
• Only the presenter is audible during the presentation. All others are 
muted. 

• Presentation is 45 minutes, with 15 minutes for questions.

• You may submit a question by typing it into the questions pane on 
the control panel, or by clicking the “raise hand” icon – you will be 
announced and unmuted to ask your question. 

• All questions are logged and may be addressed by the presenter via 
email.

• If you are disconnected call 518.723.2137

nyctecenter.org   │  ctetac@spnet.us

mailto:ctetac@spnet.us
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TODAY’S GOALS

Unpack The Design And Purpose Of The Employability Skills Profile And Career Plan

• Discuss creative activities which will generate data for this document
• Validate the knowledge and skills needed to interpret this documents 
• Make the connection between the employability skills profile and the work-based 

learning training plan
• Identify the indicators to determine if the student trainee is ready to work
• Connect this document to the student's resume and communications for 

employment and/or postsecondary actions

At the end of the webinar you should feel confident that you understand the creation 
and use of the employability skills profile for student and program success!
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VALIDATION OF ACHIEVEMENT
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Where Am I Going? Am I Ready to Work?



QUESTIONS TO BE ANSWERED

• Is there a need for an ESP?

• Who needs it?

• Who wants it?

• Who completes it?

• When is it completed?

• Is it graded?  Reviewed?

• What format does it come in?

• Does the student take the 
documents upon exiting?
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PURPOSE OF THE EMPLOYABILITY SKILLS PROFILE

VALIDATE:
Readiness for workforce

Achievements

Growth

PREPARE FOR:
Job Interview

Resume

Post-secondary Education

Eportfolio – Workforce Capital
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EMPLOYABILITY SKILLS PROFILE 
Knowledge, Skills and Behavior

1. What Have I Learned In My Classes?  

2. What Have I Learned From My Work 
Experience?

3. Have I Demonstrated Appropriate 
School And Workplace Behavior?

Am I Ready to Work?

WORKFORCE READY
7



READY TO WORK???
READY TO WORK BENCHMARKS

From the 
GPS CAREER PLAN AND 

EMPLOYABILITY SKILLS PROFILE

1. I have identified my interests and 
skills

2. I identified my career choices and 
have created a GPS Roadmap to my 
first destination.

3. I am prepared to identify employers 
which match my interests/skills 

4. I have the knowledge, skills and 
documents needed to apply for 
employment.

Benchmarks created by both the school and your 
local employers/advisory board.



CAREER EXPLORATION 
VS. CAREER DEVELOPMENT

CAREER AWARENESS
GPS CAREER PLAN 

1. I have identified my interests and 
skills

2. I identified my career choices and 
have created a GPS Roadmap to my 
first destination.

3. I am prepared to identify employers 
which match my interests/skills 

CAREER DEVELOPMENT
EMPLOYABILITY SKILLS PROFILE

I have the… 

1. Knowledge

2. Skills
3. Documents

……needed to obtain employment.

54+ Hours of Work-based 
Learning 

150+ Hours of Work-based 
Learning 
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PERFORMANCE EXPECTATIONS – from SED
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PERFORMANCE EXPECTATIONS
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COURSE WORK AND WORK-BASED LEARNING 

WORKFORCE READY 

PASSPORT

162

54

216



1. Workforce Readiness 
Indicators 

2. Communications Skills
3. 21st Century Skills
4. Specific Job Skills
5. Training Plan
6. Knowledge of Industry
7. Cover Letter and Resume
8. Job Application
9. Thank You Letter
10. List of Employers
11. Examples of Work

PASSPORT for workforce readiness.docx
PASSPORT for workforce readiness.docx


INDICATORS 
READY TO WORK

 Zest

 Grit

 Self control

 Optimism 

 Gratitude

 Social intelligence

 Curiosity

 Commitment



INDICATORS READY TO WORK



Susan Gubing, CareerSmarts 16

OPTIMISM

15 Gets over frustrations and setbacks quickly 3.67 5 2 4

16 Believes that effort will improve his or her future 3.67 2 5 4

GRATITUDE

17 Recognizes and shows appreciation for others 3.67 5 2 4

18 Recognizes and shows appreciation for his/her opportunities 4 5 3 4

SOCIAL INTELLIGENCE

19 Is able to find solutions during conflicts with others 3.67 4 3 4

20 Demonstrates respect for feelings of others 4.67 5 5 4

21 Knows when and how to include others 3 2 3 4

CURIOSITY

22 Is eager to explore new things 4 5 3 4

23 Asks and answers questions to deepen understanding 3.67 5 2 4

24 Actively listens to others. 3 2 3 4

ACADEMIC PERFORMANCE

25 Completes all assignments with quality and timeliness 4.67 5 5 4

26 Uses tools appropriately and safely 3 2 3 4

COMMITMENT

27 Attends class with one or less absences per quarter 3.67 5 2 4

28 Demonstrates loyalty and appreciation to the program and instructors 3.67 2 5 4
SCALE

1 = Very much unlike the student.  2 = Unlike the student. 3 = Somewhat like the student. 4 = Like the student.  5 = Very much like the student.   



Connecting Work Experience to Future Job Interviews
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Teach your students to 
verbalize and journalize 
their experiences which 
appear on their resume 

in a unique, easy to 
learn, system. 



Connecting Work Experience to Future Job Interviews
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• I like my job because............

• I believe that I am competent in the following job skills........

• My favorite person at work is......... because............

• This job fits into my career plans the following ways...........

• My company makes a profit by .............. and I contribute to the 

company’s success by.....

• If I could change one thing at work it would be............why........how.

• The one accomplishment at work I am most proud of is..........

• My biggest error at work was........ I learned the following from that 

error.

• If my boss asked me if I deserve a raise, I would give him/her the 

following reasons.

• I would like to be promoted to the position of.......because.



Connecting Work Experience to Future Job Interviews
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• I had a conflict with a co-worker.......

• I saved the day by ..........

• I liked (or disliked) my past job 

because....

• My role model or hero in my life is......

• I .enjoy working because.....

• I left my last job because......

• My career goal is to become a......

• I feel I am an expert in...........

• My biggest weakness is.......

• The one skill I need to learn is.......



Connecting Work Experience to Future Job Interviews
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Respond to the journal statements by writing at least 3 sentences. 

Sentence #1: Repeat the topic and answer the statement

Sentence #2: State why you feel this way

Sentence #3: State how you will continue to maintain this feeling or how you will go about changing or 

maintaining the situation

When answering each question, indicate the name of the company and your job title you are writing about.

 Opening Statement:           I like my hostess job at Friendly's because I enjoy dealing with people.

 Feeling: Making people happy gives me great joy.

 Maintenance/Change: I know that if I am courteous to my customers my manager will be happy and I 

may be rewarded with good tips.

WORKFORCE PASSPORT
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INSURANCE – TRANSPORTATION - GOALS
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SAFETY

DRESS

BEHAVIOR
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ALL ASPECTS 
OF INDUSTRY

1. Organizational chart

2. Job Description

3. Career Ladders

4. Products and Services

5. Systems and Procedures

6. Marketing/Sales

7. Competition

8. History of company

9. Floor plan

10. Professional Associations

All aspects of industry 15 lessons.pdf
All aspects of industry 15 lessons.pdf


CONNECTING TO EMPLOYERS



POTENTIAL CORPORATIONS

• COSTCO

• TARGET

• WALMART

• KOHL’S

• LOWE’S

• HOSPITALS

• HOTELS

• RESTAURANTS

• AMUSEMENT/ENTERTAINMENT

Susan Gubing, CareerSmarts 29

MANUFACTURING

SALES/MARKETING 

TRADES:  

• Store services

• Hands on helper 
SECURITY

GOVERNMENT

• Museums

• Zoos

• Public facilities

GRAPHIC ARTS/SIGNS



CEEDOS 
REZOOMAY
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Resume CeeDos.docx
Resume CeeDos.docx
PASSPORT for workforce readiness.docx
PASSPORT for workforce readiness.docx


CDOS COMMENCEMENT CREDENTIAL - WORKFORCE READY PASSPORT
Career And Technical 

Education Course 

Work

YEAR COMMENTS # of Hours

Work-based Learning 

Experiences

Year Comments # Hours

Industry Based 

Assessment (if any)

Year Comments Score

Total # of Career And Technical Education Coursework Hours

Total Work-based Learning Hours

For CDOS Credential

Final Total # of Hours

Which included at least 54 hours of Work-based Learning 



1. Workforce Readiness 
Indicators 

2. Communications Skills
3. 21st Century Skills
4. Specific Job Skills
5. Training Plan
6. Knowledge of Industry
7. Cover Letter and Resume
8. Job Application
9. Thank You Letter
10. List of Employers
11. Examples of Work

PASSPORT for workforce readiness.docx
PASSPORT for workforce readiness.docx


UNPACKED 
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Connect questions to 
assessments.

Keep the career plan 
rolling for more 
years.

Create achievement 
statements for work 
experience

Utilize the work-based 
learning training plan as 
part of your employability 
skills profile

Teach your students how 
to journalize their 
experiences.

“A unique, easy-to-learn system!”



Susan Gubing – sue@careersmarts.com

• Career Planning, Work-based Learning, Advisory Boards, 21st Century Skills, Online Teaching

• 48 years in Career and Technical Education

• School/Industry Coordinator for Smithtown School District – 38 years

• Professional Development Provider for

• Buffalo State and Hofstra University – online Work-based Learning Certification

• CDOS Commencement Credential 

• Career DNA 

• Games2Careers – Author

• NY State Education Consultant for CDOS Standards, WBL

• Board of Directors for:

• Hauppauge Industrial Association

• Society for Human Resource Management

• Connect To Tech

• Long Island Business Educators

• NYS Work Experience Coordinator’s Association   
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www.xtremeintern.com



RESOURCES
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Work-based Learning Programs
http://www.p12.nysed.gov/specialed/publications/CDOScredential-att3.htm

Model Employability Profile and Directions 
http://www.p12.nysed.gov/specialed/publications/CDOScredential-att4.pdf

Career Plan Form 
http://www.p12.nysed.gov/specialed/publications/CDOScredential-att2.pdf

NYS WORK EXPERIENCE COORDINATORS ASSOCIATION – www.nysweca.com
March Conference 

Work-based Learning Certification from Buffalo State or Hofstra 
University  sue@careersmarts.com

http://www.p12.nysed.gov/specialed/publications/CDOScredential-att3.htm
http://www.p12.nysed.gov/specialed/publications/CDOScredential-att4.pdf
http://www.nysweca.com/
mailto:sue@careersmarts.com

