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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 I 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! 
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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 
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Locating Information 
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Reading for Information 
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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 – 

 “Match criteria” – VERY IMPORTANT for your scores and NCRC to be correct 
 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 
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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: 
 

 
 
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! 
 

 
 

 

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

 

 

 

 

 

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

 

  

If your lowest WorkKeys 
score is  

You will earn 
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:  
 

 
 

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

 
 

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!    

http://www.act.org/workkeys/skillsearch.html�
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My scores match – may I 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 
Cluster 

Applied 
Math 

Locating 
Info. 

Reading 
for Info. 

Holland 
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.org)  
 

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

 
 

 
* More information in Teacher Resource Guide  

http://www.akcis.org/�
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2. Tech Prep Folder 
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3. Paper PLCP example*  

 
 
 
 
 
 
 
 
 
 
 
 
 

* 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. 
 

 
 

 
  

https://alexsys.labor.state.ak.us/default.asp�
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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) 
 GCI 
 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  

 
 
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! 
  

http://www.careerready.alaska.gov/�
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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*: 
 
 

 
 
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   

http://www.act.org/certificate/create_account.html�
http://www.act.org/certificate/pdf/CreateAccount.pdf�
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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 

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.

 * 
 

 
^ 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.gov for more information. 

* More information in Teacher Resource Guide 

http://akadvantage.alaska.gov/Grants_and_Scholarships/APS_Qualifying.aspx�
http://www.aps.alaska.gov/�
http://www.aps.alaska.gov/�
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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. 
 

 
 

For more information – 

• 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! 

http://www.careerready.alaska.gov/�

