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Quick Start Guide

Client

The WorkGo Job Readiness & Job Retention Skills Training Program is delivered on the
Internet.

Client Log In

1. Open an Internet browser (i.e. Internet Explorer)

2. Go to www.workgo.org

The following screen will appear:

’ Wiork Go Job Readiness Program

& WorkGo Job Readiness Program

The WorkGo Job Readiness program consists of a number of assessments, tools and
developrment modules designed to assist youth preparing to enter the world of
work,

Please Hote:

The following  averview Anooutling and overview of the Job Readiness Skills Module appears below, To view

requires  the  Macromedia further details on this module as well as other tools on the site, please email
Flash € Plugin. The overview info@workgo.org for a login id & password.

iz guite  large 0 size,
therefore viewing on dial up Job Readiness Skills Program
iz not recommended.

[ The Job Readiness Skills program is designed to introduce job readiness skills to
yvouth planning to enter the workforce and to increase their awareness of the types
of attitudes, skills and behaviors emplovers expect from new employees, These
attitudes and skills apply equally to success in full time, part time, or summer jobs
and also to success in schoal and further training or education programs.

The Module Overview below presents a client introduction to the program and the
components within £, The printable Topics Outline lists the athbitude and service
skills covered in the program.

Module Overview ( Topics Outline (pdf) )

Notice the circled items. If you want to find out more information about the assessment,
click on the [Module Overview] and [Topics Outline (pdf)] links.
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3. Select the [Login] button. The following screen will appear.

Cawork (o ‘

o

Fill in the Username & Password supplied to you.

5. Select the [Login] button. The following screen will appear.

CaworkGo

Work Entry Program

&« Client/Student Services

WoaorkGo Job Readiness Skills Program -

The WorkGo Joh Readiness Skills Program will introduce you to the types of attitudes and
behaviors emplovers expect from you at work. You will see seven characters get their first
johs and all kinds of situations they face atwork. You will be able to choose diferent ways to
handle work situations and see the likely result ofthese choices.

Welcome

This site festures components

from the Work o Jak * Click here ta begin
Readiness Program designed to

introduce youth to the sttitudes,

zkillz and behaviors needed for

success at work,

J

6. Select the [Click here to begin] link. The following items will be available.

WorkGo Job Readiness Essential Skills Program

'@‘ Attitude Module

RAUELREEEEY Module & Athitude 1 Intro &« service Module

CINLERGTNENE 10bh Feadiness athitude 1 " . n - 3 s
LAUNCH COmPOnEn Brvice rtro

LR LEIEE  Attitude 1 Conclusion gLy Service 1
COMFONEN EryICce

LRI EOIEE AtHitde 1 Exercise c ¢ TE i
LAUNGH COMPONENT arvice EA=1 g =1=]

EGUELREEEREY 10b Readiness Attitude 2 Intro

UL RSB ERE Soryice 2 Intro

NEERTLETGS 10h Feadiness attitude 2 Launch component I i,
LAUMNCH COMFONEN ervice

e ~ttitude 2 Conclusion e
LAUNCH COMFONENT er“"lce ulz

SRUESRLALIEAY ~iritude 2 Exercise & Quiz

ECINEEELIGEARERS Module Conclusion
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7. Under Attitude Module, select the [LAUNCH COMPONENT] button in front of Module &
Attitude 1 Intro. The module will begin. You should hear a narrator and see the
following screen:

Job Readiness Attitude

SKILLS

8. Once you have finished a section a menu item will appear to direct you to complete a
Workbook Exercise. After selecting the [LAUNCH COMPONENT] link for Attitude 1
Exercise,

LAUACH cOMFPONENT ,ljltt|t|_|de i Exer[iﬁe

the following screen will appear directing you to a workbook.

You have now completed the Attitude 1 section of the WoaorkGo program,
Please go to page 2 in your workbook and complete the Attitude exercise,

When you are finished, continue with the Job Readiness Essential Skills Program Menu,

Back to the Job Readiness Essential Skills Program

b o

9. Complete the requested information in the workbook. Detailed directions are outlined
explaining each item.
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Job Reaginess Skils — Afitude 2 2

Job Readiness Skills Exercises -
Introduction

‘Welcaome o the Job Readiness Skils Program Exercises

Belore you begn sach axarcise you should lave viewad e soanes far the companant
and have the Print Summarias for thess soanes. Thess exercses will et you ses i you
hawe uncessinod whal aee e important bahaviors o be sucoassful at wark.

Job Readiness Attitude | Exercise

By syorek for givieat posr Prinfing Scene Summaries: Befons you leeve the

soare sy befors | gompuler, you shauld b the printed i Scena

s st e scivoires. Summarias for aach tapic. You will need them far

4 the exercises balow. Ak your Faciltaton Teacher if
yau ton'’ have these.

<‘§\\] Exercise - Attitude |

In this exeecisa, you are going to read a number of short descriplions of wark situations
and then pick what scens and key idea fram e Scens Summariass the siluation is
about. So make s you have your Soens Sumenaries for scenes 1-8in front of yow =0
wou can dhvick themn.

It is imporiant ko note (hat most of e wark siluations below have more than one key
idaa in them and chen from moee Ban one scene. Yoo will need to wils e scena tits
and thi key idan for each wark siuation that you think fks best on B blank lines:
below.

10. After completing the workbook for the specified exercises, go back to the program and
select the [Back to the Job Readiness Essential Skills Program] link.

You have now completed the Attitude 1 section of the WorkGo program,
Flease go to page 2 in your workbook and complete the Attitude exercise.

When you are finished, continue with the Job Readiness Essential Skills Prograrm Menu,

( Back to the Job Readiness Essential Skills Pruuram)

M v

11. Continue following the directions on screen.

12.When all exercises are complete, ask your instructor for the Workbook Answer Key.
Make any changes, corrections or modification.

13.To exit the program, select the [logout] link located at the top right of the page
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