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	✦
	YOUR TOOLKIT
CareerOneStop Tools You'll Use Today
Nine free tools — everything today lives on one website



	1
	Interest Assessment
	Explore Careers → Interest Assessment

	2
	Skills Assessment
	Explore Careers → Skills Assessment → Skills Matcher

	3
	Work Values
	Explore Careers → Work Values → Work Values Matcher

	4
	Occupation Profile
	Explore Careers → Occupation Profile → [type job title]

	5
	Job Outlook
	Explore Careers → Occupation Profile → [job title + location] → Outlook

	6
	Job Finder
	Job Search → [job title + ZIP code]

	7
	Career Clusters
	Explore Careers → Career Clusters

	8
	Salary Finder
	Explore Careers → Occupation Profile → [job title + location] → Typical Wages

	9
	Training Finder
	Find Training → Find Local Training → [Occupation & Location]
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	MODULE 1
Welcome & Setting the Stage
Icebreaker + Workshop Overview



■  Icebreaker
One career I've always been curious about
no commitment — just curiosity!
	



■  My Goal for Today
What I most want to figure out by the end of today
	



■  Where I'm Starting From
Check the one that fits you best right now — there's no wrong answer.
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	I have no idea what career I want

	
	

	
	I have a career in mind but haven't researched it

	
	

	
	I've started researching but feel uncertain

	
	

	
	I want to change careers and evaluate my options

	
	

	
	I want to confirm my current path is right


	
	
	





■  My WorkKeys Scores
WorkKeys measures three job skills employers ask about most. Write your level in each box — levels run from below 3 to 7.
Don’t know your scores? That’s okay — your Case Manager has them on file. Ask your Case Manager at your next appointment.
		Applied Math
my level




		Workplace Documents
my level




		Graphic Literacy
my level







■  Create Your Free Careeronestop.org Account
	Email
	



	Password
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	MODULE 2
Know Yourself: Interests, Skills & Values
Interest Assessment + Skills Matcher + Work Values



	WHERE TO FIND ALL ASSESSMENTS ON CAREERONESTOP.ORG
1.  Go to careeronestop.org
2.  Click 'Explore Careers' in the top menu
3.  Find the section called Self Assessments
4.  Click on Interest Assessment, Skills Assessment and Work Values
5.  Complete the questions → review your matches


Interest Assessment
Asks about activities you enjoy and matches you to career clusters that fit your personality. 
■  My RIASEC Scores
Write your score in each box. You'll find these numbers in the section called “What does my score mean?”
		Realistic




		Investigative




		Artistic





	
	
	

		Social




		Enterprising




		Conventional







My top three RIASEC results
example: Realistic, Artistic and Social
	1.
	

	
	

	2.
	

	
	

	3.
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	MODULE 2 · CONTINUED
Skills Assessment & Work Values
Rank what matters — then map where you're headed



PART A
Skills Assessment
Tell us about your skills and we'll show you career options that might be a good fit. Use the Skills Matcher, then record your top three careers of interest.
	#1
	

	
	

	#2
	

	
	

	#3
	



	



PART B
Work Values
What matters most to you in a job. Rank them to pick a career that fits your life, not just your skills.
Record your Work Values Matcher results
write the number for each category

		Relationship




		Independence




		Working Conditions





	
	
	

		Recognition




		Support




		Achievement
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	MODULE 3
Research Your Career Options
Occupation Profiles + Job Finder + Career Clusters



Career Option #1
write the exact job title you're researching
	



	HOW TO OPEN AN OCCUPATION PROFILE
1.  Go to careeronestop.org
2.  Click 'Explore Careers' → 'Occupation Profile'
3.  Type your career title → click Search
4.  Use the Tasks, Education, Outlook & Wages tabs



■  Education & Certifications
	Typical Education Level
HS, Associate's, Bachelor's
	



	Licenses / Certifications
e.g., CNA, CDL, CPR
	






■  Job Outlook  (Outlook tab)
	6-Yr Growth
e.g., +8%
	



	Annual Openings
per year
	



	Bright Outlook?
Yes / No
	






■  Work Environment
	
	Office / desk
	
	Physical / hands-on

	
	
	
	

	
	Client-facing
	
	Remote / hybrid

	
	
	
	

	
	Shift work
	
	Standard 9–5
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	MODULE 3 · CONTINUED
Job Duties: Career Option #1
What you'd actually do day to day



■  Job Duties  (Tasks tab)
Three main duties or tasks for this career
find these under the 'Tasks' tab of the Occupation Profile

	1.
	

	
	

	2.
	

	
	

	3.
	



■  Finding Employers with Job Finder
Find Jobs → Job Search → enter career title + ZIP → Search. Employers that appear most often are your best targets.
	Company / Job Title
	Location
	Why It Interests Me
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	MODULE 3 · CONTINUED
Skills, Videos & Career Clusters
The must-have skills — and careers you hadn't considered



■  Skills That Keep Appearing Across Listings
the 'must-have' skills employers want now — list as many as you spot

	



■  Career Videos & What's Hot
Explore Careers → Career Videos (550+ careers, 90 seconds each) and What's Hot for the fastest-growing careers.
One video I watched — and what stood out
name the career, then what surprised you or changed your mind

	



■  Explore My Career Cluster
	HOW TO EXPLORE CAREER CLUSTERS
1.  Explore Careers → 'Career Clusters'
2.  Find the cluster that fits your field
3.  Browse careers from entry-level to advanced



	Entry-level job titles I found
e.g., for nursing: CNA or Medical Assistant
	



	My cluster / a related career I hadn't considered
e.g., Health Science, Business, IT, Trades
	




	3
	MODULE 3
Research Your Career Options
Occupation Profiles + Job Finder + Career Clusters



Career Option #2
write the exact job title you're researching
	



	HOW TO OPEN AN OCCUPATION PROFILE
1.  Go to careeronestop.org
2.  Click 'Explore Careers' → 'Occupation Profile'
3.  Type your career title → click Search
4.  Use the Tasks, Education, Outlook & Wages tabs



■  Education & Certifications
	Typical Education Level
HS, Associate's, Bachelor's
	



	Licenses / Certifications
e.g., CNA, CDL, CPR
	






■  Job Outlook  (Outlook tab)
	6-Yr Growth
e.g., +8%
	



	Annual Openings
per year
	



	Bright Outlook?
Yes / No
	






■  Work Environment
	
	Office / desk
	
	Physical / hands-on

	
	
	
	

	
	Client-facing
	
	Remote / hybrid

	
	
	
	

	
	Shift work
	
	Standard 9–5
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	MODULE 3 · CONTINUED
Job Duties: Career Option #2
What you'd actually do day to day



■  Job Duties  (Tasks tab)
Three main duties or tasks for this career
find these under the 'Tasks' tab of the Occupation Profile

	1.
	

	
	

	2.
	

	
	

	3.
	



■  Finding Employers with Job Finder
Find Jobs → Job Search → enter career title + ZIP → Search. Employers that appear most often are your best targets.
	Company / Job Title
	Location
	Why It Interests Me
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	MODULE 3 · CONTINUED
Skills, Videos & Career Clusters
The must-have skills — and careers you hadn't considered



■  Skills That Keep Appearing Across Listings
the 'must-have' skills employers want now — list as many as you spot

	



■  Career Videos & What's Hot
Explore Careers → Career Videos (550+ careers, 90 seconds each) and What's Hot for the fastest-growing careers.
One video I watched — and what stood out
name the career, then what surprised you or changed your mind

	



■  Explore My Career Cluster
	HOW TO EXPLORE CAREER CLUSTERS
1.  Explore Careers → 'Career Clusters'
2.  Find the cluster that fits your field
3.  Browse careers from entry-level to advanced



	Entry-level job titles I found
e.g., for nursing: CNA or Medical Assistant
	



	My cluster / a related career I hadn't considered
e.g., Health Science, Business, IT, Trades
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	MODULE 3
Research Your Career Options
Occupation Profiles + Job Finder + Career Clusters



Career Option #3
write the exact job title you're researching
	



	HOW TO OPEN AN OCCUPATION PROFILE
1.  Go to careeronestop.org
2.  Click 'Explore Careers' → 'Occupation Profile'
3.  Type your career title → click Search
4.  Use the Tasks, Education, Outlook & Wages tabs



■  Education & Certifications
	Typical Education Level
HS, Associate's, Bachelor's
	



	Licenses / Certifications
e.g., CNA, CDL, CPR
	






■  Job Outlook  (Outlook tab)
	6-Yr Growth
e.g., +8%
	



	Annual Openings
per year
	



	Bright Outlook?
Yes / No
	






■  Work Environment
	
	Office / desk
	
	Physical / hands-on

	
	
	
	

	
	Client-facing
	
	Remote / hybrid

	
	
	
	

	
	Shift work
	
	Standard 9–5
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	MODULE 3 · CONTINUED
Job Duties: Career Option #3
What you'd actually do day to day



■  Job Duties  (Tasks tab)
Three main duties or tasks for this career
find these under the 'Tasks' tab of the Occupation Profile

	1.
	

	
	

	2.
	

	
	

	3.
	



■  Finding Employers with Job Finder
Find Jobs → Job Search → enter career title + ZIP → Search. Employers that appear most often are your best targets.
	Company / Job Title
	Location
	Why It Interests Me
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	MODULE 3 · CONTINUED
Skills, Videos & Career Clusters
The must-have skills — and careers you hadn't considered



■  Skills That Keep Appearing Across Listings
the 'must-have' skills employers want now — list as many as you spot

	



■  Career Videos & What's Hot
Explore Careers → Career Videos (550+ careers, 90 seconds each) and What's Hot for the fastest-growing careers.
One video I watched — and what stood out
name the career, then what surprised you or changed your mind

	



■  Explore My Career Cluster
	HOW TO EXPLORE CAREER CLUSTERS
1.  Explore Careers → 'Career Clusters'
2.  Find the cluster that fits your field
3.  Browse careers from entry-level to advanced



	Entry-level job titles I found
e.g., for nursing: CNA or Medical Assistant
	



	My cluster / a related career I hadn't considered
e.g., Health Science, Business, IT, Trades
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	MODULE 4
Salaries: Making Sense of the Numbers
Look it up — then see what it really covers



■  Step 1 — Look Up Your Salary
	HOW TO FIND SALARIES (USES BLS DATA)
1.  Go to careeronestop.org → Occupation Profile
2.  Fill out Occupation & Location
3.  Find the section on Typical Wages
4.  View the 10th, 50th & 90th percentile wages



■  Step 2 — What Do Your Top Careers Pay?

Career 1:
	



	Entry (10th %)
$ /hr or yr
	



	Median (50th %)
$ /hr or yr
	



	Top (90th %)
$ /hr or yr
	





Career 2:
	



	Entry (10th %)
$ /hr or yr
	



	Median (50th %)
$ /hr or yr
	



	Top (90th %)
$ /hr or yr
	





Career 3:
	



	Entry (10th %)
$ /hr or yr
	



	Median (50th %)
$ /hr or yr
	



	Top (90th %)
$ /hr or yr
	




	4
	MODULE 4 · STEP 3
The Comparison
Does the pay actually cover what life costs?



	Entry-Level Wage (I Found)
	Living Wage Needed
	Does It Cover My Needs?

	Career 1:
	
		
	Yes
	
	No
	
	Close




	Career 2:
	
		
	Yes
	
	No
	
	Close




	Career 3:
	
		
	Yes
	
	No
	
	Close






If entry-level pay doesn't cover the living wage — what could change that over time?
e.g., certifications, more experience, promotion, relocating to a higher-paying area

	



	Reminder:  Salary ranges are a starting point — not a fixed offer. Knowing the 50th-percentile wage before an interview gives you real negotiating power.
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	MODULE 5
Building Your Career Action Plan
Three decisions — and what happens next



■  My 3-Part Action Plan
	1.
	My Top Career of Interest
the specific title — 'Registered Nurse, RN', not 'nursing'

	






	2.
	My Biggest Gap Right Now
what stands between you and where you need to be?

	






	3.
	My Next Step This Week
one concrete action in the next 7 days

	





■  Next Steps Beyond Today
	
	Complete the Training Finder for local programs
	
	Use Job Finder to identify 3 employers to research

	
	
	
	

	
	Schedule an informational interview in my field
	
	Explore 'Related Occupations' on the profile

	
	
	
	

	
	Look up 'Bright Outlook' fast-growing alternatives
	
	Re-run the living wage check if my life changes



	★
	BONUS
Financial Literacy
Your career pays the bills — managing that money changes your life



		57%
of Americans live paycheck to paycheck, regardless of income



		$6K
average credit-card debt — hundreds in interest a year



		Track it
people who track spending build far more net worth






■  My 90-Day Money Goal
One money goal I want to hit in the next 90 days
e.g., build a $500 starter emergency fund, pay off one card, start tracking spending

	



■  Debt Payoff Strategy
Free calculator at vertex42.com.  Avalanche = pay the highest interest first (saves the most).  Snowball = pay the smallest balance first (builds momentum).
	Strategy I'll try:
	
	Avalanche
	
	Snowball



The one debt I'll tackle first
name it, the balance, and the interest rate if you know it

	





	★
	BONUS
My Master Application
Fill it out once. Bring it everywhere. Never scramble for your info again.



MASTER APPLICATION OUTLINE
Fill this out once. Bring it to every application, interview, and job fair so you never have to dig for information again.
1.  Personal Information
	FULL LEGAL NAME
 
	DATE OF BIRTH
 

	STREET ADDRESS
 
	APT / UNIT
 

	CITY
 
	STATE
 
	ZIP CODE
 
	COUNTY
 

	PHONE NUMBER
 
	EMAIL ADDRESS
 
	LINKEDIN ADDRESS
 

	ELIGIBLE TO WORK IN U.S.?  (Y/N)
 
	18 OR OLDER?  (Y/N)
 


2.  Employment History
List your last 2 jobs, most recent first. If you have a resume, this section should already match it. Need more room? Continue on the back of this page.
Job 1  (most recent)
	EMPLOYER NAME
 
	JOB TITLE
 

	ADDRESS / CITY, STATE
 
	PHONE NUMBER
 

	START DATE (MO/YR)
 
	END DATE (MO/YR)
 
	STARTING PAY
 
	ENDING PAY
 

	SUPERVISOR NAME
 
	REASON FOR LEAVING
 


Key Duties / Accomplishments (2–3 short phrases)
 
Job 2
	EMPLOYER NAME
 
	JOB TITLE
 

	ADDRESS / CITY, STATE
 
	PHONE NUMBER
 

	START DATE (MO/YR)
 
	END DATE (MO/YR)
 
	STARTING PAY
 
	ENDING PAY
 

	SUPERVISOR NAME
 
	REASON FOR LEAVING
 


Key Duties / Accomplishments (2–3 short phrases)
3.  Education & Training
	HIGH SCHOOL / GED
 
	CITY, STATE
 

	GRADUATED? (Y/N)
 
	GRADUATION YEAR
 
	DIPLOMA / GED #
 



	COLLEGE / TRADE SCHOOL
 
	CITY, STATE
 

	DEGREE / CERTIFICATE EARNED
 
	YEAR COMPLETED (OR N/A)
 



	OTHER CERTIFICATIONS / LICENSES (E.G. FORKLIFT, CPR, FOOD HANDLER)
 

	ISSUING ORGANIZATION
 
	EXPIRATION DATE (IF ANY)
 


4.  Skills & Qualifications
Use simple, specific language. Avoid vague phrases like “good worker” — say what you can actually do.
	SOFTWARE / EQUIPMENT YOU CAN USE (E.G. EXCEL, POS SYSTEMS, FORKLIFT)
 



	LANGUAGES SPOKEN (AND FLUENCY LEVEL)
 



	DRIVER'S LICENSE #
 
	STATE
 
	CLASS (A/B/C)
 
	RELIABLE TRANSPORTATION? (Y/N)
 


5.  References
Choose people who can speak to your work ethic — former supervisors, coworkers, or instructors. Avoid listing family members.
Reference 1
	FULL NAME
 
	RELATIONSHIP
 
	PHONE NUMBER
 


Reference 2
	FULL NAME
 
	RELATIONSHIP
 
	PHONE NUMBER
 



