JOB SEEKER NOTES FORMAT:  

Example of NOTE:  Laid off: Possibly Eligible for:  WD, RR or Trade 
(Background and Reason for visit)

*ASSESSMENT:  SKILLS, EDUCATION, WORK EXPERIENCE, CERTIFICATIONS AND LITERACY:  Don’t forget today’s Date:  
Was the customer laid off?_____  Was it a Plant Closure?_____  Was there a Notice of layoff? _________
OR 
is the customer Self Employed?______  Is the customer a Displaced Homemaker______?

What is the name of the company where he/she worked?

______________________________________________ How long?___________

What was the last day of work?_____________________ 

What was the customer’s job title? __________________________

Briefly list other jobs: ____________________________________________________

____________________________________________________________________________________________________________________________________________


What is the customer’s Job Goal? _________________________________
What current Skills does the customer possess?_______________________________

______________________________________________________________________ 


Have you had training through WIB before _____ if so when________what did you take?_______________.
-------------------------------------------------------------------------------------------------------------------------------------------------

Example of NOTE:  Not laid off; Possibly Eligible for:  WA 
(Background and Reason for visit)

*ASSESSMENT:  SKILLS, EDUCATION, WORK EXPERIENCE, CERTIFICATIONS AND LITERACY:  Don’t forget today’s Date: 

What is the customer’s current Employer? ______________________________ 

Current Job Title? ___________________________how long?______________

OR

If currently not employed – how is he/she supporting himself/herself?
 

Briefly list other jobs: ____________________________________________________

____________________________________________________________________________________________________________________________________________


What is the customer’s Job Goal?___________________________________________
What current Skills does the customer possess?_______________________________

______________________________________________________________________ 


Have you had training through WIB before _____ if so when________what did you take?_______________.
