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Effective Workforce Development

Essential elements to prepare people for occupational
education and training:

— Foundational skills
— Personal traits, attitudes, interests, and values
— Career coaching — informed decision making

It takes a regional team to develop the regional labor
shed.



Businesses Want Cognitive & Personality Data

SHRM: Applied Skills and Basic Knowledge:
Combining and Ranking
For new entrants with a two-year college/technical school diploma,

applied skills are four of the top five “very important” skills in
combined ranking with basic knowledge and skills.

Rank Skill %
1 Professionalism/Work Ethic 83.4
2 Teamwork/Collaboration 82.7
3 Oral Communications 82.0
4 Critical Thinking/Problem Solving 72.7
5 Reading Comprehension 71.6
6 Written Communications 71.5
7 English Language 70.6
8 Ethics/Social Responsibility 70.6

Casner-Lotto, J. & Barrington, L. (2006)



Three Areas — Improve Throughput

e Foundational Skills — NCRC*
— Reading for Information
— Applied Mathematics
— Locating Information

e “Soft Skills” — PSAs*
— Performance — Risky Behaviors
— Talent — Personal Traits and Attitudes
— Fit — Interests and Values

e (Career Coaching (Highly Structured Process)

*NCRC = National Career Readiness Certificate
*PSAs = ACT Personal Skills Assessments



The NCRC - Foundational Skills
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" Page 1 of 2
Wor kKeyS Employer Report

Performance Assessment Report for: Abbatoir Industries
Site: lowa City, 1A

Examinee: Alvin C. Tracey Test Date: 4/12/07
Examinee ID: XXXXX7890

WorkKeys Performance Assessment measures personal behaviors and attitudes critical to workplace success. A high score on the
Performance Index indicates higher likelihood of having successful work attitudes and engaging in safety behaviors.

PSA — Performance Report

WorkKeys Performance Assessment Profile

Percentile Rank: Approximate percent at or below score

60 Survey ltems

PERFORMANCE 64 |

General Work Attitudes 50 |

Risk Reduction 89

0 10 20 30 40 50 60 70 80

10 —-15 Minutes

What This Means:

Percentile

Scale Definitions

64

Performance Index -- The overall rating for an examinee based on the combination of General Work Attitudes
and Risk Reduction scores.

A moderate Performance Index (combination of General Work Attitudes and Risk Reduction) suggests a candidate may be
moderately desirable. Individuals with similar scores are likely to perform at a moderate level of productivity and work safety.
See below for additional interpretive information about this person’s general work attitudes and risk reduction tendencies.

Highly desirable level of expected performance =
Moderately desirable level of expected performance [

Less desirable level of expected performance ]

Work Attitudes
and Risky Behaviors

General Work Attitudes—Positive and productive attitudes toward work tasks, coworkers, the organization itself, and
other work-related behaviors.

A candidate with a moderate General Work Attitudes score may tend to be an employee who:

* May be disagreeable with coworkers or supervisors under stressful circumstances

e |s usually conscientious about completing work on time

o Is usually honest with coworkers or supervisors

« Will make appropriate use of company assets under most circumstances

Risk Reduction—Tendency to avoid engaging in risky behaviors, such as noncompliance with safety rules and
conflict with supervisors and coworkers.
A candidate with a high Risk Reduction score may be an employee who:

« Consistently follows safety rules and procedures .
« |s consistently alert to job risks .ACI‘
« Is very unlikely to engage in inappropriate interpersonal behaviors such as, aggression or hostility




PSA - Fit Report

102 Survey Items
15 -20 Minutes

Interests and Values

Career Coaching Core Elements

WorkKeys'
S

Examines:

Examinee ID:

Fit Assessment

Alvin C. Tracey
KHHXKXTEI0

Examinee Report
Report for: Abbatoir Industries
Sitet Iowa Ciby, 1A
Test Date: 2/268/06

1of3

Workkeys Fif Assesement measuras the fit betweaen your work-relevant interests and values and the characteristics of
occupations. Waorker satisfaction and commitment are asscciated with greater fit. Your primary cccupation is in BOLD.
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Human Resources Managers, All Other
Furchasing Managers

Transportation, Storage, and Distribution Managers

=1

&1

54

5a

aa

Fit Index for Occupations Specified by Examinee
Percentile Rank: Approximate percent at or below score
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100]

~ Fit scoves are based on your responses to the Inferest invenfory and Work Valuss Invenfory.

Fit Index for Related Ccocupations

Occupations specified by you. as well as related occupations, are ranked by Fit Index. Your specified cccupations are in B0OLD.




PSA — Talent Report

165 Survey Items
30 —35 Minutes

4 Composite Scales

Work Discipline

Teamwork

Customer Service Orientation
Managerial Potential

Personal Traits

Career Coaching Core Elements

WorkKeys' e
Talent Assessment .
Examinee Report

Examinse: Alvin C_ Tracey Report for: Abbatoir Industries
Examinee ID:  **7290 Test Date: April 8, 2009

WorkKeys Talent Assessment measures personal and workplace behaviors and attitudes. This report is designed
to help identify examines strengths and weaknesses in order to ensure success in the workplace.

W'DFKKEYS Talent Assessment Profile
Percentile Rank: Approximate percent at or below score

Indices 010 20 30 40 S0 60 7O ED 00 100

Teamwiork Sl

Work Discipine 80 [T

Managerial Potential 73 [T

Customer Service 37 [

Crientation

Carefuiness o T

Cooperation s [T

. Your Talent Summary Profile
’ 3 _ scores are expressed as

Dicpine o NN |perconies, Porcenio scors
show how you compare to

Goodwill 20 - others who have taken the

— et

Influence 40 For example, a score of 70

Optimism so means that 70% of the perso
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Order o T same as, or lower than, your

sany 0 [ score

Sociabily so

stabity « [

strving = [

= 2008 by ACT, Inc. All rights reserved. "




Percentile Scores

PSA — Talent — Medical Profiles
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60

55

m Registered Nurses
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State-Wide Coaching Model

JOB EMPLOYER
PLACEMENT FEEDBACK
Get & Keep 90-Day
CAREER > Good Job One Year
ASSESSMENTS COACHING
Readiness NCRC 4-Step
Questionnaire > PSA’s - Structured
Referral Riocess PLACEMENT FEEDBACK
Certificate 90-Day
> Degree One Year
REMEDIATION License
Adult Ed

KeyTrain <
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4-Step Coaching Process

-~

(O WorkKeys /NCRC V1 Overview of high
= . < demand jobs
i Reading for 9
=  Information I— Reading and research
I-:i__" * Applied Mathematics % (O*Net) on three
E * Locating Information o best fit career
1 PersonalSkills L options
g Assessments (PSAs) g Informational
) * Performance (risky U interviews
L i L
L behaviors) _ o DISCOVER®
i * Talent (personal traits e
U1 andattitudes) — resources and
1 = Fit(interests and % tracking
values) "' Homework
HDT_T‘EWWk ™ assignment
i * Decision Making
DISCOVER®
* [nterest Inventory
* Abilities Inventory
* Values Inventory
THREE BEST-HIT
CAREER OPTIONS
OCCUPATIONS
\

Group — 3 Hours

Individual — 30 Minutes

3 DECISION -MAKING

Explaindecision
includingjob fit
criteria

Review exploration

Coachingfor
written plan
* Research

* Education

* Job
Homework
assignment

* Prep for Written Plan
session

ONE BEST-HIT
OCCUPATIONAL
TARGET

Individual — 30 Minutes

[

4 ACTION PLAN - EDUCATION & CAREER

>

\.

Appropriate
educational institute
or program and
details

Educational funding
plan

Jobsearch

Resume writing
Further research
Follow Up

CAREER PORTFOLIO

WRITTEN PLAN

Individual = 30 Minutes




Career Coaching Readiness (Questionnaire

siened o el erernaine vour lowel of

Referral Agency Date
Last Mame First Mame il
Address
City State Zip
Hame Phone Cell Phone
Email
1. which of these growth industries are you most interested in?
[ Healthcars O advanced Manufacturing O information Technology
O Life sdences [ energy O other
2. What type of assignment are you most interested in?
O a&sz=mbly O office/clerical [0 warehouss O machinecp O managerial

O Training/HR O cuality O inwverntory O other
3. What specific career are you considering?

what has influenced you?
4. Dovyou know someone who is currenthy working in this career? If yes, describe what they do.

5. How doyou see yourself growing in the profession?

5. Describe amy work experience that you have in this profession and what is was like for you.

7. whatare 3 reasons you think you would really What are 3 things you think you would like least
enjoy working in this profession? about working in this profession?

&. Would you consider starting in an entry-level position? O ves O No

S. Do you have refiable transportation? [ ves O no
If yes, how will you get to work? O owncar O sus O car pool O sicyde O walk O Taxi

10. Do you enjoy working with and helping others? Why or why not?

Readiness
Questionnaire

* Effective, proven

* Key
employability
skill and interest
information

* Preliminary
guidance

* Program
awareness

e ‘Ready’
participants



Why Career Coaching ?

The coaching portfolio provides employers with the
information they need to make good hiring
decisions.

The coaching process provides individuals with the
information they need to prepare, then get and
keep a good job*.

We help people to align their personal strengths so
that they understand their personal value equation,
that is; where do | belong?

Get people “un-stuck” that are stuck.

*Reference “The Heart of Health Care Career Coaching” includes 29 Career Coaching stories



Results

Our Health Care Career Coach related

receiving an e-mail from a participant, a
middle-aged mother of six, displaced from a
comfortable management position. She’ll be
starting over at $8 per hour as a Certified
Nurse Assistant, yet she writes:

The Heart of Health Care

“l am just so excited, | can't stand it! | have
not had this kind of passion for somethingin a
long time! | owe it all to you and this
program! | will keep you posted as to my
successes!”

A “Again, | just wanted to thank you . . . You
e ﬁ%ﬁ"@. have boosted my spirits and renewed my faith

in myself! | now have a sense of direction, and
you have helped me to envision my future as
an RN. I now know what | have to do, and |
promise you that | will not fail! You have given
me the tools to make my dreams a reality!”

29 Success Stories

Posted at:
www.michigancrc.org/fc3



http://www.michigancrc.org/fc3

Require a Career Portfolio

Employers require or “highly recommend” that all job
applicants have an endorsed career portfolio that includes:

National Career Readiness Certificate (NCRC)

Reading for Information
Applied Mathematics
Locating Information

* Personal Skills Assessments

Talent
Fit

e Certificate of Completion (Structured Four-step Coaching Process)

Self Awareness

Career Option Exploration
Career Decision Making
Action Planning

 Resume, references, and referral letters
e Education and/or Career Plan



The Give-and-Take

* Require the portfolio from every supplier in the supply chain
* Public Workforce agencies
* Recruiting agencies
e Staffing agencies
* Everyone who walks in the door

* Promise a face-to-face interview to every individual that has
earned a portfolio (for large firms)

* Promise a face-to-face interview
* Interview generally lasts 30- 60 minutes

* New paradigm —recognize a portfolio holder is serious about
work — HR should ask and answer “Where might they fit
here?”



Employer Council
Ask and Letter of Commitment

* The specific “Ask” for each Employer Council Member should
include:

— Commit to require that all placements from public and private
agencies must have a complete Career Portfolio

— Commit to track and report placement and retention of health care
workers so that we can calculate the ROI



The Career Coaching Advisory Team

Don Carstensen — ACT

Steve Robbins — ACT

Eric Heller — Metrics Reporting
Bill Guest — Metrics Reporting
Lee Payne — Discover You
Susan Blair — Career Calling
Rachael Jungblut - GRCC



Contact Information

The NCRC Consulting Group

Bill Guest
616.430.0828 cell
bill.guest@metricsreporting.com

Don Carstensen
319.337.1762 office
don.carstensen@act.org

This summary of the career coaching essential elements was prepared to help
workforce professionals implement highly structured career coaching based on
the National Career Readiness Certificate and the ACT Personal Skills
Assessments. The NCRC is emerging as the common cornerstone of workforce
development efforts. This career coaching model builds on that cornerstone to
provide a highly effective coaching process that results in a portfolio useful to job
seekers in their job search and useful to employers in their hiring decisions.

Copyright © 2008 and 2009 by Bill Guest and Don Carstensen


mailto:bill.guest@metricsreporting.com
mailto:don.carstensen@act.org
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Coaching Narratives

The Coaching Model

The Career Navigation Centers (CNC) receive clients from a
variety of different sources; each client could enter the door at a
different stage before career coaching begins. The CNCs are
equipped to complete all steps; however, referring partners that
administer the ACT products may refer a candidate that has
already completed all or part of the assessments. In these cases,
the client is then referred to the CNC to complete any
assessment not administered by the partner and then enters the
4-Step Career Coaching Process. At the end of career coaching, a
client produces an Educational or Employment Plan, or both. If
they have an Educational Plan, they will attend the proper
school, obtain their certification, license and/or degree and be
placed in a skilled job. Ideally, the client works in an entry-level
position in their chosen field while they attend school. A key
differentiator to the coaching model is the closed-loop feedback.
Supervisor feedback is obtained at both 90 days and one year
and communicated back into the process. This provides key data
to assure the school, the coach, the assessments and the referral
agency did what they were supposed to do — continuous
improvement is built right in. Career coaching guides informed
career decisions making better use of training dollars, improving
school completion rates and increasing proper job placements
and employer retention. The output is a career portfolio that we
ask employers to highly recommend from every supplier in the
supply chain. In return employers promise a 30-minute face-to-
face interview with clients with an endorsed career portfolio.
The portfolio provides employers with the information they need
to make good hiring decisions.

4-Step Coaching Process

The Career Coaching Program is a highly structured process,
bundling key ACT products — Reading for Information, Applied
Mathematics and Locating Information WorkKeys Assessments
certified with National Career Readiness Certificate (NCRC),
Personal Skills Assessments (PSA) Performance, Talent and Fit all
managed in the DISCOVER online tool to maximize client results.
Four sessions with a highly qualified career coach are held within
a target period of 3 weeks with homework between sessions.
WorkKeys and obtaining a NCRC are a prerequisite to the
program. The client is guided through four steps: (1) The initial
session is in a group setting to administer the PSA, learn
DISCOVER and review and interpret assessment results in order
to explore career options. Homework involves further
exploration. (2) Next the client narrows their options to the three
best fit occupations and is shown various ways to research them,
and given the Decision Making Scorecard as homework. (3) By
session three the client has a good understanding of what their
best fit occupational target is and explains their findings to the
coach. Additional planning research tools are identified and ideas
to create an education and/or employment plan generated to
complete the last homework assignment. (4) The client presents
their results of their plan to the coach. The client leaves the
process empowered with a well-honed career portfolio
supporting individuals with information they need to prepare,
then get and keep a good job. Once placed in a skilled position,
the client understands that a 90-day and one-year review with
their supervisor will occur.



Career Coaching Readiness (Questionnaire

i5 desiened 1o fe 2 o [l of Pes

for the Carger O

L] Referral Agency Date
Last Mame First Mame il
Address
City State Zip
Hame Phone Cell Phone
® ® Email
u e St I O I I l l a I re 1. Which of these growth industries are you most interested in?
[ Healthcars O advanced Manufacturing O information Technology
O Life sdences [ energy O other
2. What type of assignment are you most interested in?
O a&sz=mbly O office/clerical [0 warehouss O machinecp O managerial
O Training/HR O cuality O inwverntory O other

. What spedific career are you considering ?
what has influenced you?

4. Dovyou know someone who is currenthy working in this career? If yes, describe what they do.

n

. How doyou see yourself growing in the profession?

o

. Describe amy work experience that you have in this profession and what is was like for you.

What are 3 reasons you think you would really What are 3 things you think you would like least
enjoy working in this profession? about working in this profession?

&. Would you consider starting in an entry-level position? O ves O No

S. Do you have refiable transportation? [ ves O no
If yes, how will you get to work? O owncar O sus O car pool O sicyde O walk O Taxi

10. Do you enjoy working with and helping others? Why or why not?



Readiness
Questionnaire

Caree

11,

1z,

r Coaching Readiness Questionnaire

Describe a time when you were part of a team; what was your role and contribution?

Describe a time when you were responsible for coordinating something that involved either people

and/or tasks.

13.

15,

16

Trade or Viocational Classes, Certificates or Licenses

Describe a situation where you had to keep something confidential.

Omn a scale of 1-10, what is your skill and comfort level with computers and technology?
Low High

Describe your Education:
High school diploma or GED [ ves O Mo- Expected date of completion

O some college [ associate [ sachelor [ master
Number of Credit Hours _ Course of Study
Have you taken the Workkeys tests? [ ves O No

If yez, doyou have the Workkeys National Caresr Readiness Cartificate? [ ves O no

If yes, what level have you achisved? [ Bronze [ siver O cold O Flatinum
If mo, would you be willing to obtain a National Career Readiness Certificate? [ ves O No

If needed as a responsibility of employment, are you able to §ift 30 pounds? O ves O No

Hawe you ever been disciplined or released from a job due to poor attendance or job performance
izzpes? [ no [ ves |fyes, explain fully each eventincluding the date, facts presented by
employer, and explanation of actions you took to resolve the issue.

Many careers typically require pre-employment, reasonable causs, and random drug tests. Fleass
indicate if this i 3 problem for you. [ no O yes If ves, why?

. Have you ever been convicted of or pled guilty or not contest to a criminal offense? O o O ves

If yes, pleaze indicate the date and nature of each offense. [Pleasze include any conviction other
than minor traffic offenses such as those carrying fines of less than 5100 or two points. For
purposes of this guestion, a plea of ‘nolp contendre’ or ‘no contest’ constitutes a conviction.)  Note
that answering yes to this question will not necessarily disqualify you from employment, but any
omiszion or misstatement will disgualify you from consideration from employment.

PLEASE TURN IN PAGE 1 AND 2 WITH ¥YOUR WORKKEYS SUMMARY SHEET AND RESUME



o
Thank you for completing this guestionnaire.
This service is designed to enhance your career decision making prooess.

Below iz additional information important to making this program swocessful for you.

Qu e St i O n n a i re PLEASE TAKE THIS SHEET WITH YOU

1. If you have not already done =0, please schedule 3 time to take your WorkKeys assessments.
Your assessment results are required before your first session with the Career Coach,

2. Once everything above is complets and the guestionnaire is reviewsd you will be contacted to
confirm the following schedule which oocurs over a three week period:

Career
Coaching
Seszion 1 3 Hours Take PSA test and set up DISCOVER

Additional seszions will be scheduled with the Caresr Coach:

Gareer
Coaching Review assessments and identify 3 best fit
Seszion 2 ¥ hour [zame week) oCCupations

Career

Coaching

Seszion 3 ¥ hour [following week) Identify one best fit oocupational target
Career

Coaching ¥ hour, any day following

Seszion 4 week Present education and/or career plan

It is important to note that there are homework assignments that must be completed in
between sessions.

We hape you enjoy your journey through the career coaching process.
Plzase contact us if you hawe any questions.

career.coachingEmetricsre porting.com




Throughput Model
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Customer Experience Map
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- . [ ] L - L]
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[ — e ——— ] T e | ittt e i -
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1 I |
: & Seek job assistance } } * Facility tour :} SELF AWARENESS :: SERVICES H # Complete short :
I I
! @ partner [ referral | | » Take WorkKeys® I Set up MyWorkKeys account :: * Resume writing H survey at end of !
| ® Hearviawordof | ' Assessments :: « Take PSA / other assess :: * Job interviewing ! last Session !
| | . i 1 - .
1 mouth | | ® Sessions Overview Il e Review initial assessments || o Skills training I| ® Receive followup |
| ® Seeretail location | i * DISCOVER setup :I * Homework — Review Assess || e Job Search Il contactifneeded |
| ® Receive flyer | | * Homework - DISCOVER ::::::::::::::::-_:::::1,'_‘::::::::::::::_"_‘_‘:_‘:::_‘::::::::
1 = Website (7 ! L 4 —_ H i il !
| ® Website @ ! EiSvaaaaRE 1 SESSION Il - 30 Minutes | EDUCATION | PERSONAL :
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. | ) A
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i i | I .
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i I |
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I
| o | | Present Scorecard Il placement H e Accomplishment |:' Contact coach !
I * Make decision to : : + Review exploration ” » Supervisor / |I:__:__:::__:::__::::: when finish school !
- | ——
} pam:lpate | | Written plan criteria | Employee Feedback ' JoB :I orfind job - proud |
I .
! & Purchase 5730 ! | o Homework — Written Plan ll 50 day & one year H  Enjoy work e Contact coach for !
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e ! I | Employee Review | [ oo T TTTTTTA
" INTAKE ! | ACTION PLAN | CrpoyEeReREe ! | SHARE |
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L _ . | writing advice b e Emailstoupdate I materials '
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Career Coaching Core Elements 28



Participant Flow Diagram
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Career Portfolio

| NATIONAL :
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Example Schedule

45 minutes

ﬁ Monday Tuesday Wednesday Thursday Friday
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< St , Questionnaires,
<IN SESEEEE : Ofientation Meeting & Assessment bommmme oo WorkKeys & Resume
= S R M to Career Coach
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-
~ Confirm Session 1 — Group Session 2 — Individual
8 appointments Conduct PSA 3 Career options
= Review clients Assign homework Assign homework
3 hours 45 minutes [T
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: _______________________________________________________________ ‘ Session 3 -Individual
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g R B D R i Explain scorecard
45 minutes
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= Lo ___________! Finalize portfolio




Career Coach Profile

WorkKeys Skill Skill Level Final ‘ Final
Range Entry Level Effective Level
Applied Mathematics 3-7 3 3
Locating Information 3-6 4 4
Reading for Information 3-7 5 5

Talent Scale  Importance to Occ. Key to profile

Carefulness moderate

Cooperation high X
Creativity moderate

Discipline high X
Goodwill moderate to high X
Influence low

Optimism moderate

Order moderate

Savvy moderate

Sociability moderate

Stability moderate to high X

Striving low




Readiness Observation Framework

PARTICIPANT READINESS

OBSERVATION FACTORS
WorkKeys Scores — <10 much skill building (1), 11 -12 some skill building (2), (3), (4), (5)

Career Fit—P3A, 51l and MBTI Compatibility

Communication Skills / Interpersonal (Spoken & Written)
Knowledge of job functions and process [ relevant work experience
Computer Skills / IT Literacy

Motivated / Self-driven attitude, responsible (Hungry attitude)
Problem solving

Customer focus and quality based business disposition

Strong sense of accountability

PARTICIPANT READINESS OBSERVATIONS

Integrity or high beam of transparency, honesty and loyalty READINESS
READY FOR WORK READY FOR SCHOOL

Collaborative / team-oriented LEVEL
Receptive to change 5 Skilled 1 Degree Program

4 Skilled 1

3 Unskilled Certificate

2 MNeeds some skill building

1 MNeeds much skill building
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Supply / Demand Occupation Chart
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Employer Use Model

* Employer use options

Credential only

Credential with the

WorkKeys system
Career portfolio Career coaching portfolio Career coaching portfolio
Essential skills and CRC, Talent a he
non-cognitive factors NCRCPlus Talent orkKe e
Essential skills only NCRC s e




Resources

ACT WorkKeys Website http://www.act.org/workkeys/index.html

ACT Personal Skills Assessments Website  http://www.act.org/workkeys/assess/personal.html

Michigan NCRC Website http://www.michigancrc.org/default.aspx

Career Coaching Link in NCRC Website http://www.michigancrc.org/Content/Careers.aspx

Health Care Employers Council Website https://www.mriwm.com/ProjectSites/EmpCounc/default.aspx

Career Coaching Success Stories http://www.michigancrc.org/Content/Careers.aspx
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