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Benefits for Students, Job Seekers and
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» Students can access resources and
tools to help them explore careers,
training programs, and the skills
needed to reach their employment
goals.

!

Find Laid Off Worker
Resources

Find Training

Fin Employer

Get Started In This Sitq.' Find the Right Job
! Resources

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

e All of these resources are FREE.




@ Explore Careers

Skill & Interest Surveys

Careers, Wages & Trends
Demand Occupations
Employment 101
Labor Market Information
Planning for the Future

Career Exploration Videos

0 Training & Credentials

Career Exploration Resources
WIOA Approved Training Programs
Public & Private Training Programs
Apprenticeship Opportunities
Adult Education Opportunities
Employer-Based Training Programs

Flanning & Financing Training

Training & Financial Aid Videos

Training & Financial Aid Resources .
Qualify for Jobs v

|nd|V|dua| Resources and TOOlS Job Skills Guides

Digital Literacy Guides

to P re pa re a Ca ree r P | a n Resume Writing Guide

Marketing Your Skills
Connect to online and in-person resources, Job Qualification Videos

tools and programs. Job Qualification Resources




&S ob Openings & Recuiting v Individual Resources
llinois workNet JobFinder an d TOO | e FI N d J O bS

Illinois JobLink

Featured Employers

Start a Business

Hiring for Employers

Employer Hiring Credits

Employment & Hiring Planning @ VlE i T

Job Searching & Hiring Videos
I - vent Calend:
Employment & Hiring Planning Event Calendar
Resources lllinois workMet Service Finder
Student & Trade Connections
Social Media Guides
Metworking For Success
Metworking Videos
_ Company Layoff Search
Metworking Resources
Layoff Assistance Guide

Rapid Response Layoff Reporting &

Services

WARN Reporting & Services

Trade Layoff Reporting & Services
Layoff Assistance Videos

Layoff Assistance Resources




Individual Resources

and Tools to:

* Find Support
Services

* Manage Your Work

Success

"2 Network & Connect

nt ndar

Ilinois

tworking

varking Vic

orking R




Personalized Student Tools = e e

4 b

I:‘!:l My Bookmarks

Illinois workNet offers a variety of
personalization tools in My Dashboard.

'T‘ Emplayment 101

Emnpiloymant 101 Plans m fuchitects (3]
Pre-assescment - None Tarlar Business Institube @

Agricultural Extansion Age

0E0EEEEEE

Post-assessment - None
Certificate - hlone

This is an area where users can:

* Access their Employment 101 guide. @ romere @ oo
Fart Time Administrative... (5]

* Track their career and job search plans. TN

* Get messages.

* Access their resume and portfolio. ) oo

* View assessment results.




Employment 101
is a self-guided,
step-by-step
approach your
students can go
through online.

1. Take Pre-Assessment

“ou have taken the Pre-
Azzesement and received &
seare of 92% correct

Owverview:

= 25 multiple choice
questions

* Mot a timed azsessment

* Take it only once

* Thizs azsessment is
graded but the grade is
not counted against you

Topics Coversd:
* Caresr Exploraticn
* Training Program
Exploration
Workplace Skills
* Job S=arch Skills
* Goal Setting
* ‘iolence Prevention and
ANarensss

2. Complete Guide

Employment 101 Guide

Overiew:

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

* LIze the rezources to
create a rezume and
paoirtfolio

Planning Tools:
= Skill and Interest
Rezults
* Career and Training
Ressarch
* Rezume & Porifolio
Builder
* Job Search Organizer
* Achieve Your Goals
MNotes
S.MART. Plan

Career Readiness: Employment 101 Guide

3. Take Post-Assessment

ou have taken the Post-
Azzezsment and received a
score of 96% comect. ou can
take the Poszt-Aszezament
again and the higher score will
be kept.

Ovendicw:

* 25 multiple choice
guestions

* Mot a timed assessment

* Unlimited 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
* (zoal Setting
* iolence Prevention and
Awareness

4. Download Certificate




Instructor can view results in the Cust

\
Employment 101: Pre & Post—Assessment\ \

Student can access in their account.

1. Take Pre-Assessment

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

Overview:

* 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

» Goal Setting

» Violence Prevention
and Awareness

3. Take Post-Assessment

Post-Assessment

Overview:

» 25 multiple choice
questions

» Not a timed assessment

+ Lnlimited number of
attempts

» Highest score is saved

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

Topics Covered:

s Career Exploration

* Training Program
Exploration

« Workplace Skills

s Job Search SkKills

* Goal Setting

s Violence Prevention
and Awareness

TELGER (PA), NATASHA

workNet ID 957
Is Active Yes
Joined 127142005
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. Illinois workNet offers assessments that are self-

access as well as partner initiated assessments. Learn more

SKILLS AND INTERESTS

DISABILITY BENEFITS ESTIMATOR

EMPLOYMENT 101

Pre-Assessment Taken: 92% on 7/17,/2015

Post-Assessment Taken: 96% on 7/17/2015

Download Certificate of Completion Employment 101 Guide Plans

NOCTI RESULTS

OBSERVATIONAL EVALUATION

WORKSITE EVALUATION

ments Mot Available Through Illinois workMNet
ENTER MORE ASSESSMENTS




Plan To Reach Your Goals

My Overall Progress Completed 3 of 8 items.
View My Plans

Prepare a Career Plan Completed 3 of 3 items.

Employment 101:
The Guide

Start with a career plan. Don't worry about getting "locked in” to one career option. This is a Explore Careers
starting point for developing a roadmap to reach your employment goals.

Explore Training
Get Qualified

Prepare a Job Search Plan Completed 0 of 2 items.

Organization and preparation are key factors to finding a job. Start preparing today. Get Prepared
Find Jobs

Instructor Guides Available:
* Prepare a Career Plan
* Prepare a Job Search Plan

Achieve Your Goals G G i

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

j job. Set Financial Goals

Practice Skills For Success

Prepare a Career Plan

Explore Careers

Steps with Integrated Side Bar for:

lllinois workNet Resources: e Career Planning

e Articles e Job Search Records
e Searches * Goals and Notes

completed 1ot4items.— Career Plan

i oo the ettty Build your Career Plan r TOOIS L kt V M PI
. Click on the item and perform the activity. here. Videos In O IeW y ans:

2. Record your results in the form to the right. Remember to save your changes!
e Career and Training

— Back to Guide  Next — View My Plans 1

Recommended Steps

Large = Medium = Small

For each item below:

3. Mark the "Done” box next to the item. My Saved Careers (Select one)

CNC
+ | 1. Discover careers that match your interests Done[] Industrial Machinery Mechanics Resea rc h
+ 2. Explore jobs, required skills/credentials, and wage information Done [l Lc.urr—ent)l o )
Air-Conditioning System Mechanics
- 3. Identify your soft skills that are required for all careers Done[] Agricultural Engineers JO b Sea Irc h

1. Learn about workplace skills that employers require. B

= Read this article: Attention: Soft Skills Required Academic Deans G Oa IS

o o to thicwebhnaos 100 ©




Employment 101 Integrated Tools: AN

Skills and Interest Surveys

Career Clusters

Arts, Audio/Visual Technology, and Communications

Transportation, Distribution, and Logistics

Finance

Government and Public Administration

Law, Public Safety, Corrections, and Security

Business Management and Administration

Hospitality and Tourism

Information Technology

Manufacturing
Science, Technology, Engineering, and Mathematics

Education and Training
Marketing

Architecture and Construction

Health Science

Human Services

Agriculture, Food, and Matural Resources

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

Career Cluster Inventory

There are 180 activities. Choose if you like, dislike, or are unsure for each
Results: Provides a graph indicating how your interests match up to activity.

Rate 80 activities as like very much, like, dislike, or not sure.

Results: Organizes interests into 6 categories of work.

Duration : 10-20 minutes

each career cluster area.

Duration : 5-25 minutes

SKILLS Profiler

Work Importance Locator

<
Select 35 skills and group them as very, moderate, or somewhat . -
satisfying. Results: Provides scores for 6 work values and occupations for each

Group 20 statements based on how important the work aspect is to you.

Results: Lists top 30 occupations that match your skills. Calculates work value.
Holland Personality Type.

Duration : 5-15 minutes
Duration : 10-20 minutes




Employment 101 Integrated Tools: |
Research Careers, Wages & Trends

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

ILLINOIS \
o\v_v‘orkNet
. CENTER
amerizanjobcenter

Administrative Assistants

Career Clusters > Business Management and Administration > Administrative Assistants >

@ Job Facts & Wages - @ Skills & Training - Find Jobs 8 Information -

M Occupation is in demand for the following regions: Northern Stateline

Agricufture, Food, and Natural "M}"N‘;m/‘"li'}:‘ Arts, Audio/Visual Technology, and
ok COMMUNICATIONS &

Resources Communications

Administrative Assistants - At a Glance

Secretaries perform a variety of clerical and administrative duties needed to run an office. A
Quick Facts: Secretaries
Wages Earn $34,190 per year \
Employment Very large occupation
Business Management and = —— =
Ao Business Management and Administration 10 Year Growith More slowly than average
Annual Openings Very High

Return to Career Clusters

Preparation
A secretary typically needs to:

#i Accounting Clerks

Bookkeeping and accounting clerks manage the financial records of companies or clients.
s have a high school diploma or equivalent
s complete short-term, on-the-job training

#fi Adjustment Clerks
Customer service representatives work to solve customer complaints.

Working Conditions

o Administrative Assistants ) ) )
S In a typical work setting, secretaries:

Executive secretaries assist managers and direct office activities.

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

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



Career Exploration Videos

Career Exploration Career Exploration Videos

Vi d eos' Cove ri n g a Career exploration includes looking at different industries you are interested in. However, it also includes exploring the skills and interests you have to find out
what careers you may be a good fit for, Watch the first playlist below to learn about exploring careers and interests, setting goals, and planning your career.
wide range of

industries, provide a

look into the
A Day-in-the-Life of Biofuels Prog_essing Technicians Q >

different dov agd ' Al
occupations. s }Jl" _

Students can explore
what careers may be
a good fit for them
and get a better
understanding of

“,"l

[N o o
y
- l

. : - |
1 st Astronomer (Spitzer Theme Park Engineer Space -9199.04 - Supply Chain 13-1021.00 - Buyers and 11-9121.00 - N
W h at to eXp eCt I n Science Center} Managers Purchasing Agents, Farm Sciences Mana
. Products
the different careers. : ,



raining

WIOA Approved Training Programs

art Your Search

Employment 101 Integrated Tools:
Research

Public & Private Training Programs*

Search Type and Mode

Training Programs B Search
Local Workforce Innovation Area Keyweords
Select an LWIA.. [~
Job Family and Related Occupations
Select a Job Family... E
City or Zip Code Lootup Page Size
City or Zip Code ‘Within 10 Miles El 25 Results per page
Training Program Type Sort Order

Select a Program Type ... B Alphabetical

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
Ne performance data available.
Cost: $3,560.00
Time: 32 weeks / 300 hours
Goal: Industry Recognized Certification

Training Program Type: Vocational

04 Certification with Preschool Special Education Approval

Add to Compare List
MNorthern illinots University

DeKalk Main Campus, Normal Rd,, DeKalk, 1L

60115 Map it

No performance data available.
Cost: $6,848.00

Time: 32 weeks / 192 hours
Goal: Other

Training Program Type: Vocational

Select a Job Family to view Occupations

Glossary

Jenesvlle g
o w

[

@

Sear: r Programs Below

Search Type

Public & Private Programs
City/ZIP Radius

10 Miles

County

Select County
Keyword

Select a Job Family...

Records 1 to 25 of 11237 Results

.Net & ing Devel Fund Is Course

P

Joseph Business School, The

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, IL 60030 Map it

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

B Search B
B Select LWIA E|
B Select Region B

Mode

Local Workforce Innovation Area
Economic Development Region

Page Size

25 Results per page El

Map  Satelite

wn Cedargapids

&5 lowaCity P J
4524 ) & :
Lo
~~Davenport
\‘ 1
y
L~
WI Lafayette
s
{ IN
Quipcy
- Inc
Hanaibal
N
-
X
nbia
v
srson City Chesterfieldo




Employment 101 Integrated Tools: Guides

A\
Digital Literacy Guides

Why Digital Literacy Matters

Computer skills are a ju Social Med|a GU|des

to use digital technolq

Job Skills Guides

Skills Employers Want

Make sure you have the skills employers want:

Academic skills, technical skills, anc

for getting into & i i
¢ getting into a information.’ These sk

specific jobs can vary. Y Why Social Media Matters
each category has skills

- Basic—Vouarejul o i mediais he

performing basic Resume Writing Guide

= Intermediate —-Yo| Whether you are a

well as contribute|  media to market y
» Technical Professit 1o 5 1000 social pl Prepare Your Resume
systems.

Tllinois workMet so

If you are interested i
_ﬁ » benefits of u A resume is required for most jobs, Employers will look at your resume to get a summary of your

career. When you are searching § that you have and include

them in ye

hnical
training. However, it is kills, such s a good work ethic and 2

great attitude

You will notice some of the skills below have the Diinois Essential Employabidity Skills
skills have been id as requared to be successful in all industries in Dlinoés

Learn more about the skills and hear what employers have to say about those skills

wan These

= process to d education and work experience, It is a critical document because it is used to decide if you will get an
= steps involvel interview. It provides a first impression of your skills and abilities, That means it needs to be as perfect
= ways to netw

Writing your resume can be intimidating. That's why breaking it down into chunks can help make it RESUME WRITING

—— easier to tackle.

Below, you will find four articles on each step in the resume writing process, After this, you can also

read about our Resume Builder tools,

T

Industry-wide Technical

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.

Attendance and Self-Presentation Communications




Employment 101 Integrated Tools: Find Jobs

Resume Builder

° IELINOIS WORKNET

|u|NOIS\ kN 't
L}
worcENT[ne Website: http://Awww.illinoisworknet com
L4 P ot |
americanjobcenter

Home -+ Document Center

Create a new document or manage your existing documents. Need Help?

(3] NEW JOB SEARCH TUTORIALS AVAILABLE! view |

RESUMES % LETTERS PORTFOLIOS

= Create New Resume ¢ Create New Letter W Create New Portfolio
Manage Your Resumes Manage Your Letters Manage Your Portfolios
August 2nd 2016 @ Delete Bookkeeper @l Delete No Portfolios
Lacey Resume @l Delete March14 @ Detete
LP Resume i Delete

—
b ASSESSMENTS INTERVIEWS DVIDEO RESUMES

LN
‘* Create New Assessment n Create New Interview # Create Video Resume

Manage Your Assessments Manage Your Interviews Manage Your Video Resumes

No Assessments No Interviews No Video Resumes

JobFinder

Star't Your Search

A successful job search begins with an overall good job search strategy. Your goal is not to find every job posted on the Internet! Use the Illinois workNet JobFinder to

find recent job listings that best fit your skills and interests.

Keywords: Search Radius: Location:

Find using job title, keywords, or company name QOnly within miles of E| City or State or Zip

+ | Advanced Search Options

Previous Mext

Job 1 - 10 of 1010 Viewing page 1 of 101

e

Office Manager ka4 L i
Village of Hoffman Estates - Hoffman Estates, IL gapids 9

ra

Map Satellite ) Rockford E3

hifago

6 days ago - 10/12/2017 2:22:11 PM E’E_ Naperville /
wa City i ] w2 |
o {50 f G%T)f
Answers inquiries from employees, the general public, and . --Dave:"lpon , J & 5
other agencies received in person, by telephone, online, or / @ &

in writing and refers to appropriate...

Illinois JobLink

How Can Illinois JobLink Help You?
Job Search




Employment 101: Certificate of Completion

Certificate of Completion
[llinois workNet® hereby acknowledges that

Natasha R Telger (PA)

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

7/17/2015

Participant learned about the skills and qualities 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

Preparing a Resume and Portfolio Staring a Job

Finding Job Openings Managing Money
Gaining Skills for Success




Audience Specific Guides

Veteran Assistance Guide

There are dedicated programs and services for Vieterans nationally and in lllincis, Don't miss out on

A u d i e n ce S p e Cifi C valuable compensation, benefits, and educational opportunities. Learn how to connect to services in your You served. Let Vist 09' ; o _ . \

community, includins finding Vetaran Sanire Mffirare SO whn are an aveallent recniirrs 0 accict i
; . .
Guides connect " Youth Guide ‘
Find out ab Whether you are looking to explore careers, find training, or just get resume assistance, this guide can &

o 05 A8 the skills e help. With quick and easy steps, you will learn more, gain skills and knowledge, and be prepared for the Lwork et '
I n d IVI d U a IS tO near you. road ahead. Somg-afthataniccuntl covae includa. S
. . comromd Fnasasal - Disability Employment Guide

b e n efl tS & S e rVI Ce S, tips on netw * Explore can Use the disabilityworks guide to connect to benefits and services, training, and employment information

* Find Trainin R e : 2 :
o Starta Resy specific for individuals with disabilities. Whether you are a youth in transition or an adult job seeker the

t r S n = n n d Use all of th o <ocial Medi guides can help you reach your career, training and employment goals.
a I I g) a military sery

* Job Searchi

Don't miss out on valuable compensation, benefits, and educational opportunities. You can also use it to

Interviewing

N connect to services in your community, including finding locations who specialize in serving individuals
* Money Man E e
- with disabilities.

Each step will pro|
Review each category in the Employment Guide or jump to the one that interests you most to get started

information specific
for that audience.

* Veteran Assistance A - 8 — ,ﬁ fi*ll-* A L

G X d Find Avaﬂ;b!e Mgﬂd Services Develop a Financia! Matgement . : Elpbm C?r.eer and Training ‘ Get rganized ant-I:‘Searc'for Jobs
u I e 4 Plan - "l Opportunities — Py

[ Connect ] | Develop | [ Explore ] ( Prepare ]
4 YO ut h G u |d e Start Here: How to Begin: Here's How: Get Started:

* To connect to disability specific * Find out how to create and * To discover your skills and * To create and update your

L] . .
[ D I S a b I I It assistance, manage your personal budget, interests, resume,
y . :

Find resources for Health Care, Learn about Ticket to Work, and ~ ® Find a career field that matches, ® Prepare to master your job

Social Security and more , as ® Ways to save and plan for the and search, and
E I well as future. * How to find the right training * The best ways to network and '
l I l p Oy‘ I l e nt * How to use the Illinois Disability program near you. interview to reach your goals.

Benefits Estimator to determine

G u i d e eligibility options.




Customer Support Center

workMet ID 257 Assecscments

Is Active Ve

View saved results or complete an assessment for the customer. Illinois workMet offers assessmengts that are self-

Joined 12/14/2005 access as well as partner initiated assessments. Learn more

Role Workforce Professiona

SKILLS AND INTERESTS

Reset Password Send Message

DISABILITY BENEFITS ESTIMATOR

EMPLOYMENT 101

Pre-Assessment Taken: 92% on 7/17/2015

Post-Assessment Taken: 90% o

Download Certificate of Completion Employment 101 Guide Plans

NOCTI RESULTS

OBSERVATIONAL EVALUATION

WORKSITE EVALUATION

Assessments Mot Available Through Illinois workMet
ENTER MORE ASSESSMENTS

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

Benefits:

* View student assessment
results.

* View Employment 101
plans.

* Complete essential job skill
evaluations.

e Observational Evaluation
e Worksite Placement

: He(IJo students recover or
update their passwords.

e Send messages to your
student.

* View their saved resumes
and portfolios.


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

More Tools for Partners

* Partner Resources - http://www.illinoisworknet.com/partners

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

* Assessments -
http://www.illinoisworknet.com/partners/Pages/Assessments.aspx

e Qutreach Tools -
https://www.illinoisworknet.com/partners/Pages/outreachtools.aspx



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

3{@ rkNet’

CENTER

~— %
americanjobcenter \ \

Visit: www.illinoisworknet.com

Email: info@illinoisworknet.com

Monday — Friday
8:00 A.M. —4:30 P.M. !

Emails are checked and responded to each business day. \

This workforce product was funded by a grant awarded by the U.S. Department of Labor's Employment and Training Administration. The product was created by the grantee and does not necessarily reflect the official position of the U.S.
Department of Labor. The Department of Labor makes no guarantees, warranties, or assurances of any kind, express or implied, with respect to such information, including any information on linked sites and including, but not limited to, accuracy

of the information or its completeness, timeliness, usefulness, adequacy, continued availability, or ownership. This product is copyrighted by the institution that created it. Internal use by an organization and/or personal use by an individual for I |
non-commercial purposes is permissible. All other uses require the prior authorization of the copyright owner. !

The lllinois 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 on this website may be /
reached by persons using TTY/TDD equipment by calling TTY (800) 526-0844 or 711.


http://www.illinoisworknet.com/
mailto:info@illinoisworknet.com

