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Next Steps toward a 
Career?

Illinois workNet® is sponsored by the Department of Commerce and Economic Opportunity.  – March 2020
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.

Let Employment 101 Help YOU Decide!



EMPLOYMENT 101
Introduction

Access & Pre-Test

Learning Modules & Quizzes

Tools

Goals & Steps

Post-Test & Certificate

Follow-up



www.illinoisworknet.com



TOOLS TO DEVELOP YOUR CAREER PLAN
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We built the tools so that you can access them from 

any of the devices you may have at your disposal.

WORK ON EMPLOYMENT 101 ON YOUR PHONE 

OR TABLET AS WELL.

BUILD YOUR PLANS
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• Access Employment 101
• Log-in or Create an account on Illinois workNet

With an Illinois workNet account you have access to many tools.

Find the tool you want to use and click on the icon.

MY DASHBOARD

Bookmarks: Save things

that you find on Illinois
workNet with a bookmark.

Assessments: Take an 

assessment to find out how 
you are doing with skills.

Interests: Use the skills &

interest surveys to find out
jobs that match your skills
& interests.

Resumes: Use the resume

tool to build a resume for
your job search.
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• Employment 101 Resources

FLYER: RECRUIT PARTICIPANTS ARTICLE: READ ABOUT THE TOOL

https://www.illinoisworknet.com/explore/Pages/Em

ployment-Step-Guides.aspx

LEADER: GUIDE FOR HELPING PARTICIPANTS

https://www.illinoisworknet.com/partners/Pages/Ass

essments.aspx
https://www.illinoisworknet.com/DownloadPrint/Ge

t%20Started%20in%20Employment%20101%20Flyer.

pdf

https://www.illinoisworknet.com/explore/Pages/Employment-Step-Guides.aspx
https://www.illinoisworknet.com/partners/Pages/Assessments.aspx
https://www.illinoisworknet.com/DownloadPrint/Get%20Started%20in%20Employment%20101%20Flyer.pdf
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1. Take Pre-assessment 
You have not taken the Pre-Assessment.

Overview:
• 25 multiple choice questions
• Not a timed assessment
• Take it only once
• This assessment is graded but the 

grade is not counted against you
• Topics Covered:
• Career Exploration
• Training Program Exploration
• Workplace Skills
• Job Search Skills
• Goal Setting
• Violence Prevention and Awareness

2. Complete Guide

Overview:
• Follow the steps to develop a Career 

Plan and Job Search Plan
• Use the resources to create a 

resume and portfolio
• Planning Tools:
• Skill and Interest Results
• Career and Training Research
• Resume & Portfolio Builder
• Job Search Organizer
• Achieve Your Goals Notes

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

Overview:
• 25 multiple choice questions
• Not a timed assessment
• Unlimited number of attempts
• 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

Link to Certificate of Completion
Link to Digital Badge



PRE-TEST EMPLOYMENT 101

The Employment 101 Pre-Test 
helps you figure out what you 
already know about Creating a 
Career Plan, Creating a Job 
Search Plan and what you can 
do to Achieve Success once 
you are hired!

• 25 questions
• Multiple-choice
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LEARN01

ACTIVITY02

03

LEARNING MODULES

ACTION
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• Creating a personal career plan

USER ACTIVITY INCLUDES:

Participants create some 

personal goals in the 

activities.

GOALS

Participants update 

information in steps that 

automatically add goals.

STEPS

Goals and steps are part of the plan.
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ILLINOIS WORKNET TOOLS

LEARN: TOOLS IN ILLINOIS WORKNET TO HELP

Tools: Illinois workNet tools are used
in the learning modules.

People: Navigators can track.

Communication: Have a conversation 
with the users about what you see in 
the tool results.

TRAINING PROGRAMS

SKILLS AND INTEREST SURVEY

CAREER PATHWAYS

JOB FINDER
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ILLINOIS WORKNET
NEW TOOLS

CREATED: NEW TOOLS IN ILLINOIS WORKNET TO HELP

Tools: Illinois workNet tools are used
in the learning modules.

People: Navigators can track.

Communication: Have a conversation 
with the users about what you see in 
the tool results.

NOTES

JOB TRACKER TOOL

BUDGET WORKSHEET WORKSHEET
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Essential Employability Skills
COMPUTER SKILLS01

ATTENDANCE & DEPENDABILITY02

SELF-PRESENTATION

COMMUNICATION

INDEPENDENCE & INITIATIVE

TEAMWORK

POSITIVE ATTITUDE

03

04

05

06

07

08

09

10

PROBLEM SOLVING & CRITICAL THINKING

WORK ETHIC

QUALITY OF WORK



Stepped out live to 
show learning 
modules and a quiz.
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POST - ASSESSMENT

SCORE: 70% OR BETTER TO PASS

May repeat to achieve success
Answers are recorded
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CERTIFICATE & BADGE

PASS THE POST-TEST: ADD THIS TO YOUR 
PROFILES & PORTFOLIOS TO SHOW YOUR 
KNOWLEDGE OF WORKPLACE SKILLS

Score: To pass the post-assessment,
users score 70% or better to earn a
certificate and digital badge
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• Track progress
• Print Certificates

Access to results of Pre-Assessment, Post-Assessment, 
Print Certificates and Digital Badge

CUSTOMERS OR NAVIGATORS

Find resources & guidance for the Customer Support Center 
here: https://www.illinoisworknet.com/partners/Pages/Customer-Support-
Center.aspx

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


QUESTIONS?

www.illinoisworknet.com



Illinois workNet® is sponsored by the Department of Commerce and Economic Opportunity. 26

FOLLOW US!
Subscribe to our Newsfeed or check us out on Social Media

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP PINTEREST

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

EMAIL: info@illinoisworknet.com

MORE INFO: https://www.illinoisworknet.com/jobskillsguide

https://www.illinoisworknet.com/
https://www.illinoisworknet.com/jobskillsguide

