2014 TANF Summer Youth
Step By Step Guide to

Ohio
"MEANS
Jobs.

Requirements




How to meet the OhioMeansJobs requirement for TANF Summer Youth Participants
by helping youth register for an OhioMeansJobs account.

A new requirement for youth participating in the 2014 TANF Summer Youth program is to create an account in
OhioMeansJobs. This guide has been created to walk users through each step of this process to meet the new
requirement. In addition, the guide also includes information about how youth can, at their option go, even further by
using OhioMeansJobs tools for career exploration and planning. This information begins page 13.

Step 1: First, the youth needs to have an active email address for which they know their password. If they do not have
one, they should consider visiting a site like www.Google.com or www.Yahoo.com to sign up for a free email account.

Once they have his or her own email account, move on to Step 2.

Step 2: Go to www.ohiomeansjobs.com (Note: this address to the left will redirect to the address shown in the box below

which is the home page)

|“§ https://jobsecker.chiomeansjobs.monster.com,/ L-adx |

Step 3: From the home page, select the “Get Started” button as shown below.
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Individuals

» Azzess your skills and map
out your career plan

Employers

* Search through millions of
resumes
« Search for jobs in your area + Post jobs for Ohio job seekers

+ Find programs to improve your
workforce

« Post your resume for Ohio
employers
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Step 4: From this page, select the “Guided Tour” button as shown below.

Ohio
[eans ]

SIGH IN EHPLOYERS
Jobs ‘

| Enter job fille Enter keywords in | Enter job location OH E| SEARCH JOBS
Explore It >
Types of jobs. posifions, industries
We' lad 're here!
ere glada youre nere:
Plan It - Before we begin your job search, we'll help you set up

an sccount 50 YOu €an sign in 8
up your job backpack. whicj

Education, training, skills y time. You'll also set

Fund It -
Budgeding tools. scholarships, info

Find It
Jobs, resumes, applications

Important information for Unempioyment Compansatian
Clalmants

Regional Articles W Follow @ohlomeangjobe
‘Get info about your region

Step 5: From this page, select the “Let’s Go” button as shown below.

Ohio
[eans]

EXPLORE IT FPLANIT FUND IT FINDIT el ] &
Jobs
e

| Enter job fitle Enter keywords in | Enter job lecation OH E| SEARCH JOBS

4 Register vith First Up...
OhioleansJobs

hsJobs

Create a Career by setting you up with your
2 Profile t answer a few simple questions

3 Save an Occupation

4 SetupaCareer Plan

Wiew OMJ Core
Assessment Tests

8 Find Your Target
Salary

7 Post Your Resume
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Step 6: On the Login & Email section of the registration page shown below, enter the email address twice and then the
password twice (type slowly to ensure they both match). Note: select a password that meets the requirements shown
below. Here’s a sample password that meets the requirements: passWord1! Then, click on terms and conditions to
review the agreement. After reviewing the terms and conditions, click the box next to “l agree to OhioMeansJobs terms
and conditions.” Note: All fields with a red asterisk (*) are required to be completed.

Ohio
IEYER NI EMPLOYERS
Job EXPLOREIT PLANIT FUND IT FIND IT -

0Ds -

com

| Enter job fitle Enter keywords in | Enter job location oH E| SEARCH JOBS

Create Account
* Required information Need help?
Login & Email =] -

To set up your account, we'll need you to enter your login information. You'll use this information each time you want fo log in
to ChioMeansJobs.

Email Address:
Reenter Email Address:
Password:

Re-enter Password:

A Minimum of 2 and Maxinum of 20 ch
A combination of upper and lower case leth
At least one number.

ileast one symbol (| @ #3 % 4 &%)

\T\ | agree to OhioMeans.obs terms and conditions. 0

Step 7: For the basic Information section of the registration page shown below, enter First Name, Last Name, Home
Address (Street number and name), and City/Town. Then, select Ohio for State/Province and enter the Postal/ZIP Code
and Primary Phone Number. For U.S. Military Service, most will select “None”.

Basic Information 7]

Salutation: Salact lz‘

First Name:

Middle Name:

Last Name:

Home Address

Home Address

City/Town:

State/Province: -SELECT - =]

PostaliZIP Code:

Country: us Iz‘

Primary Phone: Home El

Military Service 7]
U5 Military Service: _SELECT - IE'

Jobs. TANF Summer Youth 2014 Page 4



Step 8: For the employment Information section of the registration page shown below, select your Employment Status
(most will select “l am not interested in or eligible to receive unemployment benefits” unless they were laid off and are

eligible for unemployment or possibly already have another part-time job).

Next, select each of the Computer Skills they have on the list or “None of the above” if they do not have any of
the listed skills.

Next, most will select “No” for Do you require special workplace accommaodations (unless you have a disability

that requires accommodations).

The Gender/Ethnicity section is optional and not required.

Employment Information @

Employment Status: 1 am cumently employed
am unemployed and interested in or already receive unemployment benefits

am not interested in or eligible to receive unemployment banefits

Computer 5Skills {check all
that apply): Accecss Infermnet

Send and receive email

\Write letters and other documents

Financial record keeping or bookoawork

OOoOo0Oo0O

Mone of the above

Do you reguire special
workplace accommodations? 0 pg

‘fas, please specify:

Gender / Ethnicity o
Ethnicity: -SELECT - EI
Gender: -SELECT - E

Ohio
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Step 9: For the Career Info section of the registration page shown below, enter a Target Job Title like “Plumber” or “Nurse”
(based on youth’s career goals).

Next, select the Career Level from the list (most will be student, student (high school) or entry level).
Next, select your Years of Relevant Work Experience from the list (most will be Less than 1 year).

Next, select your Degree/Level Attained from the list (most will be Some High School Coursework, High School or
Equivalent, but there may be some who have additional training and education).

Next, select your Work Status - US from the list (most will be “I am authorized to work in the country for any
employer.”).

Next, select yes or no for “l am willing to relocate”. (If the answer is yes, then select either Statewide if only willing to
move within Ohio or nationwide if willing to move outside of Ohio).

Next, “I am willing to travel” is optional and not required.

Next, select the “Maximum miles willing to commute one-way?” (Most, unless you have a reliable car, will select 10
or less).

Next, “Security Clearance” is optional and not required.

Next, select the yes or no for “Do you have Workkeys scores available to enter?” (Most will not have certified
Workkeys scores and would select “no”

Now, select the Create Account Button as shown below.

Career Info 7
Target Job Title:

Career Level: -SELECT - |E|

E:ﬁ ::1 E;Iwant Work CSELECT - [=]

Degree/Level Attained: - SELECT - [=]

Work Status - US @ | am authorized to wark in this country for any employer.

21 | am authorized to wark in this country for my present employer only.
| require sponsorship to work in this country.

I am willing to relocate: . Yes
& No
I am willing to travel: _SELECT - [*]

Maximum miles wiling to | B~ |

commute DHE-WEF? .

Security Clearance: -SELECT - |E|
Do you have Workkeys
scores available to enter? 7 Yas

% No
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Step 10: The Career Plans page for registering is shown below. For “What are your future employment plans?” select

the one that meet’s your situation and goals.

Next, for “Where do you look to find employment opportunities?” select all that apply.

Ohio

| MEANS |

Jobs EXPLORE IT PLANIT FUND IT FIND IT

T oom

| Enter job fitle Enter keywords in | Enter job location

Career Plans

the best way to help you achieve them.

“What are your future employment plans?

Seek immediate fll-time employment in my current field
Seek immediate full-time employment in & new field
Seek immediate part-ime employment in my current field
Seek immediate part-iime employment in a new field
Attend schoolitraining

Obtain additionsl certification

| glready have a job lined up

Start my own business

Retirement/eaving the workforce

Undecided

Other

s o o Y

“Where do you look fo find employment opportunities? (Choose all that apply)

OhioklzansJobs.com
Mewspapears
Facebook

Twitter

LinkedIn

Other

i o Y s R

Mowr that you've created your account, pleass answer a few guestions about your future career plans. This helps us determine

Summeryouth @

OH [=] SEARCH JOBS

Use this section of your
account to review and
update information
about your future
caresr plans.

b

Ohio
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Step 11: The Career Plans page for registering continues as shown below. For “Would you like assistance with any of the

following?” select the all that apply.

Next, for “What training or education would you be interested in?” select all that apply.

Next, for “Ohio offers several helpful employment programs and services to those who are eligible” select all

that apply to your situation.

Next, select Save and Continue

“Would you like assistance with any of the following? [Choose all that apply)

| am not interested in receiving assistance
Finding out what jobs are svailable
Understanding how my skills and experience relate to new jobs
Deciding what jobs | can do

Lesming how to find & new job

Dewveloping & resums

Filling out job applications

Dealing with my loss of employment

Paying moving expenses

Budgeting and paying my bills without a job
Helping ny family through this current sifuation
Deciding which school would be best for me
Tuition and books

Paying for child care while going to school
Transportation expenses to and from school

Cther

o o o e o o

“What training or education would you be interested in?

| am not interested in additional training or education

Reading skills

Wiritimg skills

Basic computer skills

Finishing/Obtzining a Tradeocational Certificate or Licensure
Finishing/Obtzining a GED/High School Equivalency
Finishing/Obtaining an Associate Degree

Finishing'Obtaining an Undergraduate Degree
Finishing/Obtzining a Graduate Degree

DOther

OooOoO@EOOomon

“ Ohio offers several helpful employment programs and services to those who are eligible. Please select all that apply
s0 we can determine which would be most helpful for you.

| am & student

| am under 21 years of age

| am over 55 years of age

| have a disability

| am or hawve besn incarcerated in a correctionsl facility.

ODooDoOo@

Mone of the abowe

Ohio
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Step 12: Once you arrive at this Welcome page shown below, you have successfully registered for an account with
OhioMeansJobs and completed the requirement successfully. Congratulations!

Optional: If there’s time, you can explore the site by either clicking on Backpack or Continue What | Was Doing as
shown below. There are tools and activities in the Backpack you can use as well to begin exploring and planning career
goals. See page 13 for ideas on which tools to use and how to explore the site.

Ohio ;
LMEANS | Summer Youth ¥
EXPLORE IT PLAM IT FUND IT FIND IT ]
Jobs b
.cam

| Enter job fitle Enter keywords in | Enter job location OH E| SEARCH JOBS

Welcome, Summer!

Thank you for creating your account! You'll find everything you need
for your job search in your Backpack. Just look for the Backpack
button at the top of every page to access your Backpack at any
time.

Step 13: Now, you must verify that you're registered by forwarding the welcome email you receive to a local contact
(designated by the local county Job and Family Services Office) or printing out a copy of your backpack page and
delivering it by mail or in person to a local contact (designated by the local county Job and Family Services Office). The
local county Job and Family Services Office is responsible for tracking whether the OhioMeanslobs requirement has
been completed for their Summer Youth grant.

Ohio
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Example of Welcome Email you will receive from OhioMeansJobs after registering is shown below.

Ohio
"mEANs |
Jobs

“cam

Welcome to OhioMeansJobs
Hi Youth,

Welcome to OhioMeansJobs.com! We've partnered with Monster.com to help you find the right job and get
your career on track. You can log into your account with either your username or your email address

The job you want is out there.

Get closer to it with these tips

Post your resume - double your chances of finding a job

Hear about positions directly from employers and double your chances of landing a job

Write a compelling resume headline

When you post your resume, it's important for it to have an attention-grabbing headline. This is what
employers will see when your resume appears in their searches. To write a compelling resume headline,
include your desired job title and also other keywords that emplovers may search for.

Click the button below to post your resume, set your career goals and access job search tools to help you
find your nest job.

| cevsTasre |

Best of luck in your job search,
The OhioMeansJobs - Monster Team

Questions? Please do not reply to this email, contact us here.

Ta read the ChicMeanslobs.com Terms of Use, visit hitps:/ [ aais chismeansjobs. monster. com/Usage Terms.aspx
To resd the Monster Privacy visit http:/finside. monster.com| il a5

If you have sny doubt about the authenticity of this emsil, simply open & new web browser, type in
nttp:/ ). chiomeansjobs. monster. comy, leg I to your acoount safely and securely and then perform the requested
activity.

To print this email and provide confirmation of the registration from your email program, click on file and then print

from the menu bar if it appears as shown on the left below. There’s another sample menu bar on the right for a

different email program. For the one on the right, click on the downward pointing triangle and then print as shown.

dit View Actions Tools Window Help

MNew »
Open...

Save As...

Print% 3
Mode »
Proxy...

Open Archive

Open Backup

Import/Export r
Sharing...

Properties Alt+Enter
Exit Alt+F4

&, Reply

"
Mar 27 - v
= Forward
Filter messages like this
Prir:?

Add Gmail Team to Contacts list
Delete this message

Report spam

Report phishing

Show original

Message fext garbled?
Translate message

Mark as unread

Ohio
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Example of Backpack Page You can print from OhioMeansJobs after registering is shown below.

Jobs =EPLOIEEN PLAMD FumDm mIRO

Summer Youthy b

Welcome,

Summer Youth
Edk Your Account

Career Plans
0 OF 5 CAREER PLANS

\What 40 you want 10 be? First, sziect & canssr path, Then we'l Reie you
Cremte = Cansar clan wit = serdes of sctHes et won iomens
Eczompishing your canzer goas,

CREATE A CAREER PLAN

Assessments and Training
CORE ABIERINENT? BCORE

onieysE Aopled VErmemeEncs Fracice Test !
Hot Compieted

\ieriays® Locating Informrarsas Practios Test 4 -
Haot Completed

riey=® Reading for iInformason Practios Test 1
et Complatec

Comguier Basics 1: Fevsonal Compuier Fundameniais
Complaing
VIEWN TEETE

Careers I'm Interested In

0OF 10 OCCUPATION S
Once ol Start EVEOnng caness, poirll be Anis 0 T DONESOns that infsrest you

EEARCH OCCUPATIONE

Programs I'm Interested In

OHIO-BA SED EMPLOYMENT PROGRAMS
There: are many empicyment progrs i Ohio that can help you get o

whene you wa ko oe. Take 2 look =f the: programs: svsllebie i you and
SEVE ONes poune Imienested in

EEARCH PROGRAME

Schools I'm Interested In

0 OF & POSSIELE 10 SCHOOL $ AND PROGRAMS

I yourne igoiing Bt SChogls, YOU Can Save up io ten hene. Logk for 8 school
by chcking e "Education and Tralning™ link on an cotupation page.

EEARCH OCCUPATIONE

To print the backpack page shown above and provide confirmation of the registration, see the next page for

instructions.

o EEARCH JOEE

| TR THE QUED TOUR |

Calendar
UPCOMING EVENTS

Youdant have: any Events scnesuled In your
caiender. 'Visit the Evenis page or scheduie
«deaclines for canser aciiiies In your own usiom
Caner Fian.

VIEW CALENDAR

Resumes
PUBLIC RESUME VIEWS

52t notizer by SMDLYETS Wi & publc rEsuTe!
Lipkoed yrour resume: of cresiz & new one 50
empiayers o easly find you

CREATE RESUME UFLOAD RE SUME

For your Job Search
SAVED SEARCHES

0:

VIEW SEARCHEE

JOES'VE SAVED

0

VIEW JOBE

JOBS 'VE APPLIED TO

VIEW JOoBE

Documents

0 OF MAXIMUM 15 DOCUMENTS

Etoe your sppiicstion docurress 1 one place 5
¥ou can eashy spply for joos. You can uplced things:
IRE Cover letiers, |=tters Of recommencation, meerds,
and mor

UPLOAD & DOCUMENT

Target Salary
Find out how much you need io eam o pay for your
cument sxpenses.

QET ETARTED OK MY OWN

Career Profile

IOL SUTE What CarREr IS PR Tor pouT e 1D
woricore? O JUst locking 20 brench out™ Take the
Canzer Frafle percnally sssesmen i se= what
carmers sl you best.

QET ETARTED OK MY OWN

Ohio
“MEANS |
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To print the backpack page shown above and provide confirmation of the registration, click on file and then print from
the menu bar if it appears as shown on the left below.

it View Actions Tools Window Help

Mew 2

Open..

Save As...

Print% 3
Mode »
Proxy...

Open Archive
Open Backup

Import/Export »
Sharing...

Properties Alt+Enter
Exit Alt+F4

After confirmation of the registration is provided to the local contact designated by the county Job and Family
Services Office, the OhioMeansJobs requirement for summer youth has been completed.

The following pages (13-28) show optional activities for youth if you would like to do career exploration and planning.

Ohio
[ MEANS
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OPTIONAL CAREER EXPLORATION & PLANNING SECTION

Exploring OhioMeansJobs for Career Planning and Goal Setting (Optional): A good place to begin career exploration
and planning is from the Guided Tour. Many of the tools listed in the guided tour are also accessible from the Home
Page (shown on page 2) or the backpack page (shown on page 11). To get to the guided tour, repeat steps 2 through 4
(shown on pages 2 and 3). The guided tour page is shown below.

Ohio
EXPLORE IT PLANIT FUNDIT FINDIT Aamneriou >
Jobhs
~ .eam
| Enter job fitle Enter keywords in [ Enter job location oH |E| SEARCH JOBS
4 Registerwith Up Next...
IR T
Create a Career Profile
Create a Career The Career Profile interest assessment is = tool all about
2 Profile what you like to do. Answer a series of questions sbout
yourself and we'll give you a breakdown of distinct aspects of
; your personality that help you understand what kind of work
3 Save an Occupafion suits you best.

4 Setup a Career Plan

Wiew OMJ Core
Asseszsment Tests

6 Find vour Target
Salary

7 Post Your Resume

GUIDED TOUR STEPS:

1) Register with OhioMeansJobs: Well, you have already accomplished this in Steps 1-13. You'll see that this is crossed
out on the list in the left sidebar.

2) Create a Career Profile

The icon on the left is for the Career Profile tool and is accessible from the home page. Select the Let’s Go button
as shown above to take the Career Profile interest survey. It will ask questions about what you like and don’t like and
identify occupations that match your interests. Once you’ve answered all of the questions with the sliding bar and
clicked on the Get Scores button. The page below (on page 14) will appear with your results. Now, click on View
Occupations as shown below to see which jobs match your interests.

Ohio
[ MEANS
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Ohio
[ cans]

EXPLORE IT PLANIT FUNDIT FINDIT
Jobs
A0

I Ender job tile Enter keywords

Carger Profile * Proflg Resuits

Select Interests  Profile Results

Congratulations!

We've got your Career Profile scores, as well as
an explanation of what they mean

Peophe with Socal inbenests kot working with others to help
e KA Bnd grow. Thiy e wosking with peopi mere
thism warking with objects, machines, of nformation. Thiy
e benching, giving advice, and helping and being of
sennioe 10 peopie.

Peopie with Erderpeising interests Biop work that has io do
weith siarting up and carmying cut DUSINESS Proects. Thase
peoeie ike aking action rather han thinking sbout things
Thity Hig persusting Snd IEBcing people. making
decisond, and iaking rigks for profs,

Pecple with Artistic interests los work thad desls. with the:
artisBc side of things, such as acling, music, art, and
design. Thay like creatiity in their work snd work that can
be done without following o set of rules.

Preogie with Imvestigative interests like work that has o do
with ideas and thinking rather than physscal sctvity o
leading peopie Tray ok Senrching for faets snd Fgunng
Bt problems

Peopie with Resistc interests e work thaet indiudes
practcal, hands-on protiems: and snswers. Often peopia
with Realistic intarests do not ke caresrs that irvohe
Papenwonk or working closely with others. Thay lile working
wih plamis and anerals. resl-werid malenals kiog wood,
100IS. BN MBChnery. And OUSOR WOrk.

Peopie with Conventional interests ke work that follows
S8l prockduned and routines. They prefer woring with

information and paning 82enton 10 details rather than
waorking with ideas. They like working with clear
followsing & strong besder

We found career opions
interests. Click View Ocg
nowl

Summer Youth ¥ 1

in| Enter job iocation

m Social EX]
B Enterprising n
Artistic 30

Mot what you expecied? [Edit your snswens.

oH [x]

SEARCH JOBS

The list shown will be careers that match the interests from the Career Profile. They will be listed in “in-demand” order

(meaning the jobs which are most needed and pay well). The thumbs up icon 1l indicates that the job is in-demand in

Ohio. You can change the list to the education level you like by clicking on the drop down menu where the red arrow is

and the update button. Click any of the occupations listed in blue to learn more about that occupation like education,

skills and training needed as well as schools in Ohio that provide training for that career.

Ohio
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hio
Jobs EXPLORE T PLANIT  FUNDIT  FINDIT Summer Youth ¥ @

| Enier job file Enler keywords in| Enber job location oH [=] SLARCH S0MS

Lerpgr Profig - - Wipiched Dooupatons

I
Hoi: Tra covelrs e sonind by how wall thry matsh pour Cavesr Profie. Tha easeses Tl meghl ba & bz B2 for oo e Enied . it

frpd. Somafmas wa o't Pave snough inormadion shoud an Socupebon 55 ghve You B0 SO0Vt rangs. In these cases. that -
sewcn s lak blank W P
o ane hed i O,

COMPARE  sslect 2 Wy i bt [¥] | UPDATE
Cetupaticn Chie Awerage Yearly Pay (U5 swerage)
E] Crad. Famiy, & Soroct Sooisl Woriers Wl 31,350 - 347,130
| TR —— 534,100 - $60.730 Career Profile
] Adut Banc & Secondary Edyostion & Lieacy Teachen & inginston 538,580 - 385,330 = Social 33
O ComarTachnical Educaton Teschan. Secondery Schoo 351580 « STATH0 = Enterprising 3
C] vaath Educators £38,080 - 347,500 * Artistic 30
O Fordargnnen Tesohes .00 - 588470 pomi iy
W Reatisic 4

] Nhurmag Derenines 1270 - TN B Comesrmional n
O Fserestionsl Trasgst 530,050 - S48520
r B Arcbwirs
O Specnl Educaton Taachers, Widdis Serad 344200 - 35570

| Misse Seres Tasstarn $47,520 - 71,800 Budget Calculstor
- . . 740 870850 Anpeer & few guaasona i

AR —— il S i T S

| Specm Baucaton Taachers, Secorsiary Sonoes 348,290 - $T0.000 e L e ey

E] Community Hesith Woross 290,000 - 345470 =
START

O mecrauton Weres 318,120 - 327280

Note: Anytime you would like to return to the tour guide, click return to Tour Guide which should be in the top right

| RETURN TO TOUR GUIDE |
corner of the page.

Ohio
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3) Save an Occupation

In case you didn’t save an occupation after getting your career profile results, click Let’s Go as shown below.

Ohio
Jobs EXPLORE IT PLAN IT FUMND IT FIND 1T SummerYouth ¥
cam
I Enfer job title Enter keywords im| Enler job location oM Iﬂ SEARCH JOBS
q Pegstecwith Up MNext...
LA s b
‘Save an Docupation
Craale-a.Camar Now that you've gt your career profile. by sesrching for
2 Eralils SESLSISONS N Our database and save Ones that Sult you Best

3 Save an Occupation
4 SelupaCareer Plan

View OBL Core
Assessment Tests

& Find Wouwr Target
Salary

T Posl Your Resume

From here you can do an occupation search by selecting an industry with the drop down menu or typing a keyword like
plumber in the Keyword Search and click on Go.

Chio

Job EXPLOREIT  PLANIT  FUNDIT  FINDIT Summer Youth ¥
0nSs
=

| Enter job fitle | Enter keywords in | Enter job location OH E| SEARCH JOBS

Occupation Search

Career Profile

= o
Industry Search ®iSocial 33
Select an industry from the drop down menu bel GO | Entel’pr‘isi ng 31
- Select ind! - = = . _- ______________
i Artistic 30
Imvestigative 28

M Realistic 4

Keyword Search B Conventional 22

Type in 8 keyword such as "docior” or an occupation description such as
"build houses" below and click "GO".

(e.g. doctor. build houses) = Edit Answers

To do an occupation search from the home page, look for this icon.

Ohio
“MEANS |
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s

4) Set Up a Career Plan =% (icon used from home page)
plan.
Ohio
[ MEANS |
Johs EXPLORE IT PLANIT FUND IT FINDIT
| Enter job fitle Enter keywords in | Enter job location
4 Fesisterwith Up Next...
B
Set Up a Career Plan
Craate 3 Carsar On the path fo success, it's important to set goals and stick to

gesrad to help you schisve your career gosls.

4 Set up a Career
Plan

View OMJ Caore
Assessment Tesis

8 Find v'our Target
Salary

7 Post Your Resume

a plan. Let us help you put together s to-do list of activities

. Click the Let’s Go button below to begin creating a career

s tp

oH [=]

SEARCH JOBS

Now, select a career that you saved from the box on the right or perform another search with the box on the left. Then,

click on the Create Plan button.

Ohio
EXPLOREIT  PLANIT  FUNDIT  FINDIT
Jobs
“com
| Enter job fitle Enter keywords in | Enter job location
Backpack - Creste a Career Plan

Choose Occupation

Select an Occupation

"Your esrear plan needs to follow 3 path 1o the carear you want. Begin your new career plan by or by selecting from the list of

occupations you'va alresdy ssved

Search for an Occupation

\C hoose from Your Saved Careers

Industry Search

*\ Electricians
- Selact Industry - =
SEARCH CHEATERIAT
Keyword Search
SEARCH

Search for an occupation by selecting an
industry from the drop down menu or
typing in & keyword in the bx sbove.
Your resuits will appesr here.

CREATE P

Summer Youth ¥ b

oH []

SEARCH JOBS

Goals and activities keep
your plan on track. Use the
list of gosls below ss 2
qguide to creste 3 to do list of
tasks fo accomplish on your

career path.

$
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Now, select the recommended activities to include your career plan by clicking the box to the left of the activity. Then,
click save and continue until all chosen activities have been selected.

Chio

=
J b EXPLORE IT PLANIT FUND T FIND IT Summer Youth
0ons
camm,
| Enter job fitle Enter keywords in| Enter job location OH E SEARCH JOBS

Backpack - Create a Career Plan

Choose Occupation Select Activities
When creating your
Explore It activitizs, remember the
SMART principls. An
&3 % effective plan uses activities
Electricians ¢ that are:
Explore This Career Sl
The first step on your caresr path is lzarning about the job itself. Do your research, talk to an expent, and find out what it's likes to be
in this field. Select an activity frem the suggested list below to 2dd it to your plan. & - Attainable

B - Relevant

Recommended Activities :
\I T — Time-Driven
Explore OhioMeansJobs.

Discower all OhioMeanslobs has to offer! Find cut how you can get online training, build a resume, find financisl
assistance. and get in touch with potential employers. Make sure you explors additionzl resources svailable to you.

M- Measurable

[ Research this occupation. -
Know your stuff!l Watch an oceupational video, leam sbout typical job responsibilities, education levels, salaries, and
more by performing an cccupation search.

[0 Take the Career Profile interest assessment.
Align you interests with potential careers by answering some questions about yourself. We'll find you cccupations you
might want to explore that maich your interests.

Great! Looks like you've already Add this to your career plan to ensure you finish it
finished this activity.
Add this to your caresr plan to show

what you've done already. W Social 33
B Enterprising 31
Artistic 30

Wiew ! Edit Resulis

[ Determine your skill levels.
“isit OMJ's Assessment and Training Center to assess your current skills, find your strengths, and see what may skills
nesd improvement.

[l Find a professional organization.
A professional community can offer networking events, workshops, and can put you in touch with someone who can
help you understand this occupation. Find 2 way to get involved today!

[ Find events near you.
Find and register for career fzirs and ne Nis in your area by checking out the Events page and adding
them te your Calendar.

| save

Ohio
“MEANS |
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Below is a sample of what the career plan may look like when all of the desired recommended activities have been
selected and saved.

Ohio
CExE
Jobs EXFLOREM  FLAKMIT  FUNDIT  FNDIT Summer Youth ¥ ﬁ

Ender job tile Enter keywords In| Enter job location aH [ SEARCH JOBS
Backpack - Craate a Caresr Plan

Choose Occupation Select Activities Set Deadlines

\ihen creafing your
activitias, ramember tha
EMART principle. An

o »
Electricians ¢ effaciive plan uses activities

heaw that you've salecied which acihviies b 304 1o your 10-do lis1, &2t 3 realstic seadling tor 2ach one & kaep yoursalf on the right e
path. Track your progrese over ime by marking acthiies you've finkshad 3s "Complete”. To see a It of actvilies we recommend, £- Specific
click "Supgest mare acivilles™. You can add your cwn custam acthity by clicking “Add my own sciity”. Tips for wriling acivitizs -
Activity Wole v Stabus snow compisis Egt  Delste et Tinis
R— Relevant
Zaarch for amolarehul:la. Mot ete & ® T — Time-Diivan
Wl you need addiional training™ Scholarships can halp you Fo deading sst
pay for your educational and fraining reads. Mlark 35 completz
Zaarch for educational opportunities In Ohle Ellgible Hot Complete r 4
?ra]nln?uprmuaru:‘rpckeaymm. Mo daadine st -
Saarch for ralning providers and programs. You £an search Mark 35 completz
bry providar ar program name.
Taks educational coursss In OM.J"s Assessments and Mot Complete r x
Training Canter. Mo deadine g2t
OAJ's Agsessment and Tralning Semer for relavant Mlari 35 complets
colrees 1 this oceupation
Calculate your target salary. Hot Complete F *
How much o you nead 1 e3m 1o support yourse!! and your Fo deadine sst
curmant Ifestyle? Use our Budget Calculator 1l 1o ind out Mlari 35 completz
Apply for federal student inancial akd. Hot Complete & x
Zal finandal assletanca for tulon. Mo da3dine st
Mlark 35 completz
Bulld a resume and sk It to public. Hot Complete ¥ »
\Upload your resume and set It to puislc to make yaur Fo deadine sst
resume visiie to potential employers. Don't have @ resume? Mlari 35 completz
Resume Bullder can halp you craate your first one.
Rats your resums. Hot ] & x
=21 yOur resume raled using our resume rating tool. Mo deadine s=t
Mlari 35 completz
Saarch for jobe. Hot Complete r »
Are you ready ta search for your dream joo? Perform a3 joo Fo deadine sst
£earch, save @ seanch agent, save potzntial jobs 1o your Mlari 35 completz

Bacipack and slart appfying 1o jois with your public resume.

+ And my own acthity + Supg=st mors acthiles

Ohio -
“MEANS |
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Jolbe

5) View OMJ Core Assessment Tests **\ (icon used from home page). Click the Let’s Go button below to visit the

online training center and the core assessments.

Chio :
Jobs EXFLORE IT PLAN IT FUND IT FIND IT Summer Youth ¥ E

| Entar o Mz Entar kaywords N ERter jab locatian cH [¥]
| Besslcsin Up MNext. ..
[REIEARET1.NLT-Y
Taka OB Cova Asppssmant Tests
Craale 3.Caraer WWMEN you Spply 10 JOBE, Yo'l Wam 1o Knaw your praficiency
2 Cone Izl In varous skl ar=se. Wiew Chiolizans ot corz
35s26Ement teEtE and visk the Oniing Training Canter 1o 3ke
them.

g View OMJ Core
Aspasemant Teats

g [ind¥our Targst
Zalary

T Posl Your Resume

SEARCH JOES

You can launch these tests by clicking on the Launch button or click the Visit Online Training Center to see if there are

other study guides and practices tests that are more appropriate. There are thousands of items to choose from. Use

the search feature if you're looking for something specific.

Ohio p
Jﬂhs EXPLORE IT FLANIT FUND IT FIND IT S-Lln'II'I'IEI' ‘lruuth v p

| Emter job iz | Enter keywards In| Enter job location oH E SEARCH JOES

Sackpack - ASE2EEMENts and Training

Assessments and Training
Wunen you complste 3 test,
we'l Ehow your scare Ner2
| and give you 3 carmficate of
achievement! You can
upioad 3 copy 1o your
Core Tests Dmn}a‘ﬁﬂmmﬂuﬁ i

refarence.
Thesa jab skill assas=men 1zsle are usad to maasure real-world ekils. Complaiz tha following ralning izels eo you and polential
employers can find carears bast sulied 1o your skilis.

-
Hama Statua scors  Actan

Wore=(zys® Appliad Mathamatics Practios Tegt 1 Nt Complesed - LAUKCH

Work=(2ys® Localing Information Praclice Test 1 Nt Complesed - LAUNCH

Ware<ays@ Resaing for INformEton Fractize Tast 1 Not Complesed - LAUNCH

Computar S3EkE 2 PErEONS COMpUtar FLNdamentais ol Complsiag - LAUNCH

Mon-Core Tests

Are you looidng 1o Improva your computer skilis? Praparing to 1ake te SEDET Or jusl want i brueh up on buslness skilis lia
math, writing, and publlc speaidng? Wisl our Online Tralning Cemer io sea what alze OhlakaansJobs has to offer to help you get
e skile yoll nead to land ™ jof you want.

Ohio
“MEANS |

Jobs. TANF Summer Youth 2014

Page 20



=

T

6) Find Your Target Salary fa (icon used from home page). Click the Let’s Go button below to begin creating a budget

and get information on your target salary.

Reminder: Anytime you would like to return to the tour guide, click return to Tour Guide which should be in the top right

]

corner of the page.

After you return to the guided tour, click on Let’s Go button or the Find Your Target Salary link on the left sidebar list.
This will take you to the budget calculator page you see below. Enter estimated information in the fields and use the
lookup on the right side as needed. Then, click finish for your results.

Chio ;
=ErLEE 1 I'LAN 1 FuMD L=l HEHn

Enter job locao oH e EEARICH JOBE

m
3
i}
m
]
]
L
E
5
m
i
o
I
]

Exdget Caloulator - Expances

Weinoms  Expencec  Summay  Resuls R a
Your Monthly Expenses 3
Enter the amount you spend on each of the folleaing sxpenses, If you don't inow the =xack smount, enmer your best
pu=ss. You il e Stk 10 B0 pour Smounts &t e and. Mote: If you domtspend ary OREY 00 8 RARICIEr STensE, Typieal Oflc Cocée*
ey B0 50 your ksl wil ok L coecty,
- Beicaw s what e avemge Ohio
Howsing ) houmshokd spencs on monkily EXpenaEs.
How much 9o you scend every month on your rent or moRg age peymen? Usz [t 2x = guide. ouf scjust 25,

neceszary
1o M2 your specific Ifestyie (=0, T pou o
Uities estudent, [ you e skone, 2ic)

Hiow much 40 you Soend =vary month on your housshod uHiies? Entsr the amount of sach 5 Housing L
erowsthry ity Dl and el o UD the 1oL 1 U oY use @ Wiy belpa enler 50, Tooadd &

mem Lty niok Bstad | cick Ad Ity Bnd anter the mmount WHTes E;/
) B

Sazen, L Transpasistion Locku
L = Ciathes B4E
Fasiaa / Hemith Caem us
. £ Enieriainment L
/ Smmanml Care =
Zake L3 / Mscmlanacus =S
— i * Housing and rentsl costs come
- Tlow and the U.Z. Cepertmert of
ad e i Hiesing and Uriem Development,
. nespectvely. All ofher costs come from
ke il the Bursau of Labor Satiic's Consumer
e T ® Expendiiure Survey.

Food
How much g you scend every month on groceries and dining oul™

Trani —
HOW PLICh 50 YOU SOEMD SV MORth o ubiic transpanstion andicr Car soenses soch s ges |50
nd toils? (This do=s not lncude car oen paymens)

Clothat

oW IR 53 YU SOEME ST OIS £ new chothes ™ Consider ciothas that you may nesd i L2l
purchese for work.

Haaith Can -
FHOW T 30 YOU SOEND =very manth oN hesi mare coss? Consier T cost of hesits &

IMSUrEnCE of Dut-of-pocket CoSts, SUCh BS doctnrwisits and medicston.

Entartainmeant =
oW i 30 you soend sveny mocth on emedanmenttn?

Ferconal Care
oW LI 50 SPERE EVEry Manth On parsonal can, hygiene, and grocming? Consider meksup, =
FEincUts, Bnd Oy MEmDATSHiDs

Mcoalianscus ]
‘Zome mxpenses may notf it the sogve caimgonies, such =5 e, gacgess, g, =

2avings —
How much 9o you save every month? I pou con't cumently save, emter the amoon? youd ke ta &
sam memy 3

Tralnings Eshool Expancs _
How much da you scend very month on luiion, books, and oher sxpenses for irakning o =
school?

Lasng

=T TLCT 00 FOU SRy Spend Of ENpect 1D SDend On loan peymenisT (student icans, ar ]
peymers, =iz} Ta bagin, Zick Add Losn and enter the: name avd ronihey arount of 2 oan.

Exnch time you a0 B o, we'll ceiculss the ol

VAAVANAAAA

« Baddloan

Loars Towl = B

Ohio
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Below is the page after you click the Finish button. Review the estimates and then click the Get My Estimate button.

Ohio
[ means]

Johs EXPLORE IT

_cam

PLANIT FUNDIT FIND IT

| | EETH| empiovers

[ Enter job ftie

Budget Calculator = Summary

Welcome Expenses

Enter keywords in

Summary Results

Your Monthly Expenses

Below is your monthly expense summary, based on the amounts you entered.
Click any of the expenses to edit the amount.

Housing
Utilities

Food
Transportation
Clothes
Health Care
Entertsinment
Personal Care
Miscellanecus
Savings
Training/School Expense

Loans

Total Monthly Expenses
Annusl Expenses

Taxes {15% of Totsl

5500
5200
5400
5350
5200
5200
5100
5100
5100
550
550
5100
$2.350
$28.200
$4.230

Enter job location

PRINT o8

oH [¥] SEARCH JOES

If your expenses change,
don't worry! You can edit
these amounts later.

U

Now, you will see the results page below with your target salary (Gross, Net and Hourly). Gross is the salary before
taxes. Net is the total estimate after taxes depending on your tax rate and hourly shows the amount you’ll need to earn
on an hourly basis. Now, you can search occupations that meet this salary requirement based on your results by

selecting an industry or entering a keyword and then clicking the View Occupations button.

Ohio
| mEANS |
Jobs EXPLORE IT

com

PLANIT FUND IT FIND IT

\ Enter job fitie

Budget Calculator » Results

Welcome Expenses

Your Target Salary:

$32,430

Gross Annual Target Salary

Enter keywords in | Enter job location

Summary Results

$28,200 $16

Net Annual Target Salary Target Hourly Rate

PRINT 88

This is the annual salary you need fo eamn to maintsin your current or expected lifestyle. Mot what you expected? Edit

your monthly expenses

Choose an industry or type in & keyword below snd click View Occupations to search for potential careers.

Industry Search

- Selact Industry -

Keyword Search

{e.g. doctor, build houses)

[ VIEW OCCUPATIONS |

Ohio
[ MEANS |
Jobs.

oH [=] SEARCH JOBS

Save Your Results

Log in to save your results to
wour Backpack. Don't have an
account? Register now to
save your resulis and continue
WOUr career ssarch.

SAVE TO BACKFPACK

TANF Summer Youth 2014
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6) Post Your Resume Click the Let’s Go button from the Tour Guide or the Post Your Resume link from the tour guide
page from the sidebar on the left to begin creating or uploading a resume.

Reminder: Anytime you would like to return to the tour guide, click return to Tour Guide which should be in the top right

]

corner of the page.

From the page below, you can click on the Create Resume button to create one from scratch or the Upload Resume to
upload one you already have finished. If you’re uploading the resume, you should only include your name and refrain
from including any additional contact or personal information. (Using Create Resume may be easier and will be shown
in the images below).

Ohio _
[ MEANS | Summer Youth- ¥ |
EXPLORE IT PLANIT FUNDIT FINDIT
g e tﬁ
.Com
Enter job fitle Enter keywords in | Enter job location oOH E| SEARCH JOBS

Backpeck * Manage Resumes

Resumes
You have no saved resumes. Keep an up-to-date resume
(e e e B S N
s right opporiunity. Creste
Create a resume Upload an existing resume al ey i
It's easy! Just click Create R Already have a resume? Click check resume views, get
get started. Resume to save it o

your resume rated, sl on
this page.

Ohio
[ MEANS
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After clicking Create Resume, the page below will appear.

Chio
EIXXER :
Jobs EXPLOREIT  PLANIT  FUNDIT  FINDIT gumence Youth b

| Enter job title Enter keywords In| Enter job locaton oH [=] SEARCH JOB S

EBackpack - Manage Resumses - Rasume Bullger

Create a Resume
Well help yau create 3 resume that will get you noticed by employers. Camplate this etep and you'll be on your way
¥ou c3n Include asditional wark ERPEHEI’:E 3nd other carser-relatad Info onca ¥ou -2:I'I1p|E1E your DEEIC reELME

# Reguired informailon

Resuma Baslce

=Y Where da | begin?
* Fiesuma Tz Vigw 3 sampls resuma to gat
(2.9-. Senlor Marketing Director, Expariencad Sales Manager) e
VIEW RESUME 2
* Resume Status @
Public- | wan empioyers i3 find my resums Not sure what to write?

Private- | dont want employers to find my ragume. Se2 what sKills and axpenence
yau nead for the Job you want.

LAUNCH CAREER

PROFILE
Work Experience g

Pleaze enter your most recent work 2xperiznce.
Note: You can add mose work experences on tha naxt pags.

£ 1 don't nave any work expenznce
Company Name

= CiyTown:

= Siate/Province

& Country: us [

* Job THi2 i

= Company Industry: -SELECT - =]
® Star Cate Aprl [¥] 2012 ]|

= End Date: - SELECT - [w] Prasent [w]

Descrits this W_:-'lk EXF.-".I'llE'Il:E:

Charagter Count: 0 (3,000 character Bmit)

How 08d yau fAind this job? (- SELECT - [xl

Resume Title: Be sure to give your resume a professional title like your name or the industry you’re interested in. When
you’re ready to search for jobs, employers will be able to see your resume title in a search.

Resume Status: Be sure to select Private unless you’re 18 and looking for a job or have your parent/guardian’s

permission.

Work Experience: If you don’t have work experience, click the “I don’t have any work experience” box.
If you do have experience, complete the fields for work experience.

Ohio
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Then, complete the next sections shown below, including Education, Target Job (What type of work you’d like to do like

full-time, part-time, job title/name, industry, etc.), Industry, and Occupation (enter keyword and click Select button).

Enusanon b

Pimans E1Er pour IgRESE B0LCHOOR IEYE 1 YTM SR TS DVOCESS i COMORENY rOuF SEQUEE. TIEY THE ENDERG

Fioln: ¥ou B 800 MO EDLACBTA ENDETENCE DR T rend DagE:

» Cegrealea - BEEST - e

& RS BT Ne

» CmpTowe

w Bmmps e

= Seeriny o =
i Ot - EERET R e
pwser SEEEST FEEETW
Ripinter imvermnen (25 SRS, O, Bereey
Charmser Courtd 2000 e )

Taroe! S i

T L S BN PE S 1 yOu DS 1 fre

* Joia Tyoe viecs ol ot nety) B

B e

O TempowyCotmarmns el

* oo Bmna amec v oy @

FukTry BasTem L

S Bany vage W

|eseEs peasay Elwea- LR B ST

* oot oo The iwvter o 5 3 o0 e 0

& TEY ¥ras @ Aprart Epeeecy

* ingusiry e oo m oo B

e your il nouEres. Yo SEECEONS BT iFEG o0 e npet. T et e Indusany e e It clci e KT

ROE@ A

AT B el 1] B e
Shaneg e P s
[T —,

S i e iy
P LY TL T S LI I ey
g

e T
[

o .
=
-

= Cespson st 56
e e
[ ||""_l' ~

S T SR R P S 08 CRECE S DRE N SSSUDEICTE. N pE P Seped GonooeR Voo sERSE 0
T T TE TR IR T B o IR S T MR

L e e L]
R EREREIEE
aAneng s Coee S ergn s i
e L P
ity Desamersis Saiias Traiee
b e prwsg 4 W sgaTety
e
A e pepaa i e few
g T
e Trwriny

Eame
i ER—

e ]
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The last section is shown below and is where you would select the location you think you would like to look for a job
eventually. After selecting a location, click on the Create button to create resume.

Target Job Locations &

® Tamet job Locabions (seisctup o 20 locadons)

2 -
LES-Ohig-Adoon £
Li2-Ohio-Cincinnat
LES-Ohio-Clevsiand
Lis-Chin-Columisus Zanesu iz il

For rulbiple sefections: BT - hold down -=Cir- key; bac - hold down <Command=- key

ADD LOCATION
] REmove
Gilak Linkc o Do T Samrch by Ingiainy oz Samrce Hina
Fhrrra & Cover Lefer WibmE in m#or Caewar Axsratercs
Ofc Hare io Halp Corgurmer Aer Theclsera.cta Centen
“iege MaagEar Zarmar Zmnziancoa Sooeaa Sirien
Apprenicamg inETeiEn "wmrmn Infaemmion L.

Next you’ll see the page (shown on page 27) that will appear after you create your resume where you can edit and add
additional information. Review the sections on this page and edit or add information by clicking on Edit link for that
section. Once, you’re finished editing, you can save it as a WORD document, Print it or click on Employer View to see
how the information would appear.

Now, you can click on the I’'m Finished button.
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“hie
oz ans |

Johs ERMLHEE 1 I'LAN I FUND 1

FROn

Summer Youth ¥ E

| Enter job Htix Emier mysords in| Ecterjob lecaton o+ EEARCH JOBE
Sacipack - Manmgs Rmsomes - Wisy Resome
Wy REume
Tk m momant to ey Bl sectons of pour resume . Compists e gl mmpioyers 8 romyimy ol pour Skils, sxperEnos mnd carmar path

'eidhe=n your resume ks compiste, clok 'm Ainlchad o retum 1o your My Chiokiesns.lobs home

30 10 these esume sacions

ok Exparimnos | Ecucaton | Afistons | Sidis | Langusges | Retanances | Additional ints | Cares’ Abtery Serice | Tt
Save 4s 00 Doc 7 Empioyer View (5 Pt i Help

Rsgums Tiis EdE

Test Resome IDc 315137853

Recume Elaftuc Ecit

Priwats - This resome ks not seanhasis oy smglopers.

Contact Info St

Sumimer Youth

55 Youth Avenwe
Youth City, Dhic 43211
us

Dbjectivs EdE

E: SummergouthSemail.com
P |514) 555-7766

Tofind & challenging position that wil I=verage my mansgeme, neistionship bulding and peoject management skdls.

Work Exparianca ot
Distes, Employed oo T
47011 - Present Cachisr

Ecewation EdR

Dstes At=nded Schaool

AfMiiations Edk

Distes Afflered Cwpanizaticn

Exlle Edt

Xl Mame
Koroscl Powerpoint
Languagec Edt

Languages. Proficiency Leve
Epanish Eeginner

Feference Name: My friend
Feferznce Company

Fefarence The Friend's Company
Fhons SES-SEEE

Emal

Tyre Fesona

Bl Level
Infermedimie

BACK TO TOP

Columinus/OHLUS

BACK TOTOP
Degre= Location

BACK TOD TOF

Lt Usedl Experiance
Currenbly esed (10 years

BACK TO TOP

BACK TO TOP

BACK TO TOP
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Questions?

Email:
omj-help-desk@jfs.ohio.gov

Phone:

1-888-296-7541

Then, press 2 for OhioMeansJobs.

Then, press 1 for English or 2 for Spanish.

Then, press 2 for assistance navigating the individual area on the OhioMeansJobs website.

For questions on this guide or the OhioMeansJobs requirement, you can contact Gerrie Cotter, Office of Workforce

Development, gerrie.cotter@jfs.ohio.gov
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