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Dear Reader:

The foundation of an expanding and vibrant economy is a talented workforce. The 
three Long Island Workforce Development boards have established a long history of 
collaboration and innovation to ensure that the supply of qualified workers meets the 
demand of our growing industry sectors. One of our most recent initiatives is the Long 
Island Sector Partnership.

Funded by a Regional Sector Partnership Development Grant awarded by the New York 
State Department of Labor to the Town of Hempstead Department of Occupational 
Resources on behalf of the Local Workforce Development Boards of the Town of 
Hempstead/City of Long Beach, the Town of Oyster Bay Consortium and Suffolk 
County, the Long Island Sector Partnership convenes key stakeholders from business, 
workforce development, economic development, education, labor and the community. 
These stakeholders have united in a dedicated effort to improve the access to and the 
efficiency of our career pathways systems within the industry sector of health care and 
social assistance.

Through its meetings and dialogue, the Partnership has formed new working 
relationships among its members and discovered new tools to assist jobseekers to attain 
credentials, acquire skills and market their qualifications. This Final Report is filled with 
best practices, career development templates and guidance for the implementation of 
sector-based career pathways services in any industry.

On behalf of the Long Island Sector Partnership, I would like to take this opportunity to 
express my appreciation to you for your interest in our work and to invite you to participate 
in our efforts to achieve economic development through workforce development.

If you would like more information, please contact Ana-Maria Hurtado, Director of 
the Hempstead/Long Beach Workforce Development Board at (516) 485-5000, ext. 
1105, or at amh@hempsteadworks.com. You may also wish to visit us online at www.
hempsteadworks.com.  Thank you.

Very truly yours,

Henry Graber, CPA
Chairperson
Town of Hempstead/City of Long Beach
Local Workforce Development Board
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Long Island Workforce Development Boards
The Long Island Workforce Development Boards apply 
a regional service strategy that includes maintenance of 
an infrastructure that complies with the requirements 
of the Workforce Innovation and Opportunity Act 
(WIOA), strong coordination and collaboration among 
the Local Boards and the One-Stop Career Centers that 
they oversee, and cooperative agreements with system 
partners.

The workforce development system in the Long 
Island Region is governed by the Local Workforce 
Development Boards designated for the following three 
local workforce development areas:

• Town of Hempstead/City of Long Beach;
• Town of Oyster Bay/Town of North Hempstead/City 

of Glen Cove; and
• Suffolk County.

The grant subrecipients/fiscal agents for these Boards 
are listed below:

• Town of Hempstead Department of Occupational 
Resources (DOOR);

• Town of Oyster Bay Division of Employment and 
Training; and

• Suffolk County Department of Labor, Licensing and 
Consumer Affairs.

The three Long Island Local Boards convene an annual 
meeting where they plan and report on regional service 
strategies, share information and align activities.  Local 

Planning (2017-2018)
Background
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Board staff coordinates service planning activities on an 
informal and ongoing basis throughout the program 
year.  Career Center staff from each of the local areas 
participates on the Long Island Business Services Team, 
coordinated by the New York State Department of Labor 
(NYSDOL), which aligns business services provided 
throughout the region.  In a similar fashion, Career 
Center staff from each of the local areas participate in 
rapid response activities coordinated by NYSDOL during 
Worker Adjustment Retraining Notification (WARN) 
and expeditious response events.  The Local Boards 
also participate in joint training activities, which often 
result in refinement of universal approaches to regional 
service strategies.

Humanity 2.0
Humanity 2.0 is a boutique consulting firm that provides 
technical assistance in the workforce and community 
development arena. The organization focuses on the use 
of evidence-based tools that advance the development 
of qualified and diverse workforce populations in key 
sectors, including healthcare. 

Humanity 2.0 was engaged to provide technical 
assistance for the Long Island Sector Partnership 
for Healthcare and Social Assistance. Humanity 2.0 
partnered with Metrics Reporting, Inc. to complete this 
work.
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The Long Island Sector Partnership for Healthcare 
& Social Assistance is a regional, forward-looking 
collaboration of public and private partners committed 
to advancing both the current and future workforce 
with access to quality education and training, relevant 
supportive resources, and careers with family-
sustaining wages. To do this, the partnership focuses on 
the use of evidence-based career pathways that maps 
a progressive approach to economic security, for the 
individual and the region alike.

In the first part of this report, planning activities 
represent the initial steps of this partnership and outlines 
subsequent steps to move from aspiration to action. In 
the second part of this report, implementation activities 
are described that occurred in the middle of 2018. To 
kick off this work, regional assets were documented 
and mapped to provide both a comprehensive and 
detailed review of the resources within the region 
that can support the sector. This asset map represents 
both stakeholder engagement and leveraged public 
resources that currently exist. The asset map begins on 
page 22 of this report.

In a series of facilitated meetings, stakeholder leaders 
from around the region developed consensus around 
key strategies that will support both the workforce and 
employers within the Healthcare & Social Assistance 
sector. As a result of this work, this report includes some 
important key findings (which begin on page 33 of this 
report):

1. Defined occupational priorities – stakeholder 

Executive Summary
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leaders helped define priority occupations as well as 
the key foundational competencies associated with 
those occupations.

2. Career Pathways – to fill these priority occupations 
with a highly qualified and diverse workforce, 
stakeholder leaders developed consensus around 
the kind of career pathway tools that should be used 
in the region.

3. Implementation & Sustainability – finally, to ensure 
that plans become reality, stakeholder leaders 
helped develop a guide for implementation 
and sustainability, including structure around 
stakeholder engagement and leveraging existing 
local, state, and federal resources.

These findings have applicability for job seekers, 
regardless of background, skill, ability, or aspiration. 
The tools that are included in this report are meant to 
support the job seeker from a holistic perspective and 
therefore address challenges and opportunities that 
are directly relevant to that job seeker. This means that 
these findings can and should address job seekers from 
all defined workforce populations, including special 
populations.

This report also outlines key steps (see page 67) that 
should commence as a result of the collective efforts 
described throughout this report. They include:

1. Identify a backbone organization that can sustain 
the organized efforts of this partnership.

2. Develop a group charter and common agenda that 
are part of the sustaining efforts of this partnership.
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3. Distribute and further define the asset map that is 
part of this report to create a dynamic resource that 
can be used now and in the future.

4. Convene working teams that are described in the 
findings section of this report.

5. Organize competencies and credentials so that 
employers, training providers, and job seekers alike 
understand what is required for an individual to be 
successful in his/her career.

6. Define specifications for career pathway tools, 
including career portfolios, coaching, and mapping.

7. Engage in progressive fund development activities 
to support the work of this partnership that may 
not be covered by existing workforce or community 
development funds.

8. Further partner development efforts to ensure the 
resources of the region are fully engaged.

9. Seek technical assistance where necessary to 
develop evidence-based tools that ensure the region 
develops a highly qualified and diverse workforce 
for this, and other, sectors.

These efforts, and indeed others, will support the long-
term viability of this partnership and help create a 
sustained collaboration that can be a national model for 
workforce development. Together, the many members 
of this partnership can ensure that the Long Island 
region continues its path toward economic security and 
mobilization for all its citizens, leading to a world-class 
economy buoyed by qualified workers, progressive 
employers, and an engaged support network all 
committed to this common goal.
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In February 2017, the Long Island Sector Partnership for 
Healthcare & Social Assistance commenced work on a 
planning grant designed to illuminate key strategies that 
are required for the development, implementation, and 
sustainability of a regional industry sector initiative. The 
purpose of the sector initiative is to cultivate and sustain 
a highly competent, agile, and diverse workforce in the 
Healthcare & Social Assistance sector throughout Long 
Island, providing employers with the skilled workforce 
they need now and in the future and job seekers with a 
path toward long-term economic security.

The planning grant was funded by the U.S. Department 
of Labor through the New York State Department of 
Labor under its Sector Partnership National Emergency 
Grant (NEG), and awarded to the Town of Hempstead 
Department of Occupational Resources (DOOR) 
on behalf of the Town of Hempstead Workforce 
Development Board in its capacity as the Grant 
Subrecipient/Fiscal Agent for the Town of Hempstead/
City of Long Beach Local Workforce Development Area 
under the Workforce Innovation and Opportunity 
Act (WIOA). After a competitive bidding process, the 
Hempstead Workforce Development Board partnered 
with Humanity 2.0 to initiate a planning process 
consisting of stakeholder convenings, research and 
discovery, and strategic recommendations that serve 
as the basis for a regional sector strategy that creates a 
competitive and sustainable workforce.

This process required the active participation of 
workforce practitioners, education and training 
stakeholders, community-based organizations, and 

Introduction
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healthcare and social assistance employers throughout 
Long Island in developing a strategy that represents 
the aspirations and resources of the region. This 
participation required attendance at monthly planning 
meetings throughout the first half of 2017 as well as 
input on key questions using the Stakeholder Guidebook 
from the National Career Pathways Technical Assistance 
Center (NCPTAC). Using electronic surveys and in-
person feedback sessions, stakeholders were able to 
provide valuable and relevant input on the direction of 
workforce strategies associated with a regional sector 
like healthcare and social assistance. 

The result of this process is this report, which 
serves to summarize key findings and 

provide a roadmap to implementation 
and sustainability of key workforce 
strategies. A shared consensus among 

all participating stakeholders was 
a report that provided utility, 
resources, and tools that support 
the development of a competitive 
workforce, as described above. 
Accordingly, this report seeks to 
provide both information and 
practical tools that can be used 
by regional stakeholders in the 

near- and long-term. Content from 
this report is supported by both the 

Stakeholder Guidebook and the Career 
Navigation System Guidebook.
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Process & Methodology
As previously described, the planning grant that funded 
the development of the Long Island Sector Partnership 
in Healthcare & Social Assistance utilized processes 
and methodologies designed to illicit input from key 
stakeholders and represent the needs, goals, and 
aspirations of the two primary workforce stakeholders, 
employers and job seekers. 

Two processes were used throughout the planning 
grant that helped lead to the development of this 
report. First, key stakeholders representing workforce, 
education, community based organizations, and 
employers were convened in four facilitated planning 
sessions held throughout the first half of 2017. These 
structured sessions included information sharing and 
input gathering. Information about the state of the 
regional workforce in healthcare, regional assets and 
resources, and local workforce agencies was shared 
throughout these convenings in order to provide 
stakeholders with content relevant to the development 
of a regional sector strategy. 

In addition to information sharing, these convenings 
focused on the use of various tools to solicit input on 
a variety of workforce topics, including credentials, 
career pathways, career coaching, career portfolios, and 
occupational priorities, among other items. One such 
tool was the Stakeholder Matrix that was adapted for 
use from the Stakeholder Guidebook. This tool helped 
refine the role of various stakeholders in a regional 
sector strategy that requires numerous and, sometimes, 
overlapping organizations to organize, develop, and 

Process, Methodology,  
& Theory of Change
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innovate workforce strategies in a 
collaborative manner.

A second tool used throughout the 
planning grant process was a series 
of online surveys. These surveys 
were created using the Stakeholder 
Guidebook, which includes ten 
different content areas with both 
strategic and tactical questions that 
help stakeholders create a regional 
sector strategy. The surveys focused 
on regional collaboration, career 
portfolios, career pathways, regional 
funding strategies, credentials, and 
occupational priorities, among other 
topics. The input gathered as a result 
of these surveys is incorporated 
throughout this report. Abridged 
survey answers are included as part 
of the Appendix section of this report, 
beginning on page 131.

A combination of two different 
methodologies was used throughout 
this planning process in order to 
ensure that both primary customers 

in workforce, employers and job seekers, were 
represented; further, these methodologies helped 
create a willing coalition of practitioners associated 
with workforce development who are committed to 
the findings contained within this report. The first 
methodology is referred to as Collective Impact, which 

Employers

Employer	
Associations

Youth

Adults

Employees

Workforce	
Agencies

Education

Others

State	
Government

Local	
Government
Public	&	
Advocacy

NGOs

Providers
Publics

Disengaged;	Unemployed;	
Under-Employed

Low-Wage	Workers;	
Incumbent

Public	Agencies;	Workforce	
Intermediaries;	Job	Centers

Community	Colleges;	
Universities;	For-Profits;	CTE
Workforce	Training;	Adult	
Education;	Academic	/																	

Career	Nav
Workforce	Agency;	HHS;	

Governor's	Office
City;	County;	HHS;																				
Workforce	Board

Workforce		Advocates,	Policy,	
&	Income	Advocates

Economic	Development;	CBOs;	
Faith-Based;	Philanthropy

Small,	Medium,																					
Large

Chambers;	Industry	Groups;	
Membership	Orgs
K-12	Students;									

Disconnected	Youth
Em

ployers
Individuals

Stakeholder groups, as defined 
throughout the facilitated sessions 
that occurred in 2017.
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is a framework for social change that can be used to 
develop regional workforce strategies. It is characterized 
by the commitment of a group of actors from different 
sectors to a common agenda for solving a specific social 
problem, using a structured form of collaboration. The 
approach of collective impact is placed in contrast to 
“isolated impact,” in which organizations primarily work 
alone to solve social problems. 

There are five key elements associated with Collective 
Impact, including: 

• Common Agenda: All participating organizations 
(government agencies, non-profits, community 
members, etc.) have a shared vision for social change 
that includes a common understanding of the 
problem and a joint approach to solving the problem 
through agreed upon actions.

• Shared Measurement System: Agreement on the 
ways success will be measured and reported with 
a short list of key indicators across all participating 
organizations. 

• Mutually Reinforcing Activities: Engagement of a 
diverse set of stakeholders, typically across sectors, 
coordinating a set of differentiated activities through 
a mutually reinforcing plan of action.

• Continuous Communication: Frequent  and relevant 
communications over a long period of time among 
key players within and across organizations, to build 
trust and inform ongoing learning and adaptation of 
strategy.

• Backbone Organization: Ongoing support that is 
provided by an independent staff dedicated to the 
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initiative. The backbone staff tends to play six roles 
to move the initiative forward: Guide Vision and 
Strategy; Support Aligned Activity; Establish Shared 
Measurement Practices; Build Public Will; Advance 
Policy; and Mobilize Funding.

In addition to Collective Impact, the methodology 
known as Human Centered Design (HCD) was utilized 
throughout the planning process. HCD is characterized 
by participant-driven processes and tools that create 
solutions, prototypes, and strategies designed with the 
“end-user” in mind. According to ideo.org: 

“Human-centered design is a creative approach 
to problem solving... It’s a process that starts 
with the people you’re designing for and ends 
with new solutions that are tailor made to suit 
their needs. Human-centered design is all about 
building a deep empathy with the people you’re 
designing for; generating tons of ideas; building 
a bunch of prototypes; sharing what you’ve 
made with the people you’re designing for; and 
eventually putting your innovative new solution 
out in the world.”

While there are formal HCD processes and tools used 
in various settings, this methodology was incorporated 
into the Collective Impact methodology and the 
convening and survey processes.

Theory of Change
To best understand the complexities of a regional 
sector strategy, a theory of change has been developed 
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that underpins the essential elements of said strategy 
as well as supports the stakeholders required to 
support and maintain the sector, including workforce 
agencies, educators, community based organizations, 
and employers. This theory of change represents the 
basic and consequential components of workforce 
development today.

Recent debate about the “skills gap” suggests that 
traditional labor pools for talent are not enough to fill 
all open positions. Whatever the extent and causes of 
the skills gap may be, a competency-based signaling 
problem between employers on the one hand and 
individuals and providers on the other is a contributing 
factor to it.  Some employers are sending inaccurate, 
weak or confusing signals to their talent supply chains. 
What is required, accordingly, is an evidence-based 
approach and methodology to clearly define the 
competencies required to be successful in jobs so that 
employers, individuals, providers and public agencies 
are all aware of the competencies needed to obtain 
a job, perform successfully, and advance, ultimately 
leading to economic security.  

A regional sector strategy must aim to assist in the 
development of pipelines so that qualified individuals 
fill vacancies and are able to advance in their careers. 
This goal can be achieved by leveraging standard 
practices in industrial/organizational psychology and 
open databases such as O*NET in order to define, 
link and validate the occupational and foundational 
competencies that are measurably related to job 
performance. This information can then guide sourcing, 

2017 Edition

Career Navigation 
System Guidebook
Step-by-step guidance for 
practitioners that defi nes 
and specifi es components 
of demand-driven, 
competency-based 
career pathways.
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Step-by-step guidance 
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around demand-driven, 
competency-based 
career pathways.

James Guest
Steven Bennett
Bill Guest

Both the Career Navigation 
System Guidebook and the 

Stakeholder Guidebook helped 
inform the development of this 

report, including the theory of 
change that guides this work.
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hiring and development strategies by employers, the 
improvement of career coaching strategies, and the 
development of curriculum by education and training 
providers. This approach will result in a fully aligned, 
demand-driven talent supply chain that increases 
economic opportunity for individuals and supports 
employer talent objectives. Based on these measurable 
tactics, this approach results in fewer vacancies, lower 
turnover rates (a proxy for higher employee quality), 
and higher diversity rates for employers. 

Key Terms and Roles in a Sector Strategy
Sector initiatives have a lot of moving parts and depend 
on the work of a lot of people. The following key 
elements are defined using broad and inclusive terms:
Sector Initiatives are regional, industry-focused 
approaches to workforce and economic development 
that improve access to good jobs and increase job 
quality in ways that strengthen an industry’s workforce. 
Although not a new approach, they are gaining national 
momentum as a proven framework for addressing skill 
gaps and engaging industry in education and training. 
The terms sector strategies and sector initiatives are 
often used interchangeably. 

The Sector Facilitator (SF) is a pivotal role for this 
work. Someone has to convene the stakeholders and 
lead them through a planning process. Then they 
need to engage numerous volunteers from across 
a large number of stakeholder organizations in 
projects to accomplish the work of building effective 
career pathways that are aligned to the needs of 
the employers in the region. This is a massive and 
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complicated undertaking. A dedicated employee 
from the backbone agency, as part of the Collective 
Impact approach, organizing a regional initiative 
would be a good choice for the SF. This sector 
strategy should be designed to help sector leaders 
facilitate discussion among regional stakeholders 
to build demand-driven, evidence-based career 
pathways for their priority industry sectors. 

Demand-driven generally refers to economic 
systems that are organized according to customer 
demand. Demand-driven refers to the demand 
of employers for talent supplied by educators 
and workforce training organizations. Employer 
leadership should use evidence-based methods to 
define the competencies required for the jobs they 
need to fill. Employers need to clearly define jobs, 
the annual hiring rates by job and job family, and the 
competencies that are related to job performance 
for those jobs. Quality is defined as conformance 
to specifications. The first step to build a quality 
workforce is to gather clear specifications from 
employers. 

Competencies are sets of defined behaviors 
that provide a structured guide for enabling the 
identification, evaluation, and development of the 
behaviors in individual employees. Competencies 
describe the capability to apply or use a set of 
related knowledge, skills, and abilities required 
to successfully perform critical work functions or 
tasks in a defined work setting. Evidence-based 
competencies are based on quantitative data 
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analysis and can be measurably related to job 
performance. They are the center of career pathways, 
career coaching, and career portfolio initiatives.

A Career Pathway is a series of connected education 
and training strategies and support services that 
enables individuals to secure industry relevant 
certifications, to obtain employment within an 
occupational area and to advance to higher levels of 
future education and employment in that area.
 
Career Coaching is a discipline that involves two 
distinct functions: coaching and counseling. The 
purpose of career coaching and counseling is to help 
people make informed decisions about their career 
development and trajectory, as well as to identify 
the tools and services that they need to meet their 
goals.

Competency Framework
Competencies provide a framework to define 
job requirements and evaluate job readiness of 
candidates. They help reduce and eliminate barriers to 
employment for individuals, including individuals from 
underrepresented groups and those deemed hard to 
serve, and they help employers better articulate how 
individuals can attain long-term economic security.

While many organizations have published various 
useful competency models, the model provided on the 
following page is helpful for organizing discussions and 
agreements around competencies. This model has two 
main parts: competencies that are foundational for a 
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sector or industry and competencies that are specific to 
an occupation:

• Occupational competencies are mainly represented 
by nationally portable occupational credentials that 
are developed and maintained by credentialing 
organizations in the sector. Credentialing 
organizations may be professional associations, 
industry organizations, or others. Occupational 
competencies can be sub-divided into job-specific 
and industry-wide competencies. 

• Foundational competencies refer to cognitive skills, 
character attributes, and physical abilities and are  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This model represents how 
occupational and foundational 
competencies intersect to better 

understand the skills an individual 
needs in order to be successful in 

his/her occupation.
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sometimes referred to as “soft skills.” To qualify as 
“evidence-based,” they should be determined by job 
analysis and confirmed by validation studies, not 
simply by discussion and consensus. 

Very few foundational skills credentials have achieved 
wide use within or across sectors. Yet foundational 
competencies are often very good predictors of job 
performance. It is therefore important to identify which 
foundational competencies can be measurably linked 
to the occupational competencies. Establishing this link 
requires job analysis.

Credentials are generally associated with occupational 
competencies. The best credentialing organizations 
engage industrial psychologists to perform a job analysis 
that provides detailed occupational competency 
information. This information then becomes a basis for 
curriculum, accreditation, assessment, credentialing, and 
continuing education. There is an inherent expectation 
that credentials and employment tests are predictive of 
job performance. Validation studies therefore include 
analysis of quantitative data. Specifically, validation 
quantifies the relationship between what a test actually 
measures and what it is intended to measure or predict. 

The term “validation” is used in two ways. Employers 
validate the use of assessments by conducting validation 
studies that confirm competencies are job-related – 
that is, related to job performance ratings. Validation 
studies ensure that measures of those competencies 
will be predictive of job performance. Testing firms 
validate that assessments measure the competencies 
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that they are targeted to measure, and this ensures that 
the assessments are useful to employers and individuals 
as proof of job-related skills. The best systems will 
require both validation of job-related competencies by 
employers and assessment tools by test firms.

Career Pathways
Competencies, career pathways and 
stackable credentials are separate 
but related concepts. Sometimes the 
term “stackable credentials” is used 
interchangeably with “career 
pathways,” but they are not the 
same. The USDOL and the Alliance for 
Quality Career Pathways (AQCP, part of 
CLASP, the Center for Law and Social Policy) 
define a stackable credential as “part of a 
sequence of credentials that can be accumulated over 
time to build individuals’ qualifications and help them 
move on along a career pathway up a career ladder to 
different and potentially higher paying jobs.” Therefore, 
stackable credentials correspond only to what AQCP 
calls the first feature of a career pathway (well connected 
and transparent education, training, credentialing, and 
support service offerings). The connection between 
career pathways and competencies is competency-
based stackable credentials and competency-based 
employment assessments.

Career navigation systems should include career 
pathway models that support individuals through career 
coaching, education and training experiences, and a 
career portfolio to help individuals earn credentials as 
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they advance along a career path. The underlying idea 
is that a good career is a series of good jobs. Individuals 
run this sequence for each job transition.  

Employment Market Innovation
Markets are generally most efficient when they are 
transparent, when both buyer and seller are aware of 
the transaction details. In the case of the employment 
marketplace, the market works best when employers 
are transparent and communicate job requirements 
clearly and accurately. This means employers need to 
identify, analyze and validate the competencies that 
are related to job performance. They should require 
the credentials and assessment scores for those 
competencies. Individuals too need to be transparent. 
Individuals should present credentials and assessment 
scores that are accurate reflections of their qualifications 
for the job.

Social innovation at the macro level is largely 
accomplished within states and regions. National efforts 
frequently engage the programs already underway 
in states and regions. In this way, the 50 states are 
collectively a kind of innovation lab for the federal 
government. Federal departments and agencies can 
provide resources to target particular national needs 
and observe state outcomes to determine which states 
are most effective. The most effective states can then 
be held up as models. Many projects, however, are 
designed to innovate at the regional (or site) level rather 
than at the state level. This regional level innovation is 
symbiotic with the state level innovation that exists in 
the U.S. 
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The use of foundational competencies, occupational 
credentials, and career pathways as part of a 
comprehensive workforce strategy provides the 
opportunity to test, implement, and improve innovative 
sourcing and hiring mechanisms that can alleviate 
the shortage of qualified talent in sectors across the 
nation. To that end, this theory of change is built on the 
premise that the convergence of community partners, 
employers, and job seekers should result in the use 
of best practices that lead to long-term economic 
security for the individual, the sector, and the employer 
community.
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As part of the collaborative efforts among all 
stakeholders throughout the region, an asset map 
was developed to highlight the roles and relationships 
among similar and disparate resources, organizations, 
and employers in the healthcare and social assistance 
industry. Asset mapping can be accomplished using 
several approaches, methodologies, and tools. From 
standard and literal mapping of assets to development 
of overt and “dotted line” organizational relationships, 
asset mapping helps provide both an at-a-glance review 
of community resources as well as a comprehensive 
assessment of regional stakeholders and partners.

Best practices in asset mapping ensure that the 
participating organizations that are being mapped are 
engaged to ensure that their resources and contributions 
can be accurately gauged and assessed. Participatory 
asset mapping is a highly productive methodology that 
uses both traditional and technology-enhanced tools in 
the mapping process. Community asset mapping uses 
similar processes and operates from the perspective of 
the end-user, the community stakeholder who can most 
benefit from the resources highlighted on the asset map. 
There are other tools and approaches that are of great 
value but in general a best practice asset map ensures 
that the region is properly defined, the stakeholders are 
actively engaged, and the finished product represents 
the resources and tools that help the community reach 
its collective goals and aspirations.

Effective asset mapping also includes the integration of 
existing plans and strategies that inform the engagement 
of resources, the roles of current stakeholders, and 

Asset Map
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the influence of various constraints and 
opportunities that impact the community. 
Significant consideration should be given 
to formal policy and legislative pieces that, 
in this case, impact the workforce and 
employers throughout the region as well. 
For instance, the Workforce Innovation and 
Opportunity Act (WIOA) of 2014 is an asset 
in and of itself and its implications should be 
well understood by all stakeholder groups. 
WIOA itself is addressed later on in this 
report.

Two local plans have significant relevance 
for this sector strategy from a workforce 
development perspective and should be 
considered an asset for the region. First, the 
Long Island Regional Plan of 2017 among 
the Town of Hempstead/City of Long Beach Local 
Workforce Development Board, Town of Oyster Bay/
Town of North Hempstead/City of Glen Cove Local 
Workforce Development Board, and the Suffolk County 
Local Workforce Development Board describes how 
three distinct local workforce development boards 
will partner and collaborate on large scale sector 
strategies that will grow a qualified workforce for the 
region’s employers. This agreement is significant in that 
it provides the necessary infrastructure for the Long 
Island region to collaboratively address substantive and 
material workforce development needs. For instance, 
this agreement describes how local resources can be 
leveraged and partnered to support employer needs 
that span across the three workforce boards. By working 
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together, public resources are effectively utilized 
and employers have efficient access to these public 
resources in a unified manner. Further, this collaborative 
agreement recognizes the ever shifting nature of the 
workforce labor shed, both at the individual level and 
the employer level. If an employer expands operations, 
for instance, a regional sector strategy in healthcare 
or any other sector can legitimately support that 
employer’s growth without running into geographic, 
political, and/or service area boundary issues. This 
agreement also addresses workforce development 
tools like the collection and analysis of labor market 
data, coordination of supportive services for job seekers, 
alignment of services with economic development 
partners, and pooling of resources, among other items.

Another significant plan that supports the region is the 
Town of Hempstead/City of Long Beach Local Plan for 
2017-2021, as submitted to the New York Department of 
Labor, Division of Employment and Workforce Solutions. 
This plan, as required under WIOA, describes how the 
local workforce development agency will support the 
area’s workforce and its employers. This comprehensive, 
long-term plan addresses specifically how workforce 
development tools and strategies are deployed 
throughout the region and create the foundation for a 
sector strategy like this to exist in the first place. Among 
other major components, the plan focuses on the local 
area’s need for educational and credential attainment, 
defines the skill development capacity of local providers 
(including the local infrastructure’s current ability to 
effectively train the workforce for jobs that are in-
demand by local employers), and aligns local, state, and 

 
 
 
 
 
 
 
 
 
 

Town of Hempstead/City of Long Beach  
LOCAL PLAN 

 
JULY 1, 2017 - JUNE 30, 2021

The Town of Hempstead/City of 
Long Beach Local Plan for 2017-
2021, as submitted to the New York 
State Department of Labor.
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federal sources of funding for maximum efficiency and 
impact.

This plan also describes how local programs will be 
implemented and leveraged for both traditional 
workforce development activities and innovative 
opportunities that arise out of, for example, sector 
strategies. Specifically, the plan describes how federal 
programs are operated, including:

• Adult, dislocated, and youth workforce development 
programs, operated by the Department of 
Occupational Resources (DOOR);

• Career and technical education (as defined by WIOA 
Title II), operated by the Long Island Regional Adult 
Education Network (LIRAEN);

• Wagner-Peyser programming, operated by the 
New York State Department of Labor, Division of 
Employment and Workforce Solutions (NYSDOL/
DEWS), and partnered with the Town of Hempstead/
DOOR; and, among other items

• Vocational rehabilitation programming, operated 
by ACCES-VR.

This plan also describes the partners that are part of 
these workforce development strategies, the role they 
play, and how they contribute resources that support 
job seekers and employers. These partners, some of 
whom are described later in this section, include both 
local partners and state agencies that can augment the 
impact of any single agency. To further understand the 
role of various stakeholder groups beyond this defined 
plan, asset mapping was conducted as part of the four 

The plans referenced in this asset 
map can be found online at the 

following locations:

Long Island Regional Plan of 2017
http://www.hempsteadworks.
com/files/resources/
Approved%20Regional%20
Plan%20-%202017-2021.pdf

The Town of Hempstead/City of 
Long Beach Local Plan for 2017-
2021
http://www.hempsteadworks.
com/files/resources/Local%20
Plan,%20as%20of%2011-22.pdf
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facilitated sessions that occurred in 2017. 

Community leaders participated in a facilitated planning 
session that focused on regional stakeholders using 
the Regional Stakeholder Guidebook Matrix, a tool and 
methodology defined in the Stakeholder Guidebook.

This matrix, which was introduced as part of the 
methodology section of this report, was created 
to augment the development of a stakeholder 
collaborative for a regional sector strategy. The matrix 
defines four primary stakeholder groups and four 
primary stakeholder roles for a series of activities that 
comprise the development of a regional work plan. The 
four primary stakeholder groups are: (1) Employers; (2) 
Individuals; (3) Providers; and (4) Publics. For these four 
stakeholder groups, there are a set of activities that 
they provide in one of four roles: (1) Leading Role; (2) 
Highly Engaged; (3) Supporting Role; and (4) Tracking/
Following Role. The combination of activities and roles 
define the specific actions that each stakeholder group 
is responsible for, the accompanying resources they 
bring to the table, and shared accountability that allows 
for regional, or collective, impact. Using this approach 
and methodology, an asset map can be produced 
that provides both an overall summary of partners in 
the region, their relative geographic location, and the 
specific roles they play as it relates to this sector strategy 
for healthcare and social assistance.

The four stakeholder groups for the Long Island Region 
are defined on the next few pages. A map of the region’s 
stakeholders is also included.
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Employers
Advantage Care Physicians
Attentive Care
Diversified Micro Systems
Fulton Commons Care Center
Mercy Medical Center
Northwell Health Systems
People Care, Inc.
St. Francis Hospital
NYU Winthrop Hospital

Individuals
All individuals seeking a career, or to advance in an 
existing career, within the Healthcare and Social 
Assistance Sector.

Providers
Access Careers
Access Institute
Cambridge Business Institute
Cerebral Palsy Association of Nassau County
Developmental Disabilities Institute
EAC Network
Five Towns Community Center
Hempstead – Occupational Resources
Hicksville Career Center
Hunter Business School
Huntington Opportunity Resource Center
Long Beach Adult Learning Center
Long Island Regional Adult Education Network
Molloy College 
Nassau BOCES
Nassau Community College
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Stony Brook University
Suffolk County Community College
SUNY Farmingdale
United Way – Long Island 
Urban League
Workforce Development Technology Center
Workforce Partnership – Massapequa Career Center

Publics Agencies
Central Islip
City of Long Beach
Empire State Development
EOC of Nassau County
Hempstead Housing Authority
Nassau County Department of Social Services
New York State Department of Labor
Suffolk County Labor Department
Town of Hempstead Dept of Occupational Resources
Town of Oyster Bay Div of Employment and Training

This map was created and made 
possible by Google Maps.

Blue locations represent employers 
throughout the region.

Red locations represent providers 
throughout the region.

Green locations represent public 
agencies throughout the region.
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As part of the planning process, participants mapped 
out the various roles that each stakeholder group 
should play in this regional sector strategy. The roles for 
this Long Island sector strategy are defined below.

Collective Impact
Common Agenda - employers and providers should 
play a significant leading role in the development of the 
common agenda; individuals should be consulted in 
order to ensure their goals and aspirations are included; 
public agencies should play a highly engaged and/or 
supporting role, depending on the specific agency.

Shared Measurement System - employers and providers 
should play a significant leading role in the development 
of a shared measurement system; public agencies 
should play a highly engaged and/or supporting role, 
depending on the specific agency.

Mutually Reinforcing Activities - employers and 
providers should play a significant leading role in the 
development of mutually reinforcing activities that 
support all stakeholders; public agencies should play a 
highly engaged and/or supporting role, depending on 
the specific agency.

Continuous Communication - employers and providers 
should play a significant leading role in the development 
of communication tools and infrastructure; public 
agencies should play a supporting role, depending on 
the specific agency.

Backbone Organization - employers and providers 
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should play the role of the backbone organization, 
general speaking; public agencies could be considered 
to play this role, depending on the specific agency and 
its role within the community.

Regional Work plan
Talent Supply-Demand Data - Employers and providers 
must play a significant leading/highly engaged role in 
the development of talent supply-demand data. Both 
local (employer-based) and regional workforce data 
can inform the development and analysis of this data in 
order to create a regional composite of the existing and 
future workforce needs.

Employer Signals - Hiring Requirements - Employers 
and providers can collaboratively define the hiring 
requirements, including occupational and foundational 
skill requirements, for the sector. Playing a key role that 
supports employer needs will be education partners as 
they work to create curriculum, training, and credentials 
that accurately match the needs of employers.

Building Regional Talent Supply Chain - Employers 
will play a more supporting role in this part of a sector 
strategy, instead allowing for providers and public 
agencies to leverage their resources and lead efforts to 
build a talent supply chain at the K-12, postsecondary, 
and adult level. Employers will be engaged as part 
of basic workforce development efforts, like career 
coaching, training plans, and work-based learning, 
but workforce agencies and education providers will 
provide the bulk of the leadership for this work.
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Funding for Education & Training - Within the region, 
providers and public agencies will provide the bulk 
of the leadership for fund development that supports 
training and wrap-around support services, while 
employers will play a supporting role in the efforts. 
Generally speaking, providers and public agencies are 
more equipped to go after funding. However, employer 
partnerships should be leveraged in fund development 
activities to highlight a true sector strategy approach. 
In addition, employers that operate a philanthropic 
foundation should also be engaged.

Regional Communication - The day to day functional 
components of a regional communication plan should 
be housed with the backbone support organization, 
as part of the Collective Impact approach. However, all 
stakeholder groups must be proactive participants in 
regional communication efforts in order to ensure that 
the sector strategy’s momentum is sustained.
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In total, there are four key findings that resulted from 
the intensive research and discovery phase of the 
Long Island Sector Partnership for Healthcare & Social 
Assistance planning grant. These findings include:

• Defined occupational priorities that include key  
and relevant competency information

• Evidence-based career pathways
• Employer engagement, defined stakeholder groups, 

roles, and workforce teams for implementation and 
sustainability

1 - Occupational Priorities
As part of the planning process, occupational priorities 
were defined for the region covering numerous facets 
of the healthcare and social assistance sector. While no 
list of occupational priorities can ever fully represent all 
employer priorities in a defined region, this list provides 
a comprehensive overview of both current and future 
workforce needs, as defined by stakeholders engaged 
in the development of this sector strategy, including 
employers. 

As of August 2017, the Healthcare and Social Assistance 
sector employs more than 226,000 individuals in the 
Long Island region, according to data from the Current 
Employment Statistics (CES) database maintained by 
the Bureau of Labor Statistics under USDOL. Since 
August 2007, the number of jobs has increased from 
over 175,000 jobs, a near 30% increase in that 10 year 
period.

Within the overall Healthcare and Social Assistance 

Key Findings
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NAICS code, there are four main industries where 
employment is tracked by CES. The data below provides 
a snapshot of current employment in each of these four 
areas, with a 10-year comparison:

The sector, with overall growth of nearly 30% over the 
last decade, is aligned with overall growth seen in the 
sector nationally, where more than 1.1 million jobs 
remain open within the sector.

While the data above represents a macro and 
comprehensive overview of the sector’s workforce, it’s 
important to understand the nuances of local workforce 
needs as defined by employers and the organizations 
that support employers in developing their workforce. 
The following occupations have been deemed as high 
priority for the region:

• Computer Programmer
• Hospitality & Food Services
• LPN
• Medical Assistant

Industry 2007 Jobs 2017 Jobs Growth

Ambulatory Health Care Services 70,000 90,700 29.6%

Hospitals 47,900 66,000 37.8%

Nursing and Residential Care Facilities 31,300 34,900 11.5%

Social Assistance 26,400 34,600 31.1%

Total 175,600 226,200 28.8%
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• Medical Equipment & Supplies
• Medical Records Clerk
• Nurse/Medical Aides
• Nurse Practitioner
• Pharmaceuticals
• Phlebotomist
• Registered Nurse

Foundational Competencies
To understand the nature of these jobs, and the 
competencies required for each, the following 
information describes the nature of foundational 
competencies for each of these jobs or job families. 
As previously described, the use of competency 
information helps all stakeholders better understand 
the nuances of any specific job, from foundational 
competencies, to occupational competencies, to 
credentials. Understanding what is required of any 
specific job, or job family, is essential.

In any organization, each job is identified by a 
particular job code and a job description. Many large 
organizations have hundreds or thousands of job 
codes and job descriptions. As mergers occur, job 
codes and job descriptions proliferate in ways that 
can make distinctions between job codes confusing 
and unhelpful. Some large organizations may even 
have dozens of titles and job descriptions for what is 
essentially the same job. Licensing and credentialing 
requirements add another dynamic dimension. And, 
finally, there are multiple employers in each region that 
have their own unique job codes and job descriptions. 



36

Leveraging the Department of Labor’s O*NET database 
in order to create well-defined and useful job families 
that will in turn be the basis of sound job analysis for 
a region is an essential part of any sector strategy. The 
O*NET is a massive project by the U.S. Department of 
Labor that can be helpful to bring employers together 
around a common framework for organizing job 
families and competency definitions based on the 
O*NET occupational data. The O*NET can be accessed 
at www.onetonline.org.

The following information is from Talxcellenz (www.
talxcellenz.com) and provides clarity about the 
foundational competencies required for a selection of 
jobs or job families that are listed above. This is meant to 
provide a starting point for conversation between and 
among employers, educators, credentialing bodies, and 
other relevant stakeholders. The purpose of providing 
this information is to initiate the following activities 
within the sector:

• Develop consensus around foundational 
competencies required for high priority jobs;

• Link foundational competencies to occupational 
competencies that are required for any specific job;

• Link foundational and occupational competencies 
to credentials that employers require, both 
from educational and training institutions and 
credentialing agencies; and

• Align the region’s workforce development and 
training efforts around the competency and 
credential requirements as defined above.



37

The foundational competencies provide data on 
three different foundational groups: cognitive 
communication competencies, cognitive reasoning 
competencies, and character competencies. Physical 
foundational competencies are not included in this 
data. The importance value, on a scale of 1-100, indicates 
how much a specific competency is used within an 
occupation, or within the averaged occupations. The 
level value, on a scale of 1-100, indicates the level of 
knowledge required for that specific competency. For 
example, the average importance value for Listening 
for an occupation may be 71, which indicates a higher 
value of this competency; in addition, the level value 
may be 58, meaning the occupational requirements, 
based on O*NET data, are at a mid-range on a scale 
of 1-100. This data is useful to ensure consistency in 
training programs and to ensure that job descriptions 
and job postings accurately reflect the skills required 
any job.
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Cognitive Communication Competencies Importance Level

Listening 73 57

Speaking 75 54

Reading 72 53

Writing 63 48

Medical Assistant

Cognitive Reasoning Competencies Importance Level

Reasoning 59 47

Math 43 38

Information Skills 74 61

Judgment & Decision Making 54 46

Character Competencies Importance Level

Achievement Orientation 76 -

Social Influence - Leadership 65 47

Interpersonal Orientation 80 52

Adjustment 84 -

Conscientiousness 96 -

Independence 80 39

Practical Intelligence 75
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Cognitive Communication Competencies Importance Level

Listening 63 48

Speaking 60 45

Reading 52 43

Writing 48 39

Cognitive Reasoning Competencies Importance Level

Reasoning 53 42

Math 28 26

Information Skills 57 42

Judgment & Decision Making 47 38

Character Competencies Importance Level

Achievement Orientation 68 -

Social Influence - Leadership 53 40

Interpersonal Orientation 73 45

Adjustment 79 -

Conscientiousness 85 -

Independence 70 38

Practical Intelligence 59

Nurse/Medical Aides
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Cognitive Communication Competencies Importance Level

Listening 58 37

Speaking 53 36

Reading 38 33

Writing 31 27

Hospitality & Food Services

Cognitive Reasoning Competencies Importance Level

Reasoning 44 34

Math 28 21

Information Skills 46 32

Judgment & Decision Making 38 30

Character Competencies Importance Level

Achievement Orientation 57 -

Social Influence - Leadership 48 34

Interpersonal Orientation 64 35

Adjustment 65 -

Conscientiousness 73 -

Independence 58 22

Practical Intelligence 43
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Cognitive Communication Competencies Importance Level

Listening 77 59

Speaking 76 59

Reading 74 57

Writing 63 51

Cognitive Reasoning Competencies Importance Level

Reasoning 68 57

Math 46 40

Information Skills 73 58

Judgment & Decision Making 64 50

Character Competencies Importance Level

Achievement Orientation 82 -

Social Influence - Leadership 72 53

Interpersonal Orientation 84 60

Adjustment 89 -

Conscientiousness 94 -

Independence 82 70

Practical Intelligence 74

Registered Nurses & Licensed Practical Nurses
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Cognitive Communication Competencies Importance Level

Listening 56 48

Speaking 52 42

Reading 54 44

Writing 49 37

Medical Equipment & Supplies (Medical Tech)

Cognitive Reasoning Competencies Importance Level

Reasoning 55 43

Math 28 30

Information Skills 69 59

Judgment & Decision Making 50 40

Character Competencies Importance Level

Achievement Orientation 78 -

Social Influence - Leadership 55 41

Interpersonal Orientation 65 35

Adjustment 79 -

Conscientiousness 89 -

Independence 82 42

Practical Intelligence 69
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In addition to understanding what foundational 
competencies are required for any position in the 
healthcare and social assistance sector, it’s important 
to understand how the development of foundational 
skills can occur through contextualized learning. 
Education and training providers around the country 
have begun significant efforts to contextualize the 
delivery of foundational skills both inside and outside 
of the classroom. Contextualizing these skills refers 
to the process of linking foundational content to a 
specific discipline or training area. A basic example of 
this process would be the development of technical 
writing courses. Many post-secondary institutions 
currently have writing courses with a focus on business 
writing, artistic writing, or technical writing at the 100 
level. Basic foundational elements of writing remain as 
key learning objectives, but the content is focused on a 
discipline that is of greater interest to the student based 
on their defined career pathway and career aspirations. 

There are significant and broad opportunities to further 
contextualize foundational skills content at both 
the secondary and post-secondary level, far beyond 
writing. Numerous proprietary vendors exist to do just 
this kind of work; further, some colleges and training 
providers have even developed their own curricula that 
is largely contextual. This is an effective approach for 
content delivery, especially for areas where students 
have traditionally struggled.

The topic of mathematics is important here, as we 
know, both anecdotally and through research. This area 
is consistently difficult for many individuals who need 
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to achieve basic foundational competence as part of 
their career pathway. Contextualization can help peel 
away layers of broad content areas like math in order to 
more accurately and discreetly describe the basic math 
competencies that are needed for a specific job or job 
family. By doing this, we can also understand how to 
create curricula that is aligned with this more accurate 
and discreet description of math content that is needed. 
To say to an individual that math is a core competency 
needed for any number of jobs or job families is an 
overstatement; instead, we can say to a student here are 
the specific competencies, or learning objectives, within 
math that are needed, based on evidence, and here are 
the content areas that you will be taught. Developing 
contextualized curricula based on that prescription 
better serves the student and creates a more efficient 
classroom experience.

Occupational Competencies & Credentials
Occupational competencies are typically represented 
by credentials that are developed and maintained 
by professional organizations in the sector. The 
best credentialing organizations engage industrial 
psychologists to perform a job analysis that provides 
detailed occupational competency information that 
then becomes the basis for curriculum, accreditation, 
assessment, credentialing, and continuing education.  

The major professional organizations in sectors 
like healthcare, law, and accounting tightly govern 
credentials that require alignment with both curricula 
and degrees (for example Registered Nurses, Attorneys, 
and Certified Public Accountants), but there is a lot of 
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variation in credential quality among and within many 
sectors. Accordingly, it will be important for this sector 
partnership to generate consensus, with employers, 
about the credentials that are deemed high quality and 
have market demand.

Industry-wide skills and credentials describe and certify 
skills used in more than one job within an industry 
sector or segment of an industry.  These are the skills 
that make it possible for employees to move easily 
across industry sub-sectors or along career paths within 
an industry. Developing industry-wide technical skills 
makes it possible for individuals to have opportunities 
for a variety of jobs. States and regions across the country 
have the opportunity, and incentive, to create industry-
wide credentials that are developed in concert with 
employers. As part of the 2014 Workforce Innovation and 
Opportunity Act (WIOA), industry-driven credentials are 
highly encouraged and seen as valuable tools for local 
labor markets and regional economies.

Industries across the country have developed some 
key industry-wide credentials, although these efforts 
have generally not reached scale in terms of the 
overall American workforce. Developing these kind 
of credentials in coordination with foundational and 
occupational credentials will help individuals build their 
overall stackable credential inventory. In healthcare 
and social assistance, some relevant industry-wide 
credentials have been developed over the last decade 
and could serve as a model for implementation in Long 
Island. One such example is the Health Professions 
Pathways (H2P) curriculum which provides industry-
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wide skills at the entry level focused on six different 
content areas that span a significant variety of healthcare 
career pathways. The six content areas are: (1) Basic 
Health Professions Skills I; (2) Wellness and Health 
Promotion; (3) General Health Professions Management; 
(4) Basic Health Professions II; (5) Pharmacology for 
Health Professions; and (6) Pathophysiology.

Based on this assessment of foundational and 
occupational competencies, we can align this data with 
the tools that are part of U.S. DOL’s Competency Model 
Clearinghouse. The Competency Model that is created 
as a result of this alignment showcases, in detailed form, 
the basic foundational and occupational competencies 
that are required for the Long Island region’s sector 
strategy in healthcare and social assistance.

This competency model, shown on the next page, 
includes five tiers of competencies at the foundational 
and industry level, including:

• Personal Effectiveness
• Academic Competencies
• Workplace Competencies
• Industry-Wide Technical Competencies
• Fundamentals of Healthcare Technical Competencies

In addition to the basic model, there is substantial 
information included for each of the five tiers listed 
above. This detailed competency information is 
included as part of the appendix of this report.
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Competency Model

 

 

 
 

Long Island Healthcare Foundational Competencies Competency Model 

 Tier Name Tier Block 

F 
O 
U 
N 
D 
A 
T 
I 
O 
N 

1  Personal 
Effectiveness 

  

Adaptability and Flexibility Dependability and Reliability Initiative Integrity 

Interpersonal Skills Lifelong Learning Professionalism 
 

2  Academic 
Competencies 

  

Basic Computer Skills Communication Critical and Analytical Thinking Mathematics 

Reading Science and Technology Writing 
 

3  Workplace 
Competencies 

  

Business 
Fundamentals 

Checking, Examining, and 
Recording Creative Thinking Customer Focus 

Health and Safety Planning and Organizing Problem Solving and Decision-
Making 

Scheduling and 
Coordinating 

Sustainable Practices Teamwork Working with Tools and Technology 
 

I 
N 
D 
U 
S 
T 
R 
Y 

4  

Industry-
Wide 
Technical 
Competencies 

 

Health Care Delivery Health Industry Ethics Health Industry Fundamentals 
Health Information Laws and Regulations Safety Systems 

 

5  

Fundamentals 
of Health 
Care 
Technical 
Competencies 

 

Diagnostic Procedures Documentation Health and Disease 
Infection Control Medication Patient Interaction 
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2 - Evidence-Based Career Pathways
An effective career pathway system requires tools and 
process that support career navigation efforts on the 
part of job seekers and the organizations that support 
their efforts in securing a good paying job that leads to 
economic security. In short, a career navigation system 
is described below:

In the spirit of innovation, a career navigation system 
will contribute to the development of a region’s broader 
talent supply chain for their local employers in ways 
that are currently relatively uncommon. In particular, 
these efforts focus on how to use assessments and 
other evidence-based methods to support career 
navigation. Assessments help employers make better 
hiring decisions; and they help individuals understand 
their personal value in the jobs marketplace. The 
paradigm shift created by the use of evidence-based 
career portfolios is that an employer recognizes a career 
portfolio holder is serious about their work and career 
choice, and employers should be led to ask, “Where 

(Start) Career Navigation System (Finish)

Career Coaching  Education, Training, 
& Credentials Career Portfolio

Find the best next step Learn and earn credentials Connect with employers
• Preparation
• Self- Awareness
• Option Exploration
• Decision Making
• Action Planning
• Follow-Up

• Career Foundations
• Industry-Wide  

Competencies
• Occupational  

Competencies
• Degrees, Credentials,  

& Licensing

• Proactive Planning
• Preparation for Strong 

Interview Performance
• Prove It: Attestation of 

Job-Related Skills
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might this applicant fit with us?” As described in the 
Stakeholder Guidebook, the collaborative efforts of all 
stakeholders will help develop an even more qualified 
and diverse workforce for any sector or region. 

Any regional career navigation system informs a 
broader, more tactical career pathway system, which 
can be defined in numerous ways but is defined as a 
seven-step process for the purpose of this report. The 
seven steps are described to the left.

There are three 
specific components 
of a career navigation 
and career pathway 
system that deserve 
further explanation, 
based on interest 
defined by 
stakeholders during 
the planning process. 
These include career 
coaching, mapping 
of career pathways, 
and the use of career 
portfolios.

Career Coaching
The purpose of 
e v i d e n c e - b a s e d 
career coaching 
is to position the 
individual to take 

7-Step Career Pathway Model

#1 - Intake - A coordinated regional intake process

#2 - Coaching - Evidence-based career coaching

#3 - Support - Braided funding for financial and wrap-around support

#4 - Learning - Education, training, and work-based learning

#5 - Credentials - Certificates, degrees, certifications, and licenses

#6 - Portfolios - Evidence-based career portfolios

#7 - Placement - Employer defined requirements and referral of candidates

This model provides a clear 
path toward developing a 
comprehensive, evidence-based 
career pathway system for Long 
Island in support of  the Healthcare 
& Social Assistance sector.
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ownership of their career path with the aid of reliable 
information, processes and tools. Career coaching 
provides a crucial step for individuals seeking a path to 
a good job. 

The career coach guides participants by helping them 
(1) interpret their assessment results, (2) explore top 
career options, (3) make informed decisions, and (4) 
create a plan of action to pursue a career in their best-
fit occupation. These four core components of the 
coaching process are book ended by preparation and 
follow-up activities. Throughout, participants may 
require more or less support depending on their own 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Career Coaching

Preparation 
Level   

Step 1 Step 2 Step 3 Step 4

Follow-Up Fre-
quency

Self-
Awareness

Option  
Exploration

Decision  
Making Action Plans

Extensive  
Support

Individuals may require two face-to-face sessions for each step in the 
process Weekly

Typical  
Support

Individuals likely require one face-to-face session for each step in the 
process. Monthly

Minimal  
Support Individuals may only require support by phone or email. Quarterly

Career coaching strategies can use 
similar processes for all individuals, 

with specific support for each 
individual based on  

his/her needs.



51

abilities and readiness. While individuals may require 
differing levels of support throughout career coaching, 
the process in and of itself is consistent regardless of the 
level of support needed. 

Implementation of a career coaching process for 
the Long Island region requires essential evidence-
based components in order to be effective for the 
individual.  In an evidence-based approach, reliable and 
measurable data provides a foundation for each of the 
core steps of the career coaching process. Those pieces 
of information include the following:

Self-Awareness – Assessment of Career Interests
Self-Awareness – Assessment of Cognitive Abilities
Self-Awareness – Assessment of 

Behavioral Competencies
Option Exploration – Use of O*NET Data
Option Exploration – Comparison of interests, 

skills, and abilities to occupations
Decision Making – Use of Labor 

Market Information
Decision Making – Use of information on 

available education and training institutions
Decision Making – Comparison of known 

resources and barriers to options
Action Plans – Aligned with above 

evidence-based decision

Career Pathway Mapping
A central component of the career navigation process 
is the development of an individualized comprehensive 
career pathway. Based on nationally-leading work 
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from organizations like the Alliance for Quality Career 
Pathways (AQCP/CLASP) and the U.S. Department of 
Labor, the use of career pathways in this process allows 
individuals to chart the combination of their aspirations 
and skill sets for long-term career planning. 

A comprehensive career pathway map contains the 
following elements, each of which will have been 
gathered during the four-step career coaching process 
previously described:

Career Aspirations – an outline of what specific 
careers an individual seeks to pursue.

Training & Credential Requirements – an 
outline of specific training and credentials 
needed to meet the requirements 
for stated career aspirations.

Supportive Services – an outline of the 
necessary supportive services that will 
enable an individual’s success in securing 
and maintaining a long-term career. 

 
Career coaches should encourage individuals to 
document their career pathways through a written 
narrative using the template below as part of their career 
portfolio. A filled-out template can be used as part of the 
interview process with employers, just as resumes and 
cover letters are used. The graphic representation of a 
career pathway can be a more impactful representation 
of one’s aspirations compared to a written narrative.

When an individual uses the career pathway template, 
the following steps should be followed: 
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• Review career coaching materials to define job 
families that the individual is interested in pursuing.

• List initial job family/position under Job 1.
• List training programs and relevant credentials that 

are needed for that job.
• Identify support items that are needed in order to 

complete the training, receive the credential, and 
secure and sustain this first job.

• Repeat Steps 2-4 for both Job 2 and Job 3. When filling 
in information, list the credentials received from the 
previous job so that by Job 3 the full comprehensive 
list of credentials has been described within the 
pathway.

A sample Career Pathway MAP: My Action Plan is 
included in the following page. Once the form is filled 
out, individuals should be able to see and understand the 
progression of their career plan. In addition, individuals 
should be able to describe what specific needs they 
have at the beginning of their pathway, and how those 
needs can be reduced as they progress through their 
path. For instance, if transportation is needed for Job 1, 
individuals should be able to see that progression on 
this pathway will mean that the issue of transportation 
needs to be solved by the time they reach Job 2 or Job 3. 
This form should be informative as well as encouraging 
for each of the individuals.
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Education  
& Training

Credentials

Education  
& Training

Credentials

Education  
& Training

Credentials
JOB 1

JOB 2

JOB 3

Support Needed
 ___ Trans.  ___ Tutoring

 ___ Childcare  ___ Mentorship

 ___ Financial Aid  ___ Elder Care

 Other ___________________________

  ___________________________

Support Needed
 ___ Trans.  ___ Tutoring

 ___ Childcare  ___ Mentorship

 ___ Financial Aid  ___ Elder Care

 Other ___________________________

  ___________________________

Support Needed
 ___ Trans.  ___ Tutoring

 ___ Childcare  ___ Mentorship

 ___ Financial Aid  ___ Elder Care

 Other ___________________________

  ___________________________

 Name:

 Date:

Job Title

Job Title

Job Title

Career Pathway MAP:

My Action Plan

The Career 
Pathway MAP 

helps individuals 
understand 
their goals, 

aspirations, and 
next best steps 

in a succinct 
manner.
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Career Portfolios
The Career Portfolio is a comprehensive profile that 
describes the aspirations, skills, competencies, and 
credentials of individuals seeking good jobs. A Career 
Portfolio framework illustrates the concept with 
supporting details. The specific portfolio content will 
need to be adapted for each job family to include 
specific elements related to the jobs in the job family. 
The specific employer use of the portfolio will also 
need to be clarified and communicated. In general, the 
use of a portfolio should be used in conjunction with 
an employer incentive that helps job seekers; in the 
instance of a portfolio like this, employers can choose 
to guarantee an interview for individuals with a Career 
Portfolio and a recommendation from a designated 
community partner.

The “guaranteed interview” is a core component of 
this strategy and is included as a recommendation for 
two reasons. First, it provides a helpful incentive to 
individuals to complete a career portfolio. Individuals 
will have the assurance that they will get through the 
automated screening steps included in many of the 
sophisticated applicant tracking systems (ATS) in use by 
employers. Second, it helps get the best candidates in 
front of recruiters. Automated screening methods, such 
as knock-out questions and ranking questions may be 
confusing to applicants for entry-level jobs. This may 
cause the system to automatically reject applicants that 
might in fact be good workers. The career portfolio, 
along with a reliable reference from a community 
partner, will help ensure that the best candidates get to 
the recruiters.
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The career portfolio includes essential elements that 
each individual must complete, with the help of a 
community partner if needed. The process is designed 
to help individuals better position themselves for jobs 
with local employers. As part of the career coaching 
process, individuals will have completed cognitive 
and personality assessments with the local backbone 
support organization. Many of these same assessments 
are used in the career portfolio. If the individual 
participates in lengthy education and training 
experiences, the assessments should be repeated to 
enable the candidate to document the newly acquired 
skills. 

These evidence-based methods help ensure that 
individuals who seek jobs through the career portfolio 
process have the appropriate job-related skills and 
meet all of the essential job qualifications. The career 
portfolio provides employers with assurance of the 
quality of candidates. 

This career portfolio process will utilize the following 
best and leading practices in order to accomplish the 
following goals: 

1. Qualified individuals who complete the career 
portfolio in totality will be guaranteed an interview 
for open positions they are qualified for with at least 
one engaged employer. 

2. Organizations and community partners that are 
part of this initiative will share data in a way that 
better positions the individual to be competitively 
considered for open positions, and that better serves 
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the broader workforce within the region. 
3. Employers will develop long-term workforce plans 

based on the Career Navigation System model and 
leverage the energy and resources of community 
organizations to build robust talent supply chains.

A complete Career Portfolio will generally consist of the 
following elements, although the region may decide to 
add or remove items based on employer input:

• Resume and Cover Letter
• References
• Release Forms
• Attestation of Computer Proficiency
• Foundational Assessment Scores
• Career Pathway MAP: My Action Plan

Note that while background checks are performed 
for each individual to inform coaching and pathway 
development, these checks are strictly confidential 
and not included in the Career Portfolio. Further, some 
states and/or localities may have laws that govern how 
background checks can be performed, even if not shared 
with an employer. Local practitioners should engage in 
robust conversation about this topic, as necessary, to 
ensure this process follows the law while also serving 
the interests of the individual.

The Career Portfolio submission form can be used for 
each individual seeking a job through this process. 
This form is a one-page glance at the comprehensive 
career portfolio and will be filled out by the individual, 
community partners, and the backbone support 
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organization before submitting to the employer. Only 
the designated backbone support organization can 
submit the form to an employer, and the backbone 
organization will conduct final quality checks on each 
of the portfolio items to ensure that an individual is 
ready for an interview.

Career Portfolio 
Submission Form

Name:

Email: 

Phone:

___________________________________

___________________________________

___________________________________

WorkFORCE Assessment 
for Cognitive Ability Scores _______

Prose 
_______

Doc 
_______

Quant 

#1

WorkFORCE Assessment 
for Job Fit Score _______

Indicator

#2

#3 Structured Interview 
Practice Completed _______

YES

#4 _______
NO

Career Coaching & Pathway Development 
(Submit as Attachment)

#7

Resume & Cover Letter 
(Submit as Attachment)

#8

#9

Background Check 
_______

YES

#6 _______
NO

Previous Employment/
Application History

_____________________________________________________________________
 

_____________________________________________________________________

Applying For

_______
Prose

_______
Doc

_______
Quant

Assessment
(Include 
Scores)

Reference Check Preparation
(Submit as Attachment)

Computer Proficiency
(As defined by specific job) _______

YES
_______

NO

Date of Submission:

Name: 

Phone:

Email: _____________________________________________

_________________________________

____________________________________________

____________________________________________

Sections Completed: 1 ___ 2 ___ 3 ___ 4 ___ 6 ___5 ___ 7 ___ 9 ___8 ___

Name:

Email: 

Phone:

___________________________________

___________________________________

___________________________________

Community Partner: _________________________

#5 Release Form 
(Submit as Attachment)

Training Assessment
(Brief Description)

_______________________________________________________________
 

_______________________________________________________________

To be completed by backbone support organization:

______________________________________________________________________________

The Career Portfolio Submission 
Form helps individuals, 

employers, and those who 
serve both provide a clear and 

consistent mechanism for 
communicating job readiness.
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3 - Implementation & Sustainability
In order to implement and sustain the work that is 
described in this report, it’s important that these efforts 
are not done in a vacuum, and indeed are integrated 
with the existing workforce infrastructure that provides 
significant resources and support for the region’s 
workforce and employers alike. While no sector strategy 
can possibly leverage every single existing resource, 
the focus on mainstream workforce programs as part of 
these implementation efforts is a good start.

Guidance and inspiration for much of the work that 
occurs in workforce development today comes from 
the 2014 Workforce Innovation and Opportunity Act 
(WIOA), the successor to the long-standing Workforce 
Investment Act (WIA) that provides both formula and 
competitive funding to states via the U.S. Department 
of Labor (USDOL). WIOA is largely seen as catalyzing 
legislation that supports innovation in the development 
and implementation of local career pathways 
throughout the country. To that end, local workforce 
boards have modified and improved their workforce 
infrastructure to meet the requirements of WIOA and 
the needs of their customers. Among many facets and 
dimensions, WIOA provides guidance for the following 
activities, based on USDOL’s guidance from TEGL 16-16, 
released January 2017:
• Provide one-stop center resources at a local level.
• Engage partners in order to execute programming 

under
• WIOA Title 1 programs for adult job seekers, 

dislocated job seekers, and youth;
• Perkins career and technical education programs 
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under WIOA Title 2;
• Community Services Block Grants for Employment 

and Training Activities under Health and Human 
Services; and

• Other similarly aligned programs.
• Provide access to programs and funding for career 

services.
• Provide basic career services including defining 

eligibility, outreach/intake, basic assessments, job 
search and placement services, referrals, access to 
labor market information, support for application 
for federal financial aid, supportive services, and 
access to unemployment insurance services, among 
other activities.

• Comprehensive and individualized career services 
including specialized assessments, employment 
planning, counseling and advising, case 
management, short-term job access efforts, work-
based learning opportunities, and financial literacy, 
among other activities.

• Follow-up activities that help ensure the individual 
remains employed.

• Business services that provide resources to employers 
throughout the local area, create a unified business 
services approach, develop customized screening 
and referral processes, and create job descriptions, 
among other activities.

This is a comprehensive set of activities that are to be 
performed at the local level, using federal funding 
and resources. To align these activities with this sector 
strategy, it’s important to acknowledge the “natural” 
roles that workforce partners play, especially as it relates 
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to the Regional Stakeholder Matrix that was developed 
and defined as part of the facilitated partner meetings 
in 2017.

For example, the matrix describes building a regional 
talent supply chain as one of the primary areas of focus 
for a sector strategy work plan, including focusing on 
youth and adults. While there are many resources that 
can be made available for these targeted populations, 
the integration of this sector strategy and existing 
federal resources like WIOA is a required action item if 
this strategy will be successful. Further, the integration of 
workforce development strategies like apprenticeships 
and other work-based learning tools should leverage 
the resources identified in this report and the existing 
infrastructure that has been made available via federal 
resources. Beyond these specific examples about 
career services for individuals, integration of WIOA 
plans for employers is essential too. Business services 
and employer engagement via WIOA and this sector 
strategy must be perfectly aligned.

Employer engagement in any sector strategy is at the 
heart of this work. Without direct and consequential 
leadership from employers within the region, no sector 
strategy can ever adequately achieve its goals. While 
there are numerous stakeholders engaged in a sector 
strategy, it’s important for any workforce practitioner 
to recognize the central role, and responsibility, of 
employers in this work.

The Stakeholder Guidebook provides useful guidance 
on the stakeholders and roles required for various 
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workforce teams, which are described within this 
finding. The stakeholders involved in a career pathway 
or sector initiative generally include the following four 
major groups. On this list, each major group is broken 
down into sub-groups and just a few of many possible 
examples are mentioned. The roles discussed reflect 
typical arrangements, but there is no set formula for 
stakeholder engagement, and roles will vary by region.

Employers - Employers will likely play a leading role 
in providing talent supply/demand data and defining 
occupational and foundational skill requirements 
and measures. They may also be highly engaged 
in building the regional talent supply chain, career 
coaching and navigation, education and training 
support, support services, job search and placement, 
and the development of apprenticeship, internship or 
externship programs.

Employers: small, medium, large employers.
Employer Associations: Chambers of Commerce, 
Industry Associations, Membership Organizations.

Individuals – This sector strategy aims to move 
individuals into and along career pathways by aligning 
employer and education signals. Individuals need to be 
able to track employer competency signals, navigate the 
talent supply chain to develop those competencies, and 
benefit from regional communication and engagement. 

Youth: K–12 students, Disengaged Youth.
Adults: Disconnected, Unemployed, Underemployed.
Employees: Low-wage workers, Incumbents.

Providers - Education and training providers, including 
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workforce agencies, will likely be responsible for driving 
collective impact, obtaining funding, and leading 
regional communication and engagement; and they will 
be highly engaged in obtaining talent supply/demand 
data and defining occupational and foundational 
competency requirements with employers. Various 
other providers may play leading roles or be highly 
engaged in building the regional talent supply chain, 
career coaching and navigation, education and training 
support, support services, job search and placement, 
and the development of apprenticeship, internship or 
externship programs.

Workforce Agencies (Public Agencies, Workforce 
Intermediaries, American Job Centers). 
Education (Community Colleges, Public Universities, 
For-Profit Schools, Career and Technical Education). 
Agencies (Workforce Training, Adult Education, 
Academic and Career Navigation, Literacy Centers, 
GED/High School Equivalency Organizations)

Publics - While public bodies may not play a leading 
role, various publics may play a highly engaged role in 
driving collective impact, offering support services, and 
providing funding opportunities. Publics may also play 
a supporting role in providing talent supply/demand 
data and defining occupational and foundational skill 
requirements and measures. Policy and advocacy 
groups in particular play a supporting role in building 
the talent supply chain.  

State Government (Workforce Agency, Health and 
Human Services, Governor’s Office, Workforce Board)
Local Government (City, County, Workforce Agency, 
Health and Human Services)
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Policy and Advocacy (Workforce Advocates, Poverty 
Advocates, Low-wage Worker Advocates). 
NGOs (Economic Development Organizations, 
Community Organizations, Faith-Based 
Organizations, Philanthropy)

The backbone agency will be responsible for convening 
the other participants and ensuring that all community 
partners have the tools and resources needed to help 
their region build career pathways. It will also serve as 
the collective voice of the initiative and may also serve 
as the quality assurance agent, helping to ensure that 
both employers and job seekers are served in the best 
way possible.

To effectively utilize these stakeholder groups, the 
following teams, as defined in the Stakeholder 
Guidebook, are suggested as part of the regional sector 
strategy:

Work Group 1 – Talent Supply-Demand
Project Team – Jobs, Job Families, and Priority Jobs 
 This team gathers regional labor market information, 
proposes job families that cover the jobs most 
important to the sector, and gathers feedback from 
employers to confirm and/or refine the job families 
and document employers’ top priorities.
Project Team – Supply-Demand Calculations
This team calculates the supply and demand for 
each of the job families. Demand is developed from 
federal, state, and local labor market information 
organized by Standard Occupational Classification 
(SOC) codes. Supply is determined by accessing 
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completion data for Classification of Instructional 
Programs (CIP) codes. The CIP-SOC crosswalk is 
helpful.

Work Group 2 – Employer Signals: Clearly Defined 
Hiring Requirements

Project Team – Occupational Skills 
This team gathers information on nationally portable 
credentials and local credentials associated with each 
of the job families. The team would characterize the 
credentials by investigating the criteria for earning 
and renewing the credential. Credentials need to be 
characterized for quality and value. Then the data 
needs to be vetted with employers and refine the list 
based on employer feedback.
Project Team – Foundational Skills
This team gathers information on foundational skills 
and characterizes the importance and level of skill 
needed for each job family. Generally job analysis 
and validation studies are completed to confirm the 
competencies are job-related.

Work Group 3 – Career Pathways – Regional Talent 
Supply Chain

Project Team – K-12 Students
Activities to expose and engage students in the 
world of work.
Project Team – Postsecondary Students
Activities to support student work assignments.
Project Team – Adult Career Pathways
Activities to coordinate resources across the regional 
to build effective career pathways for adults.
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Work Group 4 – Funding – Planning and oversight of 
funding activities.

Project Team – Special Teams 
Special teams are established for each funding 
opportunity.

Work Group 5 – Regional Communication
Project Team – Website Design
This team focuses on social media and traditional 
website design for use in communication cycles.
Project Team – Monthly Newsletter
This team focuses on the development of traditional 
newsletter content for communication purposes.
Project Team – Employer Meetings
This team organizes employer meetings specifically 
designed to engage large numbers of employers 
to review materials from project teams to provide 
feedback and build buy-in.
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Based on the key findings previously described, there 
are key next steps that are required for the Long Island 
Sector Partnership in Healthcare & Social Assistance to 
grow and be sustained. These next steps are described 
in detail below.

1. Identification of Backbone Organization
In order to create organization and galvanize ongoing 
commitments of key regional stakeholders, a backbone 
organization, as defined by the Collective Impact 
methodology, should be identified. As part of this work, 
resources should be identified to support the backbone 
organization as well.

2. Develop a Group Charter and Common Agenda
Using this report and other resources, stakeholders 
should develop a group charter and common agenda 
that represents an overall commitment to a regional 
sector strategy. This commitment will provide the 
mission and vision necessary to generate and sustain 
momentum for this work.

3. Distribute and Further Define Asset Map
To ensure all stakeholders have the information they 
need to participate in this sector strategy and support 
employers and job seekers, the asset map developed as 
part of this report should be distributed widely.

In addition, the asset map should be updated beyond 
what is included in this report, to be a flexible document 
that best highlights the resources of this region. By 
definition, an asset map can become static the moment 
it is published; the region should instead aim for a 

Next Steps
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dynamic tool that can be used now and in the future. 
Ownership of the asset map should be a consideration 
as part of the working teams that are described next.

4. Convene Working Teams
To begin the work of this sector, the working teams 
described in the findings should be convened and 
sustained with appropriate stakeholder leadership.

5. Organize Competencies and Credentials
Using evidence as described within this report, the 
region should develop consensus around defined 
competencies (foundational and occupational) and 
targeted credentials that prepare highly-skilled workers 
for existing and future jobs in the healthcare and social 
assistance sector. Specifically, this work should focus on:
a. Develop consensus around foundational 

competencies required for high priority jobs;
b. Link foundational competencies to occupational 

competencies that are required for any specific job;
c. Link foundational and occupational competencies 

to credentials that employers require, both 
from educational and training institutions and 
credentialing agencies; and

d. Align the region’s workforce development and 
training efforts around the competency and 
credential requirements

 
6. Define Career Coaching, Career Pathway Mapping, 
and Career Portfolio Specifications
Sector strategy stakeholders should define the 
specifications that the region will employ for career 
coaching, career pathway mapping, and career 
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portfolios, with leadership provided by employers 
and implementation organized by the backbone 
organization.

7. Fund Development
To sustain the work of the sector strategy, fund 
development should occur from myriad stakeholders. 
Funding for this work can come from traditional and 
formal workforce development sources, as well as new 
and non-traditional sources. Engaging philanthropy to 
help implement these strategies should be a key focus 
of fund development efforts.

8. Partner Development
There are undoubtedly numerous partners that have 
yet to be engaged in this regional sector strategy; the 
backbone organization should lead efforts to ensure 
that additional partners are engaged, as appropriate.

9. Technical Assistance
To support the ongoing work of the sector, stakeholders 
should identify which areas of technical assistance 
they will require to implement and sustain this work. 
Cultivation of technical assistance partners should 
occur early on to support the efforts of all stakeholders.
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In 2018, the Long Island Sector Partnership for Healthcare 
& Social Assistance received a second round of funding 
designed to make real the numerous planning activities 
and strategies described throughout this report.

With the completion of the original planning grant, 
this additional funding can continue the efforts of 
the Regional Sector Partnership Development Grant 
in the form of continued technical assistance for 
implementation purposes. Whereas the original grant 
funding supported research and planning efforts, this 
second stage of funding supported implementation 
efforts focused on efforts that could be lead by the local 
workforce agencies on behalf of the sector partnership 
as a whole.

In a series of facilitated meetings and training sessions, 
this implementation grant focused on the integration 
of career pathway tools that help job seekers align their 
efforts to more effectively prepare for and find quality 
jobs. Further, these implementation efforts will provide 
an opportunity for employers to align their sourcing 
strategies with the efforts of public agencies to better 
create a long-term, diverse, and qualified workforce.

To accomplish these goals and efforts, three strategies 
were employed throughout the duration of this 
implementation grant:
(1) Technical assistance
(2) Meeting facilitation and training
(3) Integration of career pathway tools

Collectively, these efforts built off of the work described 

Implementation (2018)
Initial Career Pathway 
Implementation Strategies
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previously in this report and provided the Long Island 
Sector Partnership for Healthcare & Social Assistance 
with necessary tools to make these aspirational goals 
possible. Because of this continued funding, a clear 
strategy has emerged and implementation has begun 
for integrating career pathway tools to better support 
the needs of both youth and adult job seekers.

Technical Assistance
The technical assistance provided under this grant 
focused on the development of strategies and tools for 
career pathway tools that can be effectively managed 
and deployed by the public workforce agencies, on 
behalf of the sector partnership. This support focused 
on the needs of the public workforce agencies as they 
engage with job seekers from disparate backgrounds 
with varying levels of needed support. 

To accomplish this goal, technical assistance focused on 
career navigation tools, as developed by the National 
Career Pathways Technical Assistance Center. As 
previously described in this report, this included the 
integration of the 7-Step Career Pathway Model for use 
by the public workforce agencies within the region. 
That model is reproduced here on the next page.

Specifically for the Long Island Sector Partnership, 
technical assistance focused on career coaching, 
portfolio, and mapping tools that are evidence-based 
and employer-driven. These tools were prepared and 
customized for training purposes with the workforce 
agencies and their many partners. In addition, these 
tools have been leveraged from best practices employed 
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in other regions around the country, in order to ensure 
that the tools that are used have proven impact and 
can be replicated and scaled for the Long Island Sector 
Partnership.

7-Step Career Pathway Model

#1 - Intake - A coordinated regional intake process

#2 - Coaching - Evidence-based career coaching

#3 - Support - Braided funding for financial and wrap-around support

#4 - Learning - Education, training, and work-based learning

#5 - Credentials - Certificates, degrees, certifications, and licenses

#6 - Portfolios - Evidence-based career portfolios

#7 - Placement - Employer defined requirements and referral of candidates

This model, previously produced 
in this report, provides a clear 
path toward developing a 
comprehensive, evidence-based 
career pathway system for Long 
Island in support of  the Healthcare 
& Social Assistance sector.
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Meeting Facilitation and Training
To disseminate tools and create momentum about their 
use with local partners, several facilitated meetings 
and training sessions were held throughout June 2018. 
These meetings included attendees and representatives 
from the public workforce agencies within Long Island 
as well their numerous partners, including higher 
education partners, employers, and various social 
service agencies, all of whom were part of the original 
planning process previously described in this report.

The facilitated meetings included:
• Youth Contractor Meeting, as part of the Workforce 

Innovation and Opportunity Act (WIOA)
• Round 8 Pathways to Employment Workgroup 

Meeting, as part of the Disability Employment 
Initiative (DEI) 

• Local Workforce Development Board Meeting for 
Hempstead Works

• Long Island Sector Partnership for Healthcare & 
Social Assistance Meeting

The purpose of these meetings was twofold: first, to 
spread awareness about the planning efforts associated 
with the Long Island Sector Partnership, and its goals 
for a regional career pathway system; and second, to 
create momentum and secure buy-in for the use of the 
specific career pathway tools described previously. The 
meetings included positive conversation and dialogue 
around the use of these tools and achieved grant-based 
goals of creating employer-driven components that 
have utility within the realm of workforce development 
strategies.
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In addition to facilitated meetings, three different 
training sessions took place. Two of these sessions 
focused on general training elements for use with any 
and all participants that are served by Hempstead 
Works. An additional training session focused on the 
specific utility of these tools as it relates to specific 
program activities, including for poverty reduction 
efforts (specifically for Career Center staff associated 
with the Village of Hempstead Empire State Poverty 
Reduction Initiative (ESPRI)).

The material associated with these trainings is included 
in Attachment X. Specific areas of focus on this training 
for implementation purposes included:
• Career Coaching

• Evidence-based tools
• Best-practice process, including for those that 

require minimal, typical, and extensive support
• Self-awareness tools
• Option exploration tools
• Decision making tools
• Action plans

• Career Portfolios – including for youth, adults, and 
dislocated workers

• Career Pathway Mapping
• For those with mainstream work experience
• For those with minimal or no mainstream work 

experience
• For youth

Career Center staff that participated in these training 
sessions provided significant and consequential 
feedback throughout that helped position how these 
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tools can best be use with their participants and clients. 
In each training session, the use and adoption of these 
tools was discussed in a way that was most relevant for 
their specific and targeted populations.

Integration of Career Pathway Tools
After the training sessions, Career Center staff specifically 
planned for the integration and use of these career 
pathway tools. 

Both the Career Portfolio Submission Form and the 
Career Pathway My Action Plan (MAP) tools were 
adjusted for use with the Long Island Sector Partnership. 
The MAP includes adjustments that are relevant for 
youth, including volunteer service that isn’t typically 
leveraged when youth seek employment opportunities. 

For the Career Portfolio Submission Form, adjustments 
were made to represent the specific assessments that 
are used locally, as well as to account for “add-ons” 
that are part of the intake and coaching process. These 
add-ons are numerous and represent various program 
requirements that serve multiple and disparate 
populations. By making these changes, the form can be 
used in a more universal manner so that, over time, it 
develops recognition with participants and employers, 
alike. 

These initial steps of implementation are significant for 
the overall workforce development strategies for the 
Long Island Sector Partnership. The use of evidence-
based tools should be widespread, well documented, 
and recognized by both job seekers and employers 
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alike. These tools help prepare individuals for jobs in an 
employer-driven jobs marketplace and provide a sense 
of level-setting in a deeply competitive environment. 

Career Portfolio Submission Form
Name:

Email: 

Phone:

___________________________________

___________________________________

___________________________________

#1 #2

#3 Structured Interview 
Practice Completed _______

YES

#4 _______
NO

Career Coaching & Pathway Development 
(Submit as Attachment)

#7

Resume & Cover Letter 
(Submit as Attachment)

#8

#9

O*NET Profiler 
_______

YES

#6 _______
NO

Previous Employment/
Training History

_____________________________________________________________________
 

_____________________________________________________________________

Applying For

_______
Math

_______
Reading

TABE

References
(Submit as Attachment)

Computer Proficiency
Prove It _______

Score

Date of Submission:

Name: 

Phone:

Email: _____________________________________________

_________________________________

____________________________________________

____________________________________________

Name:

Email: 

Phone:

___________________________________

___________________________________

___________________________________

Community Partner: _________________________

#5 Release Form 
(Submit as Attachment)

Add-Ons __________________________________________________________________________
 

__________________________________________________________________________
  

__________________________________________________________________________
 

__________________________________________________________________________

To be completed by backbone support organization:

______________________________________________________________________________

Copyright © 2018 National Career Pathways Technical Assistance Center. The Workforce Innovation and Opportunity Act Title I financially assisted 
program is an equal opportunity employer / program.  Auxiliary aids and services are available upon request to individuals with disabilities.

The Career Portfolio 
Submission Form was 
updated for specific use 
by the Long Island Sector 
Partnership for Healthcare & 
Social Assistance.
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Key Presentations and Resources - Page 71
The following pages provide a highlight of presentation 
and resources that were made available during 
the facilitated meetings with stakeholder partners 
throughout 2017.

Competency Model Information - Page 111
The detailed information developed as part of the 
Competency Model for the region is included here. 
This information provides a standard model for basic 
foundational and occupational/industry competencies 
that are required of the workforce.

Abridged Survey Results - Page 124
Many stakeholders that participated in the planned 
convenings also provided input in a series of survey 
questions derived from the Stakeholder Guidebook. 
These abridged responses are included as part of the 
Appendix.

Implementation Strategies - Page 136
Using the second round of funding, the Long Island 
Sector Partnership engaged in multiple training sessions 
to adapt career pathway strategies for local use.

Appendix
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Overview of Project

Plan, create, and implement a sector-based, employer-led 
workforce development strategy for healthcare and social 
assistance.

Discovery and analysis of best and leading practices around the 
country that can be implemented locally.

Create and leverage tools, resources, and methodologies that lead 
to a world-class sector partnership.

29

Overview of Project

Our approach is rooted in the following:
• Evidence – all kinds and from many sources
• Competency-based methodologies
• Employer-driven strategies
• Career pathways
• WIOA
• Equity
• Impact

30
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Our Collective Work

Our collective work will include the following key components:
• Focused and outcomes-driven meetings
• Asset mapping
• Career pathway templates
• Research, discovery, and analysis
• Long-term planning for sustainable implementation

31

Goals and Deliverables

Part 1:
• Facilitated meetings
• Career pathway tools and templates
• Defining skills gaps
• Training and credentials
• Career pathways for entry and incumbent workers
• Replicable and sustainable sector strategy
• Map priority jobs and job families

37
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Goals and Deliverables

Part 2:
• Career pathway mapping templates

38

Goals and Deliverables

Part 3:
• Asset mapping

39
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Goals and Deliverables

Part 4:
• Existing workforce plans and partnerships
• Existing industry specific training and education
• Staffing information and workforce data
• Common pathways/lattices
• Current education/training requirements
• Foundational and occupational competencies
• Priority jobs and job families

40

Goals and Deliverables

Part 4 (continued):
• Skills gaps and related training/instruction
• Stackable credentials
• OJT/Work based learning
• Aligning industry curricula for quality credentials
• Customizing competency models for local use

41
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1

‐2,000 0 2,000 4,000 6,000 8,000 10,000

Wholesale Trade
Finance and Insurance

Information
Professional and Technical Services

Retail Trade
Manufacturing

Educational Services
Arts, Entertainment, and Recreation
Real Estate and Rental and Leasing

Management of Companies and Enterprises
Other Services, Ex. Public Admin
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Administrative and Waste Services
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CHANGE IN JOBS BY SECTOR, LONG ISLAND REGION, 
2015-2016
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5

CHANGE IN JOBS BY OCCUPATIONAL CLUSTER
NASSAU & SUFFOLK COUNTIES 2007-2015
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Construction, Maintenance & Repair

Production, Transportation & Moving

Service Occupations
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Suffolk

Nassau

Source: American Community Survey

48

6

Rank SOC 
Code

Occupational Title % of
Workers

Occupation’s 
Median

Annual Wage

Projected 
Employment 
Change (%),
2012‐2022

1 31‐1011 Home Health Aides 10.8% $23,220 47.4%

2 29‐1141 Registered Nurses 9.8% $86,940 14.7%
3 39‐9021 Personal Care Aides 9.0% $25,100 45.5%
4 31‐1014 Nursing Assistants 5.8% $73,173 14.8%

5 43‐4171 Receptionists and Information Clerks 3.2% $35,011 16.9%

6 29‐1069 Physicians and Surgeons, All Other 2.8% $200,630 20.9%
7 29‐2061 Licensed Practical and Licensed Vocational Nurses 2.7% $54,120 24.9%

8 43‐6014 Secretaries and Administrative Assistants, Except Legal, 
Medical, and Executive 2.6% $39,670 12.5%

9 25‐9041 Teacher Assistants 1.9% $27,170 6.5%
10 43‐9061 Office Clerks, General 1.7% $31,630 4.8%

11 37‐2011 Janitors and Cleaners, Except Maids and Housekeeping 
Cleaners 1.5% $26,620 15.3%

12 43‐1011 First‐Line Supervisors of Office and Administrative Support 
Workers 1.5% $63,130 12.5%

13 21‐1093 Social and Human Service Assistants 1.5% $37,440 18.4%

14 31‐9092 Medical Assistants 1.5% $36,690 29.6%

15 11‐911 Medical & Health Services Managers 1.5% $125,890 13.6%

Major Occupations in Health Care and Social Assistance, 
Long Island Region

49
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7

Occupation SOC Code Licenses Issued  Active Licenses 
Certified Nurse Aide 31‐1014 11,305  91,688 

Clinical Laboratory Technologists 29‐2011 463  17,088 

Dental Hygienists 29‐2021 616  11,459 

Licensed Clinical Social Worker 21‐1023 1,150  28,032 

Licensed Master Social Worker 21‐1022 2,815  28,699 

Licensed Practical Nurse 29‐2061 3,537  70,308 

Licensed Radiological Technologist 29‐2034 3,658  20,238 

Nurse Practitioners 29‐1171 1,761  22,339 

Occupational Therapist 29‐1122 892  12,948 

Optometrist 29‐1041 140  3,422 

Pharmacist 29‐1051 1,259  25,933 

Physician 29‐1060 4,575  95,853 

Physician Assistants 29‐1071 1,074  14,318 

Registered Nurse 29‐1141 15,425  293,271 

Respiratory Therapist 29‐1126 346  6,272 

New York State Occupational Licensing Data
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Age Group All Persons Male Female

All Ages 217,474  53,100  164,374 

14‐18 0.6% 0.9% 0.5%

19‐21 2.4% 2.5% 2.3%

22‐24 5.3% 5.2% 5.3%

25‐34 21.9% 22.7% 21.6%

35‐44 19.9% 20.9% 19.6%

45‐54 23.8% 22.1% 24.3%

55‐64 19.8% 18.4% 20.2%

65+ 6.4% 7.4% 6.1%

Health Care & Social Assistance Workforce
By Age & Gender

Source: Quarterly Workforce Indicators
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9

Age Group All Persons Male Female

All Educational Levels 217,474  53,100  164,374 

Less Than High 
School 10.7% 11.1% 10.6%

High School or 
Equivalent 19.7% 19.0% 19.9%

Some 
College/Associates 

Degree
29.4% 25.3% 30.8%

Bachelor's of Higher 32.0% 36.0% 30.7%

Education not 
available (Under 24) 8.2% 8.6% 8.1%

Health Care & Social Assistance Workforce
By Educational Level & Gender

Source: Quarterly Workforce Indicators
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Northwell Health 
National Health Career 
Pathways Initiative

Deirdre J. Duke
Corporate Director HR Programs

March 10, 2017

54

Northwell Health

55
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The Changing Healthcare Landscape

56

Shift from Hospital to Ambulatory Care

57
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NYS DSRIP Program Workforce Impact

Care 
Coordination

Social Work
Behavioral 
Health

Project 
Manager

Medical 
Assistant

Practice Mgrs./
Associates

RN & NP

IT

5

See 2015 Nursing and Allied Professionals Workforce Survey Report, Hospital Association for New York State et.al and Care Coordination 
Case Study: Preliminary Findings, Center for Health Workforce Studies, School of Public Health, SUNY Albany, April 2014 for information 
on emerging care coordination roles (Health Coach, Care Coordinator, Patient Navigator, etc.) 
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NYS Projected Health Care Employment by Setting
2014 ‐ 2024

6

Health Care and Social Assistance
Employment Net 

Change
Percent
Change2014 2024

NYS
Health Care and Social Assistance 1,530,740 1,864,690 333,950 21.8%
Ambulatory Health Care Services 502,990 699,810 196,820 39.1%
Hospitals 445,650 462,240 16,590 3.7%
Nursing and Residential Care Facilities 250,890 310,600 59,710 23.8%
Social Assistance 331,210 392,050 60,840 18.4%
LONG ISLAND
Health Care and Social Assistance 203,330 250,410 47,080 23.2%
Ambulatory Health Care Services 78,450 104,680 26,230 33.4%
Hospitals 60,910 65,440 4,530 7.4%
Nursing and Residential Care Facilities 33,170 40,760 7,590 22.9%
Social Assistance 30,800 39,530 8,730 28.3%
NYC
Health Care and Social Assistance 632,300 774,590 142,290 22.5%
Ambulatory Health Care Services 195,630 277,180 81,550 41.7%
Hospitals 197,430 208,600 11,170 5.7%
Nursing and Residential Care Facilities 74,650 88,090 13,440 18.0%
Social Assistance 164,590 200,720 36,130 22.0%

Source: New York State Department of Labor Long‐Term Industry Employment Projections, 2014‐2024
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Workforce Transformation: The Strategic Imperative

60

8

Stakeholder 
Input

Collaboration
Evidence‐
Based

Alignment
Collective 
Impact 

Major Goals:
• Identify the jobs and skills 

most in‐demand

• Upgrade training to give 
students skills & experiences 
most needed by employers

• Support job seekers, 
especially those from 
disadvantaged backgrounds 
to advance along career 
pathways  

61
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Alliance for Quality Career Pathways Framework 
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Cohort 1  Regional HCP Network

11

64

Planning Phase Steps:
 Formed & convened Advisory, Core & Work 

Groups (5)
 Created Project Charter
 Completed Stakeholder Guidebook Surveys (Data)
 Analyzed workforce data & projections
 Created & validated priority jobs & preliminary 

career pathways 
 Coordinated monthly meetings
 Drafted Regional Work Plan
 Attended inaugural Regional Cohort Meeting in 

Washington D.C.
 Networked with additional stakeholders (ongoing)

NWH’s Health Career Pathway Initiative

12

65
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Work Groups
Goal: To accomplish critical tasks in launch phase of project by working in teams 
representing diverse stakeholder perspectives.  

Talent Supply‐
Demand

• Identifies 
employer’s 
priority jobs & 
job families

•Calculates supply 
& demand for 
each job family 

Employer 
Signals*

• Identifies  
occupational & 
foundational 
skills  for each job 
family

•Characterizes 
importance and 
level of skill 
needed for each 
job family

• Clearly defined 
hiring 
requirements 

Regional 
Supply Chain

•Activities to 
expose & engage 
K‐12 students

•Activities to 
support student 
work 
assignments

•Coordinate 
activities across 
region to build 
effective career 
pathways for 
adults

Funding

•Planning & 
oversight of 
funding activities

• Form special 
teams for each 
funding 
opportunity 

Regional 
Communication 

•Website Design
•Monthly 
Newsletter

• Employer 
Meetings 

66

Planning Phase
(June to Dec 2016)

Launch
(Jan to Dec 2017

Implementation
(Jan 2018 to Dec 2019)

● Launch phase led by sector 
facilitator with 12 months 
of on‐the‐ground support 
from the HCP technical 
assistance team to design 
and develop evidence‐
based demand‐driven 
career pathways

● This phase provides 
training and support for 
selected career coaches 
and case workers, and 
employers that will receive 
referrals with the evidence‐
based career portfolio.

● Run phase extends 24 
months beyond the launch 
phase to enable 3 years of 
operation of the evidence‐
based career pathways 
providing time for data 
collection sufficient for 
analysis and evaluation.

Launch and Implementation Phases

68
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Launch Phase: Network‐Based Workshop Model

69

Strategic Alignment and Career Advancement

Employer Schools
Job 

Seekers
Community Pipeline 

Programs

70
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1 • Workforce Solutions Architecture •

Workforce Solutions
Employability Skills: Valuable Workplace Skills

Bill Guest
President and Chief Solutions Architect

Metrics Reporting, Inc.

January 2017

Revision: 2016-10-28

The material in this presentation is the intellectual property of Metrics Reporting, Inc.
Copyright © 2015 & 2016 by Bill Guest, Metrics Reporting, Inc.
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2 • Workforce Solutions Architecture •

Comprehensive Competency Model

Occupational Competencies
Job Specific Competencies – also known as Tasks 
or Work Behaviors – are job specific work activities.

Foundational Competencies

Industry-Wide Competencies – industry specific 
work activities that are common across multiple jobs.

Cognitive
• Listening
• Speaking
• Reading
• Writing
• Reasoning
• Math
• Information Skills
• Judgment & 

Decision Making

Linking
Foundational 
competencies are 
linked to 
occupational 
competencies to 
establish their 
relationship to job 
performance

Character
• Achievement 

Orientation
• Leadership
• Interpersonal
Orientation
• Adjustment
• Conscientiousness
• Independence
• Practical Intel.

Physical
• Fine Manipulation
• Control 

Movements
• Reaction & Speed
• Strength
• Endurance
• Flexibility, Balance 

& Coordination
• Vision

73
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3 • Workforce Solutions Architecture •

Willing & Able

• Willing – Generally associated with character, 
AKA behavioral skills or personality elements

• Able – Generally associated with cognitive 
abilities and physical abilities

74
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National Network
Common Employability Skills
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Ottawa Area ISD
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Northview High School – Skills for Success (NS4S)
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Predictive Validity – Job Performance

3
1

5
2

6
4

R
A
N
K

The Validity and Utility of Selection Methods in Personnel Psychology: 
Practical and Theoretical Implications of 85 Years of Research Findings
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The Five Factor Model of Personality
A summary of the factors of the Big Five and their constituent traits:

Openness to experience: (inventive/curious vs. consistent/cautious). Appreciation for art, emotion, 
adventure, unusual ideas, curiosity, and variety of experience. Openness reflects the degree of 
intellectual curiosity, creativity and a preference for novelty and variety a person has. It is also described 
as the extent to which a person is imaginative or independent, and depicts a personal preference for a 
variety of activities over a strict routine. Some disagreement remains about how to interpret the 
openness factor, which is sometimes called "intellect" rather than openness to experience. 

Conscientiousness: (efficient/organized vs. easy-going/careless). A tendency to show self-discipline, act 
dutifully, and aim for achievement; planned rather than spontaneous behavior; organized, and 
dependable. 

Extraversion: (outgoing/energetic vs. solitary/reserved). Energy, positive emotions, surgency, 
assertiveness, sociability and the tendency to seek stimulation in the company of others, and 
talkativeness. 

Agreeableness: (friendly/compassionate vs. analytical/detached). A tendency to be compassionate and 
cooperative rather than suspicious and antagonistic towards others. It is also a measure of one's 
trusting and helpful nature, and whether a person is generally well tempered or not. 

Neuroticism: (sensitive/nervous vs. secure/confident). The tendency to experience unpleasant emotions 
easily, such as anger, anxiety, depression, or vulnerability. Neuroticism also refers to the degree of 
emotional stability and impulse control and is sometimes referred to by its low pole, "emotional 
stability". 

Source: Wikipedia – Big Five personality traits, January 24, 2014
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The Ten Aspects of the Big Five
Openness to experience:

• Intellect
• Openness

Conscientiousness:
• Industriousness
• Orderliness

Extraversion:
• Enthusiasm
• Assertiveness

Agreeableness:
• Compassion
• Politeness

Neuroticism:
• Volatility
• Withdrawal

Source: Between Facets and Domains: 10 Aspects of the Big Five 84
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Cognitive Skills Rise and Fall Together (Covariance)
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Reading + Math + Locating (NCRC) or
Prose + Document + Quantitative (Literacy) =

Critical Thinking and Problem Solving

NCRC =  Critical Thinking and Problem Solving

Most employees are problem solving specialists. They specialize in a 
particular set of problems. So, critical thinking, problem solving, and 
judgment and decision making are key competencies for most jobs.

86
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Valuable

Our goal is to determine the competencies 
that are most important to economic 
opportunity, advancement, and prosperity. 
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Gen2 – 244 ONET Elements in 8 Domains
1. Abilities (52)
2. Interests (6)
3. Values (6)
4. Work Styles (16)
5. Skills (35)
6. Knowledge (33)
7. Generalized Work Activities (41)
8. Work Contexts (55)
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y = 2078.2x - 59947
R² = 0.4969
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Mean Wages vs. Judgment and Decision Making (5.29)
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y = 2000.8x - 68638
R² = 0.5024
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Mean Wages vs. Critical Thinking (5.07)
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y = 1902.2x - 47338
R² = 0.5092
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y = 1763.2x - 37792
R² = 0.242
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y = 1631.6x - 58626
R² = 0.3113
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y = 1557.3x - 55620
R² = 0.2886
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y = 1501.1x - 56357
R² = 0.2507
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y = 1353.4x - 52113
R² = 0.2147
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y = 1328.5x - 39751
R² = 0.3207
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y = -749.74x + 72725
R² = 0.2042
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Valuable Competencies
Ranked by relationship to wage (slope)
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Earnings
Literacy Level Number of People Working

Proficient 28 million $52,000
Intermediate 95 million $39,000

Basic 63 million $29,900
Below Basic 30 million $20,800
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Literacy
Level Working

1 & Below $24,282
Level 2 $28,056
Level 3 $32,832
4 & 5 $39,160

Literacy
Level Working

1 & Below $23,580
Level 2 $30,100
Level 3 $38,960
4 & 5 $52,580

Earnings
OECD (50th)
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Wellbeing: The Five Essential Elements

These are the universal elements of wellbeing that differentiate a thriving life from one spent suffering:

• Career Wellbeing is about how you occupy your time or simply liking what you do every day.

• Social Wellbeing is about having strong relationships and love in your life.

• Financial Wellbeing is about effectively managing your economic life.

• Physical Wellbeing is about having good health and enough energy to get things done on a daily basis.

• Community Wellbeing is about the sense of engagement you have with the area where you live.

Wellbeing is about the combination of our love for what we do each day, the 
quality of our relationships, the security of our finances, the vibrancy of our 
physical health, and the pride we take in what we have contributed to our 

communities. Most importantly, it’s about how these five elements interact.

Social Wellbeing

Community Wellbeing

Financial Wellbeing

Physical Wellbeing

Career Wellbeing

Tom Rath
Jim Harter

2010, Gallup
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GoodPaths Job Family # ONET Code ONET Occupation Title NRSI Job Titles Goodwill Job Titles

Z1 1 Food Preparation Zn1 1   35-2011.00  Cooks, Fast Food 1 Cook
Z1 1 Food Preparation Zn1 2   35-2015.00  Cooks, Short Order 1 Cook
Z1 1 Food Preparation Zn1 3   35-2021.00  Food Preparation Workers 1 Food Preparer
Z1 1 Food Preparation Zn1 4   35-3021.00  Combined Food Preparation and Serving Workers, Including Fast Food
Z1 1 Food Preparation Zn1 5   51-3022.00  Meat, Poultry, and Fish Cutters and Trimmers
Z1 2 Food Service Zn1 6   35-3022.00  Counter Attendants, Cafeteria, Food Concession, and Coffee Shop
Z1 2 Food Service Zn1 7   35-3022.01  Baristas
Z1 2 Food Service Zn1 8   35-3031.00  Waiters and Waitresses
Z1 2 Food Service Zn1 9   35-3041.00  Food Servers, Nonrestaurant 1 Server
Z1 2 Food Service Zn1 10   35-9011.00  Dining Room and Cafeteria Attendants and Bartender Helpers 1 Busser
Z1 2 Food Service Zn1 11   35-9031.00  Hosts and Hostesses, Restaurant, Lounge, and Coffee Shop 1 Host
Z1 3 Clerks Zn1 12   41-2011.00  Cashiers 1 Cashier 1 Cashier
Z1 3 Clerks Zn1 13   41-2021.00  Counter and Rental Clerks 1 Front Desk Associate
Z1 4 Washers and Cleaners 14   51-6011.00  Laundry and Dry-Cleaning Workers
Z1 4 Washers and Cleaners 15   51-6021.00  Pressers, Textile, Garment, and Related Materials
Z1 4 Washers and Cleaners 16 35-9021.00  Dishwashers 1 Dishwasher

Z2 5 Clerks Zn2 1 43-3021.02  Billing, Cost and Rate Clerks 1 Billing Clerk
Z2 5 Clerks Zn2 2   43-4051.00  Customer Service Representatives 1 Customer Service Agent
Z2 5 Clerks Zn2 3 43-9021.00  Data Entry Keyer 1 Data Entry Operator
Z2 5 Clerks Zn2 4   43-9061.00  Office Clerks, General 1 Administrative Clerk
Z2 5 Clerks Zn2 5   43-4151.00  Order Clerks
Z2 5 Clerks Zn2 6   43-3051.00  Payroll and Timekeeping Clerks
Z2 5 Clerks Zn2 7   43-3021.01  Statement Clerks 1 Billing Clerks
Z2 6 Drivers 8   53-3031.00  Driver/Sales Workers 1 Driver 1 Truck Driver / Driver Helper
Z2 6 Drivers 9   53-7051.00  Industrial Truck and Tractor Operators 1 Fork Lift Operator 2 Forklift Operator
Z2 6 Drivers 10   53-3033.00  Light Truck or Delivery Services Drivers 1 Driver 2 Driver, Lead Driver
Z2 6 Drivers 11   53-7081.00  Refuse and Recyclable Material Collectors
Z2 7 Environmental Services Zn2 12   53-7061.00  Cleaners of Vehicles and Equipment
Z2 7 Environmental Services Zn2 13   37-2011.00  Janitors and Cleaners, Except Maids and Housekeeping Cleaners
Z2 7 Environmental Services Zn2 14   37-2012.00  Maids and Housekeeping Cleaners 1 Housekeeper 1 Housekeeper, Janitor
Z2 8 Food Preparation Zn2 15   51-3011.00  Bakers
Z2 8 Food Preparation Zn2 16   51-3021.00  Butchers and Meat Cutters
Z2 8 Food Preparation Zn2 17   35-2012.00  Cooks, Institution and Cafeteria 1 Cook
Z2 8 Food Preparation Zn2 18   35-2014.00  Cooks, Restaurant 2 Cook
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lGoodPaths Retail Job Families

Job Zone 1 - Little or No Preparation Needed - Entry-Level Jobs

Job Zone 2 - Some Preparation Needed - Next-Level Jobs
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Z2 8 Food Preparation Zn2 19   51-3091.00  Food and Tobacco Roasting, Baking, and Drying Machine Operators and Tenders 
Z2 8 Food Preparation Zn2 20   51-3092.00  Food Batchmakers
Z2 8 Food Preparation Zn2 21   51-3093.00  Food Cooking Machine Operators and Tenders
Z2 8 Food Preparation Zn2 22   35-3011.00  Bartenders 2 Bartender
Z2 9 Maintenance Repair Zn2 23   53-6031.00  Automotive and Watercraft Service Attendants
Z2 9 Maintenance Repair Zn2 24   49-3091.00  Bicycle Repairers
Z2 9 Maintenance Repair Zn2 25   49-9098.00  Helpers--Installation, Maintenance, and Repair Workers 1 Line Helpers
Z2 9 Maintenance Repair Zn2 26   49-3053.00  Outdoor Power Equipment and Other Small Engine Mechanics
Z2 9 Maintenance Repair Zn2 27   49-3092.00  Recreational Vehicle Service Technicians
Z2 9 Maintenance Repair Zn2 28   51-6041.00  Shoe and Leather Workers and Repairers
Z2 9 Maintenance Repair Zn2 29   49-3093.00  Tire Repairers and Changers
Z2 10 Operators 30   43-9071.00  Office Machine Operators, Except Computer
Z2 10 Operators 31   51-9151.00  Photographic Process Workers and Processing Machine Operators
Z2 10 Operators 32   43-2011.00  Switchboard Operators, Including Answering Service 1 Call Support
Z2 10 Operators 33   43-2021.00  Telephone Operators
Z2 11 Production 34   51-9061.00  Inspectors, Testers, Sorters, Samplers, and Weighers
Z2 11 Production 35   53-7064.00  Packers and Packagers, Hand 1 Packer
Z2 11 Production 36   51-9199.01  Recycling and Reclamation Workers
Z2 11 Production 37   43-5111.00  Weighers, Measurers, Checkers, and Samplers, Recordkeeping
Z2 11 Production 38   51-9083.00  Ophthalmic Laboratory Technicians
Z2 12 Sales 39   41-9011.00  Demonstrators and Product Promoters
Z2 12 Sales 40   41-9091.00  Door-To-Door Sales Workers, News and Street Vendors, and Related Workers 
Z2 12 Sales 41   41-2022.00  Parts Salespersons
Z2 12 Sales 42   31-9095.00  Pharmacy Aides
Z2 12 Sales 43   41-2031.00  Retail Salespersons 1 Sales Associate 1 Sales Associate
Z2 13 Security 44   33-9099.02  Retail Loss Prevention Specialists 1 Loss Prevention Associate
Z2 13 Security 45   33-9032.00  Security Guards
Z2 14 Stock Logistics 46   53-7062.00  Laborers and Freight, Stock, and Material Movers, Hand 1 Dock Workers
Z2 14 Stock Logistics 47   43-5081.04  Order Fillers, Wholesale and Retail Sales
Z2 14 Stock Logistics 48   43-5071.00  Shipping, Receiving, and Traffic Clerks 1 Shipping/Receiving Associate
Z2 14 Stock Logistics 49   43-5081.03  Stock Clerks- Stockroom, Warehouse, or Storage Yard 1 Warehousing Clerk 1 Material Handler, Dock Assc., Donor Dock Attendant
Z2 14 Stock Logistics 50   43-5081.02  Marking Clerks
Z2 14 Stock Logistics 51   43-5081.01  Stock Clerks, Sales Floor 1 Stocker 1 Stocker/Runner
Z2 15 Supervisors Zn2 52   35-1012.00  First-Line Supervisors of Food Preparation and Serving Workers
Z2 15 Supervisors Zn2 53   53-1021.00  First-Line Supervisors of Helpers, Laborers, and Material Movers, Hand  
Z2 15 Supervisors Zn2 54   37-1011.00  First-Line Supervisors of Housekeeping and Janitorial Workers
Z2 15 Supervisors Zn2 55   51-1011.00  First-Line Supervisors of Production and Operating Workers 3 Manufacturing Supervisor 3 Production Supervisor
Z2 15 Supervisors Zn2 56   41-1011.00  First-Line Supervisors of Retail Sales Workers 2 Supervisor 3 Sales Floor Supervisor
Z2 15 Supervisors Zn2 57   53-1031.00  First-Line Supervisors of Transportation & Material-Moving Machine & Vehicle Operators2 Yard Manager
Z2 15 Supervisors Zn2 58   53-1021.01  Recycling Coordinators

Metrics Reporting, Inc. GoodPaths Retail ONET Occupations Page 2 of 6
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Z3 16 Clerks Zn3 1   43-3031.00  Bookkeeping, Accounting, and Auditing Clerks
Z3 16 Clerks Zn3 2   43-3061.00  Procurement Clerks
Z3 16 Clerks Zn3 3   43-5061.00  Production, Planning, and Expediting Clerks
Z3 16 Clerks Zn3 4   43-6011.00  Executive Secretaries and Executive Administrative Assistants
Z3 16 Clerks Zn3 5   43-6014.00  Secretaries and Administrative Assistants, Except Legal, Medical, and Executive1 Administrative Assistants
Z3 17 Food Preparation Zn3 6   35-1011.00  Chefs and Head Cooks 3 R&D Chef
Z3 17 Food Preparation Zn3 7   35-2013.00  Cooks, Private Household
Z3 18 Maintenance Repair Zn3 8   49-2011.00  Computer, Automated Teller, and Office Machine Repairers
Z3 18 Maintenance Repair Zn3 9   49-2021.01  Radio Mechanics
Z3 18 Maintenance Repair Zn3 10   49-2093.00  Electrical and Electronics Installers and Repairers, Transportation Equipment  
Z3 18 Maintenance Repair Zn3 11   49-3023.00  Automotive Service Technicians and Mechanics - No Data Available
Z3 18 Maintenance Repair Zn3 12   49-3023.01  Automotive Master Mechanics
Z3 18 Maintenance Repair Zn3 13   49-3023.02  Automotive Specialty Technicians
Z3 18 Maintenance Repair Zn3 14   49-3031.00  Bus and Truck Mechanics and Diesel Engine Specialists
Z3 18 Maintenance Repair Zn3 15   49-3052.00  Motorcycle Mechanics
Z3 18 Maintenance Repair Zn3 16   49-9031.00  Home Appliance Repairers
Z3 18 Maintenance Repair Zn3 17   49-9043.00  Maintenance Workers, Machinery 1 Maintenance
Z3 18 Maintenance Repair Zn3 18   49-9071.00  Maintenance and Repair Workers, General 1 Maintenance
Z3 18 Maintenance Repair Zn3 19   51-8021.00  Stationary Engineers and Boiler Operators
Z3 19 Managers Zn3 20   11-3011.00  Administrative Services Managers
Z3 19 Managers Zn3 21   11-9051.00  Food Service Managers 3 Executive Chef
Z3 20 Professionals Zn3 22   13-1022.00  Wholesale and Retail Buyers, Except Farm Products 3 Purchaser / Buyer
Z3 20 Professionals Zn3 23   41-3011.00  Advertising Sales Agents
Z3 20 Professionals Zn3 24   43-4041.01  Credit Authorizers
Z3 20 Professionals Zn3 25   43-4161.00  Human Resources Assistants, Except Payroll and Timekeeping
Z3 21 Supervisors Zn3 26   43-1011.00  First-Line Supervisors of Office and Administrative Support Workers
Z3 21 Supervisors Zn3 27   49-1011.00  First-Line Supervisors of Mechanics, Installers, and Repairers
Z3 22 Technicians 28  15-1151.00  Computer User Support Specialists 1 IT Support Specialist
Z3 22 Technicians 29   19-4099.01  Quality Control Analysts
Z3 22 Technicians 30   27-1026.00  Merchandise Displayers and Window Trimmers 1 Merchandiser
Z3 22 Technicians 31   27-4011.00  Audio and Video Equipment Technicians
Z3 22 Technicians 32   29-2052.00  Pharmacy Technicians
Z3 22 Technicians 33   29-2081.00  Opticians, Dispensing
Z3 22 Technicians 34   43-9011.00  Computer Operators 2 Computer Systems Administrator
Z3 22 Technicians 35   49-2097.00  Electronic Home Entertainment Equipment Installers and Repairers
Z3 22 Technicians 36   51-6052.00  Tailors, Dressmakers, and Custom Sewers
Z3 22 Technicians 37   51-9071.01  Jewelers
Z3 22 Technicians 38   51-9082.00  Medical Appliance Technicians

Job Zone 3 - Medium Preparation Needed - Second-Step-Up Jobs
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Z4 23 Managers Zn4 1   11-2011.00  Advertising and Promotions Managers
Z4 23 Managers Zn4 2   11-3111.00  Compensation and Benefits Managers
Z4 23 Managers Zn4 3   11-3021.00  Computer and Information Systems Managers 3 IT Manager
Z4 23 Managers Zn4 4   11-1021.00  General and Operations Managers 4 General Operations 5 MIT / Manager level
Z4 23 Managers Zn4 5   11-3121.00  Human Resources Managers 3 HR Manager
Z4 23 Managers Zn4 6   11-3071.03  Logistics Managers
Z4 23 Managers Zn4 7   11-2021.00  Marketing Managers 3 Category Manager
Z4 23 Managers Zn4 8   11-3061.00  Purchasing Managers 3 Manager
Z4 23 Managers Zn4 9   11-3051.01  Quality Control Systems Managers 3 Quality Manager
Z4 23 Managers Zn4 10   11-2022.00  Sales Managers 4 Sales Manager
Z4 23 Managers Zn4 11   11-9199.07  Security Managers
Z4 23 Managers Zn4 12   11-3071.02  Storage and Distribution Managers 4 Distribution Center Manager
Z4 23 Managers Zn4 13   11-9199.04  Supply Chain Managers
Z4 23 Managers Zn4 14   11-3131.00  Training and Development Managers
Z4 23 Managers Zn4 15 11-3071.01 Transportation Managers 3 Transportation Manager 4 Transportation Manager
Z4 24 Professionals Zn4 16   13-2011.01  Accountants
Z4 24 Professionals Zn4 17   13-2011.02  Auditors
Z4 24 Professionals Zn4 18   13-1021.00  Buyers and Purchasing Agents, Farm Products 3 Purchaser / Buyer
Z4 24 Professionals Zn4 19   13-1141.00  Compensation, Benefits, and Job Analysis Specialists
Z4 24 Professionals Zn4 20   13-2099.04  Fraud Examiners, Investigators and Analysts
Z4 24 Professionals Zn4 21   13-1071.00  Human Resources Specialists
Z4 24 Professionals Zn4 22 15-1122.00  Information Security Analysts 2 Information Security Analyst
Z4 24 Professionals Zn4 23   13-1081.00  Logisticians 1 Logistics Coordinator
Z4 24 Professionals Zn4 24   13-1081.02  Logistics Analysts
Z4 24 Professionals Zn4 25   13-1081.01  Logistics Engineers
Z4 24 Professionals Zn4 26   13-1161.00  Market Research Analysts and Marketing Specialists
Z4 24 Professionals Zn4 27   15-1142.00  Network and Computer Systems Administrators
Z4 24 Professionals Zn4 28   13-1199.02  Security Management Specialists
Z4 24 Professionals Zn4 29  15-1132.00  Software Developer, Applications 2 Software Developer
Z4 24 Professionals Zn4 30 15.1133.00  Software Developer, Systems Software 2 Software Developer
Z4 24 Professionals Zn4 31   13-1151.00  Training and Development Specialists

Z5 25 Executives 1   11-1011.00  Chief Executives
Z5 26 Professionals Zn5 2   29-1181.00  Audiologists
Z5 26 Professionals Zn5 3   19-3011.00  Economists
Z5 26 Professionals Zn5 4   13-1111.00  Management Analysts
Z5 26 Professionals Zn5 5 29-1031.00  Dietitians and Nutritionists 3 Nutritionist
Z5 26 Professionals Zn5 6   29-1041.00  Optometrists
Z5 26 Professionals Zn5 7   29-1051.00  Pharmacists

Job Zone 4 - Considerable Preparation Needed - Third-Step-Up Jobs

Job Zone 5 - Extensive Preparation Needed - Fourth-Step-Up Jobs
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Quantities of Retail ONET Occupations in Each Job Zone
Z1 16 Job Zone 1 - Little or No Preparation Needed - Entry-Level Jobs
Z2 58 Job Zone 2 - Some Preparation Needed - Next-Level Jobs
Z3 38 Job Zone 3 - Medium Preparation Needed - Second-Step-Up Jobs
Z4 31 Job Zone 4 - Considerable Preparation Needed - Third-Step-Up Jobs
Z5 7 Job Zone 5 - Extensive Preparation Needed - Fourth-Step-Up Jobs
All 150 Total Retail ONET Job Codes

National Retail Services Initiative Competency Model
Entry Role - Learn and Do N1
Advanced Responsibility Role - Teach and Do N2
Manager Role - Participate in Decisions N3
Leader Role - Make Decisions N4

Vague NRSI Titles: Vague Goodwill Titles:
1 Process Operator 1 Production Associate
1 Warehouse 1 Baler Operator
1 Bagger 2 Head Cashier
1 Help Desk Associate 2 Sales/Production Associate 2
2 Captain 2 ADC Attendant
2 Crew Chief 2 Production Associate
2 Specialist 3 Lead / Head Cashier
2 Coordinator 3 Department Lead
2 Team Leader 3 Lead Driver
2 Key Hourly 4 Third Key
2 Assistant Department Manager 4 Supervisor
2 Crew / Field Trainer 4 Transportation Director
3 Call Center Manager 4 ADC Manager
3 Pharmacy Manager 4 Production Manager
3 Shift Manager 4 Assistant Manager
3 Department Manager 5 Cross Training
3 Facility Manager
3 Assistant Store Manager
4 Multi-Unit Manager
4 Store Manager
4 Manager
4 Salon Manager

Metrics Reporting, Inc. GoodPaths Retail ONET Occupations Page 5 of 6
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Summary List of Job Families and Job Titles

1 Food Preparation Zn1 Cooks, Food Preparation Workers, Meat and Fish Trimers

2 Food Service Zn1 Cafeteria, Concession, Coffee Shop, Baristas, Waiters, Waiters, Hosts

3 Clerk Zn1 Cashiers, Counter and Rental Clerks

4 Washers Cleaners Laundry, Dry-Cleaning, Pressers, Textile, Garment, Dishwashers

5 Clerk Zn2 Customer Service, Billing, Marking, Office, Order, Payroll, Shipping, Stock

6 Drivers Drivers, Industrial Truck Operators, Delivery Services

7 Environmental Services Cleaners of Vehicles, Janitors and Cleaners, Maids and Housekeepers

8 Food Preparation Zn2 Bakers, Butchers, Cooks, Roasting, Drying, Batchmakers, Bartenders

9 Maintenance Repair Zn2 Auto, Watercraft, Bicycle, Outdoor Power Equipment, Tire, and Shoe

10 Operators Office Machines, Photographic Machines, Switchboard, and Telephone

11 Production Recycling, Reclamation, Collectors, Inspectors, Testers, Sorters, Packers

12 Sales Demonstrate, Promote, Parts, Pharmacy

13 Security Security Guards and Retail Loss Prevention Specialists

14 Stock Logistics Freight Stock, Material Movers, Order Fillers

15 Supervisors Zn2 Food, Helpers, Labor, Material Movers, Housekeeping, Production, Sales

16 Clerks Zn3 Bookkeeping, Procurement, Production Planning, Executive Assistants

17 Food Preparation Zn3 Chefs, Head Cooks, Private Cooks

18 Maintenance Repair Zn3 Computer, Office Machine, Electronics, Automotive, Motorcycle, Appliance

19 Managers Zn3 Administrative Services, Food Services

20 Professionals Zn3 Buyers, Credit, Sales, Human Resources

21 Supervisors Zn3 Office and Administrative, Mechanics, Installers, Repairers

22 Technicians Computer, Quality, Display, Audio Video, Pharmacy, Optician, Electronic, Tailors, Jewelers

23 Managers Zn4 Advertising, Compensation, Computers, Marketing, Purchasing, Supply Chain

24 Professionals Zn4 Accountants, Buyers, Compensation, Fraud, Information, Logistics, Marketing, Software, Development

25 Executives Chief Executives

26 Professionals Zn5 Audiologists, Economists, Management Analysts, Dietitians, Nutritionists, Optometrists, Pharmacists
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Tier Name Block Information 
Tier 1  -Personal 
Effectiveness 
Competencies 

Adaptability and Flexibility: Displaying the capability to adapt to new, different or changing requirements. 
Entertaining new ideas   
•  Is open to considering new ways of doing things. 
•  Actively seek out and carefully consider the merits of new approaches to work. 
•  Embrace new approaches when appropriate and discard approaches that are no longer working. 
•  Is open to considering new ways of doing things. 
•  Actively seek out and carefully consider the merits of new approaches to work. 
•  Embrace new approaches when appropriate and discard approaches that are no longer working. 
Dealing with change   
•  Take proper and effective action when necessary without having all the necessary facts in hand. 
•  Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events, pressures, 
situations, and job demands. 
•  Effortlessly shift gears and change direction when working on multiple projects or issues. 
•  Take proper and effective action when necessary without having all the necessary facts in hand. 
•  Easily adapt plans, goals, actions, or priorities in response to unpredictable or unexpected events, pressures, 
situations, and job demands. 
•  Effortlessly shift gears and change direction when working on multiple projects or issues. 
Dependability and Reliability: Displaying responsible behaviors at work. 
Fulfilling obligations   
•  Behave consistently and predictably. 
•  Is reliable, responsible, and dependable in fulfilling obligations. 
•  Diligently follow through on commitments and consistently complete assignments by deadlines. 
•  Behave consistently and predictably. 
•  Fulfill obligations in a reliable, responsible and dependable manner. 
•  Diligently follow through on commitments and consistently complete assignments by deadlines. 
Attendance and punctuality   
•  Come to work on time and as scheduled. 
•  Arrive on time for meetings or appointments. 
•  Dial in to phone calls and web conferences on time. 
•  Come to work on time and as scheduled. 
•  Arrive on time for meetings or appointments. 
•  Dial in to phone calls and web conferences on time. 
Attending to details   

•  Diligently check work to ensure that all essential details have been considered. 
•  Notice errors or inconsistencies and take prompt, thorough action to correct them. 
•  Diligently check work to ensure that all essential details have been considered. 
•  Notice errors or inconsistencies and take prompt, thorough action to correct them. 
Following directions   
•  Follow directions as communicated in a variety of ways such as writing, speech, American Sign Language, 
computers, or other formats. 
•  Comply with organizational rules, policies, and procedures. 
•  Ask appropriate questions to clarify any instructional ambiguities. 
•  Follow directions as communicated in a variety of ways. 
•  Comply with organizational rules, policies, and procedures. 
•  Ask appropriate questions to clarify any instructional ambiguities. 
Initiative: Demonstrating a commitment to effective job performance by taking action on one's own and 
following through to get the job done. 
Demonstrating a commitment to effective job performance by taking action on oneâ��s own and following 
through to get the job done. 
Persisting   
•  Pursue work with drive and a strong accomplishment orientation. 
•  Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks. 
•  Pursue work with drive and a strong accomplishment orientation. 
•  Persist to accomplish a task despite difficult conditions, tight deadlines, or obstacles and setbacks. 
Taking initiative   
•  Go beyond the routine demands of the job to increase its variety and scope. 
•  Provide suggestions and/or take actions that result in improved work processes, communications, or task 
performance. 
•  Take initiative to seek out new work challenges, influence events, or originate action. 
•  Go beyond the routine demands of the job to increase its variety and scope. 
•  Provide suggestions and/or take actions that result in improved work processes, communications, or task 
performance. 
•  Take initiative to seek out new work challenges, influence events, or originate action. 
Setting challenging goals   
•  Establish and maintain personally challenging but realistic work goals. 
•  Exert effort toward task mastery. 
•  Bring issues to closure by pushing forward until a resolution is achieved. 
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•  Establish and maintain personally challenging but realistic work goals. 
•  Exert effort toward task mastery. 
•  Bring issues to closure by pushing forward until a resolution is achieved. 
Working independently   
•  Develop own ways of working effectively and efficiently. 
•  Perform effectively even with minimal direction, support, or approval. 
•  Take responsibility for completing one's own work assignments. 
•  Develop own ways of working effectively and efficiently. 
•  Perform effectively even with minimal direction, support, or approval. 
•  Take responsibility for completing oneâ��s own work assignments.  
Achievement motivation   
•  Strive to exceed standards and expectations. 
•  Exhibit confidence in capabilities and an expectation to succeed in future activities. 
•  Strive to exceed standards and expectations. 
•  Exhibit confidence in capabilities and an expectation to succeed in future activities. 
Integrity: Displaying strong moral principles and work ethic. 
Behaving ethically   
•  Abide by a strict code of ethics and behavior, even in the face of opposition. 
•  Encourage others to behave ethically. 
•  Understand that behaving ethically goes beyond what the law requires. 
•  Use company time and property responsibly. 
•  Perform work-related duties according to laws, regulations, contract provisions, and company policies. 
•  Abide by a strict code of ethics and behavior, even in the face of opposition. 
•  Encourage others to behave ethically. 
•  Understand that behaving ethically goes beyond what the law requires. 
•  Use company time and property responsibly. 
•  Perform work-related duties according to laws, regulations, contract provisions, and company policies. 
Acting fairly   
•  Treat others with honesty, fairness and respect. 
•  Make decisions that are objective and reflect the just treatment of others. 
•  Treat others with honesty, fairness and respect. 
•  Make decisions that are objective and reflect the just treatment of others. 
Taking responsibility   
•  Take responsibility for accomplishing work goals within accepted timeframes. 

•  Accept responsibility for one's decisions and actions and for those of one's group, team, or department. 
•  Take responsibility for accomplishing work goals within accepted timeframes. 
•  Accept responsibility for oneâ��s decisions and actions and for those of oneâ��s group, team, or 
department. 
Interpersonal Skills: Displaying skills to work effectively with others from diverse backgrounds. 
Displaying the skills to work effectively with others from diverse backgrounds. 
Demonstrating sensitivity/empathy   
•  Show sincere interest in others and their concerns. 
•  Demonstrate sensitivity to the needs and feelings of others. 
•  Look for ways to help people and deliver assistance. 
•  Show sincere interest in others and their concerns. 
•  Demonstrate sensitivity to the needs and feelings of others. 
•  Look for ways to help people and deliver assistance. 
Demonstrating insight into behavior   
•  Recognize and accurately interpret the communications of others as expressed through various formats (e.g., 
writing, speech, American Sign Language, computers, etc). 
•  Recognize when relationships with others are strained. 
•  Show understanding of othersâ�� behaviors and motives by demonstrating appropriate responses. 
•  Demonstrate flexibility for change based on the ideas and actions of others. 
•  Recognize and accurately interpret the communications of others as expressed through various formats (e.g., 
writing, speech, American Sign Language, computers, etc.). 
•  Recognize when relationships with others are strained. 
•  Show understanding of other's behaviors and motives by demonstrating appropriate responses. 
•  Demonstrate flexibility for change based on the ideas and actions of others. 
Maintaining open relationships   
•  Maintain open lines of communication with others. 
•  Encourage others to share problems and successes. 
•  Establish a high degree of trust and credibility with others. 
•  Maintain open lines of communication with others. 
•  Encourage others to share problems and successes. 
•  Establish a high degree of trust and credibility with others. 
Respecting diversity   
•  Interact respectfully and cooperatively with others who are of a different race, culture, or age, or have different 
abilities, gender, or sexual orientation. 
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•  Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values, beliefs, 
perspectives, customs, or opinions. 
•  Value an environment that supports and accommodates a diversity of people and ideas. 
•  Interact respectfully and cooperatively with others who are of a different race, culture, or age, or have different 
abilities, gender, or sexual orientation. 
•  Demonstrate sensitivity, flexibility, and open-mindedness when dealing with different values, beliefs, 
perspectives, customs, or opinions. 
•  Value an environment that supports and accommodates a diversity of people and ideas. 
Lifelong Learning: Demonstrating a commitment to self-development and improvement of knowledge and 
skills. 
Demonstrating an interest in learning   
•  Take actions showing an interest in personal and professional lifelong learning and development. 
•  Seek feedback from multiple sources about how to improve and develop. 
•  Modify behavior based on feedback or self-analysis of past mistakes. 
•  Learn and accept help from supervisors and co-workers. 
•  Take actions showing an interest in personal and professional lifelong learning and development. 
•  Seek feedback from multiple sources about how to improve and develop. 
•  Modify behavior based on feedback or self-analysis of past mistakes. 
•  Learn and accept help from supervisors and co-workers. 
Participating in learning activities   
•  Identify when it is necessary to acquire new knowledge and skills. 
•  Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one's role 
successfully by participating in relevant training and professional development programs. 
•  Actively pursue opportunities to broaden knowledge and skills through seminars, conferences, professional 
groups, reading publications, job shadowing, and/or continuing education. 
•  Identify when it is necessary to acquire new knowledge and skills. 
•  Take steps to develop and maintain knowledge, skills, and expertise necessary to perform one's role 
successfully by participating in relevant training and professional development programs. 
•  Actively pursue opportunities to broaden knowledge and skills through seminars, conferences, professional 
groups, reading publications, job shadowing, and/or continuing education. 
Using change as a learning opportunity   
•  Anticipate changes in work demands and search for and participate in assignments or training that address 
these changing demands. 
•  Treat unexpected circumstances as opportunities to learn. 

•  Anticipate changes in work demands and search for and participate in assignments or training that address 
these changing demands. 
•  Treat unexpected circumstances as opportunities to learn. 
Identifying career interests   
•  Take charge of personal career development by identifying occupational interests, strengths, options, and 
opportunities. 
•  Make insightful career planning decisions that integrate others' feedback. 
Identifying career interests   
•  Take charge of personal career development by identifying occupational interests, strengths, options, and 
opportunities. 
•  Make insightful career planning decisions that integrate others' feedback. 
Integrating and applying learning   
•  Integrate newly learned knowledge and skills with existing knowledge and skills. 
•  Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar situations. 
•  Integrate newly learned knowledge and skills with existing knowledge and skills. 
•  Use newly learned knowledge and skills to complete tasks, particularly in new or unfamiliar situations. 
Professionalism: Maintaining a professional presence. 
Demonstrating self-control   
•  Maintain composure and keep emotions in check. 
•  Deal calmly and effectively with stressful or difficult situations. 
•  Accept criticism tactfully and attempt to learn from it. 
•  Maintain composure and keep emotions in check. 
•  Deal calmly and effectively with stressful or difficult situations. 
•  Accept criticism tactfully and attempt to learn from it. 
Professional appearance   
•  Maintain a professional demeanor. 
•  Dress appropriately for occupational and worksite requirements. 
•  Maintain appropriate personal hygiene. 
•  Maintain a professional demeanor. 
•  Dress appropriately for occupational and worksite requirements. 
•  Maintain appropriate personal hygiene. 
Social responsibility   
•  Refrain from lifestyle choices which negatively impact the workplace and individual performance. 
•  Remain free from substance abuse. 
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•  Refrain from lifestyle choices which negatively impact the workplace and individual performance. 
•  Remain free from substance abuse. 
Maintaining a positive attitude   
•  Project a professional image of oneself and the organization. 
•  Demonstrate a positive attitude towards work. 
•  Take pride in oneâ��s work and the work of the organization. 
•  Project a professional image of oneself and the organization. 
•  Demonstrate a positive attitude towards work. 
•  Take pride in one's work and the work of the organization. 

 

Tier 2  -Academic 
Competencies 

Basic Computer Skills: Using information technology and related applications, including adaptive devices and 
software, to convey and retrieve information.  
Computer basics   
•  Understand the basic functions and terminology related to computer hardware, software, information systems, 
and communication devices. 
•  Use basic computer software, hardware, and communication devices to perform tasks. 
Communication: Listening, speaking, and signaling so others can understand using a variety of methods, 
including hearing, speech, American Sign Language, instant messaging, text-to-speech devices, etc. 
Communicating   
•  Express relevant information appropriately to individuals or groups taking into account the audience and the 
nature of the information (e.g., technical or controversial). 
•  Convey information clearly, correctly, and succinctly. 
•  Use common English conventions including proper grammar, tone, and pace. 
•  Effectively establish interpersonal contact with one or more individuals using eye contact, body language and 
non-verbal expression as appropriate to the person's culture. 
•  Ask questions or report problems or concerns to people in authority when information or procedures are 
unclear or need improvement, or when feeling unsafe or threatened in the workplace. 
•  Express relevant information appropriately to individuals or groups taking into account the audience and the 
nature of the information (e.g., technical or controversial). 
•  Convey information clearly, correctly, and succinctly. 
•  Use common English conventions including proper grammar, tone, and pace. 
•  Effectively establish interpersonal contact with one or more individuals using eye contact, body language and 
non-verbal expression as appropriate to the person's culture. 
Receiving information   

•  Attend to, understand, interpret, and respond to messages received in a variety of ways, including hearing, 
American Sign Language, instant messaging, text-to-speech devices, and other methods. 
•  Comprehend complex instructions. 
•  Identify feelings and concerns communicated in various formats, such as writing, speech, American Sign 
Language, computers, etc. and responds appropriately. 
•  Consider others' viewpoints and alter opinion when it is appropriate to do so. 
•  Apply active interpersonal communication skills using reflection, restatement, questioning, and clarification. 
•  Effectively answer questions of others or communicate an inability to do so and suggest other sources of 
answers. 
•  Attend to, understand, interpret, and respond to messages received in a variety of ways. 
•  Comprehend complex instructions. 
•  Identify feelings and concerns communicated in various formats, such as writing, speech, American Sign 
Language, computers, etc. and respond appropriately. 
•  Consider others' viewpoints and alter opinion when it is appropriate to do so. 
•  Apply active interpersonal communication skills using reflection, restatement, questioning, and clarification. 
•  Effectively answer questions of others or communicate an inability to do so and suggest other sources of 
answers. 
Observing carefully   
•  Notice nonverbal cues and respond appropriately. 
•  Attend to visual sources of information (e.g., video). 
•  Ascertain relevant visual information and use appropriately. 
•  Notice nonverbal cues and respond appropriately. 
•  Attend to visual sources of information (e.g., video). 
•  Ascertain relevant visual information and use appropriately. 
Persuasion/influence   
•  Influence others. 
•  Persuasively present thoughts and ideas. 
•  Gain commitment and ensure support for proposed ideas. 
•  Influence others. 
•  Persuasively present thoughts and ideas. 
•  Gain commitment and ensure support for proposed ideas. 
Critical and Analytical Thinking: Using logical thought processes to analyze information and draw 
conclusions. 
Reasoning   
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•  Possess sufficient inductive and deductive reasoning ability to perform job successfully. 
•  Critically review, analyze, synthesize, compare, and interpret information. 
•  Draw conclusions from relevant and/or missing information. 
•  Understand the principles underlying the relationship among facts and apply this understanding when solving 
problems. 
•  Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches to a 
problem. 
•  Possess sufficient inductive and deductive reasoning ability to perform job successfully. 
•  Critically review, analyze, synthesize, compare, and interpret information. 
•  Draw conclusions from relevant and/or missing information. 
•  Understand the principles underlying the relationship among facts and apply this understanding when solving 
problems. 
•  Use logic and reasoning to identify strengths and weaknesses of alternative solutions or approaches to a 
problem. 
Mental agility   
•  Identify connections between issues. 
•  Quickly understand, orient to, and integrate new information. 
•  Identify connections between issues. 
•  Quickly understand, orient to, and integrate new information. 
Mathematics: Using mathematics to solve problems. 
Using mathematics to express ideas and solve problems. 
Using mathematics to solve problems. 
Computation   
•  Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents. 
•  Calculate averages, ratios, proportions, and rates. 
•  Convert decimals to fractions and fractions to decimals. 
•  Convert fractions to percents and percents to fractions. 
•  Convert decimals to percents and percents to decimals. 
•  Understand relationships between numbers and identify and understand patterns. 
•  Add, subtract, multiply, and divide with whole numbers, fractions, decimals, and percents. 
•  Calculate averages, ratios, proportions, and rates. 
•  Convert decimals to fractions and fractions to decimals. 
•  Convert fractions to percents and percents to fractions. 
•  Convert decimals to percents and percents to decimals. 
•  Understand relationships between numbers and identify and understand patterns. 

Measurement and estimation   
•  Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume, weight, 
mass, velocity, and speed. 
•  Use and report measurements correctly. 
•  Correctly convert from one measurement or unit to another (e.g., from English to metric or International 
System of Units (SI), or Fahrenheit to Celsius). 
•  Take measurements of time, temperature, distances, length, width, height, perimeter, area, volume, weight, 
velocity, and speed. 
•  Use and report measurements correctly. 
•  Correctly convert from one measurement to another (e.g., from English to metric or International System of 
Units (SI), or Fahrenheit to Celsius). 
Application   
•  Use appropriate mathematical formulas and techniques to solve problems. 
•  Translate practical problems into useful mathematical expressions. 
•  Use appropriate mathematical formulas and techniques to solve problems. 
•  Translate practical problems into useful mathematical expressions. 
•  Apply basic scientific principles and technology to complete tasks. 
•  Apply basic scientific principles and technology to complete tasks. 
Reading: Understanding written sentences, paragraphs, and figures in work-related documents on paper, on 
computers, or adaptive devices. 
Comprehension   
•  Locate and understand written information in prose and in documents such as manuals, reports, memos, letters, 
forms, graphs, charts, tables, calendars, schedules, signs, notices, applications, contracts, regulations, and 
directions. 
•  Understand the purpose of written materials. 
•  Comprehend the author's meaning and identify the main ideas expressed in the written material. 
•  Locate and understand written information in prose and in documents such as manuals, reports, memos, letters, 
forms, graphs, charts, tables, calendars, schedules, signs, notices, applications, contracts, regulations, and 
directions. 
•  Understand the purpose of written materials. 
•  Comprehend the author's meaning and identify the main ideas expressed in the written material. 
•  Understand basic scientific principles and use appropriate technology. 
•  Understand the scientific method (i.e., identify problems, collect information, form opinions and draw 
conclusions). 
•  Understand overall intent and proper procedures for set-up and operation of equipment. 
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•  Understand basic scientific principles and uses appropriate technology. 
•  Understand the scientific method (i.e., identify problems, collect information, form opinions and draw 
conclusions). 
•  Understand overall intent and proper procedures for set-up and operation of equipment. 
Attention to detail   
•  Note details and facts. 
•  Detect inconsistencies. 
•  Identify implied meaning and details. 
•  Recognize missing information. 
•  Note details and facts. 
•  Detect inconsistencies. 
•  Identify implied meaning and details. 
•  Recognize missing information. 
Information analysis   
•  Critically evaluate and analyze information in written materials. 
•  Review written information for completeness and relevance. 
•  Distinguish fact from opinion. 
•  Identify trends. 
•  Synthesize information from multiple written materials. 
•  Critically evaluate and analyze information in written materials. 
•  Review written information for completeness and relevance. 
•  Distinguish fact from opinion. 
•  Identify trends. 
•  Synthesize information from multiple written materials. 
Information integration   
•  Integrate what is learned from written materials with prior knowledge. 
•  Use what is learned from written material to follow instructions and complete tasks. 
•  Apply what is learned from written material to new situations. 
•  Integrate what is learned from written materials with prior knowledge. 
•  Use what is learned from written material to follow instructions and complete tasks. 
•  Apply what is learned from written material to new situations. 
Writing: Using standard business English to compile information and prepare written documents on paper, on 
computers, or adaptive devices. 
Using standard business English to compile information and prepare written documents on paper, computers, or 

adaptive devices. 
Using standard business English to compile information and prepare written documents on paper, on computers, 
or adaptive devices. 
Organization and development   
•  Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow charts. 
•  Communicate thoughts, ideas, information, messages and other written information, which may contain 
technical material, in a logical, organized, and coherent manner. 
•  Present well-developed ideas supported by information and examples. 
•  Proofread finished documents for errors. 
•  Tailor content to appropriate audience and purpose. 
•  Distribute written materials appropriately for intended audiences and purposes. 
•  Create documents such as letters, directions, manuals, reports, graphs, spreadsheets, and flow charts. 
•  Communicate thoughts, ideas, information, messages and other written information, which may contain 
technical material, in a logical, organized, and coherent manner. 
•  Present well-developed ideas supported by information and examples. 
•  Proofread finished documents for errors. 
•  Tailor content to appropriate audience and purpose. 
•  Distribute written materials appropriately for intended audiences and purposes. 
Mechanics   
•  Use standard syntax and sentence structure. 
•  Use correct spelling, punctuation, and capitalization. 
•  Use correct grammar (e.g., correct tense, subject-verb agreement, no missing words). 
•  Write legibly when using handwriting to communicate. 
•  Use standard syntax and sentence structure. 
•  Use correct spelling, punctuation, and capitalization. 
•  Use correct grammar (e.g., correct tense, subject-verb agreement, no missing words). 
•  Write legibly when using handwriting to communicate. 
Tone   
•  Use language appropriate for the target audience. 
•  Use a tone and word choice appropriate for the industry and organization (e.g., writing is professional and 
courteous). 
•  Show insight, perception, and depth in writing. 
•  Use language appropriate for the target audience. 
•  Use a tone and word choice appropriate for the industry and organization (e.g., writing is professional and 
courteous). 
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•  Show insight, perception, and depth in writing. 
 

Tier 3  -Workplace 
Competencies 

Business Fundamentals: Using information on basic business principles, trends, and economics. 
Situational awareness   
•  Understand the mission, structure, and functions of the organization. 
•  Recognize one's role in the functioning of the organization and understand the potential impact one's own 
performance can have on the success of the organization. 
•  Grasp the potential impact of the company's well-being on employees. 
•  Understand the mission, structure, and functions of the organization. 
•  Recognize one's role in the functioning of the organization and understand the potential impact one's own 
performance can have on the success of the organization. 
•  Grasp the potential impact of the company's well-being on employees. 
Checking, Examining, and Recording: Entering, transcribing, recording, storing, or maintaining information in 
written or electronic/digital format, including adaptive devices and software. 
Detecting errors   
•  Detect and correct errors or inconsistencies. 
•  Identify vague or ambiguous documentation. 
•  Route errors to appropriate person to correct documentation. 
•  Detect and correct errors or inconsistencies, even under time pressure. 
•  Identify vague or ambiguous documentation. 
•  Route errors to appropriate person to correct documentation. 
Completing forms   
•  Select and complete appropriate forms quickly and completely. 
•  Forward or process forms in a timely and accurate manner. 
•  Attend to and follow through on important items requiring action. 
•  Expedite forms, orders, or advances that require immediate attention. 
•  Select and complete appropriate forms quickly and completely. 
•  Forward or process forms in a timely and accurate manner. 
•  Attend to and follow through on important items requiring action. 
•  Expedite forms, orders, or advances that require immediate attention. 
Obtaining information   
•  Obtain appropriate information, signatures, and approvals promptly. 
•  Verify that all information is present and accurate before forwarding materials. 
•  Compile, categorize, and verify information or data. 

•  Apply systematic techniques for observing and gathering data. 
•  Obtain appropriate information, signatures, and approvals promptly. 
•  Verify that all information is present and accurate before forwarding materials. 
•  Compile, categorize, and verify information or data. 
•  Apply systematic techniques for observing and gathering data. 
Maintaining logs, records, and files   
•  Organize records and files to maintain data. 
•  Keep logs, records, and files up-to-date and readily accessible (e.g., driver logs, flight records, repair records). 
•  Update logs, records, and files, noting important changes. 
•  File data and documentation in accordance with organizationâ��s requirements. 
•  Organize records and files to maintain data. 
•  Keep logs, records, and files that are up-to-date and readily accessible (e.g., driver logs, flight records, repair 
records). 
•  Update logs, records, and files, noting important changes. 
•  File data and documentation in accordance with organization's requirements. 
Creative Thinking: Generating innovative and creative solutions. 
Employing unique analyses   
•  Use original analyses and generate new, innovative ideas in complex areas. 
•  Develop innovative methods of obtaining or using resources when insufficient resources are available. 
•  Use original analyses and generate new, innovative ideas in complex areas. 
•  Develop innovative methods of obtaining or using resources when insufficient resources are available. 
Customer Focus: Efficiently and effectively addressing the needs of clients/customers. 
Understanding customer needs   
•  Identify internal and external customers. 
•  Attend to what customers are saying and ask questions to identify customer needs, interests, and goals. 
•  Anticipate the future needs of the customer. 
•  Identify internal and external customers. 
•  Attend to what customers are saying and ask questions to identify their needs, interests, and goals. 
•  Anticipate the future needs of the customer. 
Providing personalized service   
•  Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and concerns of 
customers. 
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•  Provide thorough, accurate information to answer customers' questions and inform them of commitment times 
or performance guarantees. 
•  Address customer comments, questions, concerns, and objections with direct, accurate, and timely responses. 
•  Identify and propose appropriate solutions and/or services. 
•  Establish boundaries as appropriate for unreasonable client demands. 
•  Provide prompt, efficient, and personalized assistance to meet the requirements, requests, and concerns of 
customers. 
•  Provide thorough, accurate information to answer customers' questions and inform them of commitment times 
or performance guarantees. 
•  Address customer comments, questions, concerns, and objections with direct, accurate, and timely responses. 
•  Identify and propose appropriate solutions and/or services. 
•  Establish boundaries as appropriate for unreasonable customer demands. 
Acting professionally   
•  Exhibit pleasant, courteous, and professional behavior when dealing with internal or external customers. 
•  Develop constructive and cooperative working relationships with customers. 
•  Remain calm and empathetic when dealing with hostile customers. 
•  Is pleasant, courteous, and professional when dealing with internal or external customers. 
•  Develop constructive and cooperative working relationships with customers. 
•  Is calm and empathetic when dealing with hostile customers. 
Keeping customers informed   
•  Follow up with customers during projects and following project completion. 
•  Keep customers up to date about decisions that affect them. 
•  Seek the comments, criticisms, and involvement of customers. 
•  Adjust services based on customer feedback. 
•  Follow up with customers during projects and following project completion. 
•  Keep customers up to date about decisions that affect them. 
•  Seek the comments, criticisms, and involvement of customers. 
•  Adjust services based on customer feedback. 
Health and Safety: Complying with procedures for a safe and healthy work environment. 
Supporting a safe and healthy workplace. 
Complying with procedures for a safe and healthy work environment. 
Maintaining a safe environment   
•  Follow established personal and jobsite safety practices. 
•  Comply with federal, local, and company health and safety regulations. 

•  Identify unsafe conditions and take corrective action. 
•  Properly handle and dispose of hazardous materials. 
•  Follow organizational procedures and protocols for safe evacuation and emergency response. 
•  Maintain a sanitary and clutter-free work environment. 
•  Administer first aid or CPR or summon assistance as needed. 
Maintaining a healthy and safe environment   
•  Take actions to ensure the safety of self and others, in accordance with established personal and jobsite safety 
practices. 
•  Anticipate and prevent work-related injuries and illnesses. 
•  Comply with federal, state, and local regulations, and company health and safety policies. 
•  Recognize common hazards and unsafe conditions that occur at work, their risks, and appropriate controls to 
address them. 
•  Follow organizational procedures and protocols for workplace emergencies, including safe evacuation and 
emergency response. 
•  Maintain a sanitary and clutter-free work environment. 
•  Administer first aid or CPR, if trained, and summon assistance as needed. 
•  Properly handle and dispose of hazardous materials. 
Safeguarding one's person   
•  Engage in safety training. 
•  Use equipment and tools safely. 
•  Use appropriate personal protective equipment. 
•  Recognize how workplace risks can affect oneâ��s life and one's family. 
•  Understand the legal rights of workers regarding workplace safety and protection from hazards. 
•  Report injuries, incidents, and workplace hazards to a supervisor as soon as safely possible. 
•  Contribute to discussions of safety concerns in the workplace, making suggestions as appropriate.  
•  Use equipment and tools safely. 
•  Use appropriate personal protective equipment. 
Planning and Organizing: Planning and prioritizing work to manage time effectively and accomplish assigned 
tasks. 
Planning   
•  Approach work in a methodical manner. 
•  Plan and schedule tasks so that work is completed on time. 
•  Keep track of details to ensure work is performed accurately and completely. 
•  Anticipate obstacles to project completion and develop contingency plans to address them. 
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•  Find new ways of organizing work area or planning work to accomplish work more efficiently. 
•  Approach work in a methodical manner. 
•  Plan and schedule tasks so that work is completed on time. 
•  Keep track of details to ensure work is performed accurately and completely. 
•  Anticipate obstacles to project completion and develop contingency plans to address them. 
•  Find new ways of organizing work area or planning work to accomplish work more efficiently. 

Prioritizing   
•  Prioritize multiple competing tasks. 
•  Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance. 
•  Prioritize multiple competing tasks. 
•  Perform tasks correctly, quickly, and efficiently according to their relative urgency and importance. 
Problem Solving and Decision-Making: Generating, evaluating, and implementing solutions to problems. 
Identifying the problem   
•  Anticipate or recognize the existence of a problem. 
•  Identify the true nature of the problem and define critical issues. 
•  Evaluate the importance and criticality of the problem. 
•  Use all available reference systems to locate and obtain information relevant to understanding the problem. 
•  Recall previously learned information that is relevant to the problem. 
•  Anticipate or recognize the existence of a problem. 
•  Identify the true nature of the problem and define critical issues. 
•  Evaluate the importance and criticality of the problem. 
•  Use all available reference systems to locate and obtain information relevant to understanding the problem. 
•  Recall previously learned information that is relevant to the problem. 

Locating, gathering, and organizing relevant information   
•  Effectively use both internal resources (e.g., internal computer networks, company filing systems) and external 
resources (e.g., internet search engines) to locate and gather information relevant to solving the problem. 
•  Examine information obtained for relevance and completeness. 
•  Recognize important gaps in existing information and take steps to eliminate those gaps. 
•  Organize/reorganize information as appropriate to gain a better understanding of the problem. 
•  Effectively use both internal resources (e.g., internal computer networks, company filing systems) and external 
resources (e.g., internet search engines) to locate and gather information relevant to solving the problem. 
•  Examine information obtained for relevance and completeness. 
•  Recognize important gaps in existing information and take steps to eliminate those gaps. 
•  Organize/reorganize information as appropriate to gain a better understanding of the problem. 

Scheduling and Coordinating: Making arrangements that fulfill all requirements as efficiently and 
economically as possible. 
Arranging and informing   
•  Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and economically as 
possible. 
•  Inform others of arrangements, giving them complete, accurate, and timely information. 
•  Ensure that others receive needed materials in time. 
•  Handle all aspects of arrangements thoroughly and completely. 
•  Respond to the schedules of others affected by arrangements, resolve schedule conflicts or travel issues, and 
take corrective action. 
•  Make arrangements (e.g. for meetings or travel) that fulfill all requirements as efficiently and economically as 
possible. 
•  Inform others of arrangements, giving them complete, accurate, and timely information. 
•  Ensure that others receive needed materials in time. 
•  Handle all aspects of arrangements thoroughly and completely. 
•  Respond to the schedules of others affected by arrangements, resolve schedules conflicts or travel issues, and 
take corrective action. 
Sustainable Practices: Meeting the needs of the present without compromising the ability of future generations 
to meet their own needs. 
Minimizing environmental impact   
•  Use equipment, processes, and systems that minimize environmental impact. 
•  Seek to upgrade processes beyond pollution control to pollution prevention. 
•  Utilize advances in science and technology to upgrade levels of efficiency and environmental protection. 
•  Strive to minimize waste through reuse and recycling, improve efficiency, and reduce resource use. 
•  Use equipment, processes, and systems that minimize environmental impact. 
•  Seek to upgrade processes beyond pollution control to pollution prevention. 
•  Utilize advances in science and technology to upgrade levels of efficiency and environmental protection. 
•  Strive to minimize waste through reuse and recycling, improve efficiency, and reduce resource use. 

Complying with standards, laws, and regulations   
•  Comply with federal, state, and local laws, regulations, and policies related to environmental impact. 
•  Use sustainable business practices consistent with ISO 14001 International Environmental Management 
Guidance. 
•  Comply with federal, state, and local laws, regulations, and policies related to environmental impact. 
•  Use sustainable business practices consistent with ISO 14001 International Environmental Management 
Guidance. 
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Teamwork: Working cooperatively with others to complete work assignments. 
Meeting team objectives   
•  Work as part of a team, contributing to the group's effort to achieve goals. 
•  Identify and commit to the goals, norms, values, and customs of the team. 
•  Choose behaviors and actions that best support the team and accomplishment of work tasks. 
•  Use a group approach to identify problems and develop solutions based on group consensus. 
•  Identify elements of successful teamwork. 
•  Work as part of a team, contributing to the group's effort to achieve goals. 
•  Identify and commit to the goals, norms, values, and customs of the team. 
•  Choose behaviors and actions that best support the team and accomplishment of work tasks. 
•  Use a group approach to identify problems and develop solutions based on group consensus. 
Working with Tools and Technology: Selecting, using, and maintaining tools and technology, including 
adaptive tools and technology, to facilitate work activity (with accommodation when necessary). 
Using tools   
•  Adhere to established operating procedures and safety standards when using tools, technology, and equipment. 
•  Demonstrate appropriate use of tools and technology to complete work functions. 
•  Operate tools, technology, and equipment in accordance with established operating procedures and safety 
standards. 
•  Demonstrate appropriate use of tools and technology to complete work functions. 
Selecting tools   
•  Select and apply appropriate tools or technological solutions to the problem at hand. 
•  Select and apply appropriate tools or technological solutions to the problem at hand. 

 

Tier 4  -Industry-Wide 
Technical Competencies 

Health Care Delivery: Understanding the practices, procedures, and personnel used to deliver quality patient 
care. 
Critical Work Functions 
 

Understand and adhere to the principles of quality patient care.   

•  Define the concept and principles of quality patient care. 
•  Discuss the principles of quality patient care and its impact on patient outcomes. 
Discuss the role of the various health professions in health care   
•  Ambulatory Care 

•  Chronic Disease Management 
•  Community Health Network 
•  Inpatient Hospital Care 
•  Outpatient Hospital Care 
Health Technology (e.g. Telehealth) for the purpose of:   
•  Diagnoses 
•  Monitoring 
•  Treatment 
Understand the roles and responsibilities of health professionals.   
•  Research the career options in health care including roles and responsibilities. 
•  Discuss the commonalities found in all health care professions. 
Demonstrate a basic understanding of the roles, boundaries, and working relationships of interdisciplinary 
teams.   
•  Compare and contrast the practice of the different professions. 
•  Identify and articulate overlapping scopes of practice. 
•  Discuss how the interdisciplinary teamwork improves patient care outcomes. 
Identify one's role on a team, in the department, organization, and overall health environment.   
•  Articulate how individual roles and functions impact the team. 
Understand the basic health care delivery models and their impact on work processes and information 
exchange.   
•  Describe the basic health care delivery models. 
•  Articulate the forms of information exchange found in health care (e.g., EHR, paper, informatics, etc.) 
•  Describe the work processes impacted by basic health care delivery methods. 

Understand and implement quality improvement processes.   
•  Identify errors and hazards in care. 
•  Continually measure quality of care in terms of structure, process, and outcomes in relation to patient and 
community needs. 
•  Design and test interventions to change processes and systems of care with the goal of improving care. 
•  Participate in data collection for quality outcomes in health care. 

Understand patient rights and responsibilities.   
•  Discuss Patient Bill of Rights. 
•  Identify roles and responsibilities related to Patient Bill of Rights. 
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•  Discuss the principles of quality patient care. 

• Patient-centered care 
• Interdisciplinary teams 
• Evidence-based practice 
• Quality and continuous improvement 
• Use of Informatics 

Health Industry Ethics: Evaluating and applying the merits, risks, and social concerns of activities in the field 
of health care. 
Act in the best interests of the client/patient.   

Demonstrate how cultural competence impacts ethical decision making.   
Demonstrate confidentiality in providing patient care.   
•  Expressed, informed, implied, and involuntary consent 
•  HIPAA 
•  Patient's Bill of Rights 

Practice cultural sensitivity in providing patient care.   
•  Language assistance services (e.g., bilingual staff and interpreter services) 
•  National Standards on Culturally and Linguistically Appropriate Services (CLAS) 
•  Service area demographics 
Interpret and adhere to a code of ethics.   
Demonstrate professional standards of clinical practice.   

Operate within the scope of practice of the chosen health care field.   
Report and prevent abuse and neglect.   

Protect confidentiality of client/patient records.   
Health Industry Fundamentals: Understanding the basic components and culture of the Health Industry. 
Understand the components of the Health Industry: the key stake holders, command and control processes, and 
workflow.   
•  Provide an overview of the organization and infrastructure of the health care system, including policies and 
procedures. 

Understand the components of the Health Industry and services provided by each.   

•  Identify the structure and function of various health care delivery systems. 
•  Compare and contrast the structure and function of health care delivery systems. 

Understand the importance of licensure, registration, and certification requirements.   
•  Differentiate between licensure, registration and certification. 
•  Compare and contrast the limits of licensure, registration and certification. 
•  Recognize the impact of scope of practice in the health care delivery system. 
•  Explain the importance of continued licensure, registration, and certification. 
Maintain and improve professional knowledge and skills.   
•  Articulate the need to remain current in the professional practice by: reading journal articles, studying text 
books related to the field, attending continuing education courses, participating in professional organizations, etc. 
•  Critically evaluate and appropriately implement new techniques and technologies supported by research-based 
evidence. 
Health Information: Understanding the types of health information and the rules and regulations surrounding 
their use. 
Understand the role and importance of health information to manage knowledge and mitigate error.   

Describe and explain the content areas of the medical health record (paper, electronic, hybrid).   
•  History â�� what care has been provided and what is outstanding 
•  SOAP (Subjective, Objective(s), Assessment, Plan) 
•  Outcomes of care provided and responses to the plan of care 
•  Current patient status & assessments 
•  Support decisions based on assessments to drive new plans of care 
•  Diagnoses 
•  Treatments, procedures 
•  Progress notes 
•  Laboratory results 
•  Consents 
•  Nursing and other therapeutic monitoring reports 
•  Administrative and referral documentation 
•  Discharge summary and instructions 
Maintain the security and confidentiality of patient records, per HIPAA & other related regulations.   

Laws and Regulations: Understanding the relevant local, state, and federal laws and regulations that impact the 
Health industry. 
Understand specific regulations and laws.   
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•  Clinical Laboratory Improvement Amendments (CLIA) Regulations 
•  Emergency medical treatment and active labor act (EMTALA) regulations 
•  Health Insurance Portability and Accountability Act of 1996 (HIPAA) and updates 
•  Needle Stick Prevention Act 
•  Occupational Safety and Health Administration (OSHA) 
•  Privacy and confidentiality policies and procedures 
•  Protected Health Information (PHI) 
•  Relevant state and local laws and regulations 
Understand how new and emerging technologies impact the health care industry.   

Apply privacy and confidentiality policies and procedures.   
Comply with applicable federal and state laws, policies, regulations and legislated rights of clients.   

Understand and apply the Patients' Bill of Rights.   
Understand the legal responsibilities, limitations, and implications of actions.   

Adhere to client/ patient laws and regulations.   
•  Client/patient advocacy 
•  Client/Patient Bill of Rights 
•  Good Samaritan Law 
Safety Systems: Understanding the procedures and protocols necessary to ensure a safe, secure, and healthy 
work environment. 
Understand and implement patient safety practices that promote quality health outcomes, patient security, and 
health information security.   

Understand and follow established safety, security, and environmental practices.   
Comply with safety procedures that help prevent and mitigate errors.   

Comply with procedures to ensure safe use of equipment.   
Comply with local, state, federal, and organizational health, safety, security, and environmental policies and 
regulations.   
Follow emergency procedures and protocols.   

Practice appropriate waste disposal.   
Demonstrate procedures and protocols necessary to provide patient safety.   
•  Biohazard waste procedures 

•  Centers for Disease Control and Prevention (CDC) Standard Precautions 
•  Disease prevention 
•  Infection control 
•  Material safety data sheets 
•  Occupational Safety and Health Administration (OSHA) Bloodborne Pathogen Standards 
•  Safety signs, symbols, and labels 
•  Universal precautions 
•  Emergency Response and Preparedness 

 

Tier 5  -Fundamentals of 
Health Care Technical 
Competencies 

Diagnostic Procedures: Understanding the purpose of diagnostic procedures and the recording and reporting of 
test and assessment results. 
Critical Work Functions 
 

Demonstrate an understanding of common diagnostic procedures.   

Documentation: Understanding the types of drugs/medications and their purpose, function, and effects on the 
body. 
Maintain accurate and objective records.   
Submit records to appropriate sources in a timely fashion.   

Maintain standards of confidentiality and ethical practice.   
Maintain currency with appropriate documentation systems.   

Comply with policies and requirements for documentation and record keeping.   
Health and Disease: Understanding the human body and the impact of disease and injury on normal function. 
Demonstrate basic knowledge of typical and atypical human systems and development.   
Demonstrate an understanding of common injuries, illnesses and diseases to body systems.   

Demonstrate basic knowledge of causes and consequences of illness, injuries, and disabilities.   
Understand basic terminology used in diagnosis and classification of illnesses, injuries, and disabilities.   

Infection Control: Producing and maintaining an environment to minimize pathogenic microorganisms.  
Understand and apply infection control protocols according to local, state, and federal regulations.   

Don and remove appropriate personal protective equipment (e.g., gloves, face mask, scrubs, etc.) following 
universal precautions.   
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Follow protocols for disposal of infectious waste.   
Apply Occupational Safety and Health Administration (OSHA) Bloodborne Pathogen Standards in patient care.   

Apply Centers for Disease Control and Prevention (CDC) Standard Precautions in patient care.   
Apply biohazard waste procedures per health facilities guidelines.   

Medication: Understanding the types of drugs/medications and their purpose, function, and effects on the body. 
Use appropriate procedures for care and handling of medications and solutions.   

Patient Interaction: Interacting with a patient or client in a safe, informative, respectful, and effective manner 
with the goal of communicating medical information or providing patient-centered care. 
Apply principles of patient-centered care.   
Assess, monitor and adjust care according to patient status.   
•  Methods of patient monitoring, including ambulatory and long-term monitoring 
•  Signs of improvement or deterioration warranting a change in the plan of care 
•  Interpret information provided by monitoring devices. 

• Indications 
• Contraindications 
• Preparation techniques 
• Interpretation 

Apply risk management principles in patient care.   
•  Risk management protocols 
•  Informed consent and medical clearance 
•  Medical emergency procedures 

Use appropriate methods to verify and record patient information (e.g., name, age, DOB, ID number, doctor, 
etc.)   

Observe and note overall physical mental, behavioral, and consciousness states.   
Ascertain the capacity to cooperate with procedure or treatment.   

Apply risk management protocols.   
Deliver patient-centered care.   
•  Procedures and goals 
•  Rapport with the patient and patient's family 

•  Personal communication skills 
•  Empathy when client/patient verbalizes questions or concern 
•  Client/patient response to health care status 
•  Mental capacity and age-appropriate response 
•  Respectful attitude 
•  Response to patient/client needs 
•  Pain control 
•  Shared decision making and management 
•  Continuous and reliable care 
•  Needs of special patient groups 
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Long Island Sector Partnership: Healthcare & Social Assistance 
Survey Summaries 
 
 
Chapter 1 
Priority Industry Sectors 
Healthcare, Customer Service, Government, Manufacturing, Food Service, Retail, Construction, 
Trade, Transportation & Utilities, Financial Activities, Professional & Business Services 
 
Career Pathway Familiarity  
Direct contact, limited experiences, limited access, reasonably familiar, variety of experiences 
 
Career Pathway Implementation Experience 
Intermediate experiences, limited, beginning stages, varied experiences, advanced sector 
experience 
 
Career Coaching Implementation Experience 
Need more support, people are not aware, limited effectiveness, some experience, limited 
universal experience, advanced experiences 
 
Career Portfolio Implementation Experience 
Good success with individuals, limited experiences, some programmatic experiences 
 
Chapter 2 
Primary/Secondary Customers 
Employers and Individuals, DOL/State/Federal Workforce Funding, UI claimants 
 
Joint Letter Representation 
Elements are present, cross agency partnerships, funding organization  
 
Employer Stakeholders 
All size employers and employer associations, unions, senior level executives, HR managers, 
operations managers, technical and planning directors, Chambers of Commerce 
 
Local Provider Stakeholders 
Workforce agencies, education providers, adult education, state level agencies, vocational 
training providers, BOCES, admissions directors, curriculum staff, placement staff 
 
Local Public Stakeholders 
State government, local government, policy groups, NGOs, local colleges, economic developers, 
labor unions, health and human services agencies, workforce boards 
 



132

 

 
Chapter 3 
Common Agenda 
Increase hiring, create workforce pipeline, creating career pathways and meeting the needs of 
employers, transparent career pathway system, career map for Long Islanders in healthcare 
 
Shared Measurement & KPIs 
Job vacancies, evaluations, exit interviews, job market and employment rates, limited 
measurement systems available 
 
Mutually Reinforcing Activities 
Partnerships with schools, annual regional meetings and plans, investment of monetary and in-
kind resources, agreement on common goals 
 
Continuous Communication 
Career fairs, emails, flyers, workforce board communication, regional meetings 
 
Backbone Organization 
Economic developers, local workforce agencies 
 
Chapter 4 
Supply-Demand Workgroup 
Work Group 1 – Job families and priority jobs calculations and data 
 
Employer Signals Workgroup 
Work Group 2 – Occupational skills and review of credentials 
 
Career Pathways 
Work Group 3 – Regional talent supply chain and career pathways 
 
Funding 
Work Group 4 – Teams to define funding opportunities 
 
Communication 
Work Group 5 – Websites, newsletters, regional meetings 
 
Chapter 5 
Priority Jobs 
RN, Nurse Aid, Nurse Practitioner, MA, Medical Records Clerk, Phlebotomist, LPN, Computer 
Programmer, Medical equipment and supplies, Pharmaceuticals, Hospitality and food services 
 
Critical, Hard to Fill Jobs 
Same as priority jobs, home health care workers 
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Calculate Regional Supply and Demand 
NYS Department of Labor, work groups with LIREDC, WDI 
 
Reporting Data to Employers/Feedback 
Meetings, workforce board meetings, need to develop a website with feedback, NYS 
Department of Labor resources, O*NET 
 
Using Data to Adjust Supply/Demand 
Job fairs, working with training providers, match employer needs with workforce demands, 
targeted training, utilizing existing programs 
 
Chapter 6 
Priority Job Family Occupations 
Care coordination, RN, LPN, Nurse Aid, MA, Phlebotomist, Customer service reps, First-line 
supervisors, Medical and health service managers, business and financial operations, 
management analysts, advanced positions, mid-level, entry-level 
 
Occupational Credentials 
New credentials to be defined, RN license, BSN, respective credentials based on occupations, 
secondary, post-secondary, and adult education based credentials 
 
Foundational Competencies 
Health literacy, cultural competency, communication, health teaching and promotion, coaching, 
motivational interviewing, chronic disease management, social determinants of health, 
documentation skills, time management, team based care, professional boundaries, 
computer/technology skills, STEM, teamwork, interpersonal skills, integrity, professionalism, 
initiative, dependability and reliability, and ability to learn, critical thinking, diversity 
 
Under/Over-Specifying Job Requirements 
Sub-optimal performance, screens out qualified candidates, poor matches between job 
applicants and employers, reflexive hiring of “friends and family”, disappointment in work 
 
Employers Determining Competencies 
Job analysis, HR professionals, SME input, first-line supervisors, experience/study/investigation 
 
Chapter 7 
Key Leaders/Organizations Working on Career Pathways 
WDBs, DSS, WDI, education partners, NYSDOL, Adult education partners, NGOs, business 
associations 
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Connecting Silos of Excellence 
Needs work, some interconnections, not consistent, more work to be done 
 
Seamless Pathways in Education 
Occurs on a limited basis, more work to be done 
 
Wrap-Around Services 
Some pathways integrate wrap-around services, lack of funding prohibits this work 
 
Do Career Pathways Incorporate Supply/Demand and Competency Information? 
Yes, more work to be done 
 
Chapter 8 
Who Provides Career Coaching? 
BOCES, ACCES-VR, Abilities, Inc. 
 
Common Model of Career Coaching? 
No 
 
Evidence-Based Methods? 
N/A 
 
Gaps Between Career Coaching Methods and Best Practices 
Information is not widely known 
 
How Can Existing Employees Benefit from Career Coaching? 
Opportunities for advancement 
 
Chapter 9 
Who Provides Career Portfolio Services? 
Local workforce boards through one-stop centers and NYSDOL 
 
Common Model of Career Portfolios? 
No 
 
Evidence-Based Methods? 
No 
 
Gaps Between Career Portfolio Methods and Best Practices 
Services are provided on a small scale level, no regional strategy 
 
Does a Portfolio Connect Individuals to Employers? Is Training Needed? 
Connections need to be expanded. Training is needed. 
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Chapter 10 
Overall Sources of Funding 
Employer-based initiatives, WIOA, tax-levied funds, school districts and community colleges 
 
Are Public Funding Sources Leveraged? 
Yes 
 
Funding Streams Coordinated? 
Yes, more work is needed 
 
Effective Grant Opportunity Coordination? 
Yes, more work is needed 
 
Key Leaders and Grant Writers for Funding 
Local workforce boards, Long Island Regional Economic Development Council, United Way, 
Employers 
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Career Pathways 
Workshop

Based on the Career Navigation System Guidebook.
Step-by-step guidance for practitioners that defines and specifies 

components of demand-driven competency-based career pathways.

Revision: 
2018-06-08

Health Career Pathways Workshops2

Sacramento, CA:
Dignity Health, Sutter 
Health, UC Davis 
Health System, and 
Kaiser Permanente

Denver, CO: Centura Health, UC Health, Denver 
Health, Kaiser Permanente, SCL Health, 
HealthOne and Children’s Hospital of CO

Minneapolis, MN: 
Fairview Health Services

Grand Rapids and Muskegon, MI:
Mercy Health West Michigan

Charlotte, NC: 
Carolinas Healthcare 
System

Bronx, Westchester, 
Hudson Valley, NY:
Montefiore Health 
System

New York City, NY: 
Northwell Health

The Health Care Pathways Workforce Alliance identified additional regions, indicated in red, as 
potential new members of the Health Career Pathways Network.

HEALTH CAREER PATHWAYS NETWORK
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Stages of Regional Progress3

Mastery 
Ideal

Regions with 
comprehensive 
demand-driven 
evidence-based 
career 
pathways that 
deliver 
appropriate 
quantities of 
high quality 
diverse talent  
to employers 
using optimized 
solutions for 
coordinated 
regional intake, 
evidence-based 
career 
coaching, 
braided funding 
and coordinated 
wrap-around 
supports, 
learning, 
credentialing, 
evidence-based 
portfolios, and 
placement.

Suspect

Regions that 
have designed 
and are working 
to implement 
demand-driven 
evidence-based 
career 
pathways with 
essential 
elements of the 
7-Step Model 
detailed in the 
Career 
Navigation 
System 
guidebook.

Prospect Regions that 
have organized 
the sector in 
alignment with 
principles in the 
Stakeholder
guidebook. The 
region has 
agreed upon 
their Collective 
Impact plan and 
a backbone 
organization.

Stage 
One

Regions where 
members are 
working to align 
their regional 
efforts with 
HCPN goals 
and principles 
that advance 
evidence-based 
career 
pathways.

Stage 
Two

Regions with 
serious talented 
workforce 
professionals 
that we suspect 
will join HCPN.

Stage 
Three

Regions with 
operational 
pilots that are 
advancing 
individuals 
through 
demand-driven 
evidence-based 
career 
pathways with 
elements of 
evidence-based 
career coaching 
and/or career 
portfolios. They 
are using some 
methods in the 
Talent 
Excellence 
System 
guidebook.

Stage 
Four

Regions with 
multiple 
demand-driven 
evidence-based 
career 
pathways that 
deliver 
substantial 
quantities of 
high quality 
diverse talent  
to employers 
using evidence-
based career 
coaching and 
evidence-based 
career 
portfolios. Job 
analysis and 
data collection 
for validation 
studies are 
used to identify 
and validate 
competencies.

Demand-Driven Evidence-Based Career Pathways

The Five Stages 
of Regional 
Progress

Guidebooks and Workshops4

“demand-driven competency-based career pathways”

2017 Edition
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2017 Edition

Career Navigation  System Guidebook
Step-by-step guidance for  
practitioners that defines  
and specifies components  
of demand-driven  competency-based  career pathways.

James GuestSteven BennettBill Guest

Cumulative Knowledge  --- Reimagine Hypothesis  --- Test Hypothesis
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5

CNSG 
Page:

13

Goal Inspirational 
not

Prescriptive

6
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NCPTAC Career Pathways Model7

CNSG 
Page:

5

Career 
Navigation 
System

8

CNSG 
Page:

29
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Career Navigation Process Overview9

CNSG 
Page:

29

Intake Coaching Support Learning Credentials Portfolios Placement

1. Intake – A coordinated regional intake process

2. Coaching – Evidence-based career coaching

3. Support – Braided funding for financial support and coordinated wrap-around services

4. Learning – Education, training, and work-based learning

5. Credentials – Certificates, degrees, certifications, and licenses

6. Portfolios – Evidence-based career portfolios

7. Placement – Employer defined requirements and referral of qualified candidates

The 7-Step Career Pathways Model

A B

10

CNSG 
Page:

31
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National Best Practice – Career Pathways11

CNSG 
Page:

44

Evidence-
Based
Career
Coaching

12

CNSG 
Page:

33
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What distinguishes “evidence-based” career coaching from career coaching ?

q Self-Awareness – Assessment of Career Interests

q Self-Awareness – Assessment of Cognitive Abilities

q Self-Awareness – Assessment of Behavioral Competencies

q Option Exploration – Use of O*NET Data

q Option Exploration – Job Exploration Guided by Exploration Questions

q Option Exploration – Comparison of interests, skills, and abilities to occupations

q Decision Making – Use of Labor Market Information

q Decision Making – Use of information on available education and training institutions

q Decision Making – Comparison of resources and barriers to options

q Action Plans – My Action Plan (MAP) aligned with above evidence-based decisions

Evidence-Based Career Coaching13

CNSG 
Page:

36

Evidence-Based Career Coaching14

CNSG 
Page:

36
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Tool 01 – Step P.1 – Coaching Readiness Questionnaire15

Purpose:
• The career coaching readiness questionnaire helps 

the potential participant and coaching program staff 
determine if the participant is ready for the career 
coaching process.
• The use of the form as part of the application 

process is a method to enable the potential 
participant to self-select in or out of the program.

Inputs:
• Participant responds to program promotion and asks 

for more information
• Coach or administrator provides the form

Activities:
• Participant fills out the questionnaire
• Participant has the opportunity to reflect on career 

aspirations while answering questions

Outcomes:
• If the participant is ready, they will take the time to 

thoughtfully fill out the form completely
• If the participant is not ready, they will likely not 

take the time to fill out the form and not turn it in

Tool 02 – Step P.2 – Work and Education History16

Purpose:
• The work and education history is a first step toward 

preparing a complete and accurate resume’. 
• This is an easier step because it asks only for content 

in two areas and avoids concerns about format.

Inputs:
• Participant reflects and records education history
• Participant reflects and records work history

Activities:
• Write a comprehensive list of education and training
• Write a comprehensive list of jobs

Outcomes:
• A comprehensive chronological list of the 

participants work and education history
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Tool 06 – Step P.6 – Example Report ETS DEV Assessment18

Purpose:
• The example ETS Development assessment report 

enables the participant to become familiar with the 
tool prior to taking the on-line assessment.
• This enables the participant to focus on 

understanding the content and purpose of the 
assessment rather than on their results.

Inputs:
• The coach or administrator provides an example 

report to the participant

Activities:
• Review the ETS Development report
• Discuss answers to questions about the rating 

scales, behavioral competencies, and facets

Outcomes:
• Participant familiarity with the ETS Development 

assessment
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Tool 11 – Step P.11 – Resume’19

Purpose:
• The resume’s is an essential communication tool 

that is required for the job search process. On-line 
application systems ask for content that is typically 
found on resume’s and many allow applicants to 
upload resume’s into the system.
• Resume’ development via an iterative process 

provides the opportunity for critical thinking to 
organize key points clearly and concisely.

Inputs:
• The resume’ is first assigned as homework in the 

preparation step
• The work and education history has content that is 

helpful for the initial resume’ 

Activities:
• The resume’ is developed iteratively at each step
• Each iteration requires participant reflection
• Each iteration benefits from coach input

Outcomes:
• A high quality resume’ that it useful to support job 

search and placement activities

Tool 12 – Step 1.1 – Job Family Chart20

Purpose:
• Job families illustrate the structure of jobs in the 

jobs market within each industry sector.
• Job families provide a framework to more deeply 

understand work history and to plan job 
progression.
• Job families provide a framework to organize and 

analyze job requirements, including skills and 
credentials, related to job performance.

Inputs:
• The coach provides a copy of the relevant job 

families chart and provides an introduction and 
overview

Activities:
• Carefully review the job family chart
• Identify job families related to work history
• Identify job families related to job aspriations

Outcomes:
• Participant has a framework to understand the sea 

of jobs and job opportunities open to them
• Participant has a framework for organizing skills and 

credentials related to jobs
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Tool 14 – Step 1.3 – Labor Market Information Checklist21

Purpose:
• The LMI checklist creates awareness of the 

availability of labor market information.
• The checklist ensures that the participant becomes 

aware of the local information that could be helpful 
in their career planning and navigation.

Inputs:
• The coach provides the labor market information 

(LMI) checklist to the participant
• The coach provides various LMI reports and website 

links that are related to the participants journey

Activities:
• Introduce LMI topic and review various LMI sources
• Browse each source and discuss how each could be 

helpful to inform career decisions
• Use the checklist to ensure one-by-one that the 

participant has an adequate understanding and that 
all remaining questions have been answered

Outcomes:
• The participant has an awareness of the local LMI 

sources and has an understanding how to use the 
sources most relevant to their career planning

Tool 22 – Step 1.11 – Top Jobs Worksheet22

Purpose:
• The Top Jobs worksheet provides an exercise for the 

participant to process the information from the 
O*NET Interest Profiler so they develop a short list 
of jobs that are good options to evaluate.

Inputs:
• The Top Jobs worksheet is the first step to narrow 

down the list of opportunities from thousands of 
potential jobs to a short list of three to five jobs
• The coach introduces the worksheet and assigns the 

exercise as a homework assignment at the end of 
the Self-Awareness session

Activities:
• The participant carefully considers the list of job 

titles identified by the O*NET Interest Profiler
• The participant selects the most attractive titles 

from the Interest Profiler to make a short list
• The participant uses the job family chart and the job 

titles chart to list local job titles for the selected jobs

Outcomes:
• A short list of jobs to evaluate
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Tool 30 – Step 3.1 – Career Pathways Discussion Checklist23

Purpose:
• The purpose of the career pathways discussion 

checklist is to review the essential elements from an 
individual perspective.

Inputs:
• The checklist is a resource available to the coach to 

prepare for a discussion of career pathways with the 
participant that occurs in the Decision Making step

Activities:
• Review the checklist
• Provide an introduction and overview of the 

checklist to the participant
• Dialog and answer questions on career pathways

Outcomes:
• The participant has a clear understanding of career 

pathways and how that concept can be helpful to 
them

Tool 31 – Step 3.2 – Career Pathway MAP (My Action Plan)24

Purpose:
• The career pathways action plan provides a guide to 

illustrate the participants career plans including job 
progression; education, training, and credentialing; 
and support needed.

Inputs:
• The career pathways action plan is introduced in the 

Decision Making step

Activities:
• An introduction and overview is provided by the 

coach
• Discussion around job progression, learning options, 

and support needed 
• Draft notes from the discussion to prepare for the 

homework assignment
• The participant is assigned homework to complete 

the career pathways action plan

Outcomes:
• A personalized career pathway that illustrates job 

progression; education, training, and credentialing; 
and support needed
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Tool 32 – Step 3.3 – Decision Making Checklist26

Purpose:
• The decision making checklist provides an 

opportunity to confirm that the participant’s career 
path is in alignment with each of the information 
sources developed throughout the coaching process.

Inputs:
• The decision making checklist is assigned as 

homework at the end of the Decision Making step

Activities:
• After the participant drafts the career pathway 

action plan they review the checklist to confirm that 
the pathway is in alignment with each item

Outcomes:
• Confirmation and assurance that the participant’s 

career pathway is optimal based on multiple sources 
of information
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Tool 33 – Step 3.4 – Learning Options Worksheet27

Purpose:
• The learning options worksheet provides an exercise 

to help the participant evaluate options to acquire 
the skills needed for job progression.

Inputs:
• The learning options worksheet is assigned as 

homework at the end of the Decision Making 
session

Activities:
• Review the growth opportunities worksheet
• List formal education and training options that 

would address selected growth opportunities
• List work-based learning options that would address 

selected growth opportunities

Outcomes:
• A list of formal education and training options and 

work-based learning options to grow the skills 
needed for job progression

Tool 34 – Step 4.1 – To Do List of Next Actions28

Purpose:
• The next actions worksheet provides a means for 

the participant to move from planning to action. 

Inputs:
• The worksheet is introduced and discussed during 

the Action Planning step

Activities:
• Next actions (To Do List) are discussed 
• Notes are recorded by the participant during dialog 

with the coach
• The next actions are recorded on the list as 

homework
• Next actions guide the activities of the Follow-Up 

step
• The next actions are updated as progress is made in 

the Follow-Up step

Outcomes:
• Actions are accomplished to move the participant 

forward
• Ultimately the participant secures a position in their 

target job
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