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 WorkSource Oregon Eastern Area Job Readiness Action Plan

	Date:
	
	

	

	Job Seeker Name:
	
	JSID:
	
	

	

	WorkSource Oregon Staff:
	
	WS Office:
	
	

	

	Career Objective:
	
	

	

	Job Seeker has high school diploma, GED
	
	Yes
	
	No
	NCRC?
	
	Yes
	
	No


	1.  Registration
	Yes
	No
	N/A
	Comments/Next Steps

	a.  Staff verification that customer has an active registration through I-Trac / iMatchSkills
	
	
	
	

	2.  General Resume (all facts confirmed w/job seeker)
	Yes
	No
	N/A
	Comments/Next Steps

	a. Educational background complete and accurate
	
	
	
	

	b. History complete and dates accurate
	
	
	
	

	c. Skills listed are accurate reflection of current skills
	
	
	
	

	d.  Spelling and punctuation is accurate
	
	
	
	

	3.  Application Information and Materials (job seeker has gathered and/or has access to the following information)
	Yes
	No
	N/A
	Comments/Next Steps

	a. Dates of employment
	
	
	
	

	b. Reasons for leaving
	
	
	
	

	c. Employer addresses and contact information
	
	
	
	

	d. References
	
	
	
	

	e. Letters of recommendation
	
	
	
	

	f. Certificates
	
	
	
	

	g. Hard skills acquired
	
	
	
	

	h. iMatchSkills profile
	
	
	
	

	i.  Professional email address
	
	
	
	

	j. Professional voice mail
	
	
	
	

	k. I-9 documentation
	
	
	
	

	4. Barriers/Basic Needs Addressed
	Yes
	No
	N/A
	Comments/Next Steps

	a.  Child care
	
	
	
	

	b.  Transportation
	
	
	
	

	c.  Housing
	
	
	
	

	d. Work clothing
	
	
	
	

	e. Other:


	
	
	
	

	5.  Soft Skills (Personal qualities and attributes desired by employers)
	Yes
	No
	N/A
	Comments/Next Steps

	a. Communication Skills: Language clearly transmits knowledge and ideas. Avoids slang.  Voice: audible, clear and well modulated, easily understood.  Eye Contact: maintains good eye contact.
	
	
	
	

	b. Listening Skills: responds directly, completely and concisely.
	
	
	
	

	c. Attitude:  positive attitude, avoids making negative statements about self and others.  Sense of stable demeanor; well balanced.
	
	
	
	

	d. Motivation and Personality:  enthusiastic, asks appropriate questions, well mannered, sincere and confident.  Exits meetings in a friendly manner, thanking the staff for their time.
	
	
	
	

	e. Job seeker consistently arrives on time for all scheduled appointments
	
	
	
	

	6.  Interview Skills
	Yes
	No
	N/A
	Comments/Next Steps

	a. Job seeker is able to articulate pertinent skills
	
	
	
	

	b. Job seeker is knowledgeable of industry
	
	
	
	

	c. Job seeker presents themselves professionally
	
	
	
	

	d. Completed Mock Interview (as needed)
	
	
	
	

	7.  Networking/Social Media Skills (appropriate job seeker’s career goals)
	Yes
	No
	N/A
	Comments/Next Steps

	a. Networking basics
	 
	 
	 
	

	b. Elevator Speech
	
	
	
	

	c. Managing Online Profiles
	
	
	
	

	d. Technology in Networking
	
	
	
	

	8.  Basic Computer Skills (appropriate job seeker’s career goals)
	Yes
	No
	N/A
	Comments/Next Steps

	a. Log In and Out
	
	
	
	

	b. Keyboard and Mouse Use
	
	
	
	

	c. Document Management
	
	
	
	

	d. Email
	
	
	
	

	e. Browser Navigation/Internet Search
	
	
	
	


Job Seeker Signature 






Date

WSO Staff Signature 






Date

WorkSource Oregon is an equal opportunity employer/program. Auxiliary aids and services, and alternate formats are available to individuals with disabilities and language services to individuals with limited English proficiency free of cost upon request. TTY/TDD – dial 7-1-1 toll free relay service. Access free online relay service at: www.sprintrelayonline.com  

WorkSource Oregon es un programa que respeta la igualdad de oportunidades. Disponemos de servicios o ayudas auxiliares, formatos alternos para personas con discapacidades y asistencia de idiomas para personas con conocimiento limitado del inglés, a pedido y sin costo. Llame al 7-1-1 para asistencia gratuita TTY/TDD para personas con dificultades auditivas. Obtenga acceso gratis en Internet por medio del iguiente sitio: www.sprintrelayonline.com
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