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To:  Applicants for Employment & Training Specialist (A)  
Job Announcement Code:  10-03515 
 
Thank you for expressing your interest in the Employment & Training Specialist (A) positions with 
the Department of Workforce Development.  This application packet includes a Training and 
Experience Questionnaire, which is a type of examination designed for you to provide specific 
information about your qualifications for these positions.  It includes questions that require more 
in-depth information than can be provided by a resume alone.   
 
Before preparing your answers to the exam questions or submitting any application materials, 
thoroughly read the Instructions for Completion that are on the next page.  Please note, 
application materials are reviewed monthly on a regular basis.  Applications received by the 15th 
of the month will be included in that month’s review.  Applications received after the 15th of the 
month will be included in the following month’s review.   
 
The responses you provide to the questions are considered “exam” materials and will be rated by 
a panel of experts who are familiar with the duties of this position and the knowledge, skills and 
abilities necessary to perform the job duties.  Be specific in the information you provide.  It is 
important that your responses sufficiently describe your experience so that the persons who will 
review and score your examination materials are able to make an accurate judgment regarding 
your training and experience.  Our goal is to obtain an accurate picture of each candidate without 
introducing irrelevant information. 
 
This packet also contains: an Affidavit, an Application for State Employment form, a Veterans 
Preference form, and, at the end of this packet, a copy of the position descriptions for these 
positions, which you should keep for future reference.   
  
Please submit all completed application/examination materials as described in the Instructions 
for Completion on the next page to: Ginevra Ewers; DWD/Human Resource Services; P.O. 
Box 7946; Madison, WI 53707-7946, or you may e-mail your materials to 
GAEJobs@dwd.wisconsin.gov, or fax to 608-261-0707. 
 
Questions concerning the exam or the selection process may be directed to Ginevra Ewers at  
(608) 266-9310, or e-mail GAEJobs@dwd.wisconsin.gov. 
 
Sincerely, 

 
Christine Goslawski 
Staffing Specialist 

HRS-13520-E (R. 01/13/2011) http://dwd.wisconsin.gov/asd/  

mailto:GAEJobs@dwd.wisconsin.gov
mailto:GAEJobs@dwd.wisconsin.gov
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INSTRUCTIONS FOR COMPLETION OF THIS EXAM 

 
PLEASE READ CAREFULLY.  FAILURE TO FOLLOW THESE INSTRUCTIONS MAY 
AFFECT YOUR SCORE ON THIS EXAM. 

 
1. This exam is comprised of 6 questions which require a narrative response.  Limit your response to each question to 

one double-spaced typed page, using a font size no smaller than 10.  Also leave an adequate margin to ensure all 
content of your responses will photocopy.  DO NOT submit a resume in lieu of responses to any of the 6 questions. 

 
2. DO NOT write your name on any pages that contain your answers.  Write ONLY the last 4 digits of your social security 

number at the top of the pages containing your answers. 
 
3. The raters who will evaluate your materials will not have access to each response.  For this reason, begin your 

response to each question on a separate page, and respond to each question individually, even if it means 
repeating information found in another response.   

 
4. Before you begin to answer the 6 questions, review the position descriptions that have been included in this packet, 

and use them to guide you as you describe your training and experience related to the duties of these jobs and the 
required knowledge, skills and abilities. 

 
5. For each experience described, provide the name of your employer or the organization for whom you performed 

the work, and the length of your experience.   
 

Be specific in the information you provide.  Include information that will enable the raters to determine the extent of 
your experience and skill level for each of the questions, such as your relevant job duties, the environment in which 
you performed these duties (e.g., practicum, internship, volunteer employment, paid employment), level of supervision 
under which you performed, your level of accountability, and your level of responsibility.  It is important that your 
responses sufficiently describe your experience so that the persons who will review and score your examination 
materials are able to make an accurate judgment regarding your training and experience.  NOTE: Some of the 
questions will indicate additional factors you should address in your response. 

 
6. There are two questions that ask you to provide information on your training and/or experience in specific areas.  If 

you have such training, please identify if it is academic training or other training, such as a workshop; the name of 
the course; the amount of time spent in the training (e.g., semester, 2-day workshop); and who provided the training 
(University, employer, vendor). 

 
******************************************************************************************************* 
Complete and submit the Affidavit (located on the following page), a completed Application for State Employment Form, the 
Veterans Preference Form, and your responses to the 6 examination questions, and, if your veteran’s status has not been verified in 
WISCJOBS, a copy of your Form DD-214 and documentation of your service-connected disability percentage rating 
(Veteran’s Preference Letter).  Send all materials to:   
 
    Ginevra Ewers 
    DWD, HUMAN RESOURCE SERVICES 
    P.O. Box 7946 
    Madison, WI 53707-7946 
   OR 
    E-mail: GAEJobs@dwd.wisconsin.gov 
   OR 
    Fax to 608.261.0707 
 
Please use only one method to submit your application materials.  
 
Incomplete application/examination materials will NOT be considered.  For example, a missing application for state 
employment, a resume but no responses to the exam questions, etc. 
 
An impartial review panel consisting of two or more persons will independently evaluate all examination responses.  You 
will then receive a notice which tells you your civil service test score and rank.  The scores are ranked from highest to lowest. 
Information you provide in your responses will be subject to verification. 
 

mailto:GAEJobs@dwd.wisconsin.gov


 3

 

AFFIDAVIT 

* * * * * * * * * * * * * * * * * * * ** * * * * * * * * * * * * * * * 
 
PLEASE READ AND SIGN THE FOLLOWING STATEMENT AND RETURN WITH MATERIALS. 
I understand that my responses to the six questions and all other application materials submitted comprise 
an examination and that the practice or attempt to practice any deception or fraud will result in my 
application being withdrawn, or removal from the position if I am hired.  I certify that all information provided 
herein is true to the best of my knowledge, and that the information can be verified, if necessary, by 
persons whom I can name as references if requested. 
 
 
SIGNATURE _______________________________________  DATE ___________________ 
 
NAME (PRINT) _____________________________________________________ 
 
ADDRESS _________________________________________________________ 
 
                    _________________________________________________________ 
 
PHONE NO. ________________________________________________________ 
 
LAST FOUR DIGITS OF SOCIAL SECURITY NUMBER ______________________ 

 
***************************************************************** 
THE FOLLOWING IS FOR USE IN POSITIONS THAT REQUIRE BILINGUAL SKILLS.  
ONLY CHECK THESE BOXES IF YOU HAVE THE FOLLOWING SKILLS: 

□  I verify that I fluently speak and understand the Spanish and English languages. 

 

□  I verify that I fluently speak and understand the Hmong and English languages. 

 

 
 
YOU ARE RESPONSIBLE FOR KEEPING YOUR CONTACT INFORMATION UP-TO-DATE IN 
WISCJOBS.  Visit www.wisc.jobs to update your contact information as needed. 
 
 

(THIS PAGE MUST BE SIGNED AND RETURNED WITH EXAM MATERIALS) 
 

http://www.wisc.jobs/
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EMPLOYMENT & TRAINING SPECIALIST (A) 
TRAINING AND EXPERIENCE QUESTIONNAIRE 

 
 
 
 
 
 
 
 
 
 
 

NOTE:  Please limit your response to each of the following SIX questions to no more than 1 
(ONE) page per question.  
 
For each experience described, provide the name of your employer or organization for whom 
you performed the work and the length of your experience.   
 
Information you provide in your responses will be subject to verification. 

Question No. 1 
Describe your experience(s) providing services to and interacting with customers or other persons. 
Include the following in your response:  
 who the customers/other persons were, 
 the purpose(s) for your interactions with the customers,  
 experiences handling difficult customers, and  
 the methods you used to handle difficult customers. 

 
Question No. 2 
Describe your experience(s) working as a member of a group or groups, or work/project teams. Include 
the following in your response: 
 the purpose of the group and the impact of the team’s/group’s work,  
 the composition of the team/group,  
 how you and other group members interacted with each other, and  
 your role in the team/group. 

 
Question No. 3 
Describe your most significant experiences using oral communication skills and written communication 
skills, for example, writing a research paper for a class, preparing written documents in a business 
setting, public speaking, teaching/instructing adults, or similar. 
Include in your response: 
 the type and form of communication, 
 the purpose or intent of the communication, and  
 the setting in which your experience took place. 

 
Question No. 4 
Describe your experience(s) planning and organizing work and setting priorities to meet goals and 
deadlines.  
Include in your response: 
 methods you used to plan and organize work and set priorities,  
 the setting within which these activities took place, and  
 experience with and methods you used to handle changes in priorities and deadlines. 

 
Question No. 5 
Describe your training (i.e., academic coursework, other training such as a workshop) and 
experience(s) that provided you with knowledge of employment and employability related issues 
and topics, such as, but not limited to, career development, demographic and labor market 
information, resume writing, job search methods, job seeking tools and resources, job placement, skills 
assessment, and similar.   
 
Note: Please refer to the position descriptions at the end of this packet for more information 
regarding employment issues and topics. 

Turn Page for Question 6. 
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Question No. 6 
Describe your formal training (i.e., academic, other training such as a workshop) and experience(s) 
motivating, encouraging others and/or promoting a program, service, product, or similar.  
 
Include in your response: 
 a description of the situation,  
 the setting in which your experience took place,  
 the methods you used, and  
 the outcome. 

 
 
 

End of Exam Questions. 
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APPLICATION MATERIALS CHECKLIST 
 

Have you completed and included all of the following in your application packet? 
 
 

□ Application for State Employment Form 
 

□ Affidavit 
 

□ Veteran’s Preference Form, and, if your veteran’s status is not yet documented in 
WISCJOBS, Form DD-214, and VA documentation showing the percentage rating 
of service-connected disability. 

 

□ Responses to the six questions 
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(These position descriptions are provided for your use.  Please do not return with your application 
materials.) 
 

Position Description 
Employment & Training Specialist (A) or (B) 
POSITION SUMMARY  
 
The Employment and Training Specialist A and B position is a critical member of Wisconsin Job Service’s field staff. 
Wisconsin Job Service works to promote economic and workforce development, employment and training, and career 
development. Primary responsibilities for this people-centered position include the provision of high quality customer 
service such as skills training, case management, mentoring, job search assistance, placement, career development, 
retention, and career advancement to a variety of underemployed and unemployed jobseekers and career-changing 
workers. Other responsibilities include program development and coordination, program outreach and recruitment, 
communication, problem solving, innovation, and leadership. 
 
The position serves under the general supervision of Job Service regional management. While the position provides 
services primarily in Job Centers, it is also expected to travel and provide outreach services to high schools, technical 
colleges, community based organizations, and other locations as necessary. Services are provided one on one and in 
groups; in person, via the internet, and over the phone. Job Service is constantly exploring new technologies and new 
service delivery strategies – this position is expected to learn, grow, and adapt as these new methodologies are 
implemented. Examples include call center technology, new internet based tools, and video conferencing. 
 
The position applies current program knowledge; performance goals; labor market information; internet-based tools 
(especially the Job Center of Wisconsin); wage and trend information regarding high growth and high wage industries 
and occupations; workplace needs; worker skills, qualifications, and interests; career assessment, development, and 
planning strategies; and knowledge of the local, regional, and statewide labor market and business community needs 
to provide assisted self service, case management, one on one, and group services to a variety of customers. 
 
It is essential that the position communicate effectively, work effectively with partner agencies, is able to work with and 
serve a diverse group of coworkers and customers, is readily adaptable to changing conditions, and is able to balance 
multiple priorities.  Performs all duties in conformance with federal, state and local laws, rules, regulations, and 
guidelines governing public sector employment, equal opportunity and nondiscrimination in the workplace. 
 
Regular travel will be expected as part of this position. As part of the Job Service District outreach plan, it is expected 
that staff will provide services via a regional network of locations (including Job Centers and other locations such as 
high schools, technical college campuses, and community based organizations). The vast majority of this travel will be 
regional and not require an overnight, though occasional travel may be statewide and require an overnight. 
 
Exhibits, utilizes, and focuses on the following competencies: 
 

 Problem Solving: Identifies and resolves problems in a timely manner; Gathers and analyzes information 
skillfully; Develops alternative solutions; Works well in group problem solving situations; Uses reason even 
when dealing with emotional topics. 

 Customer Service: Manages difficult or emotional customer situations; Responds promptly to customer needs; 
Responds to requests for service and assistance; Meets commitments. 

 Interpersonal Skills: Maintains confidentiality; Remains open to others' ideas and tries new things. 
 Oral Communication: Speaks clearly and persuasively in positive or negative situations; Listens and gets 

clarification; Responds well to questions; Demonstrates group presentation skills; Participates in meetings. 
 Written Communication: Writes clearly and informatively; Edits work for spelling and grammar; Varies writing 

style to meet needs; Presents numerical data effectively; Able to read and interpret written information. 
 Teamwork: Balances team and individual responsibilities; Exhibits objectivity and openness to others' views; 

Gives and welcomes feedback; Contributes to building a positive team spirit; Puts success of team above own 
interests; Supports everyone's efforts to succeed. 

 Change Management: Develops workable implementation plans; Communicates changes effectively; Monitors 
transition and evaluates results. 

 Ethics: Treats people with respect; Keeps commitments; Inspires the trust of others; Works with integrity and 
ethically; Upholds organizational values. 

 Organizational Support: Follows policies and procedures; Completes administrative tasks correctly and on 
time; Supports organization's goals and values; Supports affirmative action and respects diversity. 

 Strategic Thinking: Develops strategies to achieve organizational goals. 
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 Judgment: Displays willingness to make decisions; Exhibits sound and accurate judgment; Supports and 
explains reasoning for decisions; Includes appropriate people in decision-making process; Makes timely 
decisions. 

 Motivation: Sets and achieves challenging goals; Demonstrates persistence and overcomes obstacles. 
 Planning/Organizing: Prioritizes and plans work activities; Uses time efficiently; Sets goals and objectives; 

Organizes or schedules other people and their tasks. 
 Professionalism: Approaches others in a tactful manner; Reacts well under pressure; Treats others with 

respect and consideration regardless of their status or position; Accepts responsibility for own actions; Follows 
through on commitments. 

 Quality: Demonstrates accuracy and thoroughness; Looks for ways to improve and promote quality 
 Quantity: Meets productivity standards; Completes work in timely manner; Strives to increase productivity; 

Works quickly. 
 Adaptability: Adapts to changes in the work environment; Changes approach or method to best fit the situation; 

Able to deal with frequent change, delays, or unexpected events. 
 Attendance/Punctuality: Is consistently at work and on time; Arrives at meetings and appointments on time. 
 Dependability: Follows instructions, responds to management direction. 
 Initiative: Seeks increased responsibilities; Looks for and takes advantage of opportunities.  

 
 
Goal and Worker Activities 
 

 45%  A Provision of quality customer service to job seekers. 
 
A1 Performs job seeker customer intake activities, including but not limited to reception, referral to appropriate Job 

Center and community resources, describing available and appropriate services, determining program 
eligibility, and providing accurate, helpful information to facilitate customer access to the employment and 
training services they need.  

 
A2 Plans, implements and evaluates group and individual job search/employability development services connected 

with specific program responsibilities.  Examples include program eligibility determination, employability 
assessment, employment planning, job search assistance, job seeking skills instruction, labor market 
education, and case management.   

 
A3 Administers and/or assists in the utilization of career assessment and development tools (such as WorkNet 

and WisCareers), testing programs (such as ability profiler), and other tools designed to help with career 
planning, referral to appropriate training, and quality matches to employment opportunities. 

 
A4 Develops curriculum and provides instruction to individuals or small groups of students in a classroom 

(workshop) setting. Workshops include, but are not limited to, resume writing, interviewing skills, job retention, 
job search, dressing to impress etc. Emphasis is on job search, job placement, retention, and advancement. 

 
A5 Monitors the progress and needs of the clients in relationship to vocational and education training. Other 

responsibilities may include conducting job search or motivational workshops, developing and monitoring 
employment or training sites, facilitating job clubs and other networking opportunities, etc. 

 
A6 Develops individual education and training plans and services for clients, assists and/or coordinates students 

and jobseekers in gaining access and assistance to post secondary education and training programs. 
 
A7 Develops and delivers curriculum and other training and assistance related to web based job search tools, 

career development, life skills, job readiness skills, and other employment and training related tools 
 
A8 Provides employment support to customers, including guidance, mentorship, coaching, case management, 

placement and follow-up, referral, orientation services, and outreach. 
 
A9 Provides services in a number of formats (including one and one and group), via a number of methods 

(including in-person, electronic, and phone), and through a regional network of locations (including Job Centers 
and other locations such as high schools, technical college campuses, and community based organizations). 

 
 
20% B  Provision of career development and assessment 
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B1 Works with Job Service Career Counselors and other partners to facilitate career assessment services for 
customers 

 
B2 Plans and develops career development programs for customers, including access to career related 

information and counseling services 
 
B3 Becomes familiar with and assists customers in accessing local training programs, including WIA provided 

training services, technical college programs, WIA eligible training providers, and other training opportunities. 
 
B4 Facilitates customer understanding of and interaction with career pathways, career ladders, and lifelong 

learning. 
 
B4 Helps customers understand career values, awareness, decision-making process, and connecting career 

development with job search and interviewing skills. 
 
B5 Assists in the administration of standardized tests and career assessment tools. 
 
 
15% C  Documentation 
 
C1 Documents the provision of all reportable services and other required customer data in a timely manner and in 

accordance with the terms and conditions of relevant grants, contracts, partnership agreements, and 
automated systems. 

 
C2 Maintains program documentation including client progress and participation. 
 
C3 Records, maintains and utilizes a comprehensive database of general program information and program 

clients. 
 
C4 Helps input to required quarterly and annual reporting. May also be asked to assist in the preparation and 

delivery of such. 
 
C5 Reviews participants’ files for eligibility compliance, required documentation, and forms. 
 
C6 Updates case notes, employment plans, and other documentation regarding the progress of clients. 

 
 
10% D  Partnering, Serving as Community Resource 
 
D1 Develops and maintains program partnerships and relationships to facilitate the accomplishment of program 

goals, including connecting customers to a steady stream of training, basic needs and employment 
opportunities. 

 
D2 Develops appropriate resources and opportunities for program participants, including training, basic 

assistance, and other referrals. 
 
D3 Develops and maintains effective working relationship with partner agencies, referral sources, training and 

educational institutions, and internal and external customers. 
 
D4 Provides training and technical assistance to staff and partners. 
 
D5 Networks; develops, maintains and stays current on community based resources and employment and training 

opportunities; and advise clients and case managers of potential opportunities. 
 
D6 Attends and participates in Job Service, Job Center and program team meetings. 
 
D7 Researches and prepares memos, reports, and supporting information to present findings and 

recommendations of service development and evaluation activities. 
 
 
10% E  Other 
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E1 Provides atmosphere of customer service in assuring that clients are treated in a friendly and respectful 
manner.  

 
E2 Responds to inquiries, give appropriate information and referrals, and documents, if necessary.  
 
E3 Develops and assists with customer satisfaction surveys, focus groups and other methods of securing 

customer input to ensure services are continuously improving in quality and productivity. 
 
E4 Is involved in quality improvement activities on an ongoing basis (such as implementing processes as a result 

of performance measurement reviews, participation in teams, making suggestions to improve processes, etc).  
 
E5 Displays positive attitudes and behaviors in the accomplishment of job duties.  
 
E6 May assist in the orientation and training of new staff or partners. 
 
E7 Participates in staff meetings, in-service trainings, and seminars to facilitate professional growth .  
 
E8 Maintains an awareness of and professional involvement/collaboration with community resources.  
 
E9 Develops and maintains strong and effective working relationships with business and provides a variety of 

workplace services, including recruitment planning, job order servicing, screening and referral, information 
about available hiring incentives, retention assistance, seminars on topics such as workforce best practices, 
and referral to sources of assistance in wage, hour, and other employment issues. 

 
 

E&T Specialist Skills and Knowledge  

 Ability to work cooperatively with co-workers as part of an office team to coordinate and network with other 
agencies, and to interact professionally.  

 Knowledge of methods to deal with difficult persons and situations calmly and with tact (e.g. an angry customer).  

 Ability to get along with diverse populations including person with different ethnic or socio-economic backgrounds 
and persons with disabilities.  

 Ability to work in a multi-agency Job Center environment in a cooperative and productive manner.  

 Knowledge of effective oral and written communication skills.  

 Knowledge of effective job search methods.  

 Knowledge of skills, ability and knowledge required for a variety of occupations.  

 Knowledge of employment and training needs of low income, underemployed, and other groups of persons facing 
substantial barriers to employment.  

 Ability to interpret detailed information.  

 Knowledge of record keeping and record management techniques.  

 Knowledge of and experience with marketing methods and techniques.  

 Ability to adapt and respond quickly to change.  

 Knowledge and ability to use problem-solving techniques.  

 Organizational skills  

 Time Management skills  

 Knowledge of and experience using computers and commercial software (both custom developed programs and 
commercial packages) and the internet 
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Employment and Training Specialist 
(Disabled Veterans Outreach Program Representative – DVOP 
Division of Employment and Training 
 
Under direct supervision of the Regional Supervisor, Office of Veterans Services, this position provides 
a full range of placement and other services to all veterans, with priority of service to disabled veterans, 
campaign veterans, and other eligible applicants.  This position will be on Case Management in working 
mainly with veterans with employment barrier(s) in coordination with partner agencies programs and 
Community Based Organizations (CBOs).  
 
This position also requires that the incumbent travel and provide outreach activities and services to 
veterans throughout the WDA. 
 
 
40%     A. Case Management Services - Provides case management services to veterans and 

other eligible applicants with intensive service needs to disabled veterans and campaign 
veterans.  Furthermore, priority should address minority, female, and veterans with 
disabilities other than service-connected, economically disadvantaged, incarcerated 
veterans and/or homeless veterans with employment barrier(s). 

 
1. Develop and maintain working relationships with case managed veterans and 

other eligible applicants.   
 
2. Provide case managed veterans with in-depth assessment and an Individual 

Employability Plan (IEP).  Record all activity with case managed individuals as 
required, using computer-based ASSET screens with case management folders 
for documents such as DD214’s, certifications, and Chapter 31 related 
information. 

 
3. Refer case managed veterans and other eligible applicants to appropriate 

agencies, supportive services, and other appropriate services such as 
counseling, testing or job search workshops as necessary. 

 
4. Refer case managed veterans and other eligible applicants to jobs, either 

through the use of job development or matching activities within ASSET or other 
available programs.  

 
5. Assist case managed veterans and other eligible applicants in preparation for 

employment seeking activities through preparation of resumes and application 
forms, instruction of internet and/or Job Center of Wisconsin usage, and access 
to other material and information, such as labor market analysis, as needed. 

 
6. Develop strong working relationships with partner agencies and other CBOs to 

provide work search activities. 
 
20%     B. Intake & Assessment - Participate in the registration and assessment of veterans and 

other eligible applicants. 
   

1.   Provide training to other staff, including those from partner agencies, regarding 
veteran intake and assessment. 

 
2. Secure client data needed to identify job readiness and type of services to be 

offered.  Explain services and related benefits to veteran or other eligible 
applicants.  Determine the “next steps” with the client based upon development 
of a service plan. 
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3. Determine which level of service newly registered veterans and other eligible 
applicants will receive from among; 1) Self Service  (which requires little or no 
assistance from veteran staff, 2) Staff Assisted Service  (which requires limited 
interaction with staff), and 3) Case Managed Service (for those who have the 
need for additional service and follow–up). 

 
4. Input all relevant information into the ASSET screens for veterans and other 

eligible veterans.   
 

5. Review the case note screen to ensure that all necessary identifying information 
is recorded correctly.  Monitor exiting of veterans to insure maximum 
accountability of provided services; exit when applicable.  

 
6. Directly provide and/or coordinate services needed to implement the Individual 

Employability Plan. 
 

20%   C. Partnership for Supportive Services - Participate in community relations activities to 
promote veterans employment services. 

 
1. Attend pertinent training sessions, seminars, meetings, etc., to maintain and 

improve knowledge of Veterans Employment and Training Programs. 
 

2. Consult with other professionals in the field and in related fields to increase 
individual knowledge and understanding of the various employment and training 
issues for veterans. 

 
3. Provide training and technical assistance to other staff regarding veterans’ 

employment rights, priorities and benefits as established by State and Federal 
Regulations.   

 
4. Develop, plan and implement innovative procedures, programs and projects 

which will provide new or improved services to veterans and other eligible 
applicants. 

 
5. Provide outreach to veterans organizations, community-based organizations and 

other government agencies that service veterans and other eligible applicants.   
 

6. Provide information and technical assistance to other agencies and organizations 
as required.   

 
7. Establish and maintain working relationships with area agencies and 

organizations which provide veteran employment related services in order to 
facilitate a coordinated delivery of those services to veterans and other eligible 
applicants. 

 
8. Establish and maintain other outreach activities to make veterans and other 

eligible applicants aware of and available services. 
 

9. Refer veterans to appropriate agencies and organizations using established 
knowledge of services available. 

 
20% D. Placement and follow-up of job-ready veterans. 
 

1. Provide employment related services to veterans and other eligible applicants 
such as: job development, various job search activities (workshops, resume 
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writing assistance), job matching and referrals, labor market information, 
assistance at unit re-integrations, and with Rapid Response Teams.  

 
2. Contact employers to determine what specific job openings may exist for 

veterans.  Provide employers with information on wage subsidies and Work 
Opportunity Tax Credits (WOTC) that are available for hiring disabled veterans. 

 
3. Educate employers about recruiting, hiring and maintaining veterans in their 

companies. 
 
4. Access state, regional, and national job-matching databases to assist veterans in 

applying for solicited or unsolicited targeted job opening. 
 

5. Provide employment related services to veterans and other eligible applicants 
such as: job development, various job search activities (workshops, resume 
writing assistance, interview skills update, etc.), job matching and referrals, and 
labor market information. 

 
6. Provide veterans with current labor market information to assist in understanding 

the availability of jobs open to them, with particular attention to high demand 
careers, which would be most practical to pursue. 

 
7. Guide job seekers through the job placement process which includes job 

development and working with employers as necessary in jobs which reflect 
consumer skills, strengths, interests, abilities, capabilities, concerns, resources 
and preferences. 

 
8. Facilitate client decision-making and acceptance of personal responsibility in a 

manner consistent with the individual’s culture and beliefs. 
 

9. Conduct job matches using ASSET, ONET or other software programs.  Contact 
qualified veterans and other eligible applicants with information about the job 
openings, including how to apply. 

 
10. Provide and facilitate a full range of employment and training services, as 

appropriate, to meet the needs of disabled veterans, campaign veterans, and 
other veterans in the workforce development system. 

 
11. Provide information, either individually or in groups, concerning the use of Job 

Center of Wisconsin, resume making software, vets center information and other 
self-service tools with the Job Center. 

 
12. Maintain veteran information such as civil service preference forms, Veterans’ 

Readjustment Appointment sheets and other notices in the Vet Center. 
 

13. Review daily new job orders, primarily those that are veteran conducive in the 
WDA.  

 


