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What do you want to do with the rest of your life? Have you thought about your future?

School is meant to prepare you for your life when you get out into the “real world”. What will
YOU do when you are out of school? Do you think school is helping you? Does what you do in
school relate to what you see yourself doing in 2 years? 5 years? 10 years? —in that “real
world”?

You will soon be taking a test that will tell you how well you are able to use math, reading, and
locating information skills ON THE JOB! This may be the only test you have ever taken that can
show you how your school subjects actually apply on the job in the real world. This test, called
WorkKeys, has 3 parts: Applied Mathematics, Reading for Information, and Locating
Information. Your score will be given as a “level,” a number ranging from 3 to either 6 or 7.
Each level indicates a specific set of skills that you have demonstrated by your answers on the
test. The higher the level number, the higher your skills are.

The questions are all based on situations in the everyday work world, and the tests were
developed by talking with real people who work in thousands of different jobs across the
nation. You can compare your scores to the scores that have been shown to indicate success in
one of these many careers.

Will this test tell you “what you should be when you grow up?”

One test alone cannot tell you what career field is best for you. But WorkKeys can be one very
important piece of the puzzle for you as you look at your future. You will also want to consider
your likes and dislikes, your work preferences, how much time you are willing to devote to
training after high school, your other skills, how much money you want to make, etc. Your
guidance counselor can help you put all of the puzzle pieces together.

How can | use this booklet?

This booklet will help you understand what to
expect when you take the WorkKeys tests and
how to use the results of your tests to help you
select courses, investigate your skills and
interests, apply for scholarships, decide on
training after high school, and choose your
career path. WorkKeys can be an important
piece of your education and career puzzle.

Be sure to talk to your parents, teachers, and
school counselor as you plan for your future!

Making WorkKeys Work For You — Student and Parent Information Guide December 1, 2011
Alaska Department of Education & Early Development Page 2 of 20



Preparing for the WorkKeys Tests

Look at sample WorkKeys Test Questions

WorkKeys test questions may be completely different than what you have experienced on
other tests. Look at the following sample questions from the three tests to get an idea of what

the questions will be like.

Applied Mathematics

In wour job as a cashier, a customer
gives you a $20 bill to pay for a can
of coffee that costs $3.84. How much

change should yvou give back?

-$15.26
. #16.16
- $16.26
. #1684
. #17.16

m B2 oo m >

Quik Call charges 18¢ per minute for long-distance calls.

Econo Phone totals vour phone usage each month and rounds
the number of minutes up to the nearest 15 minutes. It then
charges §7.90 per hour of phone usage, dividing this mnto
153-minute segments if vou use less than a full hour. If your office
makes 5 hours 3 minutes worth of calls this month using the

company with the lower price, how much will these calls cost?

A_$59.50
B. 541 48
C.§41.87
D. §54.00
E.854.34

You are preparing to ale the floor

of a rectangular room that1s 15%:
feet by 18 feet in size. The tles you
plan to use are square, measuring

12 inches on each side, and are sold
in boxes that contain enough ale

to cover 25 sguare feet. How many
boxes of tiles must you order to

complere the job?

AT
B. 12
C. 54
D. 59
E. 287

Owver the last 5 days, vou made the
following number of sales calls: 8, 7, 9,
3, and 7. On the average, how many

calls did you make each day?

A 58
B. 7.0
c. 7.2
0. 9.0
E. 56.0

The farm where vou just started
working has a veracal cylindrical
oil tank that is 2.5 feet across on the
inzide. The depth of the cilin the
tankis 2 feet. If 1 cubic foot of space
holds 7.48 gallons, about how many
gallons of oil are left in the tank?

]
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Locating Information

You regularly check the pressure gauge on a large
tank. According to the gauge shown, what 15 the

current pressure [in PSI2

A, 30
B. 33
C. 40
D. 43
E. 100
PRASSH W CLENN =AW L, -]
1208 14TH 5T
NAFLETDH, O 45783
= eEE.226 [Fa19 Far
TN A
EDHA THOMAPSOM
Eo
You must sort clothes in a dry cleaning establishment according Tl x| | -:_I_«r
to the customer’s instructons. According to the form shown, how = T =) = | s | =
should this customer’s shire be treated?
= v
.1 war =
cans T
A. Dryclean it, add light starch, and fold it. — s
B. Dryclean it, add light starch, and place it on a hanger. Pre
oo
C. Launder it with no starch and place it on a hanger. s
D. Launder it with hight starch and place it on a hanger.
E. Launder it with medium starch and fold ic.
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As an airplane pilor, vou need to determine the crosswind
component of the wind speed to ensure safe takeoff: and landings.
According to the graph shown, if the reported wind speed 15 43

knots at a 20° angle, what 1s the crosswind component, in knots?

me N B>
@™ ra
A -

You are a road contractor and you have analyzed
a soil chat vou want to use for read fill. Your
analysis shows that the zo0il contains 15%% sand,
63% sile, and 20% clay. You need to know what

the shrink-swell porential is for cthe soil because it

% % %

* P % % %
— uEaND

will affect the durability of the road. Based on the Soi pame e {—E‘r‘i‘:;. Sp.jn:i:]ﬂl
di d tabls sha rhat 15 the shrink 11 . [ low
ag'ra_m and ta : shown, w al:1s-|: E-S rink-zwe Sarpy sandy loam il .

potential at a 30-inch depth for this sodl? . — 3.:5_3&I ﬁﬁm

; =31 i
A Low == silty clry loam -8 ﬁ

0-17 i

B. Low to moderate Blond sty chay k;:ﬁ %m 1o high
C. Moderate ‘,:_-.3 modaras to high
D. Moderates to high Mo — ﬁ ﬁﬁ
E. High Esmmoor loamy sand :m E:h
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Reading for Information

ATTEMTION CAEHIERE:

Al shore empioyees will now gat 20% off the price of ciothes they buy here. Please foliow the
risw directions lisked below.

Seding dothes io amployees
* Ack o se= the smployes’s Siore denification cand.
+ Enber e empioyes's depariment code numiber inbo the cash regisier.
*  Lise the cash regisher bo fake 205% of the price. Then push ithe sales ax bution.
+ Wrie your intials on the sales receipt
+ Beil cloffes o employess during slores Rours only.
Apceoing Ciothing retams fom ampigyerg
* Empioyess receive 3 siors oedit cerificale for ciodhes they refum bo the siore.
* Biore credk cerficates ars next bo the gt cefoates.
* Empioyess may not gef a cash refund for ciofhes ey retam o the stone.

You are a cashier. According to the notice shown, what

should you write on a store emplovee’s recaipt?

. The emplovee’s identfication number
. The emplovee’s department number

. The amount of sales tax

. The 20°% discount price

mo o m

Your initials

INETRTUCTIONS TO SOETING DEFARTMENT:
SPECIAL FEOJECT TO FIX ORDER #EBE

Pive lonyg. blas plastic bira have been placsd over by the overkead doar.
Fil=d an the other gide of this room, near the time clock, are geveral
thousand gteel rode of varying lengia. Al of those rode muet be sorsed
by lengeh and plared i the bing.

Bin =17 ig for roda that are four to See metars loog.
Ein “5” ia for roda that hawe a length of over Sve meters, o &0
8Ix meteTa.
Ein *%" ig for roda that hawe 3 length of Over ST metars, Up SO
gt macars

Ein *4” ig for roda that hove 2 lanyfth of over sight metsrg, up o
ten maters

BEin “5” in for werpsd or unamocthed rods. Thess will notbe
accepten.
T thege rods are oot all oorted correctly, the customer will reject the

order. We canmot afoed o It thaot hoppen agarn. Work as guinkly 20 pou
ean becsuge Friday io the deadiine for delivery of the order.

According to the instructions shown, what 1s a condition

for project success other than delivery on time?

A. All rods must be sorted by both length and diameater.

B. Rods eleven meters long must be leaned against the
overhead door.

C. The customer does not want rods that are warped.

0. The five-meter-long rods must go in Bin 2.

E. The ten-meter-long rods must arrive at the customer

in Bin 4.
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Goldberg's Auto Parts 15 served by more than fifty
different accounts, each with its own sales

) representative, conl;:unj name, corporate address, and
shippmg address. As a shippng and recerving clerk at
Go: s, you are required fo refum defective
merc] to the manufacturer.

Standard procedure for retaming an item begins with
your written request to the company for authonzation.
Always send the request to the corporate address, not to
the shipping address. Unless the company file folder
contains a form for this procedure, wiite a business
letter o the mamifacturer supplying the item's stock
mumber, cost, and mvoice mumber; the date it was
recerved: and the reason for its rebun. The

5 repsgmll imclude an authorization
mlml]axr ﬁoﬁfﬂm 'edi ma%fq. a st_i.ckﬁ;tr for you
to place on the outside o x to identify it as an
auglmizzed return, and a closing date for the company's
acceptance of the retumed item If you do not attach the
provided sticker, your retuned box will be refused by
the manufacturer as unauthorized, and you will need to
obtain a new letter, authonzation, sticker, and closimg
date. Always send a returned box to the s&hc?pmg
address, not to the company's corporate address.

According to the policy shown, what should you do if you loze the

authorization seicker?

A. Send a request for a return authorization along with the
rejected part directly to the manufacturer’s shipping address.

B. Send a request for return authorization along with the
rejected part direcey to the manufacturer’s corporate
address.

C. Repear the standard procedure to obtain a new leteer,
authorization, sticker, and closing date.

D. Use a stcker from another company’s folder.

E. Send the rejected part to your sales representative.

March 17

o will bogis sz of the se geidalsss on Capltal Masagenest thiz Cicbaber with the cazet
af tha rou Fooal year [uith the soceptaa of e Alpka-Botn [ovirion and cor Srapoos
awbzidiedar or acked below|. A Standing G I2ne aa Copibal M t box b

Femied o mdninlzbar the polioy. Bacoorch & Devalepmaat alll plot b policy s2asting 1n May.
Feadbech Fom A & 0 will k= coaziderad by tha Jtasdlag Canmitoa.

Bz s hosw, the prmany lsbsetics of Ba Capial Maragemat Felicy Iz o gals soms coutral
and Srciplon svee what hor bass & ssmoubat abbrany process of Faadtng prescts sad seu
sabarprivez. Whamar la Be pazt, any prosac casld poboatially g Foneard to Ha Seceive
Cannitsa far conzldaratca regardlac: of mork, we wil sow bewe o pracerr of coosaleg and
g bazad oa Fanding cabegom, smanst, sosd rotwrs_ asd voleme.

Cabage=a: Fer Fending reguaztr uill lachde Saviags, Repar B Replacemast, Mo Extaeprizaz,
Acaw'sbraa: aed Budgat fppea prickicaz. Doe ke Bia ' proved covtrel, sad o sosanbes e
presacs, avthorizabios levels bees boss sezad prodl g ot the loadtag regeact Iz aligsed
with the sou policy. Gusarnd musngen il seu b arthofly b sppreve appraprlatis: ap
ta 150 00D divisios masages 150 300 ke 1100 000 The Capital Masagenset (onniSes
ney spprees appespiekicas op ke 1500 300 asd the Senthes CanniSos will costions b
previde sppreval far apsroptatioar abeve thek lowel.

Flazncial oibede will be e major coazideton for Soviags, Now Saterprice asd AcawiiEas
regrmks, Mirkman proecsd rate of ebe will ke E3%.  Heaa Satorp=ta- and Rogelziten
regrks nct bo promded be bulld company velime by ok locck 20 000 walz or 109 of thek
dbetzian’ s comoak raler volane. |1 mdditon, bo wdigwe Frediag, How Esterpriie prejactz will be
resgya lned ko epat aztabizhed Coaranar Rocsarch target: For marietplace acceptance asd
rfact tha mcak recest fedem| prededt mmfvty gelidelsss. Al oifa et ke nek regoedlocs of
ameat aed approve| kval Thers nag be res crovmskasoo: o boes & 02 jartifed ta devats
Fem thooe oRora, zech ar competkies Eheoat bak asy cocmpbias mes ke aparoved by Hie
Frard of Dinectors.

A & A ene Bedgat Appropraton: will ks jpdged oo saoel A cob of deteidled mesny oite=a baz
aen cwoked bx mak peatects oo bhlz Bazln Thess ckora all bo szed far fiediag asythiag
e bien 15 milies thak dose aek rpaciFenly geserabes o mbnn, zech oz sav zraat
replecamsat ot markactian af sau eFm rpace

Bocanre Alpha-fotn iz o monat ooaeicEas, it wil nuisbale It fesdlag precocces webl ik
aoconsking oyztone bows baackicesd by He corporcts mycten. Bes bz difemem: b e
Ewnpocs bazisazz, o reporabe bazh foron har beas chortomsd b develap procadeee: for Ha
Earcpecn zbaldiadas.

You are a manager in the New Enterprize Division preparing
a budget request for 1.5 rullion for a new project. Based on
the notice shown, you must demonstrats in your regueast all of

the following EXCEFPT:

. 1 competitive threat to the company.

. dequisscence to governmental rules.

. a potential for an mcrease in companywide sales.
. data that shows that the product will sell well.

. the profitability to the company.

m B8 o m B

For more practice

Use the KeyTrain/Career Ready 101 computer program to prepare for the tests. It’s free, and
you may use it wherever you have Internet access. See your school’s guidance counselor or

principal for login information.

What to expect on test day

Your school will be giving you specific instructions ahead of time on the day and time for the
test, what room to report to, what you should and should not bring with you, and other details.
As with other tests, get a good night’s sleep before test day, eat breakfast that morning and get
to school in plenty of time. More test-taking tips are shown on the following page.
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Test-taking Tips

® When filling out your personal information before the test —
O “Match criteria” — VERY IMPORTANT for your scores and NCRC to be correct
O First Name, Last Name, Birthdate, Examinee ID

WorkKeys tests are timed — pace yourself

Listen to and read directions for each test carefully

Read each question carefully

Answer easier questions first and come back to the harder ones if you have time

Use logic on the more difficult questions

Answer every question — there is no penalty for guessing

All questions are “story-problems”

All questions will have a job-related context

Review your work if you have time

Fill out your paper answer document carefully and neatly

Calculators (approved models) are allowed on the math test

You may write in your test booklet; if you are taking the tests on the computer, you may

be provided scratch paper for the math test.

For the Applied Math test,
you will be able to use a
formula sheet like the one to

the right.*

More information in Teacher Resource Guide

Applied Mathematics Formula Sheet

Distance

1 foot =12 inches

1 yard =3 feet

1 mile = 5.280 feet

1 mile = 1.61 kilometers

1 inch = 2.54 centimeters

1 foot = 0.3048 meters

1 meter = 1,000 millimeters
1 meter = 100 centimeters
1 kilometer = 1,000 meters
1 kilometer = 0.62 miles

Area

1 square foot = 144 square inches
1 square vard = 9 square feet

1 acre = 43,560 square feet

Volume

1 cup = 8 fluid ounces

1 quart = 4 cups

1 gallon = 4 quarts

1 gallon =231 cubic inches

1 liter = 0.264 gallons

1 cubic foot = 1,728 cubic inches
1 cubic yard = 27 cubic feet

1 board foot = 1 inch by 12 inches by 12 inches

Weight

1 ounce = 28.350 grams

1 pound = 16 ounces

1 pound = 453.502 grams

1 milligram = 0.001 grams
1 kilogram = 1,000 grams
1 kilogram = 2.2 pounds

1 ton = 2,000 pounds

NOTE: Problems on the WorkKeys 4pplied Mathematics assessment should be worked using the formmlas and

conversions on this formmia sheet.

Rectangle
perimeter = 2(length + width)
area = length x width

Rectangular Solid (Box)
volume = length * width = height

Cube ;
volume = (length of side)’

Triangle
sum of angles = 1807
area = 1 (basex height)

Circle
mmber of degrees in a circle = 360°
circumference = 314 = diameter

area = 314x (radius)*

Cylinder

volume = 314x (radius)’ x height
Cone

- 2 :
volume = 3_14x(ma’n;s) x height

Sphere (Ball)
volume = 4314 (radmus)®
Electricity

1 kilowatt-hour = 1,000 watt-hours
amps = watts + volts

Temperature
°C=0.56(°F-32) or £(°F-32)
F=18("C)+32 or {%x C)+32
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Your Scores

Your school will provide you with a score sheet that shows the scores you earned on the
WorkKeys tests. Ask your school counselor or principal when you can expect to see your
scores.

Your score sheet will look something like this:

o
Q
- O WorkKeys*
.Q m Memo to Examinee
Q =~
E b Report for: Sample Test Date:
0 % Test Site: Repart Date:

Your WorkKeys skill report can help you understand how you did on the test(s), and how you can do better.
This report tells you about your skills and gives information on how you can further develop them.

Applied Mathematics vels range from 3 to ?‘ Level: 6 | Scale Score: 82

You scored at Level 6. People achieving this level can set up and solve problems containing extraneous
information or information presented out of logical order and involving multiple-step calculations on a
mixture of whole numbers, fractions, decimals, or percentages. To improve your skills:

# apply ratios that involve a mixture of fractions and decimals, and perform multiple-step conversions
that involve fractions and decimals.

® calculate multiple areas or volumes of rectangular solids, spheres, cylinders, and other complex shapes.

® check to see that each step of your calculations is correct, that you have solved the problem posed, and
that your answer is reasonable.

We hope you find this WorkKeys information useful. If you have questions about these scores or about the
WorkKeys system or skills, please contact WorkKeys (96), ACT, 2201 North Dodge Street, P. O. Box 168,
Iowa City, 1A 52243,

LS=Level Scores:
Use for selection, promotion, or other individual high—stakes purposes, For more information on Level
Scores go to: http:/fwww act.org/workkeys/pdf/forms/interp.pdf

8§85=Scale Scores:

Use to show growth over time and provide group comparisons in outcome measurement. Not intended for
selection and hiring. Scale Score range: 50-90. For more information on Scale Scores go to:
http:/iwww.act.org/workkeys/pdfiscale_score_interp_guide.pdf

If you have completed three assessments, Applied Mathematics, Reading for Information and Locating
Information, and received at least a level score of 3 for each test, you may qualify for a National Career
Readiness Certificate. Go to www.MyWorkKeys.com to access your scores. An individual can obtain a
certificate, and share testing information with potential employers at this site.

The score sheet gives the test name (Math, Reading, or Locating), your score level, and the
levels that are possible, as well as giving you a brief idea of what skills you demonstrated and

what you might want to work on in order to improve your skills. *

More information in Teacher Resource Guide
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Your National Career Readiness Certificate (NCRC)

If you score at least level 3 on each test, you will also earn the NCRC!

ALASKA
CAREERT.TREADY

The State of Alaska awards o

Platinum National Career Readiness Certificate to

JANE P. SAMPLE

NATIONAL
CAREER READINESS
CERTIFICATE®

In recognion of verified slalls essential to workplace success and career advancement.

Regiurered Cenificate & ISAMPLEON
lssue Date: July 26, 2011

i Nisens| o s aricen Bagromad i 4CT )

Your NCRC has a
registration number
that is unique to you.

ACT

You may register your NCRC
and allow employers or
training programs to verify
that you have those skills.

“

NATHONAL
CAREER READINISS
CERTIFICATE'

NATIONAL CAREER READINESS CERTIFICATE

Congraulations on earsing a Flatisum Natiooal Carer Resdiven Cericaie (NCRC™). The NCRE is a porable,
etdenze-based credesanl it e essennal weekg md i IS of weekpl
Thar cvedemtual is baved on ACT '« world rrecurned WorkKen

it ek i the cely prive s

for Linkang job dalls with workplace sucoess Knowhedpe and ualls related 10 50b tasks are e stisagest predacton of
work perfimsmance. By ramsg e NCRU, you bave descnstraied e Blliwsgy dalls at the Platinmm level
» Frobiles whving
» Critical thinking
* Resding and numg woek-reisted test
Bom weekplace dorerarnh do solve problems
g Lo workaelated yuohle
+ Setting up and pecfocming work-celvied mathensatical calctaticas
* Lecsung ymtheurag wnd appiveng sxformanca that 3 presenied graphucaly

» Apphis

sy and analyemg

maticn prrested wsmliiple, elaied papke

tnth ACT and may be vovisiad by snplosers 9 NationaICareerP eadines ceg

ACCESS YOUR ONLINE ACCOUNT

Thoe Tinticral Capme Forackimmss Cortificate js ragisternd with ACT T ordder b ssble senployers 1o verify your
Certificate. you must activase your accoust i NationalCareesReadiness org. Ouce YOU ackvate Your #ocoual, You mmst
fellow the steps 19 pive permssace for emplavers o verfy yous Cerfieae Jevel Only pecple 12 whoe you ve yoos
Crstefi ste s £ areees v sfrmaten

» Vet IO Il

» Tempeorary Pasrwoed: 123/5F

For SECOUNT S6CUNIT, ChANEY VoUF PaIrwont when AiFTE SipTing tn

Actoust achvation mstrachons svilable o pol crpcortaficnicacoon,_acomsl kil

Ly

If your lowest WorkKeys You will earn
score is this NCRC

And your skills match this percentage of jobs in the WorkKeys

database:

3 Bronze 35%
4 Silver 60%
5 Gold 85%
6 Platinum 100%
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Use Your Scores

Once you see your scores, you can use them to search the WorkKeys database to find careers
that match your skills. Here is an example of information you can get from the WorkKeys
website at http://www.act.org/workkeys/skillsearch.html:

Search Jobs by Skills

Average WorkKeys Scores Needed by Job Title
Browse the Applied Mathematics, Locating Information, and Reading for Information scores required for different job titles

Browse Job Tittes: ABCDEFGHIJLMNOPRSTUVW

Job Title - ﬁ}fplieq_ Inl;:rcati?_g ﬁ;::ﬂinq_fnr
Data Entry Keyers 3 4 4
Database Administrators 5 4 6
Dental Assistants 4 4 4
Dental Laboratory Technicians 3 3 3
Design Printing Machine Setters and Set-Up Operators 3 4 3
Dining Room and Cafeteria Attendants and Bartender Helpers 3 4 3
Dishwashers 3 4 3
Dispatchers, Except Police. Fire, and Ambulance 4 5 4

You may also search by using the KeyTrain online courseware search function:

Search Results [ heading te sort results by that column. Click en & Job see more details. Click on a skil level number shown in the table for details on that skill I you didn't find what you were looking for, you can

modify your search by editing the fiter fiekds below and clicking the fiter button

Cluster

ers, All Othe Technical Manufacturing & Processing 4 4 4

a Science & Technology Engineering & Technalogies 4 4 4
Mechanical Engin echnicians Science & Technology Engineering & Technologies & & &
Mechanical In Science & Technology Engineering & Technologies 4 3 4
Medical and Hy rvices Managers Social Service Health Care 3 4 3
Medical Equ Technical Mechanical & Electrical Specialties El El 4
Metal Fabrica Structu Metal Products Technical Manufacturing & Processing 3 3 4
Metal Molding making, and Casting Machine ( tors and Tenders Technical Manufacturing & Processing 3 3 3
making, and Casting Machir s and Set-Up Operators Technical Manufacturing & Processing & & &

ers and Plastic ers, All Other Technical Manufacturing & Processing 4 El 4

Technical Manufacturing & Processing 3 3 4

Technical Manufacturing & Processing 3 3 3

Business Operations Distribution & Dispatching 2 a a

Milling and Planing Machine Setters, Operators, and Tenders, Metal and Plastic Technical Manufacturing & Processing 3 4 4
Millwrights Technical Mechanical & Electrical Specialties g g g
nd Blending Machine Setters, Op tors, and Tenders Technical Manufacturing & Processing 4 4 4

vy Equipment Mechanics, Except Engines Technical Mechanical & Electrical Specialties 3 3 3

Technical Manufacturing & Processing 3 3 3

Technical Manufacturing & Processing & 3 &

Technical Mechanical & Electrical Specialties & & &

Not sure what career you might be interested in? Not sure what some of these careers are?
Use the AKCIS program to find out more! It's FREE and it’s FUN! In AKCIS, you can learn about
your personal interests and work preferences to give you an idea of a wide variety of careers
that may be a good fit for you. If you have not used AKCIS, ask your school counselor how to
log in!
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My scores match — may | quit school now?

Not so fast!! WorkKeys is only one piece of your career puzzle! You still need to get your high
school diploma and fulfill other requirements, depending on your career choice, such as
postsecondary training (apprenticeship, industry certification, occupational endorsement, 2 or
4 year degree, on-the-job training, military training, etc.), learn and demonstrate employability
skills (getting to work on time, honesty, integrity, teamwork, communication skills, etc.), learn
the technical skills required for your career, and be aware of special requirements such as drug
tests or licensing requirements. Use WorkKeys as one valuable piece of information about
yourself and the world of work as you are choosing your career path.

Use your WorkKeys scores with other career planning tools

Your career guidance counselor has some great tools for you to use in exploring different
careers. You can use those tools along with your WorkKeys scores to find out what types of
careers may be a good fit for you!

1. Career Clusters Inventory®
My top 3 Career Clusters are:
1.
2.
3.

2. Holland Code. *
My three-letter Holland Code is

3. My WorkKeys Scores (from your certificate or score reports)
Applied Math Reading for Information Locating Information

4. Look at the list of WorkKeys scores for each career cluster and find careers that match
your career cluster and at least the first letter of your Holland Code. Compare the

suggested WorkKeys scores to your actual scores. *

Career Title Career Applied Locating | Reading | Holland
Cluster Math Info. for Info. | Code

5. Use AKCIS and the Career Clusters/Pathway materials to explore these occupations in-
depth. (Related occupations; training necessary; estimated annual salary; training
available in Alaska; high school courses to take; etc.)

More information in Teacher Resource Guide
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Document Your WorkKeys Scores and NCRC in Your Personal Learning and Career Plan (PLCP) ‘

Your PLCP may be a piece of paper, a folder, a binder, an electronic portfolio, or a combination,

depending on your school and district. * Here are three examples of a PLCP that shows your
WorkKeys results.

1. AKCIS Portfolio (http://www.akcis.orq)

Go to your AKCIS portfolio and choose My Education and Work History > Education and Training
> Standardized Tests and > Licenses and Certificates.

:ﬁ Hom

Alaska Career Information System

\ |Educati0n and Work History —— Marcia Olson, Education Specialist
Education and Training ‘A Standardized Tests*
Education History

Licenses and Certificates -
[_Save Information | [ cancel |
Workshops and Training
Test Name (R}: Work Keys - /

Standardized Tests

) - Date Taken: January vl 2011 [
Paidl and Unpaid Work
Test Results (R): v g

Achievements, Activities, and Skills Math 2

) Locating 4
Contact Information and References Reading 4
Create Resume

[ saveInformation ][ cancel |

:@ Harr

Alaska Career Information System

‘ Education and Work History -- Marcia Olson, Education Specialist

Education and Training ‘A Licenses and Certificates*
Education History

Licenses and Certificates

[ save information ][ cancel |
Workshops and Training .
i Label (R): MNCRC - WorkKeys Certificate
Standardized Tests e
: : Description (R): v
Paid and Unpaid Work Silver NCRC, January 2011
Achievements, Activities, and Skills Registration = 8A4789CC251103XBC

Contact Information and References

Create Resume

Save Information | [ Cancel |

More information in Teacher Resource Guide
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2. Tech Prep Folder

see :IN: courselt G\\

h | ersonali
A ;/AE,KA - . 's Personal Learning and Career Plan \f:t;'mai:iaf/

- - : : 71 i Choose a Caresr Cluster. For help gnlnhmﬂ&mmﬁmmmﬁmmmﬁm
: 7 ¥ http: e pls tocameers gl b take an interesk survey.
I E(/ i ] KE = e Agr, Food & Natursl Resourcas Govemment & Fusiic Admin Law, Public Safety, COmections & Sacurtty

ATCh & Construction Health Seiences Marufactunng

Ars, A/ Technology & Comm Hospitailty & Tourism Suience, Tach, Enginearing & Math
Business Mgmt. & Admin Human Sanicss Transportation, Distrioution & Logistics
Education & Training Informaton Technaiogy

ALASKA STATE GRADUATION REQUIREMENTS ath Grade 10th Grads
Imenireurm) - - .
- - sBA: R W[ M8
DIRECTIONS: Chack off the basss 35 you compieiz yournigh | B8 TIR Cw TIM HEGOE: (R W M
&chool PETsOnal I2aming carser pian.
4 cradiis In Englsh OR Language Arts
3 cradits In Social Science (142 credt In AKX History)
2 cradiis In Math
2 cradls In Sclence
1 cradlt In Heaith OR Physkal Sducalion OR
Healh/Pysical Education combination
9 Elective Credlis, inciudes Alasia Perfomance
Seholarship (APS) and Career and Technkzal
Education {CTE) cowses
Alaska Performance cholan!
[4P%) Additional Requirsments 2611-2012
2 credits In Malh
2 credits In Sclence
1 credt In Socdal Sclences OR World Language
'OR Fing Ans OR Cuitural H
{hvore: you may Quatly for APS keveis 2 & 3 only
with ane jess credt v math or solence)
OR
1 oredt InMah
1 oredt In Soence
1 credt In Social Solance
2 oredits In Me same Word
{hvore: your may QuUatl for APS keveils 2 & 3 only
with: e less credt of @ world language)
For additonal requirements go o APS alaska gov
588 yOUr Nigh Bchool Counaakor of andbook
for your diztrict's il B.

Sazrrema b 1 Somes ter 2 Semaster 1 Semesie: 1

q

List career options based on your interests, abilities and/or skills. Helpful resources can be found at:
http://www.akcis.intocareers.org/ or https://alexsys.labor.state.ak.us/.

11th Grade 12th Grade Postsecondary Year 1 Postsecondary Year 2
WorkKeys: [JR U [Mm
Accuplacer: ||

5 1 5 ter 2 Semester 1 Semester 2 Semester 1 Semester 2 5 1 5 ter 2

Accuplacer, Compass, WorkKeys, ACT and/or SAT

Making WorkKeys Work For You — Student and Parent Information Guide December 1, 2011
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3. Paper PLCP example™

Name:

HIGH SCHOOL PERSONAL LEARNING AND CAREER PLAN

Email:

Alaska Career Information System (AkCIS) Username & Password:

Career Cluster (Check One)
__ Ag., Food, & Matural Re=ources
__ Architscture & Censtruction
_ Ars AN Tech. & Comm/

___ Businezs Mgt & Administration

T

Beyond High School
Check One:

Course Recommendations

___ Education & Training

__ Finance

__ Gowvernment & Public Admin.
___ Heatth Science

Training/Education Planned
Apprenticezhip
4 years or more (Bachelor's)
2 vears (Azzociate's)

Certificate

Year of Graduation: 20

___ Hospitality & Tourizsm

Human Services

Informatien Technology

Public Safety, Corrections, Security

___ MWanufacturing

__ MWarketing

___ Science, Tech., Engineering & Math
Transpertation, Distribution & Logistics

Occupational Endorzement (OE)

Military
Other

9" Semester 1

10" Semester 1

11™ Semester 1

12" Semester 1

English English English English
Mlath Math Math Gow't ! Economics
Seience Science Science Elective
AE Studies [before graduation] ‘world History LIS History Elective
FE FE Elective Elective
Elective Elactive Elective Elective

9" Semester 2

10" Semester 2

11" Semester 2

12" Semester 2

English English English English
Math Math Math Giow't ! Economics
Science Science Science Elective
Health “warld Histary LIS History Elective
FE FE Elective Elective
Elective Elzotive Elective Elective
Interests & Activities Testing Information Work or Volunteer Experience
27 grade SBA R J [
ACT EXPLORE (87 or 87
ACT PLAN (107
HSGQE (107 ad W M
WorkkKeys® (117 AN Rl LI NCRE
PSAT
T “erbal Idath Vriting
ACT Composite
Review History g™ . g™ gth _qqt" 10t _qqt 11t 2t

Student Initials

Parent Initials

Counselor Initials

More information in Teacher Resource Guide
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Show your WorkKeys scores and NCRC info in ALEXsys:
https://alexsys.labor.state.ak.us/default.asp

ALEXsys is Alaska’s “labor exchange system.” It is FREE and it allows you to create and post
résumés, search for jobs, and contact employers who have job openings. Even if you are not
looking for a job right now, you may create your ALEXsys account and update it as you get
further training and experience.

Logged in as:
Olson, Marcia F

Log Off

Help

Quick Menu

Job Search

Resume Builder

My Background
Services for
Individuals

Career Services

Job Seeker Services
Education Services
Labor Market Services

Other Services

My Individual Profile
My Home Page
Message Center
Ass ce Center
Alas| ob Centers

About This Site

Enter your certificate or occupational license. When you are finished click the
Save button. To cancel your changes, click the Cancel button.

Part Il: Step 2 of 10

Occupational License(s) - Certificate(s)

* Credential Type: | Career Readiness Cerificate

*Career Readiness Certificate: | Bronze Career Readiness Certificate
Cther License or Complete Name
Certificate/License Number
* Issuing Organization: |ACT

* Completion Date (mmiyyyy): (0172011

Expiration Date (mmfyyyy)

United States

* Country

* State: | Alaska

Keys scores:

Comments: |

Making WorkKeys Work For You — Student and Parent Information Guide
Alaska Department of Education & Early Development
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Promote Yourself

Include Your NCRC with Job Applications

List your WorkKeys scores and your NCRC on your résumé and show them on your job
applications. During a job interview, tell the prospective employer about your accomplishment
and explain that your NCRC shows that you have demonstrated specific skills in math, reading,
and locating information on the job. Your NCRC may make the difference between you and the
next most qualified person!

Employers and training programs around the state are beginning to use and recognize
WorkKeys and the NCRC in their application processes.

Here is a partial list of Alaska programs and employers who use WorkKeys — check the Alaska
Career Ready website for updates at www.careerready.alaska.gov.

British Petroleum (BP)

Operating Engineers Apprenticeship program
Breeze In, Juneau

State of Alaska (various positions advertised on Workplace Alaska)
Construction Academy programs

Alaska Teamsters-Employer Service Training Trust Program
Plumbers & Pipefitters Apprenticeship Program
NANA Management Services (NMS)

GCl

ABC (Associated Builders and Contractors)

AJEATT Inside Wireman Apprenticeship Program
IBEW Apprenticeship Program

Blood Bank of Alaska

Reliable Transfer Corporation, Juneau

Prestige Care and Rehabilitation Center, Anchorage
First National Bank of Alaska, Anchorage

Alaska Interstate Construction, LLC, Anchorage
Hope Community Resources, Anchorage

Job X, Juneau

Glacier Gardens, Juneau

Sealaska, Juneau

VVVVVVVVVVVVVVVYVYVYYYY

Even if you are applying for a program or an employer who is NOT on this list, include your
NCRC and WorkKeys scores in your application materials as proof that you have mastered skills
that employers ask for in their employees!

Making WorkKeys Work For You — Student and Parent Information Guide December 1, 2011
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Create and Share Your Certificate Online

If you earned a Bronze, Silver, Gold, or Platinum NCRC,

take a few minutes to create a free

account with ACT online. This will allow you to give a website link to an employer or a
postsecondary institution to verify your certificate. Creating your account is FREE and easy —

follow these instructions™:

ACT Workforce G
NATIONAL
CAREER READINESS Overview About Resources Contact Us Verify A Certificate Login
‘CERTIFICATE"
Resources Creating a New Account
Step 1. Go to the login screen and click on "Create a New Account” (Show me)
Employers
Waorkforce Development Step 2. Complete Required Infarmation (Show me)
Educators
Step 3. After the form is completed, a registration confirmation screen will appear (Show me)

Test Administrators

Step 4. Once you've used the activation link, you can log in (Show me)
Step 5. You may now view your account homepage (Show me)
Step 6. Update Match Criteria (if applicable) (Show me)

Ordering and Sharing The Certificate
Step 7. Create your Certificate (Show me)

Step 8. Share your Certificate electronicall

y (Show me)

Please Mote: ACT does not release any information until you have authorized it. Employers

will not be able to verify your Ci

ertificate details until you have shared your Certificate.

Step 9. Order a paper Certificate {Show me)

You can download a print version of this guide (PDF, 9 pages. 686KB) to refer to later.

Congratulations on earming a Mational Career Readiness Cerificate!

If you have any questions, please call B00/WORKKEY (967-5539)

Log in to order or share The Certificate

For more details and to see the “Show Me” screenshots, go to

http://www.act.org/certificate/create account.html.
Or you may download a 9-page instruction manual at

http://www.act.org/certificate/pdf/CreateAccount.pdf.

More information in Teacher Resource Guide
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Find Out if You Qualify for an Alaska Performance Scholarship (APS)

If your WorkKeys scores are at least Level 5 on all three tests, and if you will be attending a
Career and Technical Education certificate program after high school, you may qualify for an

N
APS on the basis of your WorkKeys scores . You must also meet the GPA and course

requirements.

Students can receive up to eight semesters of APS aid within six years of high school

graduation.

For students who complete the APS curriculum required for their high school graduating class,
there are three maximum award levels, determined by a combination of the student’s high

school GPA and score on a college-entrance or career-readiness examination. *

Level 1 || Level 2 I Level 3 l

Up to $4,755 per year Up to $3,566 per year Up to 52,378 per year
Collegiate & CTE* Award @ Collegiate & CTE* Award  Collegiate & CTE* Award
high school GPA 3.5 high school GPA 3.0 high school GPA 2.5
ACT — 25 or SAT - 1680 ACT — 23 or SAT - 1560 ACT — 21 or SAT — 1450
or or or
CTE* Award only CTE* Award only CTE* Award only
high school GPA 3.5 high school GPA 3.0 high school GPA 2.5
WorkKeys — 5 in Math, WorkKeys — 5 in Math, WorkKeys — 5 in Math,
Reading, and Locating Reading, and Locating Reading, and Locating
Information Information Information

*A student may become eligible for a collegiate award or a career and technical education (CTE) award at varying
levels. A student cannot receive both awards simultaneously. By qualifying with ACT and/or SAT scores, a
student will be eligible to pursue either a collegiate or career and technical program. If qualifying solely

with WorkKeys scores, a student will only be eligible for the CTE award. The CTE award can be used for
attendance in a career and technical education certificate program, but not for a degree program. Either award can
be used for a related approved program offered at any participating institution.

N
Current as of publication date, but subject to change.
Please see www.aps.alaska.gov for up-to-date information.

See your school counselor and visit www.aps.alaska.qgov for more information.

More information in Teacher Resource Guide
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Improve Your Scores and Your Skills

Want to Improve Your Scores?

All Alaska high school juniors must take the WorkKeys assessments. You may retake WorkKeys
during your senior year if you wish. There is no charge to you or your parents to take WorkKeys
in your junior year and to retake the tests once in your senior year. Contact your school
guidance counselor or principal for testing dates and registration.

KeyTrain/Career Ready 101 Practice Program

Take advantage of the FREE, fun, online program called KeyTrain/Career Ready 101 to practice
your skills and give yourself a chance to get great WorkKeys scores. You may use the program
wherever you have Internet access. See your school’s guidance counselor or principal for login
information.

Intreduction to Career Ready 101 KeyTrain Workplace Skills
& Introduction to Career Ready 101 > Introduction to Keytrain
Finding Y > Reading for |
> Creating Career Coals &> Applied Matl

&~ Financial Awareness & Locating Infol

> Preparing for Your Career > Introduction to Applied Technology
¥ Real-World Experience > Applied Technology -Electricity
KeyTrain Career Skills &> Applied Technology -Fluid Dynamics
& Work Habits > Applied Technology -Mechanics
> Business Etiquette > Applied Technology -Thermodynamics
> Workplace Effectiveness &> Business Writing
&> Communication Skills o Listening
&~ The Job Search &» Observation

&> Teamwork

> Writing

&> Introduction to Career Clusters

&~ Introduction to Green Jobs

/ For more information — \

e Visit your high school guidance counselor or advisor

Talk with your parents

Use AKCIS to develop your Personal Learning and Career Plan

Visit the Alaska Career Ready website at
www.careerready.alaska.gov

\ Good luck on your next steps to a successful future! /
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