Service Center Manager Endorsement
Applicant Name_________________________________________________________________________

I have applied for certification as A South Central Michigan Works! Workforce Development Professional and am required to seek endorsement from the Service Center Manager to whom I am responsible and who is familiar with my work and experience as a Workforce Development Professional.  Please complete the information below and submit the completed form to the administrative office for South Central Michigan Works!.  My application can not be processed without this form.
_________________________________________________                   ___________________________

Applicant’s Signature                                                                                   Date

Directions:  Please review the description and rate the Applicant on each of the 7 Workforce Development Professional Competency Areas using the following rating scale:

0  I have no direct knowledge of the Applicant’s knowledge or skill in area.

1  Applicant possesses little or no knowledge or skill in area.

2  Applicant possesses basic knowledge or skill in area.

3  Applicant possesses intermediate knowledge or skill in area.

4  Applicant possesses advanced knowledge or skill in area.

RATING

COMPETENCY AREA

Career Development Process-   Understands the process by which individuals 1)define career goals, 2) prepare, search and retain employment, and 3) build skills, advance and change employment.  Is able to identify the kinds of information individuals need, including assessment, in order to make realistic career decisions, and where that information can be found.  Knows what skills are needed to search, obtain, retain and change employment.

Labor Market Information (LMI)-  Understands the kinds of labor market information available and the uses of such information.  Is able to access, analyze and use local, state and national electronic and non-electronic LMI delivery systems.

Diversity-  Understands the special employment needs of diverse groups.  Is able to adapt materials and services to address these needs.
Customer Service-  Understands who are the principal customers of the workforce development system.  Is able to identify their needs and expectations and what constitutes positive customer satisfaction.  Places appropriate emphasis on “excellence” and “speed of response” in work performance.

Communication-  Has good listening skills and is able to write clearly, including writing a good memo.  Is able to speak to single individuals or large groups, in order to teach, inform or persuade.
RATING

COMPETENCY AREA

Technology-   Understands basic computer technology used in workforce development.  Is able to demonstrate proficiency or understanding of various computer software applications and the Internet.
Collaboration and Problem Solving-  Understands the basic principles of teamwork.  Is able to deal with customers, colleagues, agencies and partner associates in a positive, professional manner.  Is knowledgeable about the range of services in the community and develops and maintains relationships with partners to deliver a comprehensive array of services to customers.

Service Center Location__________________________________________________________________

Length of time that you have known the Applicant_____________________________________________

Comments:____________________________________________________________________________

__________________________________________________         _______________________________

Signature of Service Center Manager
                                     Date
