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What is the National Career Readiness Certification (NCRC)?

The NCRC is a transferable credential that proves to employers that an individual is work ready. It demonstrates your basic skill levels in three specific areas to employers. These areas are tested because a nationwide profile of jobs has identified these areas as essential to workplace success. These three areas are required by more than 85% of jobs in our country.

What is ACT WorkKeys?

WorkKeys is a series of tests put out by ACT (the college test people). The core WorkKeys tests are: Reading for Information, Locating Information, and Applied Mathematics.
How do WorkKeys and the NCRC work together?

If you score a 3 or better on your WorkKeys tests, you are eligible to receive your NCRC. Different scores are eligible for different certification. The higher you score, the higher graded certificate you will get. Certificate grades range from Bronze level to Platinum level:
· Platinum Certificates:  Score at least 6 in all core areas. This shows employers that you have the foundational skills for 99% of jobs in the ACT database.
· Gold Certificates:  Score at least 5 in all core areas. This shows employers that you have the foundational skills for 90% of jobs in the ACT database.
· Silver Certificates:  Score at least 4 in all core areas. This shows employers that you have the foundational skills for 65% of jobs in the ACT database.
· Bronze Certificates:  Score at least 3 in all core areas. This shows employers that you have the foundational skills for 35% of jobs in the ACT database.
How do I study for WorkKeys?
Preparing for WorkKeys is easy using the KeyTrain program. KeyTrain is a computerized interactive training system. You will be provided a user name and password to the KeyTrain website.  You can access it through any computer connected to the Internet. You can work at your own pace and if you struggle with any area, KeyTrain offers tutorials or Mrs. Peetz has additional resources to help you prepare.  Once you achieve an 80% or better on Level 3 in each of the core areas, you are eligible to take the WorkKeys test. 
When can I take the WorkKeys test?
Once you have achieved an 80% on the three areas in KeyTrain, you are eligible to take the WorkKeys tests. Each test is 55 minutes in length and done in Mrs. Peetz’s computer lab. A testing schedule with multiple testing dates will be made available.
When will I receive my NCRC?
An electronic certificate is accessible soon after you take your test. All you need to do is log in to the ACT site to access and print.
What is the benefit to me if I get the NCRC?
The NCRC is a transferable, stackable, portable credential that proves to employers that you are ready to work. It tells employers that you have the skills needed to succeed in the workforce. The NCRC can help you gain advantage in the job market because employers know what to expect from you. Put up against an applicant who doesn’t have the NCRC, you have the edge. You are better trained and prepared than someone without the NCRC, which can lead to better paying jobs, better quality jobs, and workplace success.
How does the NCRC prove that I am career ready?
This certificate verifies to employers that you have the “real world” skills to succeed in today’s workforce.  The real world skills include:

· Applied Mathematics:  measures mathematical reasoning, critical thinking, and problem solving techniques related to workplace problems.

· Reading for Information:  measures your ability to read and use written text in job functions.  Written text includes memos, letters, directions, signs, notices, bulletins, policies, and regulations.

· Locating Information:  measures the ability to compare, summarize, and analyze information found in workplace graphics.

What is the time commitment needed to succeed in this program?
Ideally, one should practice 30-60 minutes a day on KeyTrain before taking the WorkKeys assessments to earn the NCRC. You can access KeyTrain on any computer connected to the Internet.

Questions? Contact Mrs. Peetz at mpeetz@basd.k12.wi.us, visit Room 115 at BHS, or call 763-0200, ext. 3124
SAMPLE LEVEL 3 QUESTIONS
Wondering about the types of questions on the tests? Here are sample Level 3 questions!

READING FOR INFORMATION

TO:
All Staff

RE:
Ordering Supplies

Management has decided that it is impractical for each department to order its supplies separately and from different suppliers.  We will work to consolidate this process to help make this system run more smoothly.  We will eliminate unnecessary steps in the process by first having all departments place their orders through the administrative assistant to the office manager.
Use the memo above to answer the following questions:

1.  What is the meaning of the word impractical?




A. confused




B. expensive




C. inefficient




D. well rehearsed




E. well informed

2.  What is the meaning of the word consolidate?




A. eliminate




B. combine




C. cheapen




D. reduce




E. monitor
APPLIED MATHEMATICS
1. As an associate at an electronics store, a customer presents you with a coupon for 60% off.  You need to input the discount percent as a decimal on your cash register.  Which is the correct decimal?

A. 0.06

B. 0.60

C. 6.0

D. 60.0

E. 600.0

2. As a farm worker, you are loading a spreader with fertilizer.  Each bag holds 60 pounds.  You need 420 pounds to treat the whole field.  How many bags should you load?

A. 6

B. 7

C. 8

D. 70

E. 480 

LOCATING INFORMATION
	JULY

	SUN
	MON
	TUE
	WED
	THUR
	FRI
	SAT

	
	
	
	1

	2
	3
	4

	5

	6
	7
	8
	9
	10
	11

	12

	13
	14
	15
	16
	17
	18

	19

	20
	21
	22
	23
	24
	25

	26

	27
	28
	29
	30
	31
	


Use the calendar above to answer the following questions:
1. You are a housekeeping supervisor.  You keep a calendar in your office for your housekeepers’ reference.  Paydays are the first and third Friday of each month.  You mark your paydays with a P.  Which dates should have a P?

A. July 3 and 10

B. July 3 and 17

C. July 10 and 17

D. July 10 and 24

E. July 11 and 25

2. The Fourth of July is a national holiday.  Since the holiday is on a Saturday this year, the employees get the first Monday after the Fourth of July off.  You mark the holidays with an H.  Which date should have an H?

A. July 3

B. July 20
C. July 13
D. July 11
E. July 6
Ready for NCRC?

Please supply the following information to Mrs. Peetz by Monday, February 27, 2012. She will register you for KeyTrain and will get you started! 
Please PRINT clearly!

Student Name: 













Student Date of Birth: 












Student Home Address: 













Parent/Guardian Name: 












Parent/Guardian Phone: 













Student Personal Email: (one that you check regularly!) 








Student Personal Cell: 












Can you receive texts? (circle one)
Yes


No
Do you have home Internet access? (circle one) 
Yes


No

Will you dedicate 30-60 minutes at least 4 days a week to work on KeyTrain? (circle one)
Yes 
No

Any questions/concerns? Need any accommodations? List here: 








Feel free to email Mrs. Peetz at mpeetz@basd.k12.wi.us with any questions or stop by Room 115 at BHS if you need any additional information.

ANSWERS TO SAMPLE QUESTIONS:

Reading For Information: C, B
Applied Mathematics: B, B
Locating Information: B, E
