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orkslte Information 

0verv1- of the Workslte Information screens 

OVERVIEW: Before each program season begins, YouthWorks programs plan the opportunities that will be offered to youth 

participants. This includes: 

-- Gathering applications from worksites; 

-- Making a list of the workshops & trainings that will be offered. 

WORKSITES: You can ask worksites to enter information via the online Worksite Application form, or you can gather information 

from worksites and have staff data enter the information into the database via the ADD/EDIT JOB DESCRIPTIONS screen. Like the 

youth application, you may customize the worksite application to include questions relevant to your local program. 

REQUIRED INFORMATION: You should create one "Job Description" record for each type of position offered by a worksite. Each 

record should have a job title, job description, organization name, organization address, worksite address (if different from the 

organization address), job category and number of openings available. Also a list of 3-5 skills, which will be included in the Work­

Based Learning Plans for youth in those positions. The application also asks for contact information and other details to assist the 

matching process. 

FOR EXAMPLE: For example, a local YMCA might be hiring 10 youth as Camp Counselor I, 10 youth as Camp Counselor II, and 10 

youth as Sports Coaches. You will want three records in the database, with one for each of these positions, with a job title and job 

description for each. 

WORKSHOP/TRAINING INFORMATION: Use the ADD/EDIT WORKSHOPS/TRAININGS screen to enter information about each 

workshop or training program that will be offered locally to your youth participants. (Meanwhile, statewide staff enter information 

about Micro Career Trainings that will be offered statewide.) 

FOR EXAMPLE: You might be offering an in-person Signal Success workshop series, with one group meeting on Wednesdays at 

noon in City Hall and one group meeting on Fridays at noon in the Career Center. Enter these into the ADD/EDIT WORKSHOPS 

AND TRAININGS screen. Then, on the matching screen, place participants into a workshop. The workshop will appear on their 

calendar on the Youth Landing Page. 

ON THE NAVIGATION BAR: Under the Worksite Information tab on the navigation bar, you can find: 

* Links to the Online Worksite Application form 

* A data entry screen to Add/Edit Job Descriptions 

* A data entry screen to Add/Edit Workshops and Trainings 

* An (optional) data entry screen to add additional Worksite Contact Names 

ADDITIONAL RESOURCES: The Work-Based Learning Plan resource materials provide suggestions and samples of job 

descriptions and skills lists. 

Add / Edit Job Descril;)tions screen 














































