Cooperative Education (99.1000)
Standards and Competencies

Industry Organization Standard:  WorkReady™
http://www.workreadyforme.com/
Note: WorkReady™ is an initiative of Maine's four Local Workforce Investment Boards and the Maine Department of Education. The 60 hour soft skills based training is designed to provide successful participants with not only skills essential in today's workplace, but also a portable credential. The WorkReady™ Credential is endorsed by businesses throughout the state. 
Framework, Duties and Tasks:
1. Motivations and Challenges

a. Identify reasons why people work.

b. Identify the practices that promote good dental health, cleanliness, and hygiene.

c. Identify appropriate behavior, attire, attitudes, and social interaction and other factors that affect job retention.

d. State how to handle time stress.

e. Identify and prioritize personal, educational and workplace goals and practice effective organization and time management skills to achieve those goals.

f. Describe the relationship between jobs, careers, family life and leisure activities.

g. Identify a problem and devise and implement a solution to the problem

h. State the characteristics of self-esteem and confidence issues.
2. Plan for Employment

a. Identify procedures for career planning.

b. Conduct a self-inventory of skills, experience, education, work preferences, abilities and values as they relate to the job market.

c. Develop a career plan including job preferences, training requirements and tasks/responsibilities.

d. Describe the knowledge and skills required for careers that are of personal interest.

e. Compare occupations based on entry-level requirements and benefits associated with employment.

f. Demonstrate the ability to apply or transfer skills learned in one job situation to another.
3. Effective Communication

a. Identify or use appropriate non-verbal behavior in a variety of situations (e.g. handshaking).

b. Identify or use appropriate language for informational purposes (e.g. to identify, describe, ask for information, state needs, command, agree or disagree, or ask permission).

c. Identify or use appropriate language to influence or persuade (e.g. to caution, request, advise, persuade, negotiate).

d. Identify or use appropriate language in general social situations (e.g. to caution request, advise, persuade, negotiate).

e. Clarify or request clarification.

f. Use telephone to make and receive routine business calls.

g. Interpret safety signs, manuals and related information found in the workplace.

h. Interpret general work related vocabulary.
i. Respond appropriately to criticism and feedback. 

j. Understands how to effectively resolve conflict and manage anger.
4. Working with Other People

a. Demonstrate a basic understanding of team work.

b. Demonstrate the ability to work cooperatively with others as a member of a team.

c. Demonstrate ways to cooperatively solve problems and make appropriate decisions.

d. Identify ways to learn from others and to help others learn job-related concepts and skills.

e. Demonstrate effective communication skills in working with customers and clients.

f. Identify and uses effective approaches to working within a multicultural workforce, including respecting diversity, avoiding stereotypes and harassment, and recognizing concerns of members of other ethnic and gender groups.

g. Define sexual harassment in the workplace.
5. Getting a Job

a. Interpret forms related to seeking work, such as applications and IRS form.

b. Follow procedures for applying for a job, including interpreting and completing job applications, résumés and cover letters.

c. Identify and use a variety of sources for information about job opportunities such as job descriptions, ads, announcements, web sites.

d. Identify and use information about the job market and workforce, including information about non-traditional jobs.

e. Identify training requirements and resources.

f. Identify procedures involved in interviewing.
6. Wages, Benefits, Taxes and Employee Organizations

a. Interpret wages, wage deductions, benefits, and timekeeping forms.

b. Interpret information about employee organizations.

c. Interpret employee handbooks, personnel policies and job manuals.

d. Understand employer needs and employment law practices.
7. Work Related Safety Information

a. Interpret safety signs.

b. Interpret work safety manuals and related information.

c. Understand how to report unsafe working conditions and work related accidents, injuries and damages.
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