INSTRUCTIONS FOR COMPLETING 

EMPLOYMENT READINESS

 MANAGEMENT REPORT 

1.  PERSONNEL INFORMATION:  Self-explanatory.     

2.  CONTACTS:   

      a.  Columns


(1)  Single Contacts:  Single contact services refer to actions that do not require more than 15 minutes to provide.  These services can be provided by telephone, in writing, or in person.  Examples are providing information to a caller, referring someone to the appropriate service provider, or giving an information packet to an individual.  Enter the number of individuals provided these services.  

           (2)  Extended Contacts:  Extended contacts are services which require more than 15 minutes to deliver, including sustained contacts over time.  Each time an individual is seen, they are counted.  If a couple is seen together, count each person separately.  If a family is seen together, count each individual separately.  Family members of civilians and retirees should be counted under those headings.  Contractors and their family members should be counted under the column for civilians.    

           (3)  Totals:  The totals column will fill in automatically.  The column for individuals will add single contacts and extended contacts.    

      b.  Rows:

           (a)  Job Search Counseling:  Enter contacts related to assisting individuals obtain employment.


(b)  Career Assessment:  Enter contacts related to assisting individuals in evaluating career plans and goals.

3.  EDUCATION, TRAINING, AND BRIEFINGS:  
     a.  Columns:


(1)  Sessions:  Enter the number of sessions that were conducted under ACS sponsorship/auspices.  Include sessions that ACS jointly sponsored with other activities.


(2)  Attendees:  Enter the individuals who attended these sessions under the appropriate category.


(3)  Total Attendees:  This column will total automatically.

     b.  Rows 


          (1)  Job Skills Training:  Sessions designed to educate the installation community about employment issues such as interviewing, resume writing, and how to dress for success.

          (2)  Other Briefings:  Sessions given to individuals covering other areas of Employment Readiness.  

4. REFERRALS/JOB PLACEMENTS:  

a. Total Number of Referrals:  Enter the total number of referrals made              

for employment opportunities fiscal year to date.  Include all referrals made.  If one client is given three referrals, count all three.  Include all referrals even if the client does not follow up on them.

      b.  Total number of job placements:  Enter the number of job placements made fiscal year to date as a result of referrals from Employment Readiness.  If one individual was placed in two jobs, count this as two job placements.      

