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Employment 101:
Tools to Reach Training
and Employment Goals

March 6, 2018

The Illinois workNet® Center System, an American Job Center, is an equal opportunity employer/program. Auxiliary aids and services are available upon request to individuals with disabilities.
All voice telephone numbers may be reached by persons using TTY/TDD equipment by 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.




ILLINOIS WORKNET: BENEFITS FOR CAREER AND
TECHNICAL EDUCATION STUDENTS AND PROVIDERS

* Students can access resources
and tools to help them explore
careers, training, and the skills
needed to reach their training
and employment goals.

e Providers have access to the
same resources and tools. Plus,
they have instructor guides and
partner tools to recover
passwords, view student
assessments, plans, saved
resumes, and more.

Find Employer
Resources
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e All of these resources are FREE.



EMPLOYMENT 101: TOOLS TO CAREER GOALS

Employment 101 @

Customer Support Center [

Demonstrate Student Tools

Supporting Classroom Resources

Live Polling Question & Discussion

Demonstrate Partner Tools

Live Polling Question & Discussion

Next Steps
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EMPLOYMENT 101: GETTING STARTED

Students need to have an lllinois workNet account.
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STEP ONE

Goto
www.illinoisworknet.com

STEP TWO

and sign up for an lllinois
workNet account.

Verify your Illinois
workNet account via
email.

STEP THREE

Go to My Dashboard and
select Employment 101.


http://www.illinoisworknet.com/

EMPLOYMENT 101: GETTING STARTED

Available on their My Dashboard.

@& Al's Dashboard

My Tools My Assessments

,n‘# Settings Messages

Update My Profile

Change Password

4 Messages

Update - News
Subscription Settings (&

Employment 101
Employment 101 Plans

Pre-assessment - None

Your Guide To Prepare:

% A Career Plan
% A Job Search Plan

To
Post-assessment - None

Q@ Achieve Your Goals

Certificate - None

Career Plans

CYEP

@ My Bookmarks

@ Resume Builder
Resume Builder

Cover Letter Saved

Interview Practice Saved

Resume Saved Assessments Saved

Job Search

My Bookmarked




EMPLOYMENT 101: STEP BY STEP APPROACH

...to develop a roadmap
to reach career goals.

Career Readiness: Employment 101 Guide

1. Take Pre-Assessment

2. Complete Guide

3. Take Post-Assessment

4. Download Certificate

“fou hawve taken the Pre-
Assezsment and received a
score of 92% comect

Overview:

* 25 multiple choice
questions

* Mot a timed azzezsment

* Take it only once

* This assessment is
graded but the grade is
not counted against you

Topics Cowvered:

* Career Exploration

* Training Program
Exploration

* Workplace Skills

* Job Search Skills

* (Goal Setting

* ‘folence Prevention and
Awarensss

Employment 101 Guide

Owendew:

* Follow the steps to
develop a Career Plan
and Job Search Plan

* Use the rescurces fo
create a resume and
poirtiolio

Planning Toaols:

Skill and Interest
Results

Career and Training
Research

Resume & Portfolio
Builder

Job Search Organizer
Achieve Your Goals
Motes

* SMART. Plan

“fou have taken the Post-
Aszzezsment and received a
score of 96% cormect. You can
take the Post-Aszessment
again and the higher score will
be kept.

Ovendiew:

25 multiple choice
guestions

Mot a timed assessment
Unlirnited number of
attempiz

Highest score is saved
Score 70% or higher to
eam a Certificate of
Completion

Topics Covered:

* (Career Exploration
Training Program
Exploration
Workplace Skills
Job Search Skills
Goal Setting
iolence Prevention and
AWETENESS




EMPLOYMENT 101: PRE & POST ASSESSMENTS

STUDENTS:

ACCESS THROUGH THEIR ACCOUNT.

1. Take Pre-Assessment

You have taken the
Pre-Assessment and received
a score of 28% correct.

Overview:

s 25 multiple choice
questions

= Mot a timed assessment

* Take it only once

» This assessment is
graded but the grade is
not counted against you

Topics Covered:

* Career Exploration

s Training Program
Exploration

» Workplace Skills

» Job Search Skills

= Gpal Setting

* Violence Prevention
and Awareness

3. Take Post-Assessment

Post-Assessment

Overview:
* 25 multiple choice

guestions
Mot a timed assessment
Unlimited number of
attempts
Highest score is saved
Score 70% or higher fo
earn a Cerfificate of
Completion

Topics Covered:

= Career Exploration

* Training Program
Exploration

« Workplace Skills

= Job Search SkKills

* Goal Setting

= iolence Prevention
and Awareness

INSTRUCTORS:

VIEW RESULTS IN THE CUSTOMER SUPPORT CENTER.

TELGER (PA), NATASHA

workNet ID 957
Is Active Yes
Joined 12/14/200%
Role Workforce Professiona

Reset Password Send Message

Private Profile Groups Details Assessments Optimal Resume

Assessments

View saved results or complete an assessment for the customer. Illinais work
access as well as partner initiated assessments. Learn more

SKILLS AND INTERESTS
DISABILITY BENEFITS ESTIMATOR

EMPLOYMENT 101

Fre-Azzzzsment Taken: 32% on 7/17/2015

Post-Assassment Taken: 98% on 7/17/2013

Download Certificate of Completion Employment 101 Guide Plans

NOCTI RESULTS

OBSERVATIONAL EVALUATION

WORKSITE EVALUATION



EMPLOYMENT 101: THE GUIDE

INSTRUCTOR GUIDES AVAILABLE:

* Prepare a Career Plan

* Prepare a Job Search Plan

C STEPS WITH INTEGRATED RESOURCES:
¥| |Guide Next— View My Plans 1 | Pring T ° Articles
imended Steps
_ Gt Career Plan e Searches
Prepare a Career Plan b Build your Career Plan
& T here. * Tools
R o To create your career plan, fill in the .
mm"‘::“ M‘::'s s ::::‘::u‘,::nl Sk In this section. ° VI d eos
h:m tify your soft skills that are required for all careers Cone® o and find ca : it ® Ll n k to Vl ew P I ans
Prepare a lob Search Plan tify your technical skills, transferable skills, and personal befiefs Dene™ i o
Compieted 1ol 2 drn. programs that interest you
9 rﬂ“::‘;ﬂﬂlm"vw
: : SIDE BAR FOR:
ey )
Achisye oiur Goals e Career Planning

C ) e Job Search Records
e Goals and Notes




EMPLOYMENT 101: INTEGRATED TOOLS

Skills and Interest Survey

STUDENTS COMPLETE CAREER CLUSTER INVENTORY. STUDENTS AND INSTRUCTORS CAN VIEW RESULTS

Career Clusters Score
Career Cluster Inventory o -
arts, audio/Visual Technology, and Communications | 10
Transportation, Distribution, and Logistics | 10
Finance | 9
Government and Public Administration 9
Law, Public Safety, Corrections, and Security ] 9
Business Management and Administration | a
Hospitality and Tourism | 8
Infarmation Technology I 8
il ] Manufacturing | 8
Rate 80 activities as like very much, like, dislike, or not sure. Science, Technology, Engineering, and Mathematics I ]
Results: Provides a graph indicating how your interests match up to Education and Training I 7
each career cluster area.
Marketing I 6
Duration I@ 5-25 minutes Architecture and Construction I 5
Health Science 5
Hurnan Services [ ] 5
Agriculture, Food, and Natural Resources L 4

Source: lllinois Career Information System (CIS) brought to you by lllinois Department of Employment Security.



EMPLOYMENT 101: INTEGRATED TOOLS
|||I

Research Careers,

Wages & Trends

Source: lllinois Career Information System (CIS) brought to you
by lllinois Department of Employment Security.

STUDENTS

Q Explore Options In
Career Pathways

Learn About Wages,
Job Opportunities,

Working Conditions,
Required Skills & More

Learn About Required
License/Certification
and Training Programs

Search Keyword(s), enter at least 2 letters Search

1 ») -

-

4

=P
@%E&m& Agriculture, Food, and Natural
RGES Resources

BUSINESS & Business Management and —]EDUCATION

MANAGEMENT &
ADMINISTRATION, Administration & TRAINING

ARTS, AUDIO/VISUAL 5 i
HOLOGY, s Arts, Audio/Visual
COMMUNICATIONS & Communi

$Bores

americanjebenter

Administrative Assistants

Career Clusters > Business Management and Administration > Administrative Assistants =
[ 5) Job Facts & Wages = | @ Skills & Training w @ Find Jobs & Information

|fi Occupation is in demand for the following regions: Northern Stateline

Administrative Assistants - At a Glance

Secretaries perform a variety of clerical and administrative duties needed to run an office.

Quick Facts: Secretaries

Wages Earn 534,190 per year
Employment Very large accupation

10 Year Growth More slowly than average
Annual Openings Very High
Preparation

A secretary typically needs to:

= have a high school diploma or equivalent
» complete short-term, on-the-job training

Working Conditions

In a typical work setting, secretaries:




EMPLOYMENT 101: INTEGRATED TOOLS

Research Training

WIOA APPROVED TRAINING PROGRAMS

Search Type and Mode

Training Programs EI Search B
Local Workforce Innovation Area Keywords

Select an LWIA... [+
Job Family and Related Occupations

Select a Job Family... [=] Select a Job Family to view Occupations
City or Zip Code Lookup Page Size

City or Zip Code Within 10 Miles [= 25 Resutts per page [~
Training Program Type Sort Order

Select a Program Type .. [=] ' aphabetical [~

Search Reset Export Select up to 3 results to compare

Found 4650 results

.NET Programming Cert 22CQ Add to Compare List
College of Lake County

19351 W, Washington Street, Grayslake, IL 60030
Map it
No performance data available.
Cost: $3,560.00
Time: 32 weeks / 300 hours

Goal: Industry Recognized Certification

Training Program Type: Vocational

04 Certification with Special i PP Add to Compare List
Northern illinots University

DeKalb Main Campus, Normal Rd., DeKalb, 1L
60115 Map it
Mo performance data available.
Cost: $6,848.00
Time: 32 weeks / 192 hours
Goal: Other

Training Program Type: Vocational

PUBLIC & PRIVATE TRAINING PROGRAMS+*

Below
Search Type Mode
Public & Private Programs E| Search
City/ZIP Radius Local Workforce Innovation Area
City or ZIP Code u 10 Miles B Select LWIA
County Economic Development Region
Select County El Select Region
Keyword Page Size
Program or School Keyword 25 Results per page
Job Family
Select a Job Family...
Records 1 to 25 of 11237 Results Map  Seeline
wm Cedar Ropids
Net & ing Develog F Is Course ¥
Joseph Business School The @ lowatity

7600 West Roosevelt Road Forest Park, IL 60130 Map it

Type of School:  Business
Provider Type: Private
Degrees Offered: Certificate of completion

.NET Programming
College of Lake County

Institutional Effectiveness, Planning, and Researc, 19351 West
Washington Street B200 Grayslake, 1L 60030 Map it

Type of School:  2-year college
Provider Type: Public bia
Degrees Offered: Certificate, Associate

#1500 City

*Source: lllinois Career Information System (CIS) brought to you by lllinois Department of Employment Security.



EMPLOYMENT 101: INTEGRATED TOOLS

Guides
f Job Skills Guides
Job Skills Guide

Digital Literacy Guide

. = - @1 Resume Writing Guide
b Social Media Guides

You will notice some of the skills below have the Illinois Essential Employability Skills icon. These

skills have been identified as required to be successful in all industries in Illinois.




EMPLOYMENT 101: INTEGRATED TOOLS

Find Jobs

IELINOIS WORKNET

[T ————

HEW JOB SEARCH TUTORIAL

[ I e

dF  Cresto New Rosums e Croste New Lottor

Mamage You Resumes Manage Your Lellers

=
ASSESSMENTS INTERVIEWS

[ S ———
Manage Your Inlerviews.
o

i Crests How Assessment

Manage Yous Assessments

[rerr—

.PORTFOLIOS

W Creste New Porfalio
Manage Your Portiolios

e By

Dwn&o RESUMES

*‘ Creato Video Resume
Manage Your Video Resumes

M iden Resumas

Resume Builder

ik q

Illinois workNet JobFinder

-
sworkn e . S

Ilinois JobLink

& sureriabul o search begins with an ivered god job sesrch strategy. Yows godt i s 1o e every job usted on he Interme Use the iioor workNet
JetFieder 1 e vt job Fatiog that best il s il and nterests

Location:

[
NG °
Rpengled T L
o T
g B
®s
L LR
® +

JobFinder

o
Akl it

amerEarijobesntar

How Can lllinois JobLink Help You?

March 13, 2018
Whether you are looking 5o find the peclect job or see in raed of the perest canddate for a job.
s what you have been smarching for, This service is provided by the Binciy

Emgieryment Securty (1DE5) amd edlers boshs and reseurces 19 belp yeu with you

ehesces dev nsiwichinls, Employers, and Veterans
Individuals

e beblink a a i datibaie of ol pottingt i Finesa ared nitreemede. It edlers fob

A, Empioyers can warch for Indvacusls s match pecple with b
oy mmating an Bhrces Sobilink profile trcey and start locking for your dissm bl Gt arted

e thows inctivictushy lnoking foe s o it 5 ah 8 grest bool for
P an account 45 an smpicyer makes o waarch for quaided

eanclaistes. Empleyers tan b search Brough rEsumes, pait job bpering, sive seadhes ind
Petumes manage thes company pikle e srce mad usdatel sl ew 58 teket s
e pehdod 1 The tte. Cherk o B Empioyer page of forecrs Lokl ink

Veteram

Illinois JobLink



EMPLOYMENT 101: CERTIFICATE OF COMPLETION

Certificate of Completion
Illinois workNet® hereby acknowledges that

Natasha r Telger (PA)

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

711772015

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

Communication Demonstrating Work Ethics and Behavior
Maintaining Professionalism Maintaining Interpersonal Relationships
Solving Problems and Critical Thinking Working as a Member of a Team
Maintaining a Safe and Healthy Work Environment

Activities cover the following topics:

Career and Training Program Exploration Applying for Jobs
Finding Training Programs to Qualify for Careers Interviewing
Setting Goals Networking




EMPLOYMENT 101: SUPPORTING RESOURCES

e Guide for Using Employment 101 Customer Guide (PDF)
e Employment 101 Overview for Customers (PDF)

e Employment 101 - Career Plan Instructor Guide (PPT)
 Employment 101 - Job Search Plan Instructor Guide (PPT)

https://www.illinoisworknet.com/partners/Pages/Assessments.aspx

-~ Guide for Using
sy workhet
"-.2 cntoh Employment 101 Pre/Post-Assessments
smaracjobencer Py —

Purpose: Emplayment 101 is & guided approsch that include
help you reach your training and emplayment goals. The pu
your knowledge, but it is nat required. The purpose of the £
bearned during the guided process and 1o unlock your certifs

Career &
q’}' Training
s Research

Employment 101 Instructor Guide
Preparing a Career Plan

@)S Job Search
Organizer

Employment 101

Plan to reach your employment goals.
Inside Employment 101

Topics Covered:
« Training Program Exploration
»  Workplace Skills
*  Job Seanch Skills
s GoakSetting
*  Violence Prevention and Awareness

Available Azcessments:

+  Pre-Assessment
What to Expect: Complete 25 multiple ch
s oL timed Jsessment.

©  Results: This assessment is graded, but thy

*  Post-Assessmen t

o What to Expect: Complete 25 multiphe che
taken an unlimited number of times, but
Results: This is graded,

completion. This eentificate can be sdded | BB

Certificate:
L «  Career Development Certificate
_— o Addit1oa portfolio.
Steps:

1. Log knto your lllinals workNet account and go to youl
Complete the Employment 101 pre-assessment, pla

2. You can review saved results by going back to Empl

Employment 101 Instructor Guide
Preparing a Job Search Plan

------\WWhen You Return

‘, www.illinoisworknet.com/Employment101
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PARTNER TOOLS:

www.illinoisworknet.com/partners

MENU

Workforce and Education Partners
i Becoming A Partner
r| Partner Programs

Assessments

Customer Support Center

Outreach Tools

Helping Individuals

{ Helping Employers

Partner News & Events £

Resource Searches

% ﬁ@rkN et’

CENTER
americanjobcenter

# My Dashboard & Messages (140) M Bookmarks .Resumes rSkills & Interests

Workforce and Education Partners

Announcements

Watch the Archived Partner Webinar: Generating your lllinois
workNet Site Specific URL

September 6, 2018 - Thank you to everyone that could join us for the Updates and NEW Features — lllinois
workMNet Site-Specific URL Webinar on August 24th. Our lllinois workMet Service Finder Partners can now
generate site-specific lllinois workMet URLs that will be used to compile lllinois workMet usage data in the Unigue
URL Report. If you were not able to join us, we have provided a re-cap of the webinar below and the
archived webinar to watch. For more information click here...

Apprenticeship Expansion Program NOFO

August 1, 2018 - The lllinois Department of Commerce and Economic Opportunity announce the release
of the updated Motice of Funding Cpportunity under the Apprenticeship Expansion Program. For mare
information click here...

View More Announcements...

Global Partner Tools

Global tools are available to all lllinois workNet partners.

lllingis workMet (IwN) partners include community-based organizations of many kinds that help
individuals, employers or community partners achieve their career and workferce development goals.
lllingis’ organizations are encouraged and welcomed to the partnership. There are no costs to lllincis’
partners to use the lwN online tools.

Customer

Suport Center

Customer Support

by &2

Employment 101

Create a Partner
Account Center

Assessments

——
RGCT
E 21st Century Skills
Assessment

e

Search Espanol Share

View All News ltems

Watch the Archived Partner
Webinar: Generating your
Illinois workMet Site Specific
URL

2018/08/09

College Changes Everything
Conference
2018/07/10

-



http://www.illinoisworknet.com/partners

CUSTOMER SUPPORT CENTER: GETTING STARTED

Partners need to have an lllinois workNet partner account.
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STEP ONE

Goto
www.illinoisworknet.com
and log into your lllinois
workNet account.

STEP TWO

Go to My Dashboard and
select Partner Tools.

Customer

Suport Center

STEP THREE

Invite students to join your
Customer Support Center group.

When they accept the invitation,
they are immediately added to
your group.

https://www.illinoisworknet.com/partners/Pages/Customer-Support-Center.aspx



http://www.illinoisworknet.com/
https://www.illinoisworknet.com/partners/Pages/Customer-Support-Center.aspx

CUSTOMER SUPPORT CENTER: PARTNER TOOLS

View Student Employment 101 Results

ASSESSMENT TAB

e View student skills and interest results.

CYEP, NATASHA

e View Employment 101 assessment results,
plans, and certificate of completion.

sz

access a5 riner iitiated Jsussments. Lo

n 7/17/2015

Pre-Azsezzment Taken: 97% o

7/2015

Post-Assessment Taken: 96% on 7/17/2

Download Certificate of Completion Employment 101 Guide Plans




CUSTOMER SUPPORT CENTER: PARTNER TOOLS

View Student Employment 101 Results

LA CUSTOMERS - PROFILE

CYEP, NATASHA

OPTIMAL RESUME TAB

* View student saved resumes, cover letters,
interview practice, assessments, and
webpages.

Search: |—
Name “ Type Date Created Date Last Updated View Options
manufacturing Assessment 3/8/2017 3/8/2017 Web
manufacturing - entry level Resume 3/8/2017 3/8/2017 Web - RTF - PDF
sample Resume 382017 3/8/2M7 Web - RTF - PDF

Showing 1 to 3 of 3 entries Previous 1 Mext




FOLLOW US! ﬁ
. . . ILLINOI
Subscribe to our Newsfeed or check us out on Social Media
o WorkNet

CENTER
®

~ X i
america njobcenter

@A HOME: https://www.illinoisworknet.com/

EMAIL: info@illinoisworknet.com

(i
% MORE INFO: www.illinoisworknet.com/ExploreCareers

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP GOOGLE+ PINTEREST



http://www.pinterest.com/illinoisworknet/
http://gplus.to/IllinoisworkNet
http://www.linkedin.com/groups/Illinois-Virtual-Job-Club-Network-4794123
https://www.linkedin.com/company/illinois-worknet
http://twitter.com/ILworknet
https://www.facebook.com/illinois.worknet
https://www.youtube.com/illinoisworknet
https://www.illinoisworknet.com/
http://www.illinoisworknet.com/ExploreCareers
https://www.illinoisworknet.com/News/_layouts/15/listfeed.aspx?List=%7b8A063B1D-128E-454C-9670-8993606DDDCD%7d
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