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EMPLOYMENT 101: STEP BY STEP APPROACH

Take the Pre-Assessment:  
• See what you know.

Complete the Employment 101 Guide:
• Learn about career planning, searching 

for a job, and skills to succeed in the 
workplace.

• Develop a Career Plan and Job Search 
Plan.

• Resources in the guide help prepare 
you to complete the post-assessment.

Take the Post-Assessment:
• Score 70% or higher to earn your Illinois 

workNet Certificate of Completion.

Download the Certificate of Completion:
• Add the Illinois workNet Certificate to 

your resume and portfolio.



Career Tools 
With E101 and otherwise available.



Career Tools
• E101

• Assessments

• Career Plan

• Notes

• Compare Careers

• Compare Training

• Job Search Organizer

• Resume Builder









How are your Essential 
Employability Skills?

Handout
https://www.illinoisworknet.com/partners/CYEPpartners/Documents/Self%20Evaluation%20Essential%20Employability%20Skills.pdf 

https://www.illinoisworknet.com/partners/CYEPpartners/Documents/Self%20Evaluation%20Essential%20Employability%20Skills.pdf


Self-Evaluation

Worksite Evaluation

Observational Evaluation

Results



Illinois workNet Tools
• Guides

• Interests

• Assessments

• Resumes

• Disability Estimator

• Career Plan Tools

• Customer Support Center/IWIS
• Program Groups
• Personal Groups
• Customer Profiles

• Career Plan
• Assessments
• Resume

 



Groups
• Personal Groups

• Invite customers to your group

• Program Groups

• Other’s Groups
• When another has partner status, 

invite them to your group and they 
can see your customers.

• If you are a partner and are invited 
to another partner’s group, you will 
see their customers.

https://www.illinoisworknet.com/partners/Pages/Article.aspx?ArticleId=328 

https://www.illinoisworknet.com/DownloadPrint/Inviting%20customers%20to%20a%20Personal%20Group.pdf
https://www.illinoisworknet.com/partners/Pages/Article.aspx?ArticleId=328


Tools to Use
• Career Plan

• Assessments

• SkillsFirst Resume

• Success Stories

• Work Experience Placements

• Outcomes



Career Plan
• Track Skills, Interests and Goals

• Plan Goals and Activities to Achieve

• Accomplishments

• Job Leads



Assessments
• Skills and Interests

• Disability Benefits Estimator

• Employment 101



Illinois workNet Guides



EXPLORE CAREERS: EXPLORE CAREERS GUIDE

About: Exploring career options and planning for your career is exciting and rewarding. 
Whether you’re new to the workforce or have years of experience, Illinois workNet has 
the tools to help you create your roadmap to success. So, when you are ready to make a 
career move, you’ll be able to make an informed decision.
Audience: Job Seekers
Short URL: illinoisworknet.com/exploreguide

https://www.illinoisworknet.com/exploreguide


TRAINING & CREDENTIALS: TRAINING AND CREDENTIALS GUIDE

About: Illinois workNet gives you powerful tools to help you qualify for a job or advance 
in your career. Use these tools to learn about different types of degree programs, 
certification programs, and micro-credential programs.

Audience: Job Seekers
Short URL: illinoisworknet.com/trainingguide 

https://www.illinoisworknet.com/trainingguide


TRAINING & CREDENTIALS: PREPARE FOR COLLEGE GUIDE

About: Preparing for college can seem overwhelming. However, you should take the time 
to explore all your options. Illinois workNet has put together a guide to help you with 
your college making decisions and exploration.

Audience: Youth/Adult
Short URL: illinoisworknet.com/collegeprep 

https://www.illinoisworknet.com/collegeprep


QUALIFY FOR JOBS: PREPARE TO FIND A JOB GUIDE

About: Find job openings ranging from entry-level to technical professional across all 
types of industries and career fields. If your plan is to be self-employed, learn how to get 
started with your business plan and connect to online courses and business start-up 
services.
Audience: Job Seekers
Short URL: illinoisworknet.com/prep 

https://www.illinoisworknet.com/prep


QUALIFY FOR JOBS: JOB SKILLS GUIDE

About: Make sure you have the skills employers want! When you are searching for a job, 
it is important to recognize the skills that you have and include them in your resume and 
interview. Use those skills to show you are qualified for the job. Learn more about the 
skills and hear what employers have to say about those skills.
Audience: Job Seekers
Short URL: illinoisworknet.com/jobskillsguide 

https://www.illinoisworknet.com/jobskillsguide


QUALIFY FOR JOBS: DIGITAL LITERACY GUIDES

About: To be digitally literate means being able to use digital technology, communication 
tools, or networks to locate, evaluate, use, and create information. These skills are used 
in everyday life and all industries and jobs. There are programs that can assist you in 
finding and improving these skills.
Audience: Job Seekers
Short URL: illinoisworknet.com/digitalliteracy 

https://www.illinoisworknet.com/digitalliteracy


QUALIFY FOR JOBS: RESUME WRITING GUIDE

About: A resume is required for most jobs. Employers will look at your resume to get a 
summary of your education and work experience. It is a critical document because it is 
used to decide if you will get an interview. It provides a first impression of your skills and 
abilities. Here you will find articles on each step in the resume writing process.
Audience: Job Seekers
Short URL: illinoisworknet.com/resume 

https://www.illinoisworknet.com/resume


JOB OPENINGS & RECRUITING: STARTING A BUSINESS GUIDE

About: Interested in starting a business, growing, or furthering your online presence? The 
Start a Business Guide on Illinois workNet has plenty of resources for you to get you on 
your way to starting your business.

Audience: Employers
Short URL: illinoisworknet.com/start 

https://www.illinoisworknet.com/start


NETWORK & CONNECT: VOLUNTEER GUIDE

About: Volunteering is a worthwhile act that helps your community, but it also looks 
great on a resume. Whether you are volunteering for the first time or just want to expand 
your work experience, use the Illinois workNet Volunteer Guide to learn more.

Audience: Youth/Adult
Short URL: illinoisworknet.com/volunteer 

https://www.illinoisworknet.com/volunteer


NETWORK & CONNECT: SOCIAL MEDIA GUIDE FOR INDIVIDUALS

About: Learn about the benefits of using social media for your job search, best practices 
for what to share and what not to share online, and how you can create your own 
professional brand.

Audience: Youth/Job Seekers/Adult
Short URL: illinoisworknet.com/SocialMediaGuide 

https://www.illinoisworknet.com/SocialMediaGuide


UPDATES & HELP: QUICK START GUIDE

About: Use the Quick Start Guide to learn how Illinois workNet can help you achieve your 
training and career goals!

Audience: Job Seekers/Individuals
Short URL: illinoisworknet.com/quickstartguide 

https://www.illinoisworknet.com/quickstartguide


UPDATES & HELP: MONEY MANAGEMENT GUIDE

About: People spend money in order to purchase the things they want. Those things may 
be houses, cars, clothes, fancy dinners, vacations, sports equipment, or electronic items. 
Select the option  that best fits your situation to find great resources and helpful 
information to help you with your current or future money management goals.
Audience: Youth/Individuals
Short URL: illinoisworknet.com/moneymanagement 

https://www.illinoisworknet.com/moneymanagement


OTHER GUIDES: DISABILITY EMPLOYMENT GUIDE

About: Get started today on the path to reaching your training and employment goals with disability services.

Audience: Individuals with a Disability
Short URL: illinoisworknet.com/disabilityguide 

https://www.illinoisworknet.com/disabilityguide


OTHER GUIDES: YOUTH GUIDE

About: Whether you are looking to explore careers, find training, or just get resume assistance, this guide can 
help. With quick and easy steps, you will learn more, gain skills and knowledge, and be prepared for the road 
ahead.

Audience: Youth
Short URL: illinoisworknet.com/youth 

https://www.illinoisworknet.com/youth


FOLLOW US!
Subscribe to our Newsfeed or check us out on Social Media

FACEBOOK TWITTER YOUTUBE LINKEDIN LINKEDIN GROUP PINTEREST

HOME: https://www.illinoisworknet.com

EMAIL: info@illinoisworknet.com 

https://www.pinterest.com/illinoisworknet/
https://www.linkedin.com/groups/4794123/
https://www.linkedin.com/company/illinoisworknet/
https://twitter.com/ILworknet
https://www.facebook.com/illinois.worknet
https://www.youtube.com/illinoisworknet
https://www.illinoisworknet.com/
mailto:info@illinoisworknet.com
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