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Self-assessment for Basic Computers Skills
⁯ I can perform basic computer operations such as keyboarding, and I feel comfortable using a mouse.
⁯ I understand how to create/save a Word document.  I can save files to my flash drive.

⁯ I have a business-appropriate email account, and I check it frequently.

⁯ I understand how to create an email message, and attach a Word document, such as my resume, and send it to an employer.  
⁯ I know what it means to go online using the internet; I have registered on mwejobs.com (Maryland Workforce Exchange) and I know how to look for jobs using other websites, such as monster.com and careerbuilders.com.

⁯ I know how to complete an online job application.
 If you did not answer yes to the above questions we suggest you take a free basic computer class.  Please completed the below information and you will be contacted when there is another class scheduled. 

Name:

Mailing Address:  

City:





State:



Zip:  
