find places where staff can help
you reach your goals”

k Complete the activity response: Update your career plan dates for "Find places where staff can help you reach your goals”

Open llinois workMNet Career Plan

Change Career Plan

Duration — 1 Minute
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Guide QOverview My Overall Progress
® This guide includes steps and activities - Learn how each section is set up. 0/ 8 Modules Completed
& As you complete the steps and activities your information will be saved in Career Plan Tools - ®

Learn about your Career Plan Tool dashboard.

* You can share your saved results if you are working with an instructor or advisor - Learn how
you can use this tool with your advisor

® Complete the post-assessment. You can earn your certificate of completion - Learn how to O
access your certificate.

Start with a career plan. Don't worry about Organization and preparation are key factors to Ease your nerves by being prepared for the
getting "locked in" to one career option. This is finding a job. Start preparing today. first day on the job. Learn about skills to help
a starting point for developing a roadmap to you succeed in your job.

reach your employment goals.

Explore Careers Financial Literacy
Explore Training Skills for Success

Get Qualified

1. Prepare a Career Plan 2. Prepare a Job Search Plan 3. Achieve Your Goals

Employment 1071
COMPLETE YOUR EMPLOYMENT 101 GUIDE

‘m

Get Prepared
Find Jobs Start a Job

e workNet
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Guide Page Provides:

* Link to user’s lllinois workNet profile.

* Link to instructions for using the tool.

* Career Tools returns the user to Plans and Tools
Dashboard.

* Progress reports the number completed out of 8
total learning modules.

* Completion gear shows the overall completion by
learning modules.

* Three sections provides a brief overview and
clickable links to each learning module and is

checked as each model is complete.
«" Explore Careers

& Explore Training

&" Get Qualified

Duration — 5 Minutes
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Explore Careers

1. M Discover careers that match your interests

4. W Test your knowledge

Career Plan?

2, M Explore jobs, required skills/credentials, and wage ? E101 Section TGareeiBlani el
information hy do |
3. M Rank your career options need a

Career Tools

Employment 101

Activity Steps
Career and interest surveys can help you find a starting point for exploring careers.

1. 8§ Learn about Career and Interest Surveys.

2, & Complete the Career Cluster Inventory,
1. Rate 80 activities as like very much, like, dislike, or not sure,
2. Look at the graph that shows how your interests match up to each career cluster area,
3. Save your Career Cluster results to complete the activity response

.S E101 1§ Learn about Career and Interest Surveys

Discover careers that match your
interests.

Explore Careers Introduction

. fa—\
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Learning Module Provides:

lllinois workNet icon takes the user back to the homepage.

Career Tools directs user back to the tools screen.

Previous button takes user to the previous section.

Menu button lists options to return to the Guide or additional
webpages, articles, and forms to review during the completion of E101.
Next button takes user to the next section if they completed the
current learning module.

Section Overview Video explains why learning this section is important
Section Lessons highlights where the user is currently and adds a
checkmark to completed lessons.

Activity Steps highlights what is currently visible in the activity modal.
Activity Modal changes with each activity.
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Section Lessons:
Explore Careers The current lesson is highlighted and underlined. When the entire

1. M Discover careers that match your interests

R %dd‘ lesson is complete, a checkmark shows the lesson is finished.
4 WTestyour knowledge Career Plan? i

Activity Steps

° o
Career and interest surveys can help you find a starting point for exploring careers. Actlvlty Ste ps :

1. 8 Learn about Career and Interest Surveys.
2. & Complete the Career Cluster Inventory.

| * The current step is highlighted and underlined. When the step is

2. Look at the graph that shows how your interests match up to each career cluster area

3. Save your Career Cluster results to complete the activity response

p o Ty ——— complete, a checkmark will show the activity is finished.
: e Current activity shows in the modal window under activity steps.
Discover careers that match your * Most activities will automatically progress to the next activity. A few

must be marked complete.

Explore Careers Introduction

. [\ 2
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NAVIGATION

Steps and Goals: Activities in E101 helps plan what needs done to achieve success in your career goals. Update Career Plan
steps and create Goals for your situation.

Updating Steps

", E101 W& Complete the activity response:

Update your career plan dates for "Find places
here staff can help you reach your goals”

& Complete the activity response: Update your career plan dates for Find places where staff can help you reac

yaur goals®

Open lllinois workNet Career Plan

Update the step for your Career Plan:

* Add date you want to begin

* Add date you plan to finish

* Enter 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

UPDATE STATUS

Find places where staff can help you reach your goals.

Goal*

Get support to reach your goals. 2d
Status” _ X e

Planned/Not Started (Scheduled) hd
Planned Start Date =

& ||

Prev Next

Su Mo Tu We Th Fr Sa

Planned Due Date

Other Notes®

Add notes related
to the step.

Service addresses the following situations

Show More Situations

Adding Goals

[ E101 R Create goals to complete your job

search plan. i.e. get dates for work experience,
or request a recommendation to add to
portfolio

k Create goals to complete your job search plan. i.e. get dates for work experience, or request a recommendation

to add to portfolio

Add Goal to lllinois workNet Career Plan

Change Career Plan

Next

Select a Category:

ADD NEW GOAL

Goal Statement

Category e

Select One hd

Short/Long Term * 6

Select One hd

*  Support Services: Items like housing, medical, uniforms/tools, or childcare
*  Career Plan: Iltems related to getting a job like creating a resume or job shadowing
*  Education/Training Plan: Items related to learning new things like English, earning a GED, or

career skills

* Independent Living: Items that allow you to pursue your choices
*  Referral to Services: Items like helping with addiction or homelessness

Select a Short- or Long-Term Timeframe:
*  Short-Term: Refers to a few days and lasts up to a year
*  Long-Term: Refers to 10 months or longer, or requires you to complete something before this

’\. goal can be completed
e workNet
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NAVIGATION

Notes: Activities in E101 helps plan what needs done to achieve success in your career goals. Make Notes in activities to help
remember items to do or find. Add Notes to Career Plan steps.

Adding Notes

IPReview - What do you still need?

Download Checklist

Note *

B IUS

1}
m
x
x
lil
Iil

1. Experience:
2. Education
3. Training

4. Credentials:

Fill in the Notes for your plan.

Notes save as you type.

ILLINOIS \
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In the requested sections, enter Notes in the tool to

help you complete Career Plan steps with more detail.

You may download the paper version by clicking the
blue Download Checklist button.

Link: https://www.illinoisworknet.com/DownloadPrint/Organize%20Your%20Job%20Search
p g

%20Checkl

Notes are tracked in the Career Plan Tool — Notes.

UPDATE STATUS

Find places where staff can help you reach your goals.

Get support to reach your goals.

Planned/Not Started (Scheduled)

Planned Start Date” ==
= ||
Prev 2021 ¥ Next

Planned Due Date* =
E Su Mo Tu We Th Fr Sa

8 9 2 {0 & [ A

Add Notes related
to the step.

Service addresses the following situations

Show More Situations

Update the step for your Career Plan:

* Add date you want to begin

* Add date you plan to finish

* Enter 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
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PRE-ASSESSMENT
e

rprofes | Step 1. Take Pre-Assessment

2. Your resume tells employers about: *

Take The Pre-Assessment Your work and education experience

Overview:

What you like to do i . i
* 25 multiple choice questions

Pre-Assessment

1. When you are exploring career choices, it's important to think about: The JObS you are applying for
© The training you might need to get the job you want All of the above [ e — L4 Not a tlmed assessment

© Whether the job is a good match for your personal interests

: ’ * Take it only once
ptistherthereirejobeliksithataround 3. Which type of resume is best for people with little work experience? * . . .
Gl e * Assessment is graded but the grade is not counted against you

Chronological Resume

2. Your resume tells employers about: *

Functicnal Resume
I

© Your work and education experien:

Topics Covered:

© What you like to do i= About My Plans & Tools  i=Compare Careers [ Compare Training i Job Search Organizer i Resume Builder i Career Plan .

O The jobs you are applying for o Ca reer Exploratlon

S R el i Notes iS Assessments B Employment 101 I

QAllofthe above * Training Program Exploration

Assessments will be listed here g g P

3. Which type of resume is best for people ° Workplace Ski”s

O Chronological Resume Assessment Type Score Date Taken View Results

O Functional Resume b JOb SearCh Skl”S

. ot Post-Assessment 24 9/1/2020 Wiew Results I

O Combination Resume ° Goa Settin

© None of the above Post-Assessment 92 10/23/2020 Wiew Results . g .

- * Violence Prevention and Awareness

4. When you are applying for a job, it's fine|  pre-Assessment 36 10/26/2020 View Results

O Your social security number

ST T Pre-Assessment is not required for users to complete the learning modules in the Guide.

SKILLS AND INTERESTS

Disabilty Benefits Estimator After taking the Pre-Assessment, answers marked incorrectly will show. User may access a
list of assessments taken and may click the View Results button to see incorrect answers at
any time.

NOCTI Results

Self-Evaluation

Some programs require users to complete the Pre-Assessment for a knowledge gain
comparison. Some program's Performance Measures relate to whether a specified score
was achieved between Pre-Assessment and Post-Assessment.

Observational Evaluation
Worksite Evaluation

Other Assessments

° Other assessments in lllinois workNet are available from the Assessments tab.

ILLINOIS \
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Prepare a Career Plan

ILLINOIS \

0\“QFQ§NL\JR€’E‘ The lllinois workNet Center System, an American Job Center, is an equal opportunity employer am. Auxiliary aids and services are available upon request to individuals with disabilities. All voice telephone numbers may be reached by persons using TTY/TDD equipmen
° americanjobcenter DY Calling TTY (800) 526-0844 or 711. This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. For more information, please refer to the footer at the bottom of any webpage at illinoisworknet.com.




® Explore Careers Unit

Lesson 1A1: Discover Careers that Match Your Interests

A
Activity Steps: -b Learn k Complete

Career and Interest Surveys help find a starting point

1 |9 E101 i Learn about Career and Interest
for exploring careers. RComplete the Career Cluster Inventory.
1. Learn about Career and Interest Surveys. Bienver st P Career Cluster Inventory
. your interests. .
2. complete theca reer CIEJSter Inventory" o 1. Rate 80 activities as like very much, like, dislike, or not sure is located on the partner
a. Rate 80 activities as like very mUCh, Ilke, dlSIlke, 2. Look at the graph that shows how your interests match up to each career site. Once Career Cluster
or not sure cluster area. Inventory is complete,
] save results. Return to
b. Look at the graph to see how your interests e corers maoducton PRSI Activity Steps and check
match to each career cluster area ° g:; cg;nnriliitueedtzc:;/;tty s
c. Save your Career Cluster results to complete the activity
activity response You have saved your Career Cluster )

More Resources:
What You Should Know When Selecting Your Career Path

Career Cluster Inventory
-

Users are linked to surveys

. . . = : - 4
to | d en t | career in te re St S Rate 80 activities as like very much, lice, dislice, or not There are 180 activities. Choose if you like, dislike, or are  Group 20 statements based on how important the work
. sure unsure for each activity.

aspect is to you.
Results: Provides a graph indicating how your interests Results: Organizes interests into 6 categories of workwith  Results: Provides scores for 6 work values and
er cluster area.

match up to each career clu a score between 0 and 30 occupations for each work value.
> Duration '@5—25 minutes Duration :® 10-20 minutes Duration @ 5-15 minutes
[ ]
ILLINOIS \
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° Inutes

—x
americanjobcenter



® Explore Careers Unit

Lesson 1A2: Explore Jobs, Required Skills/Credentials, and Wage Information

. . k
Activity Steps: -b Learn k Complete

Explore career pathways that match your

. ’::;S:(;Eel.;amaboutd\ﬂerentways(o |}-Exp|ore careers
IntereStS. . A . This activity will open in a new window. Return back to this tab after
1. Learn different ways to explore careers. A T et s N bookmarking careers.
2. Explore careers. informatien 1. Bookmark at least three careers to complete the activity response.
Thl n k a bOUt: You have bookmarked XX careers. Click Continue
* Are there expected job openings or
growth?
¢ How much job prep (experience,
training, education) is needed? Lo NS Users are linked to
* What are the working conditions? W explore careers B G >
* What are the wages? fl they can bookmark. —|[FEi Rty e
* What are some similar jobs? > —

Arts, Audio/Visual >
More Resources: Technology.and || FRIEREIL| 5¢sinces konageent and

‘Communications

What You Should Know When Selecting Your Career Path —— — —
To BOOKMARK any item in E101 activities or on lllinois workNet, look for the

. Bookmark icon in the upper right corner. Click the icon to save;
:@ rkNet Duration — 15-45 Minutes locate all bookmarked items in the Bookmark section in "My Dashboard".
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® Explore Careers Unit

Lesson 1A3: Rank Your Career Options

-ﬁ Learn k Complete

ACtIVIty StePS: g . RRank your bookmarked careers to show _ -
1. Learn about the following when ranking your your top three choices. - Fa
. Rank your career options ol
a. Do you have a passion for the work?
b. Does this fit in with your current or desired S———— — T m— FE® 0
||festy|e (e.g.’ famlly, |0cat|0n’ hours’ etc.)? ‘n? i More De.za'lé - Demand Occupation: Yes - Emerging = Bank your bookmarked careers
c. Does the job get you on a path towards s e Mk in the Compare Careers
' ) s g , Y P %:';::am: Mar::::“;;:?’l?:: o section of Dashboard Menu.
your C.il’e.am !Ob- . Employment _|Large occupation Click the up-or-down arrow to
d. Does it fit with your personality or work Time to Rank your Choices 10 Year Growth |Average growth move the career choice or drag
. . . A 10 i High —Or-
style (e.g., hands-on, technical, artistic, ' © SR and drop up-or-down to rank
outgoing, quiet, organized, planning, etc.)? = choices. Click the three dots in
N going, 'C|]|' :c g . th; p : g, ﬂ:. t @D\/:,T) = E‘.‘EEE’?:&% N E]E]’: a circle to remove the
e. Are you willing to put in the Job prep eftor &) FrE S choice. When finished, check
(experience, training, and education)? Occupation: No the box in “Mark Complete”.
) Quick Facts: Human Resources Managers
Wages Earn $108,037 - $120,951 per year
Employment Large occupation

2. Rank your bookmarked careers to show your

10 Year Growth |Average growth

tOp three ChOIceS. = Annual Openings|High
More ResourceS: MARKETING & Account Executives E]E]uj::\]
HOW tO TaCkle d Ca reer Change Head-On More Details - Demand Occupation: Yes - Emerging -

Occupation: No

Quick Facts: Advertising Managers

ILLINOIS \
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Duration — 10-20 Minutes

—x
americanjobcenter


https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=130

® Explore Careers Unit
Lesson 1A4: Quiz

Activity Step: k Complete
Test your knowledge of what you learned.
Questions will be on the Post-Assessment test. e
Quiz

ssssssss

After answering the question, the
correct answer will be given.

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

Duration — 5 Minutes

ILLINOIS \

e workNet

CENTER




®® Fxplore Training Unit

Lesson 1B1: Explore Training Programs by Learning to Compare Pros and Cons

Activity Steps:

1. Learn different ways to explore training programs.

2. Search Training Programs and bookmark at least three.

Think about:

a. How long is the training program?

b. Whatis the cost?

c. How isthe program offered (online/in
person/combination)?

d. Whereis it located?

e. After completing, do | earn a credential
recognized by the industry?

Duration — 15-60 Minutes

More Resources:

-ﬁ Learn

k Complete

xplore training programs.

Y E101 4§ Learn about different ways to m

~
Home

Explore and compare training
programs.

Hew do you know which training program

is right for you?

- apprenticeship opportunities

ate raining providers, and

= ORyou can look at all the options in lllinais
worknNet.

Click on the pictures below to see what to think about when you are reviewing your

¢ Decision Making Process When Selecting a Training Program

¢ Credentials

ILLINOIS \

e workNet

CENTER
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americanjobcenter

RSearch Training Programs

This activity will open in a new tab.

1. Bookmark at least three training programs.
2. Return to this tab when complete.

Explore Public & Private Training Programs

You have bookmarked XX training programs. Click Continue

Explore WIOA Approved Training Programs

Continue WIOA APPROVED TRAINING
PROGRAMS SEARCH

These training programs are Workforce Innovation

and Opportunity Act (WIOA) approved. Local
Workforce Innovation Boards have identified them
as programs that are qualified for WIOA-funded

training, One of the requirements for many of these

Bookmark itemsin E101
or on lllinois workNet.
Look for the Bookmark
symbol in the upper-right
corner. Click the symbol
to save an item to the
correct Bookmark section
in "My Dashboard."

programs is that they lead to
Use the searches below to rey

Workforce Innovation B

programs, and

« Demand occupations idk
Region (EDR). Hover ovel
region by your county.

lllinois workNet Centers throd ~ Approved By LWIA: 14

to individuals who wish to ap

Overview

Opportunity Act (WIOA) Servi
workNet Center. To find a locf
the map here.

Program Description

* WIOA eligible training pi AAS/I nte ra ctive & Socia I

o Training providers offer] Medla Ma rketlng

obtain other services. Toapp]  Last Re-Certification Date: 4/25/2019

For more information on what is included in Performance
Measures, please refer to the WIOA Policy here.



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=43
https://illinois.virtuallmi.com/

®® Fxplore Training Unit

Lesson 1B2: Rank Training Program Options

Activity Steps:
1. Consider the following when ranking training
program options:

a. Does this program prepare you for your
dream job or for a job that leads into
your dream job?

b. Does this program offer course options
that fit with your current situation (e.g.,
family, location, hours, transportation)?

c. Does it fit with your learning style (e.g.,
hands-on, technical, artistic, etc.)?

d. Are you willing to dedicate the required
time to successfully complete the
program?

e. Do you need additional education or
training to meet the minimum program
requirements?

2. Review bookmarked training programs.

a. Rank bookmarked training programs to

show your top three choices.

ILLINOIS \

e workNet

CENTER
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-ﬁ Learn

k Complete

lanking your training program options

| E101 4 Consider the following when m

Rank training program options.

Skills and interests helped you select your dream career(s). You selected training

programs to match the career(s) ime to rank the training programs that

career choices and your skills and interests. Take into consideration the

following things:

Does the training program prepare you

of ? Tt e
will a y
e dream r, the training helps you gain an
- s entry level position
e /
/ ~
8 Read up on how Labor Market Information
€an help you determine a pathway 1

uccess by checking our additional

CONTINUE

Duration — 10-20 Minutes

kReview your bookmarked training
programs.

Rank bookmarked training
programs in the Compare
Training section of Dashboard
Menu. Click an up-or-down
arrow to move the career

WIOA Approved Training

Rank your WIOA Approved Programs

Bachelor of Business - Human Resource

Public & Private Training

Management
Western lllinois University
http://mwww.wiu.edu/academics/majors/business_and_technology

/human-resource-management.php

AAS/Interactive & Social Media Marketing
Southeastern Community College
Jwww .scciowa.edu

choice or drag and drop your
choices up-or-down to rank
them. Click the three dotsin a
circle to remove the choice.

More Resources:

¢ Decision Making Process When Selecting a Training Program

e How Can LMI Help You?



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=43

®® Explore Training Unit
Lesson 1B3: Research How to Pay for Training. Analyze Options

-ﬁ Learn k Complete

Vi . S ik s == e
Activity Steps: 1 RComplete the activity response
1. Learn ways to pay for training and the Analyze options to pay for
financial aid process for college. training. Update your career plan dates for "Make a plan to pay for training and to

support yourself while you are in training.”
2. Complete the activity response by updating

Career Plan dates for "Make a plan to pay for
training and to support yourself while you are

Update career plan dates in lllinois workNet Career Plan.

Open lllinois workNet Career Plan << CI ICk

UPDATE STATUS

in training."
Make a plan to pay for training and to support yourself while you are e
in training.
-ollege Savings e Get training to enance your sils v Update the step for your Career
h et Planned/Not Started (Scheduled) % Plan by'
& | proraon * Add a date you want to begin.
Previie  v]201 ] nex * Add a date you plan to finish.
s * 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

Duration — 5-15 Minutes

Other Notes™

More Resources:

¢ \Ways to Pay for School N 4 return to the learning module.
2 ¢ 5 Tips When Applying For Financial Aid G
sworket e 7 Phases of College Financial Aid Award Packaging e I

—x
americanjobcenter



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=95
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=41
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=39

® ® Fxplore Training Unit
Lesson 1B4: Quiz

k Complete

Act iVity Ste p : e:rned. TI;tsse);t;:ersti'c‘;‘: :ﬂ?;:;:?hiz ):::):t,
Test your knowledge of what you
learned. These questions will be on the

revious | B Mark Complete

Questions on the quiz will be on the Post-
Assessment. After answering the
Post-Assessment test. question, the correct answer will be given.

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

Duration — 5-10 Minutes
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® 988 Get Qualified Unit
Lesson 1C1: Decide What is Needed to Reach the Job Prep Level Required for Job Goal

-ﬁ Learn ' Review

() E101 & Learn about things to consider

« . ihen planning for your career BReview - What do you still need?
Activity Steps:
. . . Preparation required to Note * PRevien Whatsratered J1 Fill in the Notes for your plan.
1. Learn things to consider when planning for your achieve your job goal. i eview d?a sittiationzfg you Hoedtn
B IUS EE x X p an around:
career. 1 Expaenc: Notes save as you type.
2. Review: What do you still need? — TR bhote ™
a. Experience PrYe s e EE
b. Education o
c. Training

d. Credentials -
3. Review: What situations do you need to plan

around? k C pl ﬂ
] B O m ete Update the step for your Career
a. Family Plan by:
b. Tra nspo rtation .ijdﬂm kComnletTthzactiniw té:p:ﬂﬁﬁ e * Add a date you want to begin.
pdate your career plan dates for "Find places Find places where staff can help you reach your goals. . .
C. Work where staff can help you reach your goals” N . Add a date you plan to f|n|sh_
. . ottty o Uity s o g S — : * Enter number of hours you plan
d. Other Situations B " Ent ber of h '
) o pm—— | e to work on your step.
4. Complete the activity response. Update Career More Resources: IO e « Enter additional notes.
Plan dates for "Find places where staff can help « Job Skills Guide Add notes about what's BRI * Update Status to Started/Open
i Ski . . S hen you add a date.
you reach your goals". » Why Academic Skills Matter : w
e Why Computer Skills Matter nleeded ani situations to * Click the Update button to
. . i i plan arouna. return to the learning module.
Duration — 5-25 Minutes . .4$'Feps for Getting Started with the ’ 8
[llinois workNet Self-Assessment Tool
A e Overcoming obstacles S
e workNet * Job Search Plan (PDF) 3 -

—x
americanjobcenter


https://www.illinoisworknet.com/Qualify/Pages/JobSkillsGuides.aspx
https://www.illinoisworknet.com/Qualify/Pages/Academic-Skills.aspx
https://www.illinoisworknet.com/Qualify/Pages/Computer-skills.aspx
https://www.illinoisworknet.com/Pages/Article.aspx?articleID=189
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=8
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® 8% Get Qualified Unit

Lesson 1C2: Identify Employability Skills Required for All Careers

-ﬁ Learn ' Review

Ld o ° L . N
Activity Steps: e _—
1. Learn the employability skills that employers Employability skills required for
require. all careers. BIus == xux =&
Some exampies indude Keyboarding. taking blood pressure, changing the oil in 3 car, or knowledge of Microsoft Office suite.

2. Recognize skills that often transfer from one job to
another (Examples: keyboarding, taking blood

What are Employability Skills?

pressure, changing the oil in a car, or knowledge of Thereare welve S that eployersvalue
. . . in employees in addition to actual job skills.
M'CrOSOft Offlce Sulte). This section is going to give you a brief

overview of each of them. For more details

and some example scenarios to consider,

3. Complete the activity response by o k Com pIEte

rating employability skill level.

SELF-EVALUATION

H H Learn about Employability Skills iﬁmilxﬂle Complete the Essential
Duration — 15-45 Minutes Employability Skills Self-

Evaluation by reading each
item and selecting one of
the four options. Read the
definition of each option by
clicking the info bubble next
to the choice.

More Resources:

e Attention: Soft Skills Required
e Why Computer Skills Matter
e Stackable credentials

¢ Job Search Plan (PDF)

o2
-
ce
oe
ce
oe
ce
ce
oce
oe
oe
oe

© 20000 0000 &

E
0 00000 0000§3
2 00000 000" ;

© 20000 QQOQ §

Comments - Piease provide any additionsl comments related to your performance.

h“%rkNet B

CENTER
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=37
https://www.illinoisworknet.com/Qualify/Pages/Computer-skills.aspx
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=368
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® 988 Get Qualified Unit
Lesson 1C3: Identify Technical Skills

Activity Steps:
1. Learn what are technical skills.
2. Identify industry wide technical skills
required for the career pathway selected:

a. Credentials

b. Licenses

c. Continuing Education

d. Stackable Credentials
Complete this activity by updating Career
Plan dates for "Learn about credentials you
can earn and how to get them".

Duration — 5-30 Minutes

More Resources:

e Why Industry-wide Technical Skills Matter
¢ Credentials: Have Evidence of Your Skills
e Job Search Plan (PDF)

ILLINOIS \

e workNet
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-ﬁ Learn

' Note

.} E101 B Learn what are technical skills

Technical skills required for
some careers.

selected

Download Checklist

Note *

BIUSs EE xx¥ EE
1. Credentials:

2. Licenses

3. Continuing education

4. Stackable credentials:

PPidentify industry wide technical skills
required for the career pathway you

Fill in the notes for your plan.

The notes save as you type.

Complete

.(‘i E101 k Complete this activity: Update your
career plan dates for "Learn about credentials
you can earn and how to get them”

X Complete this activity: Update your career plan dates for *Learn about cre:

them"

Open lllinois workNet Career Plan

Add notes about what
credential, license,
certificate, or degree
you might need.

UPDATE STATUS

Learn about credentials you can earn and how to get them.

sssss

Service addresses the following 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/Qualify/Pages/Industry-wide%20Technical-Skills.aspx
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=47
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® 00 Get Qualified Unit

Lesson 1C4: Make a Plan to Reach Goals

-ﬁ Learn k Complete

.(1 E101 BLearn about setting your goals and

Activity Ste ps: aeste a plan _ .(j E101 Rk Complete this task:

H . Create a goal(s) and step(s)
1. Learn about setting your goals and create a plan: Make a plan to reach your It ST Hrsiiin JaRa

a. Careers goals. skills needed.

b. Tralnlng k Complete this task: Create a goal(s) and step(s) related to career, training and
C. Skills Needed - skills needed.

Add Goal to lllinois workNet Career Plan

Change Career Plan

2. Complete this task by create a goal(s) and step(s) ey
related tO Cal’eer, training, and Skl”S needed. In this section, we will review how to set

goals and create a plan.

We have already: ADD NEW GOAL

® Established your skills and interests, 6
Goal Statement *

® Found potential career matches, and Create a Goal by’
& Researched education and training . Typlng in Something that yOU
options. want to achieve.

Category * 6 . .
Let's review terms related to goals before Select One . * Select whether it applles to
o . you set your goals. Click each box below to Career Plan, Education/Training
Du ratlon - 10-30 Mlnutes see the definition of the term on the other smm’\_angre,m<o Plan' |ndependent LiVing,
= Select One v Support Services, or Referral to

Services.
* Select Short-Term or Long-Term.

Resource:
e How to Make SMART Goals

| Add Goal

ILLINOIS \

e workNet
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=2

® Get Qualified Unit
Lesson 1C5: Quiz

k Complete

Activity Step: o e 6
Test your knowledge of what you After answering the question, the
learned. These questions will be on the correct answer will be given.
Post-Assessment test. Quiz
Mark the box at the top of the lesson
Tt ronees e s e panel that says “Mark Complete”

will be directed to the n t of learning modules. When you H H HI
when the quiz is finished.

panel that says “Mark Complete

sssss auiz >

Duration — 5 Minutes

ILLINOIS \
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Prepare a Job Search Plan
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® Get Prepared Unit
Lesson 2A1: Get Organized

'ﬁ Learn ' Identify

.3 E101 8 Learn about the things you need . E101 Bidentify Use the Notes tool to

. . .
Act I VIt Ste S . e Bl ok sesdfich. . enter information about your previous
[ employment, education, licenses or credentials,

references, and recommendations.

1. Learn things you need to begin a job search. Get Organized e R

2. Identify: Use the Notes tool to enter T Add notes about what you still
information about previous employment, S need to get from the checklist for
education, licenses or credentials, references, vttt your job search.

and recommendations.

. 9 k Complete

3. Complete the activity response by updating

the Career Plan step called "Get Started: : o ’ e o o et 0
) o e N ctep called "Get Starteck Learn Update step for Career Plan by:
Learn how to prepare to find a job. hov to prepare to find a job. « Add a date you want to begin.
a. Set Start and End dates. e \ Complese he iy esponse: updte your e lon i called it * Add a date you plan to finish.
b. Include missing items on your checklist OpenmmmkNMw ry— . Erteinumbker of hourStVOU
i i Charoscarsr || -Gt e e b o prepar 0 i o plan to work on your step.
in the Notes portion of the step. - o Enter additional notes.
: S ———— i ~ || * Update Status to Started/Open
. s o . when you add a date.
Duration — 5-20 Minutes . S * Click the Update button to
return to the learning module.

More Resources:
® The Nine Steps of your Job Search (PDF)
o ¢ Job Search Plan (PDF)

oy worclgNl}ElRet -
® s merfGarjobcenter ¢ Job Search checklist



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

® Get Prepared Unit

Lesson 2A2: Prepare Resume

Activity Steps

1. Learn why everyone needs a resume.
a. Learn what keywords are
b. Learn what action words to use
c. Learn the types of resumes

2. Identify keywords and action words to use

on your resume in the Notes Tool.

3. Review how to use the resume builder tool

available on lllinois workNet.

-ﬁ Learn

' Identify

' Review

(‘i E101 8 Learn why everyone needs a <«
resume.

revious

Prepare your Resume

Resume

Your resume tells employers about your work and education experience. This
activity will help you explore which resume might be best for you. The resume is

what encourages employers to set up an interview with you

Pick a style of resume:

«««««

.(J E101 WPidentify Use the Notes tool to
enter your Keywords and Action Words.
Note *

BIUS E= ¥ EE

revious

k Complete

DIReview how to use the resume builder
tool available on lllinois workNet.

...,\ yorkNet Resume Builder. O
:L.Nﬁso KNet
\W"rCENTERe

americanjobcenter

Resume Builder
Tool Overview

https://youtu.be/Vin8e-bNh-I

.Y E101 R Complete the activity
response - update the career plan

4. Complete the activity response - update the PR iy

career plan dates on "Prepare your

resume." In the notes portion, include your

keywords and the type of resume that is
best for you.

Duration - 7 - 20 minutes

More Resources

ILLINOIS \

e workNet

CENTER

—x
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Pick your Style, Resume Style that is
Sample Resumes

Resumes in a Custom World

Keywords Are the "Key" to Your Resume

Functional Resume -

Highlights skills and accomplishments. This

style of resume s great for people with

imited work history, er who have gaps in

emplayment history.

Being Seen
It's All About the Action - verb that is

* Your best Generic Resume

* Resume: share and share alike
e Resume Writing Guide on IwN
* Job Search Plan (PDF)

* Videos to watch from YouTube

playlist

dates on "Prepare your resume.”
In the notes portion, include your
keywords and the type of resume
that is best for you.

Epdate the step for your Career
Plan by:
* Adding a date you want to

k Complete the activity respons
resume.” In the notes portion, in|

== Get a job or work experience.
Open Il/i [

st

begin.

* Adding a date you plan to
finish.

* Enter the number of hours you
plan to work on each 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://youtu.be/Vjn8e-bNh-I
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=9
https://www.illinoisworknet.com/DownloadPrint/Sample%20resumes.pdf
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=10
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=7
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=6
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=376
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=11
http://illinoisworknet.com/Qualify/Pages/Resume.aspx
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf
https://www.youtube.com/watch?v=Bo4XuEZDvY4&list=PLlkuU1Id_xm-DKLXROQiXuYYMoNqASnr1

® Get Prepared Unit

Lesson 2A3: Prepare your portfolio.

Activity Steps
1. Learn what a portfolio is.

2. Identify what items you could include in a

portfolio. (Some examples include your
resume, images of projects you have
completed, samples of your writing or
PowerPoint skills, links to websites you

designed, or photos of cars you repaired.)
3. Complete he activity response update the

career plan dates for "Organize your

information." In the notes section, type in
items that you know you will include in your

portfolio.

12 — 25 minutes

More Resources
*Portfolio Basics (2014)
*Job Search Plan (PDF)

Duration -

ILLINOIS \
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-ﬁ Learn

' Identify

.(J E101 B Learn what is a portfolio

Prepare your Portfolio

What is a portfolio?
A portfolio is a scrapbook of sorts for the best things that represent your work or

education. A portfolio is not just for artists. This activity shows the things that you

may include in your portolio

Proof of Residency

Include In Portfollo Don't Include

.(‘5 E101 WP Identify what items you could
include in a portfolio

Download Checkdist

Note *

BIUS EE xx EE

‘Some examples include your

ime. images of projects you have completed, sampies of your wriing or Pow
designed, or phatos of ars you repaired

yerPoint skills, links 1o websites you

Fill in the notes for your
plan.

The notes save as you

k Complete

.(ﬁ E101 R Complete he activity response:
Update your career plan dates for "Organize
your information”

‘Open lllinois workNet Career Plan

Change Career Plan

& Complete he activity response: Update your career plan dates for "Organize your information’

Organize your information.

Service addresses the following situations

Fundecr

type.
6Update 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

Not Started (Scheduled)  * 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=22
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® Get Prepared Unit

Lesson 2A4: Prepare a plan.

-ﬁ Learn k Complete

ACtiVity Steps ﬁ&:sluﬁol:::;gt::a:emsm el ADD NEW GOAL
. . roductive.
1. Learnabout the items to make your job A
search plan productive.
2. Create goals to complete your job search Frepane.a;klan /
. . — S . Create a Goal by:
plan. i.e. get dates for work experience, or : o .

) —_— R * Typing in something that
request a recommendation to add to , you want to achieve
portfolio  Select whether it applies

m— Select One tO Employment’
Prepare a Job Search Plan Education’ le'ng
What do you need to do to make your job search productive? Independently Or Support
Services
* Select Short-term or Long-
term
Click the box to the left after you hove reviewed each item.
Duration - 5 - 10 minutes B el
More Resources ot ooty
* How to Make SMART Goals T .

e Tips for Youth — Setting Goals
e Setting Goals 101

ILLINOIS \
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https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=2
https://www.illinoisworknet.com/pages/article.aspx?articleID=181
https://www.illinoisworknet.com/pages/article.aspx?articleID=119

® Get Prepared Unit
Lesson 2A5: Quiz

R com plete
e o (j E101 Test your knowledge of what you
ActIVIty Ste p : :Sasrer::;e'l'nlleligueslions will be on the post-
Test your knowledge of what you

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

revious | B Mark Complete

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.

TTTTTTTTTT

Duration — 5 Minutes

ILLINOIS \

e workNet
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®® [ind Jobs Unit

Lesson 2B1: Network.

Activity Steps
1. Learnabout:
a. The ways to Network
i. Virtually
ii. In-Person
Learn about elevator speeches
c. Learn about additional networking
material
i. Networking card
ii.  Networking handbill
2. Identify places to begin networking.
3. Complete the activities update the career
plan dates on Marketing Yourself.

Duration - 5—15 minutes

More Resources

e Start with Why - Simon Sinek
* 30 Second Elevator Speech

* Get Prepared to Network

* Introducing Yourself to Others

-ﬁ Learn

' Identify

.(j E101 1§ Learn the ways to network

Network

Networking

Getting to know new people is
what networking is all about.
Remember, it's not about who
you know, but who they know.
When you are networking:

* Market the skills on your
resume and when you speak
in an interview.

¢ Be clear about what you are
looking for - know what your
job search goal is.

»_You can find jobs from your
friends and other people:

.(j E101 IPldentify places to begin
Networking.

Download Checklist

Note *

e

BIUS EZE xx

Insert text here

k Complete

. E101 k Complete the activitiy response:
Update the career plan dates for "Marketing
Yourself".

Xk Complete the activitiy response: Update the career plan dates for "Marketing Yourself",

Open lllinois workNet Career Plan

Fill in the notes for your
plan.

The notes save as you
type.

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

:'“@so"cl&t\gket * Marketing Your Skills return to the learning module.

e 2020 s the Year Everyone Learned to Connect Virtually

—x
americanjobcenter


https://www.ted.com/talks/simon_sinek_how_great_leaders_inspire_action?language=en
https://www.illinoisworknet.com/DownloadPrint/30secondelevatorspeech22013.pdf
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=20
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=101
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=374
https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=375

® ® Find Jobs Unit

Lesson 2B2: Search for job openings.

-ﬁ Learn

' Review

Activity Steps el e B3 | | ©Learn how to track / organize job search. After you watch the
1. Learn about places to search for job _ : video, mark the box
. . Search for Job Openings Mark Complete” in the
openings: — Job Search : upper right corner of the
a. Job boards Organizer learning module to move
o the next item.
. Niche sites Tool to the next it
C Where can | look for job openings?
C. ompany po sts TS 2 g0 0512 s of e wher o canead s nd 5ty
d. Associations
e. Social media & cameEr MobPro _ Sa
2. Learn how to track / organize job search. Dolassdoor- [y CO m p I ete
3. Complete this activity update the career snagajob = 0
o = E101 Rk Complete the activitiy response: « Previous c.,...pue Nsn»
plan dates for the Step "Use a strategic job S Upl:latethel;:are::ﬁlanfda;esfobr?‘(Usepa - Update the Step for your Career
Job Boards - like Monster, Niche Sites - focused on Social Networking - especially strategic job search to find a job™. Plan by-
H 1 n Career Builder & Google - specific industries. Linkedin with it's professional . . :
Sea rch to f| nd a JOb- search jobs near me o R Complete the activitiy response: Update the career plan dates for “Use a strategic job search to find a job™. . Addlng a date yoU Want tO
Open lllinois workNet Career Plan UPDATE STATUS beg| n.
— RS * Adding a date you plan to
- finish.

Duration- 7 —15 minutes

More Resources
*Job Search in the Digital Age Webinar - Staying motivated

* 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.
Job Search Plan (PDF) * Click the update button to
N return to the learning module.
h“%rclgNlT\ElRet

—x
americanjobcenter



https://www.illinoisworknet.com/Pages/Article.aspx?ArticleId=12
https://testapps.illinoisworknet.com/IwnProfiles/Documents/Organize_Your_Job_Search_Checklist.pdf

® e Find Jobs Unit
Lesson 2B3: Apply for a job.

-ﬁ Learn ' Review

. - E101 & Bxplore the proper way to apply ©Learn how to use the job tracker to tool
Activity Steps e || to track the progress of your job search.
i 1
1. Learnthe proper way to apply for a job. T ——
a. On-line S
_ Job Search
b- In person Organizer
Tool part 2

c. Resume vs. application
2. Learn how to use the job tracker to tool to il
track the progress of your job search. Following are some things to
3. Complete this activity customer will update Jt:t')"k P o PSR
the career plan dates for the step "Apply for

k Complete

Jobs." = 0
) E101 RComplete this activity response: @
Juopbd:"te the career plan dates for "Apply for Update the Step for yOUr Career
RComplete this activity response: Update the career plan dates for "Apply for Jobs.” Pla n by
< S - * Adding a date you want to begin.
Ay U@ B * Adding a date you plan to finish.
D ti 7 20 min t * Enter the number of hours you
= - o
uration utes - plan to work on your step.
On:-line - You can fill out an application on the internet and submit right away. ’ - - e E ° Enter any additional nOteS-
MOI"E ReSOU rces . Review completely before submitting. . Update Status to Sta rted/Open
*Things you Need to Know when Applying forJobs V. . = when you add a date.
*Troubleshooting Why You don't Get Interviews : C"tthhte :ﬁdj‘te button t‘(’j |
return to the learning module.
&
hL'NWorCIgNIT\EIRet

—
americanjobcenter Close




® ® Find Jobs Unit

Lesson 2B4: Interview.

-ﬁ Learn k Complete

ACtiVity Ste ps Sm?::y g;:r:h:‘a:‘:;;:w(hme d E101 k Complete this activity response: @
f Update the career plan dates for "Prepare for
1. Learn about: an interview."
. . InterVieW * omplete IS activity response: ate e career plan dates for “Prepare for an interview.”
a. Theinformation needed to prepare for an i e s i
interview.

b. Ways to research the company before the :
interview.

UPDATE STATUS
Are you ready for an interview?

This actvity will help you prepare for an Prepare for an interview.
c. How to practice interviewing: R i -
. . - shine at an interview is what will get you Stangr lanned/Not Started (Scheduled) v
i Questions E & 2 —— 0
i Nonverbal Communication | wewncoer pusisanon [ T Update the step for your Career Plan by:
. . « What you need for the interview N Pres Next ° Addlng a date you want to beg|n
- How to research the company before Rafined Dile Date =
iii.  Location : e T we o s . o
: . the ncerviow A * Adding a date you plan to finish.
iv. Attire A e L hh e b + Enter the number of hours you plan
d. What to do during the interview » Wt doaferthe nervew o - to work on your step.

e. Interview follow-up behavior * Enter any additional notes.
* Update Status to Started/Open when

2. Complete this activity customer will update the you add a date.

interview.

career plan dates for the step "Prepare for an * Click the update button to return to

Service addresses the following situations

interview." - the learning module.

Duration - 10 — 30 minutes More Resources
*Types of interview
*Interview clothes: Do's and Don'ts
:@rkNet *What to Do during an Interview
*What to Do After an Interview

CENTER

—x
americanjobcenter



®e [ind Jobs Unit
Lesson 2B5: Quiz

k Complete

(‘5 E101 Test your knowledge of what you

learned. These questions will be on the post-
assessment test.

Activity Steps Questions on the quiz will be on the
1. Test your knowledge of what you Post Assessment. When you answer

learned. These questions will be on the oni the question, you will be given the
Uiz
post-assessment test. correct answer.

< Previous | M Mark Complete

Test your knowledge! These guiz questions are included on the
Post Assessment test. When you hava complated the Quiz, you M a rk t h e box at t h e to p of t h e | esson
will be directed to the next set of learning modules. When you

have finished the quiz, check the box at the top of the lesson

- panel that says “Mark Complete”
when you have finished the quiz.

TTTTT Quiz >

Duration — 5 minutes

ILLINOIS \

e workNet

CENTER
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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.

ILLINOIS \

e workNet

CENTER
—x
americanjobcenter

-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 -

ILLINOIS \

e workNet

CENTER

—x
americanjobcenter

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 ° o . 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 . ?:ﬁgkatﬁzt;date button
.LLlN’cﬁ KN *Job Search Plan (PDF) to return to the learning
o\vg:rcgmet module.

—x
americanjobcenter



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)

ILLINOIS \

e workNet

CENTER

—x
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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

ILLINOIS \

e workNet
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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)

|LL|'®
N\

orkNet

CENTER
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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

ILLINOIS \

e workNet

CENTER
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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 BUdgetlng Basics features and goals.
e Getting Started with Money Management - Young Adults

A
RL'N&';orCIgNL\EIRet

—x
americanjobcenter


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

ILLINOIS \

e workNet

CENTER

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

ILLINOIS \

e workNet

CENTER

—
americanjobcenter

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

ILLINOIS \

e workNet

CENTER
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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

-ﬁ Learn ' Note

. .Y E101 EPidentify opportunities to volunteer e
. . . E101 4§ Learn about the benefits of m “d
Activity Steps:
y Steps: _
1. Learn the benefits of volunteering. Volunteer e e e s

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 D Waal-
"Get skills, experience, and network by , - k Com pIEte
being a volunteer." Make Notes in Steps ‘ | e Bl e vt ol =N 0Update the step for your Career
1-3 of volunteer agencies/activities in e Plan by:

experience, and network by being a volunteer.”
; ; vlunteer® * Add a date you want to begin.
r community that inter . o
yourco unity that interest you * Add a date you plan to finish.

* Enter number of hours you

Seme examples may be your cnurch, the YMGA, a food pantry, 3 homeless shelter, or other sacial servioe agences.

Fill in the notes for your plan.

Why volunteer?

The notes save as you type.

There are a number of benefits to

volunteering your time.

activity will review those benefits that

might help your career.

H ; I e - : plan to work on your step.
Duration — 5-15 Minutes Add notes in steps aboutff - | - « Enter additional notes.
More Resources: 1-3volunteeragencies f . . L * Update Status to Started/Open
or activities in your R when you add a date.

* Benefits of Volunteering community that interest wt o000 = Clickthe Update button to
e \Jolunteer Opportunities in Your Community you. return to the learning module.

¢ Job Search Plan (PDF)

® Service addresses the following situations

ILLINOIS\
oy wc: rkNet
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americanjobcenter



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

ILLINOIS \
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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

ILLINOIS \

driger

—
american jobcenter

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.



Post-Assessment

Certificate and Badge

ILLINOIS \
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POST-ASSESSMENT

Post-Assessment

= .
Reguired

1. When you are exploring career choices, it's important to think about: *

O The training you might need to get the job you want OVEI'VieW:
O Whether the job is a good match for your personal interests ° 25 mu Itl ple ChOice q UeStlonS
O Whether there are jobs | .
"1 Post-Assessment * Not a timed assessment
* Take the test until you score at least 70%

Step 3. Take Post-Assessment

O All of the above

2. Your resume tells employers al

- | You answered 23 of 25 correct for a score of 92%.
O Your work and educatior

OWhatyou ke tado | * - Required * Topics Covered:

© The jabs you are applyin * Career Exploration

* Training Program Exploration
) ‘ * Workplace Skills

© Chronological Resume Whether the job is a good match for your personal interests

O Functional Resume ° JOb Sea rCh Skllls
Whether there are jobs like that around Go to Employment 101 for more explanation .
d a - e 3 » Goal Setting

O All of the above 1. When you are exploring career choices, it's important to think about: *

3. Which type of resume is best The training you might need to get the job you want

© Combination Resume

O Nene of the above All of the above (€t uared . VIO|ence Preventlon and AWa reness

4. When you are applying for a jw- = -
© Your sodial security number The Post-Assessment is required for users to earn the certificate or digital badge.
O Your personal opinions and photographs

After taking the Post-Assessment, answers marked incorrectly will show with a link
to the learning module where more information about the question is found.
Assessments will be listed here Users have a list of the assessments taken and may click the “View Results” to

see incorrect answers.

@ Notes i Assessments B Employment 101

Assessment Type Score Date Taken View Results
T an 8/19/20 R Users can retake the Post-Assessment as many times as necessary to score 70% or
better. This equals 18 correct answers.
A
RL'N&';orCIgNL\EIRet

—x
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CERTIFICATE & DIGITAL BADGE

Complete the E101 Guide, and score 70% on the Post-Assessment to earn a Certificate of Completion and a
digital badge to use on your online or print profiles.

Certificate of Completion

lllinois workNet” hereby acknowledges that

John A Doe

Has Successfully Completed the Illincis workNet® Work Readiness Assessments and Activities on

Friday, June 19, 2020

Participant learned about the skills and qualities that effective employees possess including the following topics:

e Communication e Demonstrating Work Ethics and Behavior
e Maintaining Professionalism e Maintaining Interpersonal Relationships
e Solving Problems and Critical Thinking e  Working asa Member of a Team

e Maintaining a Safe and Healthy Work
Environment

*DIGITAL BADGE *

e Career and Training Program Exploration o Applying for Jobs Interviewing
e Finding Training Programs to Qualify for Networking
Careers e Starting alob Managing Money
e Setting Goals Gaining Skills for Success ® ILLINOIS

o\v_g)rk Net

CENTER

e Preparing a Resume and Portfelic
e Finding Job Openings

~_
americanjobcenter

e workNet
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# Natasha's Dashboard

11 Meszage and Motes

F & > I agrr
& Settings [ | cmployment il
] - - Vour Guide To

4 Prepare:
* A job Search Plan

1 6 Motes . Er To
# F et - 965

# A Career Plan

0 Q Achieve Your Goals
Once the E101 Guide is finished, users take
i3 Careers ) Training 5) careerplan the Post-Assessment test.
—— e ' If the score is 70% or above, they achieve a
ChiC Coaewton training and Certificate of Completion.
Material Handler programs that : The certificate can be printed or added to
i the user’s Career Plan
P feanziake &) Job Search Organizer After the guide is completed, you have
Find Jobs | access to learning modules at any time by
returning to your lllinois workNet Dashboard.
er Letter Saved ¢ [nterview Practice Saved Jlob Openings - 4
# Resume Saved saved Applied to Jobs - 3 My Bookmarked
rfalio Save Atsesaments Shved g " an.‘-‘
byt ol OO InTervews - £
are SaVEd TEms ecKkedr |

(4
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COMPLETE YOUR EMPLOYMENT 101 GUIDE

Retumn to Steps

Guide Overview

® This guide includes steps and activities - Learn how each section is set up.

* A5 you complete the steps and activities your information will be saved in Career Plan Tools -
Learn about your Career Plan Tool dashboard.

® You can share your saved results if you are working with an instructor or advisor - Learn how you
can use this tool with your advisor

* Complete the post-assessment. You can earn your certificate of completion - Learn how to access
your certificate,

Congratulations! You've completed the Employment 101 guide.

Retum to the Steps and complete the Post-Assessment

1. Prepare a Career Plan 2. Prepare a Job Search Plan

Start with a career plan. Don't worry about Crrganization and preparation are key factors to
getting "locked in” to one career option. This is 2 finding a job. Start preparing today.
starting point for developing a roadmap to reach

our employment goals.
y ZE 2 «” Get Prepared

+" Explore Careers +” Find Jobs
& Explore Training

& Get Qualified

Career Tools

Reset Guide

My Overall Progress

8/ 8 Modules Completed

3. Achieve Your Goals

(TN T N—

Ease your nerves by being prepared for the first
day on the job. Learn about skills to help you

succeed in your job.

& Start a Job
« Financial Literacy

& Skills for Success

After completing the entire E101
Guide, navigate through learning
modules in any order.

Reset the guide to begin again.

Return to the Steps.

Access the Post-Assessment.



	Employment 101 – E101
	Contents
	Employment 101 Instructor Guide
	Dashboard
	Slide Number 5
	Slide Number 6
	Career Plan Tools
	Slide Number 8
	Slide Number 9
	Navigation
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	Slide Number 17
	Slide Number 18
	Pre-Assessment
	Slide Number 20
	Prepare a Career Plan
	Slide Number 22
	Slide Number 23
	Slide Number 24
	Slide Number 25
	Slide Number 26
	Slide Number 27
	Slide Number 28
	Slide Number 29
	Slide Number 30
	Slide Number 31
	Slide Number 32
	Slide Number 33
	Slide Number 34
	Prepare a Job Search Plan
	Slide Number 36
	Slide Number 37
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Slide Number 41
	Slide Number 42
	Slide Number 43
	Slide Number 44
	Slide Number 45
	Achieve Your Goals
	Slide Number 47
	Slide Number 48
	Slide Number 49
	Slide Number 50
	Slide Number 51
	Slide Number 52
	Slide Number 53
	Slide Number 54
	Slide Number 55
	Slide Number 56
	Slide Number 57
	Slide Number 58
	Slide Number 59
	Slide Number 60
	Post-Assessment
	Slide Number 62
	Slide Number 63
	Slide Number 64
	Slide Number 65

