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Department: Career Planners 
 
1. Description: Assessment is the gathering of information on a client’s academic levels, skill levels, and service 

needs, which includes a review of basic skills, occupational skills, prior work experience, employability, interests, 
aptitudes, supportive service needs, and developmental needs.   
 

2. Responsibilities:  
a. Career Planner (CP): The CP is responsible for: 

i. Creating a trusting relationship where clients feel at ease discussing their 
strengths/situations/needs  

ii. Conducting informal and formal assessments on all areas listed above for all clients, customizing 
tools and resources based on individual client needs/aptitudes, and using assessments with a 
solutions focus 

iii. Using assessment results to determine gaps in occupational choice, work readiness, education, 
employment history and using the results to determine which services will be needed / provided 

iv. Using client strengths as a motivator to help achieve goals 

v. Documenting assessment results and creating action steps/employment plans based on gaps, 

vi. Reassessing throughout program involvement for ongoing needs. 
3. Process:  

Career Planners drive the assessment process by: 
a. Beginning assessment with the first conversation as a natural expansion of the intake process.  
b. Gathering client information through program application, resume, previous program episodes, 

databases 
c. Using the Work readiness assessment tool as an additional resource in exploring strengths and possible 

gaps 
d. Formal assessment tools should be used to further clarify needs or to guide client decisions.   
e. Fully involve client in the assessment process – it’s not just about getting the results that point to 

something easy. 
f. Utilize the “check it, prove it” model; don’t just take the client’s word for it, investigate to make sure it’s 

true. 
g. Assessment results, at a minimum, should answer the following questions: 

i. Does the client have a clear employment goal/occupational choice that is:   
1. Based on results of informal and formal assessment? 
2. Investigated by the Career Planner?  Employment choice needs to be more than just 

“family said I should” or “they make high wages.” 
3. Researched and fully known (hours, wages, working conditions, shifts, etc.) 
4. In line with their likes and dislikes? 
5. Doable with their employment history, education level, offender background, abilities, 

etc.? 

ii. What gaps need to be addressed in basic skills, education, prior work experience, aptitudes, or 
developmental need?  

iii. What types of supportive services will the client need to be successful? 
h. Setting clear expectations and clear goals for next steps 
i. Completing required data entry / documentation 

 
4. Additional Resources 

a. Program Application, Program Assessment forms, Client Resume 
b. Career Planner Resources list 

 
5. Back-up 

a. Each CP is responsible to communicate and provide the details of his/her back-up with everyone. 
 


