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About JobZone

New York 4’\uu gencie g

DEPARTMENT . JobZone is an occupation
*LABOR , .

— exploration tool that helps

Did You Know? a user identify skills,

The construction industry has a very large number of selferployed workers ta|ents and |nterests that

Your Local One-Stop Job Search

Where is your local One-Stop? Provide your ZIP sode in Keyward |within| 25 miles v |of 2P| Usemame may Iead tO a career or

the "What's Vour ZIP* and we'll give you all the details Fassword

gnﬁx‘Jc'!Q‘a:ﬁwosrt;\t\E:knmha\mkha\nwmrmsmllMstnf Career tralnlng.

Career Exploration ]
Joh Seeker Resources P

Additional tools to aid you inyour job and career explorstion Occupations - Getinformation on orer 900 accupations available in Mew Vork

JobZone also contains
Learn about apprenticeships, job search strategies, veterans' Save and review those that interest vou most. 1 . . .
it your okile? From GED: o adhanced degracs,fnd e [ local information ranging
! ‘

Getting Hired,

Customers can use limited kandvls\lthewebpageEu((he:uHEgeSvuuhave R from job fairs to contact

 portfalio

features of JobZone without information for the nearest
creating an account. ' Bz Career Center. JobZone

a Assess Yourself- Use a simple combination of the six areas of interests to
HOWeVer’ to fulfl" the 1 determine a list of oceupations that suityou best Jabs with the is prOVIded at nO'COSt by

requirements of the OJT- ] %! —— the New York State
NEG, customers are required Department of Labor.

to create a JobZone account.

se this farm to create a basic resume. Review it online to
Tnat conrect, then print it ar save itto word processing

D;r;yARTMgﬁ i G

Home

welcome Guest

Did You Know?
Create an account Login

The construction industry has a very large number of self-employed workers. Print This Fage
Eont This Fage

Your Local One-Stop Job Seg L Lagin
‘Where i your local One-Stop? Provide your ZIP code in

If customers already have a Veomome ||
ol e O ik o e 1k oo e 1 bZone account. have oo Sl ]
‘gm;!wayom‘(ek the link below for the full list of JO . . : y ; @ %
them sign-in with their
username and password.

Career|

Click Here For a FREE Account ]
Job Seeker Resources I, Eaiet————

Additional tools to aid you in your job and career exploration Occupatio)
Learn about apprenticeships, job search sirategies, veterans' Save and rey]
gerices and much more.

What's Your ZIP

mores> Training - Guest users, give us your ZIP cade and wi'll tell you Who's
training you Getting Hired, Upcaming Job Fairs and where to access

Upcoming Job Fairs Colleges - If a Customer fOngt thEIT fore serices
e[|

selected to 3|
— To create a JobZone

el o s e password, have them click
“Forgot your password?”
“ed  and type their username. IR account, press “Click Here
what's in your area

below for more job-fairs in different regions. Self ExF
:“ The customer will then be for a FREE Account.”
provided with a password

ToolBo | Qint.

Quick Res]
getthe content and Tormat carrect, then p
docurment for further editing, or to a PDF.
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Creating a JobZone Account: Info

DEJI"ARTMSF{'

EEET)
er

Con d

The following fields are required
when creating a JobZone
JobZone now account:
requires customers
to complete three e Username
security questions. \ il

. 1 account information. [ ) P as SWO rd
These security )
questions allow cueemae[ ] e Retype Password

& Password: :]o
customers to reset O

their username
and/or password.

 First Challenge Question: [yhat is the name of a favorite pet? v

o voursnewer (T . TIP: When creating a
. :]‘W B Username, Password and
o e e :]‘W B answers to the Security
EEn Questions, only use letters
Select “Next.” and numbers-DO NOT use

punctuation.

The Hew Vork State Departmert of Lal
Auiary sick bl

Creating a JobZone Account: Contact

Fields marked with a © are required

Mext, fillin some personal information. The fOHOWIng flelds are
required when completing a
JobZone registration:

© FirstNarme: Jane

o LastMName:| jones

Middle Inmal:E}
L T First Name

e e ] Last Name
Address 1
City

State

Zip

Address 2:[ ]

© | wany

© State: haw vork v

O 2P q9917

@ Count: | United States v

Email Address:

Wehsite Address: hitp:

|

Select “Next.

Do you wish to receive notices of new features, senvices, opportunities?

@ Pravious Backto Partfolio

2 www.jobzone.ny.gov
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Creating a JobZone Account: Misc

Account Info Contact Misc Job Preferences Personal

[ o Successfully updated your account.

Fielde marked with 3 © are required

BPlaaca fill in gome additional information.

JobZone now requires © Edueation level
customers enter the - EMpIOmEt SIS (9) ot Employed

I () Employed
fOIIOWIng . O Employed - Revd Motice of Termination. (Transitioning Serice Members within two years of
e Education level

retirement or one year of separation from the military service should also selectthis categon)
o Veteran status @
Mot a Veteran
°
Employment Status O Military Service with less than or equal to 160 days of active duty and released or discharged under
ditions other than dishonorable
e Veteran status
: O Military Service with more than 180 days of active duty and released or discharged under
° M|grant/8eason conditions ather than dishonorahle.
Other Eligible; meaning the spouse of person that died in active duty or of a service-connected
Farm Worker Status digahility; or spouse of person with total permanent digahility resulting from a service-connected
digability, or the spouse of active duty service member who is currently listed as missing in action,
or captured in the line of duty by a hostile force, or forcibly detained or interned in the line of duty by
a foreign government or power

© Migrant’Seasonal Farm Worker Status @NmaMigranUSeaannaanrker

(O MigrantSeasonal Worker

[oFrewous M Save ][ Back to Partfolio ][ Reset [ Ne)do]

The New ork Stete Departmert of Lakbor is an § Select [ NeXt ”»

ALiliary aids and services available upon rec

Creating a JobZone Account: Job Preferences

| &  Successiully updated your account.

To help narrow down job
matches, JobZone now

This information is being collected to enable the employment and training professinals of you requires C_UStomerS to enter
hest serve your employment needs in the future. the followi ng:

e Salary and Location
e Contact Methods
e Confidential

Fields marked with a . are required.

Joh Objective
Your Job Ohjective is a staterment of the desired job position or positions that you are looking for]
information is displayed to them as a summary of your overall objective. When you create resum)
ohjectives for each resume.

Examples of ohjectives:

+ Tosecure a position as a forklit operator.
+ Toahtain a paositian that will utilize my computer knowledge, strong people skills, arganizational

" TIP: If customers
indicate they want their
4 Contact Method to be set

© Salary and Location to email, the customer will
FPlease enteryour salary and desired work locations. In the One-Stop Center, this information is uged have to include their ema”

Please choose your desired salary 6(1000 ) [Houry 9] B TS SN EIE: .

Ta ohtain a position in the healthcare field
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Creating a JobZone Account: Job Preferences Cont’d

State 3. | Flease Selec ~ |

() Location 3 - Countries (select one, two or three)

Country 1: | Please Select ~ |
Country 2: | Please Select ~
Country 3: | Flease Select ~ |

© Contact Methods

Yhen emplovers view yvour resurme online they need a2 way to contact vou. Specify as many of the following contact methods as vou would like howewear,
you must choose at least one way for an employer to contact yvou.

CI Contact me using postal mail.

CI Contact me using the phone.

CI Contact me using the alternate phone.
Contact me via email.

“ Confidential

IFyou decide that yvour resume will be made available nationwide for authaorized employvers to view, you must provide an email address ar include your
name and address aon your resume

Do vou wantvour resurme to appear on America's Job Exchange for authorized emplovers to browse™?
O]
Oves

Fyes, dovouwantyvour name and address to be kept confidential™?

@ Mo “ ”
& vos Select “Next.

Ifvou answer ves to both questions, vou must check 'Email' as a contact method and enter an e-mail addre

onitact vou.

[F're\ric\us ][ Sawve ][ Back to Partfolio ][ Reset ][ Mesxt ]

Creating a JobZone Account: Personal

Account nfo Contact Job Preferences Fersonal

If a JobZone customer is 18
Fill in personal information - Completion of the following information is voluntary and Older, they WI" be
asked to enter their Social
Social Security Number::] Security Number (SSN)
verify SN[ The SSN allows NYS
Bes: Department of Labor staff to
EtniEil: () Hispanic or Lating provide more accurate
O Not Hispanic or Latina services based on the
(®)notDisclosed information the customer

Choose all that apply or select Mot Disclosed
Race: [] ajaskan or American Indian bZone.
|:| Asian

|:| Black or African American
Hawvaiian or Pacific |slander

[ wehite
Mot Disclosed
Disahility Category: O Mo Disability
OF’hysical Impairment
OMentaI Impairment
() Both Physical & Mental Imp.
O Disabled, Impairment Mot Disclosed
(@) Mot Discinsed

Select “Save.”

[ﬂF’revious ][ Backto Farfolio J‘[ Sa\rej Reset

4 www.jobzone.ny.gov
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View of JobZone Landing Page-After customer created their JobZone

account, this page will appear. Notice the three sections described below:

JobZone Adult
@ o Logout

Welcome kris
8]

date My Account

{ Did You Know? ]

The average Syracuse metropolitan area worker eams §733 a week Print This Fage
Erint This Page

Your Local One-Stop

Job Search

My Account

Below is the office closest to your location. Click on
Wore=> to find additional one-stop offices around your
area

Keyward| within| 25 miles v |ofzIP[12208 |

Welcome back, kris

“aur last login was Oct 02, 2012
Career Central Update My Account
Service Type: Full Service

Rddress: 175 Central Avenue

Albany New York 12206

Career Exploration

o (18 462-7600 %162 Occupations - Get information on over 900 occupations available in New York poslD.sm an

ne: Save and review those that interest you most,
Fax: (518) 447-5967 .

. . Mathing found in your region

Hours: M-F:2:30am - 5:00pm Trainihg - Want to update your skills? Fram GED to advanced degrees, find the
Parking: Street training you need herel
Public Transit Bus 5
Access: Colleges - Keep lrack and visit the weh pages ofthe colleges you have selected Recently Viewed

Click for Driving Directions to add to your portfolio.

more>> ~ Occupations

Journal - Docurent your job search. Record your contacts, praspects, appointments, and plans

» Jobhs

Job Seeker Resources

» Colleges

Additianal tools to aid you in your job and career exploration
Learn ahout apprer . ioh search stratenies, veterans’
services and much more.

Self Exploration

+ Training Provider

» Course Offer

mores> Assess Yourself - Use a simple combination ofthe six areas of interests to

determine a list of occupations that suityou best.

Upcoming Jeb Fairs
P 9 Career Interests - MNeed to know what career might be right far you? Enter

% some activities, and get suggestions of occupations ta explore

Upcarming job fairs in Capital District A
% 4 Work Values - What do you need to be happy atwork? Rate the imporance of

. warious job characteristics, and we'll recommend occupations you may find rewarding
Cianbro Corporation )
Date: Oct2, 2012 Skills Survey - Find accupations that match the skills you already have, and learn about ather skills yau may
Time: S00AM-1:00FM need to obtain
Location: ??;E,;')S;’:;‘_'Dgzﬁ Repeort- View your combined assessment report.

Click Here to View Brochure

Cianbro Corporation
Oct 3, 2012
9:304M-3:00PM

Resume Preparation

The middle column allows a customer
to explore the world of work, identify

The left column displays
local information including:

The right column allows
customers to see which

strengths, skills and talents, and
develop and/or update a resume.

jobs are in-demand and
information recently
viewed.

e Career Center
based on user’s zip
code
Job Seeker
Resources with
information ranging
from
apprenticeship
training to
Veterans’ Services.
Upcoming Job
Fairs based on
user’s zip code

) www.jobzone.ny.gov
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Skills Survey

Access: Colleges - Keep Irack and visit the web pages of the colleges you have selected  [JR Recently Viewed
Click for Driving Directions to add to your portfalio .
more>> ~ Occupations

Journal - Docurnent your job search. Record your contacts, prospects, appointrments, and plans.

» Johs

Job Seeker Resources

» Colleges
Additional tools to aid you inyour job and career exploration
Learn about apprenticeships, job search strategies, veterans'
senices and much maore

» Training Provider

» Course Offer

e Assess Yourself - Use a simple combination ofthe six areas of interests to
determine a list of occupations that suit you best.
Upcoming Job Fairs
P 9 Career Interests - Need to know whal career might be right for you? Enter
some activities, and get sugnestions of occupations to explore.
Upcoming job fairs in Capital District =
.‘ Work Values - what do you need to be happy atwork? Rate the importance of
- iah.characieristics, and we'll recommend occupations you may find rewarding
Cianbro Corporation 3
Date: Oct 2, 2012 Skills Survey | Find occupations that match the skills you already have, and leamn about ather skills you may
Time: 2:00AM-1:00PM needto obtain,
Location: Queenshu
Phone: T (518) 7430075 Repuic-view your combined assessment repor

This Desk Aid will focus
Cianbro Corporation Resume Preparation on the Skills Survey for

Date: Oct 3, 2012
Time: 9 30AM-3:00P M

Locaion: Ao Contact Info - Keep your information Up-to-date for your resume and other job 4 purposes of the OJT-NEG

Phone: 1(518) 459-4443 search documents.

Click Here to View Brochure

Click Here to View Brochure Qualifications - Keep track of your jobs, the responsibilities and re UIrements
accomplishments you had there. This will be really handy when you create a q .
more>> resume.

Work Experience - Keep track of your jobs, the responsibiliies and

accomplishments you had there. This will be really handy when you create a . . 13 -
resume. To begin, Click on “Skills

Yolunteer Experience - Civic-minded and responsible? You should be d ”
proud of working 1o make a difference. Keep track of all your good deeds and - Survey
wolunteer wark experiences here i

Education History- Keep a record of your educational accomplishments, past
and present, then choose which ones ta include an your resume

Licenses and Certifications - Many jobs reguire specific licenses and cerifications. List your licenses and
cerifications on your resume

Skills Survey: Introduction

Vielcome krig

Lpdate My Account [z (1N

Skills Survey

Introduction

R know how your skills compare to whatthe lahor market requires? ]
This is the page The goal of the Skills

Survey is for customers
to choose a target
occupation and
B eI El e
Click Next to begin 2 new survey each duty associated
""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""" with the target

occupation.

customers will see e mrinutes to find out, andwel suggest some occupations to explore and provide training information to hel you prepare.

whenthey Selectthe - S )
“Skills Survey” from

Back To
Partiolio

Select “Next.”

6 www.jobzone.ny.gov
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Skills Survey: List of Prior Jobs °

© TIP: If a customer
has previously saved an
occupation as a favorite
in the “Occupations” or
“Work Experience”
module, those saved

[] Industrial Truck and Tractor Operators - Operate industrial trucks or tractors equipped to move materials around a OCCUpat|0nS WI"
warehouse, storage yard, factory, construction site, or similar location. populate here_
[] Word Processors and Typists - Use word processorcormputer or typesriter to type letters, reports, forms, or other material

from rough draft, corrected copy, orvoice recording. May perform other clerical duties as assigned.

Intraductian List Priar Jabs

Below is a listincluding wour prior jobs, as well as those occupations wou've designated as favarites. Please selectone or moie
and JobZone will generate a list of commaon duties and reguired skills associated with these johs.

If customer selects an
occupation previously
listed and they would
like this to be their
— — target occupation
List H Porfolio [ N © have them select
“Next.”

Job not listed? Click
Add to SkKill Survey.

page. Find the jobh you're interested in and select

Customers can search for
their target occupation for

RLEENN ¢ Skills Survey using the
“More Jobs” button.

Skills Survey: Adding a Target and/or Previous
Occupation held by the Customer

Skills Survey ¥ Occupations

Occupations listed in JobZone are
_ driven by the Occupational
Occupations Information Network (O*NET). If
customers have a difficult time

o After the customer has 1interestyou _ _ _
selected the “More Jobs” matching their target occupation

- * i
button on the previous screen e performad on indiidual OR cambinations of felds to O*NET titles, hav.e them .
© Keyword explore the occupation detail

of the Skills Survey, they can : .
search for their target F page for more information to see
if the title matches what they

Advanced Search
occupation using the
: want.
Occupation search.

Search Results

Below are search results that match your criteria. Learn more details about each occupation by clicking on the |f a Customer Wants to add any Of the y Tt your favatite occupation by

clicking Add a MNote. To delete an occupation from the list, select Remove from Favoites.

855 Results Found @eBapne occupations they've searched for to
R— s | ' the Skills Survey, they can select the adton @

Accountants Analyze financial information and prepare fina n |Con. The Customer W|" then be %

liahilities, profit and |oss, tax liability, more...

Actors Play parts in stage, television, radin, viden, or redlrected tO the Skl”S Survey and
— infarmation, o instruction. Interpret serious o . .
. e the occupation(s) they chose will now .
construct probability takles to forecast risk ang . @ A . o
Acute Care Nurses Praovide advanced nursing care for patients wi be ||Sted under the LISt Prlor JObS ®

distress syndrome, o shock. May care more, tab

7 www.jobzone.ny.gov
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Skills Survey: Job Duties

——— me— JobZone will

This is the screen that appears automatically
after the customer selected set the
“Registered Nurses” as an industry

r skill level for each duty. The scale measures your ahility to complete the activities
e assigns to the activity based on industry averages, or change the rating using the 1

occupation from the “List Prior average for
Jobs” tab. This example displays 1‘%\\\\\\ NN each of the
the work -duties associated with ; . .
this occupation ﬁ"’« 4 dluiiiee e
. %, q’ﬁ% %
_ %% S 4%
Duty Skill Level % % ) 2 However,

2. Low Skill
; w1z 3 4 5 § 7

collect clinical data g m;”her;:ﬁl St 00000 6 O customers

2 Lowsil e e can select the
g:n:alzliél:lf‘zrmatlunfmm clients, customers, ;. mingdhersaktﬁlE:klll oo 00000 6 0 Ievel they feel

2LowSkil 0 540 1 2 3 4 5 & 7T they have the
monitor medical oxyyen equipment 4. Moderate Skill * » O & O O 0 O O

6. High Skill ablllty to

2 Lowskil 0 520 1 2 3 4 5 6 7T
identify hody response variations & (et S & O ® & @& @ @ ® = perform the

B High Skill

duty ranging
N

LB Select “Next” at the bottom of the page

Skills Survey: Job Duties Gap Analysis

r v This screen shows
.0}@10\5 . occupations that
require many of the
that are
associated with
selected for “Registered

Nurses.”

Job Duties

Introductian

Below is a list of occupations that regquire many of the skills you havges

gt the

strongest matches. Two stars T represent strong matches, a

Select “Gap Analysis” for
he customer’s target
population. In this

example, the Gap werling
Eee ol 0 metening oceupstions itz zene Analysis that is selected

The Gap Analysis link provides a detailed skill comparison of your

The occupations are

me @ walter listed by JobZone levels
1-5 based on
knowledge, experience,
etc. required to complete

Joh Zone 1
Little or no previous work-related skill, knowledoe, or experience is
or waitress even if he/she has neverwaorked befare

See all 0 matching occupations in this zone

Job Zone 2
Some previous work-related skill, knowledge, or experience iz usuf

Job Zone 3 H
revious work-related skill, knowledae, or experience is reguired fo) IS fOf the tal' et ete ree . .
Er four years Efa::;:rednnt;lsr:m Urlsz\greralyea'ars vau,atlungltralilrn . g . p\:llrr:1 IE:I‘EhJUh. the Job_ The Occupatlons
A opteians, Dispensing___apAnalyrs 7 population Registered .
"I Redistered Murses Gap Analysis Wlth more Stars by them

Nurse.

"7 Licensed Practical and Licensed vocational Murses
See all 3 matching occupations in this zone

have a stronger match.

Job Zone 4
A considerable amount of work-related skill, knowledoe, or experience is needed for these occupations. For example, an accountant must
complete fouryears of college andwark for severalwears inaccounting to be considered qualified

8 www.jobzone.ny.gov
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Skills Survey: Job Duties Matched with “Skills

to Improve” and “Skills | Need”

SKills to Improwve:

CEIRGl TRIIFInG SRS ops i IR S Rewl welrnchond) ‘]Ob DUties are the minimum
deliver bahbhies Find Trainin requirement for the OJT_

prepare patients for tests, therapy, or treatments Find Training

care for mentally ill patienis Eind Training NEG
assist in examining or treating dental aor medical patients Eind Trd

make presentations on health or medical issues Find Training
set up incubators N hospitals Find Training

inrentory mMmedical supplies ar instrurments Find Training
maintain dental or medical records Find Trainirng to the General Skllls portlon
prepare supplies ar edquiprment Tor Surgers Find Training

understand technical operating, service or reoair manuals Find T of the Survey that iS at your
understand properties or composition of drug=s Find Training . .
rmonitor medical oxygen egquiprment Find Training d|Scret|On
order rmedical laboratory tests Find Training

lift or transport ill or injured patients Find Training

instruct on topics =uch as health education aor disease praventi
use knowledge of hursing terminolooy Find Training

use knowledge of investidgation technigques Find Training

For purposes of the NEG OJT, the

use rmedical lab techhnigues Find Training “Ski”s to Improve” and “Ski”s I

use behawvior modification technigques Find Trainirneg . .

use research methodoloay procedures in health care St Need” section of the Job Duties

Use knowledge of medical terminology Find Training .

Tollowe patient observation procedures Find Training Survey Sh0u|d be used as the baS|S
ErrEenen  of the customer’s training plan.

Tfollowe infectious materialsprocedures Find Training
Skills | Need: These job duties are required of the

If you would like to continue

use interperson=stcommuanication technigques

CFIRcl TrRaIning ks opsr I 8 Rads wilnchons) occupatlon SeIeCted in the prEViOUS
administer injections Find Training

administer medications or treatments Find Training Step that the CUStomer has nOt yet
treat medical candition of patient Eind Training performed at a profeSS|0na| Ievel

take vital sions Find Training

9 www.jobzone.ny.gov



