
PTA Goes to Work: A Guide for Students 
 Information contained in this document was compiled by the CPWDC Gold Medal Initiative from the 

[PTA Goes to Work] Student Guide, published by the National PTA 

in partnership with the U.S. Department of Labor, Employment and Training Administration. 

 

Your Career.  Your Choice. 

Thinking ahead to your future may be very exciting and it may also be very scary.  You have a lot of 

choices.  You might change your mind several times about the type of job you want to have.  Changing 

your mind is not a problem – but not planning ahead is.  Start exploring possible careers now and find out 

what kind of education you will need to pursue your career goals. 

Whether you plan to go straight into the workforce or to college, it is important to have a plan.  Start by 

taking these steps: 

 Think about what you want to do and find out what kind of training, education and skills you will 

need to achieve your career goal. 

 Assess your skills and interests.  Think hard about what you enjoy, the skills and abilities you 

possess or want to develop, your personality and the values you hold. 

 Research a variety of occupations.  Find out about the nature of the jobs that interest you, such as 

educational requirements, salary, working conditions, future outlook, and anything else that can 

help narrow your focus. 

 Compare your skills and interests with the careers in which you’re interested.  The career that 

matches your skills, interests, and personality best may be the career for you. 

 Prepare your resume and practice interviewing techniques. 

 Participate in summer work experiences, internships, or training programs.  Try to match these 

experiences with your skills, interests, and career goals. 

 Research and visit schools that offer training and/or academic programs that best meet your 

career goal and financial needs. 

 Find out about financial aid available to help you meet your career goals.  If you haven’t already 

done so, begin saving for your transition from high school. 

 Go to your career guidance center at your middle school or high school.  Visit your local library 

for additional information and help with career planning. 

 Don’t go it alone!  Work with your parents, older siblings, and other adults you trust. 

  

In the past … 

People had 1-2 jobs and retired. 

Good jobs were available with a high school 

degree or less. 

Today  … 

People will have 15-17 jobs in a lifetime. 

90 percent of the fastest growing careers will 

need workers with education and training 

after high school. 
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Where do I get started? 

By now, you probably have begun thinking about what you would like to do after high school graduation 

and about how to make money in the “real world.” 

Understanding your interests is the first step in getting started with your career exploration.  When you 

conduct a self-assessment, you start to explore what is important to you, what you enjoy, and what you 

really want to do, and your life’s ambitions and/or goals.  Answering these questions will help you choose 

a career that is right for you. 

Numerous assessment tools can help determine your interests, values, and aptitudes and assist you in 

making informed decisions about career options.  One online tool is O*NET
™ 

OnLine at 

www.online.onetcenter.org, which provides information on career planning and assessment tools.  Once 

you have completed your assessment, you can start mapping your achievements, interests, and goals with 

the appropriate occupation suited for you. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

For more information on finding a job, job training, preparing for employment, 

researching careers, preparing your resume, getting interview tips, building 

skills, and more, check out: 

America’s Career InfoNet (www.careerinfonet.org) is an electronic resource for 

individuals of all ages in all stages of career development.  Whether attending high 

school, college, or recently graduated, Career InfoNet contains information that can help 

users advance their careers.  Research occupations, compare wages, build your resume, 

and search from thousands of other career resources, including scholarship and financial 

aid information. 

The U.S Department of Labor Bureau of Labor Statistics Kids’ Page 

(www.bls.gov/k12) is a web site that provides introductory career information for 

students. 

Career OneStop Coach (www.careeronestop.org) identifies common problems and 

issues facing job seekers, workers, and employers and provides interactive step-by-step 

instructions to help users find answers and related information. 

America’s Service Locator (www.servicelocator.org) connects people to local offices 

providing employment and training services.  It provides maps and driving directions to 

each of the 3,500 One-Stop Career Centers. 

http://www.online.onetcenter.org/
http://www.careerinfonet.org/
http://www.bls.gov/k12
http://www.careeronestop.org/
http://www.servicelocator.org/


3  
 

How do I get there from here?  What are the pathways? 

A good education is key to any career and lays a foundation for increasing earning potential.  In order to 

compete in the 21
st
 century economy, post-secondary education is a critical element for successfully 

entering, navigating, and advancing in today’s job market.  According to the Bureau of Labor Statistics, 

90 percent of the fastest growing jobs require post-secondary education and training; in fact, by 2012, 

over 40 percent of factory jobs will require post-secondary education. 

 

Education Counts! 

Whether college is an immediate goal or not, many employers today expect their workers to have the 

same skills as those entering college.  Make your high school educational experience work for you. 

 Talk to your teacher or school guidance counselor about your plans and interests as soon as 

possible.  They are your best resource as you plan for your future, and they can supply 

information about admission tests, college preparation, and career options. 

 Make sure you understand ALL the requirements for graduation and requirements for being 

enrolled in post-secondary education or other career development programs. 

 Take advantage of after-school or weekend learning activities.  These can be community service 

or volunteer experiences; joining an academic or extra-curricular club; or becoming a member of 

organizations such as Junior Achievement, 4-H, Boys and Girls Clubs, Future Business Leaders, 

or SkillsUSA. 

 Colleges and most employers not only look at grades, but also at which courses were taken and 

their degree of difficulty.  Challenge yourself by taking an Advanced Placement (AP
®
) course for 

college credit or take additional advanced level courses such as a foreign language, science, and 

math.  This will expose you to the higher level thinking expected in college and in many of the 

well-paying jobs. 

 Participate in work experiences, internships, pre-apprenticeships, or training programs that will 

match skills, interests, and career goals with an on-the-job experience. 

According to the Bureau of Labor Statistics, 90 percent of the fastest growing jobs require post-secondary 

education and training.  Vocational training may be available through career academies and/or dual or 

concurrent enrollment arrangements with post-secondary educational institutions.  This is a great way to 

prepare for work and college and often provides valuable links to employers. 
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Making Your Classes Count 

In order to get the most out of your classes, consider the following tips: 

 Sit close to the front of the classroom when possible. 

 Join in class discussions. 

 Ask questions!  If you don’t understand something, chances are others in the class don’t 

understand either. 

 Keep up with class assignments.  Finish them before they’re due. 

 Ask for help in any class in which you find yourself falling behind.  Remember, your teachers 

want to help you succeed! 

 Look for ways to sharpen your basic skills in each class.  You can practice your writing skills in 

history, your algebra skills in science, and your math and science skills in vocational education 

classes. 

 Learn keyboarding skills so you can type your own schoolwork and use a computer. 

 Lean to take good class notes.  You’ll be taking lots of notes for the rest of your life. 

 Learn to proofread, correct, and rewrite your own work. 

 Develop good test-taking habits and skills.  Your counselor and teachers can show you how to 

get started. 

 

Making What You Do Outside of School Count, Too! 

 Develop good work habits now that will help you succeed in high school, in education after high 

school, and in the world of work. 

 Find a quiet place to study where you won’t be interrupted. 

 Plan a daily homework schedule and stick to it.  Do more than is required. 

 Ask your family or friends to read your written work.  Also ask them for help if you’re having 

trouble at school. 

 Use your local library.  If you don’t have a library card, get one.  They’re free. 

 Look up words you don’t know in the dictionary.  Then use your new words in writing and while 

speaking. 

 Talk with your family about career plans and what you want to do in the future. 

 

Invest in Your Future. Start Today! 

We hope this guide has helped sparked some interest in starting or continuing your career exploration.  

Please don’t forget to use all of the resources available, including guidance counselors, the library, your 

parents, www.career-voyages.gov, and your local One Stop Center. They are all there to help you find a 

winning path! 

 

 

 

Reproduced by the Central Pennsylvania Gold Medal Initiative 

with funding from the Pennsylvania Department of Labor and Industry and  

the Central Pennsylvania Workforce Development Corporation (CPWDC). 
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I get good grades, so what
does it matter if I miss a 


considerable amount of school?


So what if I donʼt have a 
strong work ethic and donʼt 


take school seriously?


So Iʼm late for school.  
Who cares?


ANSWER:
YOUR FUTURE 


EMPLOYERS DO!


Y
ES! I w


ant to participate in the School Counts! program
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School Counts! is an initiative that encourages
employers to use high school performance


records as one of the criteria used to evaluate
high school job applicants. The program also
demonstrates to students the importance of


building a strong work ethic in high school, as
it will directly affect their future employment. 


 The program was originally adapted from the
New Jersey Chamber of Commerceʼs


School Counts! program by the Tri-Chamber
Foundation, a business-education partnership
centered in Columbia and Montour counties
in 2003.  Since then, it has gone regional and


is now offered to students and businesses
throughout Central Pennsylvania.


A complete list of school districts participating 
 in School Counts! is available


at www.pct.edu/k12/schoolcounts
or contact your local coordinator at: 
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Sign up today on the back of this form!


★★


Participation is completely voluntary. 
Your high school will kick off the yearʼs


School Counts! program shortly after the school
year begins. You may learn about the program


during a school assembly or lunch period,
or during an open house or new student


orientation. You may also inquire about the
program by contacting your schoolʼs


School Counts! coordinator, which is usually
your guidance counselor.  


You will need to complete and sign a
School Counts! pledge form for each school
year you wish to participate in the program.


You will need to give the completed pledge form
to your schoolʼs School Counts! coordinator.


How do I sign up?


Your School Counts! certificate can be used as
part of your application for a part-time position


during high school or as part of a career portfolio.  


You may also include your certificate in
applications for college and other


post-secondary education opportunities.  


Businesses throughout the region support
the School Counts! program and will give


special consideration to an individual
who has a certificate. 


How can the School Counts! 
program benefit me?  


The criteria you must meet each school year to earn a certificate are:  


Obtain at least a “C” or better in every class 


Achieve at least a 95% attendance and punctuality rate 


Take more than the minimum number of required credits 


Graduate high school in eight consecutive semesters (to earn a master certificate) 


Demonstrate a positive behavior and no out of school suspensions
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How do I earn a  School Counts! certificate?  


You are eligible to earn a School Counts!
certificate for each school year from grade


nine through twelve. If you earn a certificate
each of those four years, you will also earn


a School Counts! master certificate.  


At the conclusion of each school year, your
schoolʼs guidance office will check your


records to see if you qualify for a School Counts!
certificate. If you do, you will receive


a certificate for that school year. If, however,
you do not meet the criteria, you will not


receive a School Counts! certificate, but you
will not be penalized, either. Itʼs that simple.  


Understanding Why School Counts!


Okay, so here is the deal. It doesnʼt matter if
youʼre looking to start a career right after high


school graduation, or after college. At some
point in the near future, you will be looking for
employment. Many students are even employed


part-time during their high school years.  


So what exactly are employers looking for?
They want employees who:
★ Report to work on time 
★ Are not chronically absent
★ Have a strong work ethic 
★ Persist and finish what is started
★ Exert extra effort 
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Student 
and Parent
Information


WorkKeys test taking tips
■ There is no need to study or “cram” for


WorkKeys assessments


■ Bring a calculator for the Applied
Mathematics assessment


■ Listen to and read the directions for
each test carefully


■ Read each question carefully


■ Be sure you understand what each
question is asking


■ Budget your time so you will be able to
complete each test in the allotted time


■ Answer the easy questions first


■ Use logic in more difficult questions


■ Answer every question because there is
no penalty for guessing


■ Review your work


■ Take advantage of any break times to
walk around a bit, relax, clear your
head, and come back motivated to do
your best on the next assessment


Sample test questions and practice tests
are available at www.workkeys.com.


How to find out more
WorkKeys is developed by ACT, an
international leader in educational testing and
workforce development services for more
than 40 years, best known for the ACT
Assessment® college entrance exam.
Thousands of companies and schools across
the United States and internationally use
WorkKeys.


For more information about WorkKeys, visit
the ACT website at www.workkeys.com or
contact your school.







Receptionist Machine Operator  Accountant 


Education High school High school and 4-year  
training or  degree
AA degree


Salary $22,090 $30,430  $45,890


WorkKeys Skill Levels
Math 3 4  5  6  7 3  4  5 6  7 3  4  5  6 7
Reading 3  4 5  6  7 3  4 5  6  7 3  4  5 6  7
Locating Information 3  4 5  6 3  4 5  6  3  4  5 6


What is WorkKeys®?
WorkKeys is a job skills assessment system
measuring “real world” skills that employers
believe are critical to job success. These
skills are valuable for any occupation 
you are considering and at any level of
education. When you use WorkKeys to
show you are ready for work, you have 
an advantage with employers who accept
or require job applicants to have WorkKeys
scores. A growing number of states
nationwide also are adopting WorkKeys 
to ensure that all their workers have 
needed skills. 


What you need to know
WorkKeys is not like other tests, many of
which measure how well prepared you are
for college. Instead, WorkKeys gives you a
better idea about your readiness for the
workforce in general and for specific jobs
and careers. 


WorkKeys test questions are based on
situations in the everyday work world. 
You should try to do your best on the
assessments to get the most accurate
picture of your workforce skills. And, you
may find employers in your community who
will ask for your scores during an interview.
These scores help employers choose the
most qualified candidates for their jobs.


The importance of college 
and career readiness 
If you want to be adequately prepared for
the workforce, you need to understand the
requirements for jobs you are considering.
WorkKeys helps you determine the skill
levels and education required for various
jobs. The chart below shows information for
three of the more than 10,000 jobs profiled in
the WorkKeys database.


What parents can do to help
Children count on their parents for
guidance. By showing your son or daughter
the importance of acquiring solid workplace
skills, you can expand their career options
and potential for more rewarding jobs. 
You can help by:


■ Recognizing the value of workplace skills


■ Encouraging the development of a
positive workplace attitude


■ Taking an active role in understanding
and using WorkKeys scores


■ Becoming more involved in their current
academic efforts


■ Providing support and direction for
decisions about continuing education
beyond high school 


Benefits for students 


■ Enables you to rank above other 
job applicants who do not have
needed skills


■ Shows prospective employers
concrete proof of your skills 


■ Increases the chances you will be
hired after graduation


■ Enables you to see the importance 
of your courses


■ Improves your success in 
entry-level and subsequent jobs
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