Career Building & Changes
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Changing Careers

Finding the right career isn’t the easiest task and it certainly won’t be completed covered
in the class, but we’ll look at some tools to guide and help you to make the right choices
when it comes to your career.

There are many reasons why an individual may choose to change their career, it could be
family related or possibly they are stuck in a dead-end position wishing to make a
change. There are too many reasons to mention today, but we’ll focus on tools that can
help you whatever the reason.

Career Key — http://www.careerkey.org

Career Key will help you in your career planning process by measuring your skills,
abilities, talents, values and interested in a short quiz. This way, you will be able to
identify promising jobs and get accurate career information.

Best yet, it’s a FREE service.
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Fill in
your name

which jobs interest you?
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doesn’t interest you!
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what do you like to do?

@ Mot True

Answer these six

oy questions as they
relate to you in what
you like to do. Click
true if always true,
mostly true if you
like it sometimes and
not true if you don’t
O T like it at all.
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continue '




what are your abilities?

@ HesTrue Answer these six
questions as they
relate to you in your
e ot e abilities. Click true if
always true, mostly
® hiot Trus true if you have the
ability sometimes
and not true if you
don’t have the ability
at all.
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continue clear
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how do you see yourself?

@ tiotTe Answer these six
questions as they
relate to you in how
o you see yourself.
Click true if always
® Hot True true, mostly true if
you are like it
sometimes and not
true if you never like
it.
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what do you value?
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Answer these six
questions as they
relate to what you
value. Click true if
always true, mostly
® HotTrue true if you value it
sometimes and not
true if you never
value it.
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Amanda Kim's career key test scores

Here are the results
of the quiz. The
Career key breaks
realistic = 7 investigative = 10 artistic = 14 you down into 6 basic
social - 14 enterprising - 6 conventional - 12 types of people. The
higher the score, the
Click to ; more you like that
continue type of person.

Using the results of the Career Key quiz, you will naturally see which job best suits your
personality type. Generally, you will be happiest in a job which matches your personality
type. Look at jobs which match your 2 or 3 top personality types. In this case, Amanda
would look at social, artistic and conventional.



Amanda Kim's career key test scores

Here are yol

social = 14

NOTE: bookmarking thi

4, Then, do
do th

realistic = 7

investigative = 10

enterprising = 6

-ond highi

artistic = 14

conventional = 12

This is the final
page of your quiz.
Here you can click
on the various
personality types to
learn more about
jobs which will suit
that type of person.

for future reference.

hore | you | us | others

Personality Type

Description

Artistic

Likes to do creative activities such as art, drama, crafts, dance, music
or creative writing

Generally avoids highly ordered or repetitive activities

Good artistic abilities - in creative writing, drama, crafts, music or art
Values the creative arts - like drama, music, art, or the works of
creative writers

Sees self as expressive, original, and independent

Conventional

Likes to work with numbers, records or machines in a set, orderly way
Generally avoids ambiguous, unstructured activities

Good at working with written records and numbers in a systematic,
orderly way

Values success in business

Sees self as orderly, and good at following a set plan

Enterprising

Likes to lead and persuade people, and to sell things and ideas
Generally avoids activities that require careful observation and
scientific, analytical thinking

Good at leading people and selling things or ideas

Values success in politics, leadership, or business

Sees self as energetic, ambitious, and sociable

Investigative

Likes to study and solve math or science problems

Generally avoids leading, selling, or persuading people

Good skills at understanding and solving science and math problems
Values science

Sees self as precise, scientific, and intellectual

Realistic

Likes to work with animals, tools, or machines

Generally avoids social activities like teaching, counseling, nursing,
and informing others

Good skills in working with tools, mechanical drawings, machines or




Personality Type

Description

Realistic (cont’d)

animals

Values practical things you can see and touch -- like plants and
animals you can grow, or things you can build or make better
Sees self as practical, mechanical, and realistic

Social

Likes to do things to help people - like teaching, counseling, nursing,

or giving information

Generally avoids using machines, tools, or animals to achieve a goal
Good skills at teaching, counseling, nursing, or giving information
Values helping people and solving social problems

Sees self as helpful, friendly, and trustworthy

Amanda may choose to dig further in the artistic arena.

Announcer

Conductor

These are the jobs
which match closest to
the Artistic personality
trait. The jobs are
broken into “work
groups” Click on a job
that interests you and
it will be added to your
personal job options.

It is easy to move from one trait to another by clicking on the buttons found at the bottom

of the page.

are done and

Click the done button when you’ve completed looking at all the personality traits and
selecting jobs that sound interesting.




realistic = 7 artistic = 14

investigative = 10

social = 14 enterprising = 6

Those jobs that interested you are
listed underneath the appropriate
personality trait. These jobs are
described further if you click on
one of them.

See what happens when I click on
singer...

U.S. Department of Labor

Bureau of Labor Statistice

Oecupational Guiiook Hardbook

015 ttome | Programs b Surveys | Gt Dataied Statistics | Glossary | Yhat's vew | find 1t in 001

Printer-friendly version {HIML) (PDE)
Musicians, Singers, and Related Workers

Nature uf the Work | Working Gonditions | Employrment | Training, Other Qualifications,
| Job Qutlaok | Earni | Ealoted Occupatiens | Sources of Additional
Information

SIGNIFICANT POINTS

= Part-tima schadules and intarmittant unamploymant are ComMman; Many MUSicians supplament
their income with earnings from ather sources.

= Aspurang musicins Begin studymg an nstrument o taeng e vesees at an earky age,

= Competition for jobs is kean; those who can play several instrurments and perform a wide range
of musie styles should ernjoy the best job prospects.

NATURE OF THE WORK [about this section] (&) Rack to Top
Musicians, singars, and related workers play musical instruments, sing, COMPOSs oF AFTANGE MUSE,
or conduct groups in i ar yocal per . They may perform solo or as part of a
group. Musicians, srgers, and relibod warkers oatortaen v audionees i nghtelubs, conceet halls,

and theaters featuring opera, musical theater, or dance. Although most of these entertainers play

for live sudiences. many perform exclusivety for recording or oroduction studios. Reoardiess of the

= Transportation
= Joh Oppartunitios
In the Armed

Forces

= Tomorrove's Jobs
= DOH Reprints
= Other 0OH Info

US Department of Labor web site
pops up. Details about the job,
nature of the work, working
conditions, employment, training,
job outlook, earnings, related
occupations and much more are
available. Closing this window
brings us back to the list where you
can learn about another job.




Getting the Skills

Once you’ve found the jobs which are most interesting to you, it’s time to find out if
there are skills you need to work on and also to emphasize on your resume.

There are many skills assessment tools available and you can even do this on your own.
One we’ll focus on is the Skills Profiler offered by America’s Career Infonet

Skills Profilers — http://www.acinet.org/acinet/skills_home.asp

This skills profiler will help you narrow down from a group of possible careers as well as
guiding you on what skills you are lacking and need to strengthen.

First, you’ll need to create a list of job by identifying your skills using the Skills
Identifier. After identifying your skills, use the Skills Explorer to see what occupations
value your skills and then the Skills Gap Analyzer to compare your skills and identify
gaps to determine any training you may wish to receive.

Get Scarted

_Ma dentifier

B gin with this tool Wt ehills 6 you bave? Build o list of your cument ¢ spabilities
1o use in yous egume! Then move on 10 one of the net toals below,

Skills [

— xplorer

‘What pecupakinns vahue your slalls? Use your aial et to
ideriify and sxplons specific ocupaional epporunitits
for youl

'égap Analyzer

Hotw d youur elills match up? Compare your slalls
sginat i occupation thet you select, 1dentify potentinl

g b belp det e fitize brurmg needs

Continue | )}}]

Get Starceld

There are five steps to this process.

Step # . .
| Jociecs vour Gecumation First, but selecting one or more
us;:um“‘mm”’f"w:m occupations you’ve held in the past,
Stop. £ p— second, by selecting skills, third by
~ e T o selecting your skill level, fourth by
rohlem solving, teehniesl, system, resoures ° ° ° o 0
gl o s Cop S selecting detailed work activities
Step | will be idertified for you. .
: . erformed and finally, a view of the
Stcep — 9
—ai:uu!: ....... Your Skill Level fina] report

Optional: ¥ou may custemize sach of your selected sidlls
1o reflact your o personal level of proficiency.

Step A
S— Select Det 1 1 Work Activities

Choage your Detaled Work Activities from s kst
determined by your selacted occupstions, 1f you chooss
b mok eabact an occupstion, you wll elp tee step




Select Your Doocupation
Sebect an occupation Lo begm crealmg your bal of skills After selecting an cecupalson, you will then have an opportusaly 1o sebecl speedic
shdlls from & list orgenized by skill typs, such as basic slils, social skills, eic

Select Occupatian

Thraas Ways Tao Beagin

Keyword Search

<

Enter  woad, phease, or tils 1o search for an occupation:
Machine Operator | S EARCH]

Menu Search

(v

You can also conduct o Menuslearch

Proceaed Without An Occupacion

«

Yo ean o o the Shalls arlection page wlhoul s occupslion Ho
sart with eizher option 1 o 2 undess you bave never held ajob,

wever, users e enouraged Lo

Bagtart Shals Prodller

[ Sxiiis 1aencifior

Swolact Your Docupation

Your asareh for Machine Ope fallowing 1 ttbas) Tha aresch renta are Hsted in & ranked oeder that s ealculsted)
ache livincs of the occupational s, descepion, mn. e Lasks adsnciad with tha kiywoed you stered. Hote that tidd may diffe
fis the keywnrd you entemd After whaeh oeeupatinn, eiek on il e

Relevance Thile Deseription
(Percest)

1 Seprming Filtesing Clisfyng. St up, opests, oe tend cortinnous flow o vALIYpS squipment, Fiter preases, shakes seseens,
Prtogitatang. and Sl Machine  centnfisges, condender tubes; fermenting, or sendbbang
atiers, Opersioes snd towers, or haieh stills Thess mackanes exiract, som, of sepassie hpueda, gases, o anbids frem
Tenderg othr materials 10 recover o refined product. Inchades duiry processing squpmint Sperator

1K |G Coatirg Mackaze Operalors and Tenders Opezate oz lend mackmnes 1o cost sy of 8 wide

Coakme Pemlmg. and

Soiumng Machine Dpsrstors  vensty of fems: Conting food prodacts with sugss, chocalats, oc butter, cout paper end paper

sud Tenders products with chemmed achilsona, was, or glizes, ot cost fabmne with rubber or plasbie Pesbng
w5 Speaying Machin Opérators end Tendess: Operate of tend machings 10 sprey of paint

pesservative, o ca othur solutions. Muy apply costing o finish 1 any of 4 wide vasty of
e cx matemale, euch ap wood and wood producte, ceramace, and glage Inchides workers
who apply coting os fnish 1o matesials prepuatony to fsthes processing or o coneumes uss

0% Dusbcalng Mackme Operators Cperate one of o vanely of office machunes such
and duplizating mackings 1o make copier.
Pt | Eoud Coling Mackms Oprrate or tend coclang squipment, such as steam coclany vats, deep fry covkers, pressuge
Operatocs snd Tendess eonkers, ketilea, snd boders, to prepare food produsts

i Mhmmﬂ.ﬂ.{mz Setap, operste, or tend mackines tht knit, Loop, wesve, or doww in tesailes

snﬁ.]'_-nds.u
e o The Oprrate oz terd 8 1o eul cx sbiee any of & wils vamely of prodicts or matensds, such a3
rmmtlu aad Tendens tobeces, food, papes, roofing shite, gless, #ons, nubber, cork, and meulsting matenal
Exlect your sills feom the lsts below. Those skilly sonsidered spnnemfou Extrudlag, Forming, Pressing, und Compacting Machine
Operaters and Tenders have the column *Import ] b * Jhalls not fion yona welecled

corupstionds) ae Ested under "Ctber SKL* Hote: Some occupations may not bave many sills svadeble a2 “mporiant * To select yous slills,
ehekk i thie oz b e 1efL of the bat. To chooar s dfferent oceupatson, use Uie hack bublen Lo reluen Lo the prevsous page

Basic Skills Developed capacities that facilitate learning or the mere raphd acqelsition of knowledge
Impriant for Cberdill kil Skl Descripeon
Qucupalaon

3] Active Leasning U { balh cursent

and fatiars probles salving snd decision making
@]  Active Listening Giving Al attention to what sthis pople are saying, taking time 1
undrrstand the poirta heing made, asking questions as spprogriate,

i ot indemrupting mwwwm times

(] Cntical Thandang Using I 1o sdemlafy the srengths
of altemative solutions, conchasions of spproaches 1o pmhl.ems
[]  LesmingSirstegies Selecting and usis i metkods and p
fior U setisal " -
=] Mathematics Usng malhiemales Lo solve probilems
= [ — of yoursalf, , o
organizations 10 sake Enprovesments or take Comective sction
=) g u sentences and paragraphs in wodk relsted
dncuments
[ Seience Using :
] Speakng Talkang b tbiera ta conery mlirmatsan elfectively.
7 Wt Camamiarne sting #£Taclovely m wmnban, miate For the reede of
= L) g, o oy 1 A% appRop
the sudience
Sochl Skills Developed cap o achieve goals
Impriant for Cberdill kil Skl Descripeon
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The first step is to select your
occupation. Here you want to select
an occupation which you have had in
the past, not an occupation which
you have never held. Because, you
need to match your skills sets with
another occupation which is similar.
It is recommended to select at least
one or two occupations at this step.

You can find an occupation by either
using the Keyword Search and
receiving a list of occupations or by
using the Menu search and manually
finding occupations which match.

Next, based on the occupation(s)
selected, you will need to mark the
skills which you have. Carefully read
the description to gain a better
understanding of the skill required.




Skills (o & seven paint scabe) Include:

Active Learning

i problem.sabring and
decivion making.

(160 Average for selected (7.

oecupalions (6 - Ianitify the smgibcation of a new scimisic theory for product desgn
34 Dietermine the impact changraon s ¥a puseh 1
@3-
2~ Think shout the imphcations of & nawepaper artich for job opportuntise
ol
Artive Listening Giving fill atientsn peoy i tme made,
asking yuestions ol et STt times.
180 - Aversge Forsslocied (37
secuptions (16~ Praside s judge in & complez legal disagreement
O
£32- Taks & customar's oedee
ol
Mathrmarics

Usimg mathematies & sobve probless.

(3240 - Averags for selectad (7
secupalions C

Dvalop Lo malate an svige g prokilem

(i) 4= Calrulate the square foctage of & new home undes construction
3.

(92 - Conunit the smount of change bo be given 1o & customer

—
|> Skills Idantifier

EET = i

Selest Detallsd Weoark Ascstivicles

SFelact drtaded work actiesting from the il of thove assocated uith Fatruling, Farming, Frecting, and Comparting Maekine Operatars and
Tenders. Detailed work sctivities provide sdditional whout your selested o cupatioa(s), You may wish 1o inchude them s pat of
s Tt of capalibting

Detulled Work Actirites

[5] adjust praduction rquigmertimachinery sstup
[ chean sopuipment o machimery

[ esmvey loads to destnation

[ examing products ar wodk 1a vefy confamance 1a specications

[FEnstall pquepmend oo

[7]0nd or uslnad matersl eq workgiece into machinery

cnmutenery

[tond, tadoad, ot stack conduinsrs, materils, of roducts

[ maintain consistent production quality

[] maintain of seper industeie] of releted equipment/mechinery

[ mtintin production or wask secorda

[ measure, wegh, on count products or matsrials

[ o, iagrechiemis, o chemscals, sceording bo specifications

[ manitar production machineryiequipment operstion 1o detect problems
[T opeeste chemseal processng squipment

[ optene food p £ peodustson o gy

[Juperate glass or stone workng equpmentimachnery

Next, based on a seven point scale,
rate your skill level with each skill.
An average is automatically selected,
but if you feel you are above or
below average, it’s fine to change and
select from the scale.

Finally, step 4 allows you to select
Detailed Work Activities which you
have performed. Only select those
activities you have done in the past,
not something you wish you had
done or had done only once.

Final Rspors

Biehonw i yous Sills Profide desived from your selected shills for Extrading, Ferming, Pressing, and Congacting Mackine Operators
and Tenders. Sialls are ecared on 4 gevan point eosis

« Gave yous Shlls Frolide by bookmmbang tas page on o Urowser

« oy o s Pratile

« Finud anawess to your questiona on the Sids Brafles

« Gills s this Skills Peofils to identify and explore accupations
» kills Gap Apshyzer Compare your shlls from this Sialls Profile in o cupations 1o determing potentil traming eeds.
+ Detagmus whare do vou wal ks go nazd
05 10 Prictsc-Frendy Pacsion
Shills e lude :
ﬁ 300 | Avlve Leamng e uine for bolh cuarent e fulure probilem solvng s
Erm—— arsg,

A0 | Aclive Listenng - Chag full atbenkion Lo wht other people me saymg, daking lane bo undsrdand e pouks beng mads,
Agking queatinna &s , " 1um

400 | Mathemalscs - Urmg methematice 1o volve probleme.

- of yoursel, olhe ot tas ek wmp

28 | Reading O henginn - U i itten sentencea rnd

in work relsted doruments

141 | Speaking - Talking ta others tn convey information ofectively

200 - samaang, prati
take comective actinn

The final report shows your skill
level for each skill required by the
occupation(s) you had selected
originally. From here, it’s a good
idea to go to the Skill Explorer to
identify other occupations which
may be of interest to you. Once you
select another occupation, you may
wish to visit the Skill Gap Analyzer
which can give you ideas of what
training you may need to receive.
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LearnATest — http://www.mel.org

Using the Michigan Electronic Library, or MEL, you can access a variety of tests which
can help you gain skills and to receive certification in a specific field. All this can help
you to transform your career or change careers.

MEL is available to the general pubic, but there is one area only available to Michigan
residents, which includes the LearnATest program.

It is possible to access this from outside the library if you have a Michigan driver’s

license or Michigan State ID.

Michigan eLibrary

hdal Westhar

{MeaL}

MelL Magazines. Newspapers and
more - Subscription resources purchased for

From here you can login
from outside the library
system. If you’re at the
library, click on the
other link.

Michigan residants onby

Connect below for §3.6 million of resources including
manazing snd newspapar aicles, slactronic boaks,
practice tests, special information resowrces for children
amd e, Thasse are subserplon onby esonces thal i
been purchazed by th i
mesadients Boc i A
restricted 1o Michi
fram hame or work us

most Michigan libranes wilhout nesdmng to use your diver's

license

MeL Internet Collection

Connect here for Inferned resources selecled by branans
who are expans in their fislds. Find Mal Pathfinders here
slz0. MeL Internet has been a trusted resource since
1932

Shoyt the Mew hel Internat Aoyt Mel, Pathfindars

About the Michigan eLibrary (Mel)
Erought 1o you by the Lirary of Michigan, the Michigan
aLibrary i an anywhere, anytime information gateway 1o
selected Intemet rezources, fulltext magazines,
newspapens, slactronic books anling practice tests and

RO—— )

moee. The Library of Michigan haz purchased mare then
3B millior n resources for Michigan with lunding fiom thi
Easte of Michigan and & Library Serdces and Technology
Act grand fror 1hee Instidute of Museum and Library
Sarvices

T swwicn i banidad in o by S Slate of Mickian Uough S Libar of Mishisan

Enter your Michigan
Driver’s License or State
ID number to log into
the system.

Michigan residents connact here tor ahiclas from over 1600 popular, business and health
megaanes end newspapers. Also read over 10,000 ebooks on meny topics. Over $3 6 milhon
dollars of resources have bean purchasad for Michigan residents by the Library of Michigan
with funding from the State of Michigan and the federal LSTA program

To access hese resources from your home or office, please enter your driver's icenss o slals
|0 number (If you are at a Michigan library, click here ) Be sure to inchede all letters and
numbers. You do not need B wse spaces

\ Michigan Driver's License or

State ldentification Number:

Login | | Clear

‘You must be a Michigan resident to use this sendce Your driver's license or state identification
number will only b used ta show that you are a Michigan resident. Children can use the Bcense
murmber of & parant or guardian If you do not heve a Michigan dnvar's icense or state 10 card,
you may use this service at your local Michigan library

In kereping wath the State of Michigan Privacy Policy, this 10gon process uses Session-only
cookies to allow access 1o the Mel. databases. These cookies are erased sither duning web
browser operations or after your web browser is shut down

Abayt el S

Addit
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MeL offers a variety of
resources, but the focus
on this will be the
LearnATest.

\ Practice Tests
L

25l Practice teals such a8 the ACT, ASVAR, SAT, & Cal Centar
InfoTrag k12 Professional §
Fl bt

wigit Mel Education Best of the Intemat

Senice

General Interest
AMCIEFIrSt Index of many topics

BNEE Full host

2 for many fopics

retLibrany tittes are protected by
o eboohs or large parions of

MeL Databases by Topic

Business

&

Education
ERIC Ecucational Rus

Informaton

Genealogy
it Mg 1y Beat of ther Internot

L Murssing and Alied Hoath
Same full bext
nd Wallness B

Full test
Health Beference Center Acadamc
Full tet

MEDLI

LearningExpressLibrary.com

Library Program

Welcome to Michigan eLibrary!

Please Bign In

Librarians

online Test and Course

— If this is the first time
you are using this
service, click on the New
User link to create a sign
on and password.

This is a listing of all the
practice tests available
to take.

These are free and the
results can be printed at
the end of the test.

Choose a Subject

category.

Advanced Placement

Biology Practice Tests, Calculus Practice
Tests, English Literature and Composition

Welcome to Michigan eLibrary!

Select a subject below to view the test preparation materials available for that

Middle School Skills
Improvement

Algebra & Patterns, Catholic High School

Practice Tests, U.5. History Practice Tests

Entrance Practice Tests, Data Analusis

Ser e

Civil Service Practice Tests, Federal Clerical
Worker Practice Tests, Postal Waorker
Practice Tests

Gollege Entrance Exams

ACT Practice Tests, CUMY Practice Tests,

EAT Exarn Success Course Series, SAT I1
wiriting, SAT Practice Tests, THEA Practice
Tests

Q
g
&
=1
o
)
=,

Cosmetalogy

Elementary School skills
Improvement

4th Grade Math Practice Tests, 4th Grade
Reading Practice Tests, S5th Grade Math
Practice Tests

EMS

Probability, & Statistics, Geametry &
Measurement, Math Course Series, Math
Practice Tests, Mumber Sense &
Operations, MY Specialized High Schoal
Practice Tests, Reading Comprehension,
Eeading Comprehension Course Series,
Writing Course Series

Military

ASVABR Practice Tests (Military Entrance]

Murse Aide/Nursing Assistant Practice Tests

Reading Skills Improvement

Reading Comprehension, W bulary 2
Spelling Course Series [Spanish)

Real Estate

Real Estate Broker Practice Tests, Rea
Estate lesperson Practice Tests




On-Line Resources

Web Site Address

Description

http://www.mel.org

Michigan eLibrary offering a variety of on-
line resources as well as magazines,
newspapers and more for Michigan
residents for FREE.

http://www.nycareerzone.org/

Project from New York designed to
provide information on a wide variety of
careers in New York State, but offers a
great program to show you jobs which
match your personality profile. It is also
available for FREE.

http://online.onetcenter.org/

Put together by the US Department of
Labor this is a comprehensive database of
worker attributes and job characteristics.
With over 950 occupations available this
will help you to uncover skills, abilities,
knowledge, work activities and interests
associated with a particular occupation.
This is also a FREE resource.
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