Application Package Directions
1.  Read the application package carefully.  Fill out all forms completely and use the checklist before submitting your application.

2.  Determine if you qualify.  Pay particular attention to the Requirements for Certification.  Do not submit an application unless you meet these criteria, as your application will be rejected.

3.  Complete the Application for a South Central Michigan Works! Certified Workforce Development Professional.  Please print clearly or type.  Do not abbreviate.  You must complete all portions of the application and give complete responses (including addresses).  All information is subject to verification.  All signatures must be original and cannot be copies or faxes.
4.  Attach documentation of attained educational level.  Copies of transcripts, diplomas or letters from school officials (not instructors) on school letterhead are acceptable.  The documentation must clearly support the academic degree claimed.
5.  Complete the Competency Rating Form.  Pay particular attention to the requirement that you detail where and how you attained competency in each area.  There must be enough information on the form for the reviewers to know where and how you attained the competency, or your application will be rejected.

You must rate yourself on all 7 competencies even if you rate yourself as “Possessing little or no knowledge or skill in the area.”   Applications that do not contain ratings on all 7 competencies will be rejected.

6.  Please submit your request for endorsement to your Service Center Manager.  Your Service Center Manager will submit the completed form to the SCMW! Administrative offices upon completion of endorsement.

7.  Obtain as many Experience Forms from current and/or former employers as needed to satisfy the required experience level in workforce development.  For an example, if you need 48 months of experience in workforce development and you have been employed only 36 months with your current employer, you need to obtain documentation of 12 months additional months of workforce development experience from your former employer (a signed and dated Experience Form).You can make copies of the Experience Form as needed.
Remember to sign and date the Experience Form prior to submitting it to your employer.  Have the employer return the Experience Form to you and include it in your application package.  In the event that the Applicant is unable to verify the required information from a former employer,  the Applicant should obtain the information from a supervisor or colleague who was familiar with the Applicant’s employment.  Applicants will need to submit an explanation as to why they were unable to obtain the information directly from their employers.

8.  Complete the Applicant Description as a Workforce Development Professional.  Make sure that the jobs listed align with the jobs documented on the Experience Form(s).  Also include detailed descriptions of your work force development related duties.

9.  Review the application package to ensure that it meets the Professional Application Standards identified in the Requirements section.

Application Checklist

The following must be submitted with the application:

____Completed Application Form.

____Completed Competency Rating Form.

____Documentation of educational level.

____Completed Experience Forms(with enough experience documented for level of education).

____Completed Applicant Description of Experience as a Workforce Development                                Professional.

____Original signatures and dates on all forms.

____Submit Endorsement for approval to Service Center Manager.
