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One Stop Career Centers 
Assisting you in connecting to work!
Workforce Partners:

· Maryland Department of Labor, Licensing & Regulation, Division of Workforce   Development

· Upper Shore Workforce Investment Board (USWIB)

· Division of Rehabilitation Services (DORS)

· Adult Basic Literacy (GEd, External Diploma)

· Departments of Social Services (DSS)

Job Seekers
Please enroll in the Maryland Workforce Exchange (MWE) 
The MWE is the job matching system.  Once we have you enter your information, you will be able to compile a resume.  Employers will be able to match their job openings with your skills.  We also use this to keep track of all the activities to help you connect to work.  The website address is www.mwejobs.com.
Please print your resume.

□
I enrolled in MWE on ____________________(date)

O*Net Interest Inventory

This is an assessment of your interests and assists in helping us determine what jobs and careers will be a good fit for you.  This is an on-line, computerized, question and answer survey of what you like and what you don’t like in terms of work tasks.  It is easy to use, and takes about 15 minutes.

Please print the results
□
I have my O*Net Print-out

Workshops  
Career Center staff want to make sure you have the confidence you need to connect to work, so that if you have a chance to apply with a resume or go on an interview, you will be ready.  Please arrange to attend these workshops:

□
I attended a Job Application workshop on ________________ (date)

□
I attended a Resume/ Interview Skills workshop on _________ (date)

□
I attended a Dependable Strengths workshop on ____________(date)

Job Training

If you are not able to connect to work because you need a license, certificate or other credential, ask your one-stop receptionist to put you on a training orientation waiting list.  Once you have completed the activities on this page, we will arrange to talk to you about job training approval procedures.
Form 4823-6 Revised 10/07
[image: image2.emf]What Do I Need To Do To Qualify for Job Retraining funds?  
Here is your checklist:

College Placement Test. 
In any training program, there is a requirement for you to take a placement test.  If you are planning to get training at Chesapeake College, there is a testing center to take the placement test.  If you are planning to get training at another school, you can take the placement test at that school’s center.  This is usually a requirement of each school.  Sometimes tests can be frightening if you have not been in school for a while.  Try to relax.  This will only help you get the most appropriate classes that will be your best chance for success.
Please print the results
□
I have completed the placement test___________(date)
Wonderlic grade level 12-minute test.  
This test will not exclude you from any training.  It is merely a mechanism to report a grade level to meet Department of Labor requirements.
      □
I have completed the wonderlic___________(date)
Because this is a program using federal funds, you will need to complete an application.  A copy of the following documents will be required to complete the training application:  
□
Driver’s license for identification purposes; 
□
Birth Certificate to verify citizenship;
□
Social Security card, DD-214 Discharge, or passport to verify your SSN;
□
If you are a male born after 12/31/1959, we’ll need to make a copy of your 
     Selective Service registration.  You can register online: https://www4.sss.gov/regver/register1.asp
Preparations & Expectations (5 Job Contacts)

The job contact is a way to do some research about the career field you have chosen.  You may have already come to your training decision because of some research you have done with friends, family or local employers.  The questions on these forms help us to see that you have enough information about the career field to make an informed choice in our local job market.  These questions will give you information about the job functions, level of pay, and expectations of whether you can be hired without experience.  You’ll want to contact 5 local employers or people you know in this field so that you can fill out the contact sheets.  This is our requirement, but you are the one who will benefit.  You may want to look at newspaper ads, or yellow pages to get some leads.

□
I have completed my 5 Job Contacts____________(date)
Interview 
The WIB staff conduct an interview to assess your current skills.  This is not only to practice your interviewing skills, but to understand what type of training will help you connect to work.

□
I completed my interview on _________________(date)

Other Instructions:_______________________________________________________________ _________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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