Process:  Work Skills Assessment (WSA) 
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WorkFirst counselors use the Work Skills Assessment prior to the completion of the SKIES Initial Assessment (IA) to engage the WorkFirst participant in a conversation about interests, strengths, challenges, and the direction they want to go in their job search.  Whichever of the various WSA tools used must assess basic work skills, employment competencies, work interests, and work values.
 (
Step by Step                        Important Facts        Overview
)Important Facts about This Process: 
1. The WSA must be administered and interpreted for the participant prior to the completion or updating of the WorkFirst participant’s SKIES Initial Assessment. 
2. The IA date (recorded on SKIES Seeker Service Screen) is how performance is counted.
3. While the requirement to administer the KeyTrain orientation has not changed – see the KeyTrain for WorkFirst Parents policy memo – KeyTrain is not one of the WSA tools.
Process Steps:	
1. The WSA is accomplished through interviews and the use of WSA tools. WorkFirst counselors will use pertinent information from the assessment tools to complete or update a quality Initial Assessment in SKIES.  Some WSA tools available include:
a. My Skills My Future
b. My Next Move
c.  Go2WorkSource Career Links - Skills Center
d. Career Builder
e. Job Hunter Module 2 – Skills and Abilities Analysis 
2. The completion of the Initial Assessment must be done no later than 10 days after the start date (entry date) into Job Search (JS).
3. The WorkFirst Initial Assessment, (IA), service will be taken for each IA completed (the service is automatically recorded in SKIES when all required IA questions have been completed).  Additionally, the WorkFirst IA service will be taken for all IAs reviewed/update because a new IA cannot be entered.
NOTE: The WorkFirst IA service is used to collect the IA data for the WorkFirst performance based contract.
4.  (
Othere Resources
Step-by-Step
)The Work Skills Assessment must address the following at a minimum:
a. Employment history
b. Education 
c. Employment strengths 
d. Job skills 
e. Local labor market information relating to employment goals
5. The WorkFirst Initial Assessment and date must be recorded in SKIES on the Seeker Service Screen.
WorkFirst Point of Contacts:
WorkFirst Administration Unit
1-800-339-3981
Policy/Mandates Informing This Process:
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2. Entering WF as Mandatory Participant-WAC 388-310-0400,
3. Work Skill Assessment Requirements Memo
4. One Stop Assessments Policy-System Policy # 1016
5. Work Skill Assessments-HB-4.2.4
6. Activities & Resources Available           HB- 4.2.2
7. What is Labor Market Research
8. Work Skills Assessment-WorkFirst Standards, Item 4
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