
Employment Ready Assessment 

Name: ______________________ 
Date: ______________________ 
Phone: ______________________ 
Email: ______________________ 

 

Section 1: Education and Skills 

1. What is your highest level of education completed? 
☐ High School Diploma ☐ GED ☐ Some College ☐ Associate’s Degree ☐ Bachelor’s 
Degree ☐ Master’s Degree ☐ Other (specify): ___________ 

2. Please indicate any certifications, licenses, or special training you have: 

 
 

3. List any job-related skills or areas of expertise you have (e.g., customer service, IT, 
manual labor, etc.): 

 
 

4. Do you have any computer skills? (Check all that apply) 
☐ Word Processing ☐ Spreadsheet Software (e.g., Excel) ☐ Email ☐ Social Media ☐ 
Database Management ☐ Other: ___________________ 

 

Section 2: Personal Readiness 

1. Work Ethic and Professionalism: 
o Do you consider yourself reliable and punctual? 

☐ Yes ☐ No ☐ Sometimes 
o How would you rate your ability to complete tasks on time and meet deadlines? 

☐ Excellent ☐ Good ☐ Fair ☐ Needs Improvement 
2. Communication: 

o Are you comfortable communicating with coworkers and supervisors? 
☐ Yes ☐ No ☐ Sometimes 

o How comfortable are you with both verbal and written communication? 
☐ Very Comfortable ☐ Comfortable ☐ Somewhat Comfortable ☐ 
Uncomfortable 

3. Adaptability: 



o How do you typically handle stress or unexpected challenges? 

 

o Are you willing to learn new skills and adapt to different work environments? 
☐ Yes ☐ No ☐ Maybe 

 

Section 3: Barriers to Employment 

1. Criminal History: 
o Do you have a criminal history that could impact your employment? 

☐ Yes ☐ No 
If yes, please provide details (if comfortable): 

 

2. Transportation: 
o Do you have access to reliable transportation? 

☐ Yes ☐ No ☐ Sometimes 
3. Housing: 

o Do you have stable housing? 
☐ Yes ☐ No ☐ Sometimes 

4. Childcare: 
o Do you need assistance with childcare? 

☐ Yes ☐ No ☐ Sometimes 
5. Substance Use: 

o Do you feel that substance use affects your ability to work? 
☐ Yes ☐ No ☐ Sometimes 
If yes, would you be open to seeking support or treatment? 
☐ Yes ☐ No 

 

Section 4: Job Search and Interview Skills 

1. Resume: 
o Do you have an up-to-date resume? 

☐ Yes ☐ No 
o Would you like assistance creating or updating your resume? 

☐ Yes ☐ No 
2. Interview Skills: 



o How comfortable do you feel during interviews? 
☐ Very Comfortable ☐ Comfortable ☐ Somewhat Comfortable ☐ 
Uncomfortable 

o Are you familiar with common interview questions and strategies? 
☐ Yes ☐ No 

3. Job Search: 
o Are you actively looking for work? 

☐ Yes ☐ No ☐ Sometimes 
o Which job search platforms do you use? (e.g., Indeed, LinkedIn, CareerBuilder, 

etc.) 

 
 

Section 5: Support Systems 

1. Support Network: 
o Do you have a family or social support system that can assist you during your job 

search? 
☐ Yes ☐ No 

o Are you aware of local employment programs, workshops, or training resources? 
☐ Yes ☐ No 

2. Mentorship or Guidance: 
o Would you be open to having a mentor or coach assist you in your job search? 

☐ Yes ☐ No 

 

Section 6: Career Goals 

1. Short-Term Career Goals: 
o What type of job would you like to secure in the next 6 months? 

 

o What skills or training do you need to develop to achieve this goal? 

 

2. Long-Term Career Goals: 
o Where do you see yourself in 3-5 years in your career? 

 

o What type of industry or field would you like to work in long term? 



 
 

Section 7: Action Plan 

Based on this assessment, the following action steps are recommended to support your job 
readiness: 

1. Skill Development: 
o  

2. Support Services: 
o  

3. Job Search Strategy: 
o  

4. Next Steps: 
o  

 

Completed by (Staff/Coach Name): ___________________________ 
Date: ___________________________ 
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