Career Readiness Certificate Program Trainer FAQ
What is the Career Readiness Certificate Program?

The Career Readiness Certificate program (CRC) is a 10 week course designed to help participants increase skills in computers, soft skills, locating information, reading for information, and applied math.  

What is the mission of the Career Readiness Certificate Program?

The mission of the Career Readiness Certificate program is to increase the employability of Vermont's workforce by developing and strengthening the skills necessary to be successful in the workplace. Skills taught in the program include work ethic, teamwork, communication, workplace mathematics, interpreting graphics, reading workplace documents, and computer skills. The program is offered to unemployed and underemployed Vermont residents statewide through the Community College of Vermont and the Vermont Department of Labor.
Who are the participants in the program?

The CRC program is targeted to unemployed and underemployed Vermonters.  Participants vary in age, work experience, education, and background.  The one unifying element among participants is the desire to develop and increase workplace skills.  Seats are limited in each section of the CRC program, so there is an application and selection process.  

How often does the program meet?

The CRC program meets twice a week for three hours.  The course runs for 10 weeks.

How is this program similar to other CCV courses?

The CRC program has some significant similarities to other CCV courses.  Blackboard is used in the course in the same way it is used in other courses and attendance is taken through VSC Webservices.   Participants take Accuplacer assessments, just as they do for our regular classes.  Similar classroom techniques are used, including hands-on lessons, small group activities, and presentations.   

How is this program different from other CCV courses?

This course differs from other CCV programs in that computers are used heavily throughout.  Although we do use some software that is common to other CCV programs (Microsoft Office Suite), there are software packages specific to this program as well (see below).  Another difference between this program and other CCV programs is the length of the program.  The course is 10 weeks long as opposed to 15, and it meets twice weekly.  Lastly, the program is co-taught by two instructors, and two certificates can be earned at the end of the program in the place of a final grade.

How is the program taught? 
The CRC is co-taught by two CRC Trainers.  Each trainer has skills in many areas, and the combined backgrounds of the trainers encompass all of the skills taught in the program.  The two trainers decide upon which of the modules each will lead, and the course is planned with that in mind.  Although different sites run their courses differently, in general terms, trainers tend to teach together at the beginning of the course and split up instruction as the course goes forward.
Is there a textbook for the program?

There is no textbook for the Career Readiness Program.  There are many resources to assist instruction, however.  See “What software is used to assist instruction” and “What training and resources are available for new CRC trainers”.

What software is used to assist instruction?

The CRC program relies heavily on computer instruction.  Software used in the program includes:

· Microsoft Office Suite 2007; specifically Word, Excel and PowerPoint

· Web browsers, such as Internet Explorer 

· E-mail platforms, such as Gmail and Yahoo

· Blackboard: online classroom software

· Keytrain®:  software used to prepare participants for final assessments
· WorkKeys®:  final national assessments produced by ACT

What training and resources are available for new CRC trainers?

Multiple times a year, group training opportunities are offered throughout the state to incoming, prospective, and returning CRC trainers.  In addition, individual training sessions are available, along with computerized modules and online resources.  A Blackboard site geared specifically to CRC trainers is available with forms, links, documents, and examples of syllabi and lesson plans.

What are the six modules covered in the course?
Applied Math— Skills range from simple calculations to more complex word problems.  Topics include fractions, decimals, ratios and percents.  Participants learn to work with time, money, distance, conversions, and cost comparisons.

Reading for Information— Reading workplace documents including forms, flowcharts, manuals, and instructions are covered in this module.  Technical terms, acronyms and jargon come into play during this module.

Locating Information— In this module, participants learn to pull information from graphical sources including tables, graphs and charts.  Identifying trends, interpreting data and drawing conclusions fall under this topic. 

Teamwork and Interpersonal Skills— During this module, participants focus on listening and speaking, debating ideas, working on teams, and dealing with conflict.

Work Ethic, Learning and Life Skills—Included in this module are time and project management, the importance of punctuality and attendance, goal setting, and prioritizing.  
Basic Computer Skills—Participants learn to navigate the internet, utilize simple computer applications such as Word, Excel and PowerPoint, and the basics of E-mail.
How are the modules assessed?
Modules are assessed throughout the program.  The Applied Math, Reading for Information and Locating Information modules are assessed using the computerized WorkKeys® assessments.  WorkKeys® is a series of national assessments produced by ACT.  The soft skills components need to be demonstrated throughout the course, and are graded by the trainer using a CCV developed rubric.  The computer module is tested with a CCV developed assessment given in class.
What is the National Career Readiness Certificate?  

The National Career Readiness Certificate™ is a credential offered through WorkKeys®.  Participants must score a 3 or higher on all three assessments (Applied Math, Reading for Information and Locating Information).  The certificate is leveled so that 3’s in all areas earns bronze, 4’s earn silver, 5’s earn gold, and 6’s earn platinum.
What is the CCV Career Readiness Certificate?
The CCV Career Readiness Certificate encompasses all 6 modules.  If participants pass the three WorkKeys modules with 3’s or higher, and they pass both the computer and soft skills modules, they earn the CCV Career Readiness Certificate.  The CCV Career Readiness Certificate is also leveled.
