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What We’ll Talk About

Workforce Atlas

• Career assessments

• Interests

• Skills

• Literacy

• Numeracy

• Career recommendations

• Career resources

Pitney Bowes Workforce 
Collection

• 10 Direct-to-student online courses

• Setting Career Goals

• Tailoring Your Resume

• Acing the Interview

• Communicating at Work

• Finding a Job Online

• Applying for a Job Online

• Interviewing for a Job Online

• Digital Workplace Tools (3 courses)

• Supplemental instructor course 



Workforce Atlas

workforceatlas.org

https://www.workforceatlas.org/


Workforce Atlas



Four Assessments



Job Interest 
Assessment

Simple assessment

Identify what you like to do

Click to select choice on 
scale



Job Skills 
Assessment

Identify what you do best

Simple ranking

Drag and drop sentences



Reading 
Assessment

Decoding skills

Vocabulary

Comprehension

Increase in difficulty

Up to 8th grade level



Math 
Assessment

Number operations

Fractions, decimals, percents

Negative numbers

Geometry

Charts, graphs, tables

Word problems



Recommendations



Resources



Programs



Incorporate into 
the orientation 

process.

Show students 
career pathway 
progressions.

Host a “Back to 
Work” workshop for 

students who are 
interested.

Use resources or job 
information to start 

an in-class 
discussion.

Have a tutor or counselor guide a 
student through the assessments and 

discuss their results one-on-one.

Use the assessments or resources 
during an exit interview to discuss 

next steps.

Use the resume 
template to 

practice writing.



The Pitney Bowes 
Workforce Collection

proliteracyednet.org/workforce

https://proliteracyednet.org/workforce


The Student Courses

• Created with input from the field

• Free with Education Network account

• 10 courses total

• 4 courses created in 2019

• 6 courses being released this week

• All courses:

• Feature simple navigation

• Contain plain language

• Are mobile friendly

• Require minimal computer skills



Setting Career Goals

Learn how to research careers and 
create a career plan.

• Complete a career self-assessment

• Differentiate between short- and 
long-term goals

• Practice writing SMART career 
goals

• Create a career plan



Tailoring Your Resume

Learn how to create a customized 
resume focusing on core 
qualifications.

• Write about skills and 
accomplishments

• Use keywords

• Describe work and education

• Write a cover letter



Acing the Interview

Learn about the best things to do 
before, during, and after a job 
interview.

• Research companies 

• Practice responses to common or 
difficult interview questions

• Making a good first impression

• Following-up after a job interview 



Communicating at Work

Learn how to communicate verbally 
and nonverbally in an effective way 
at work.

• Identify communication roadblocks

• Use active listening strategies

• Communicate as part of a team

• Phone, voicemail, and email tips



Finding a Job Online

Learn how to make a plan and use 
online tools and resources to get a 
job.

• Asking the Right Questions

• Preparing for the Online Search

• Beginning the Online Search

• Getting Ready to Apply



Applying for a Job Online

Learn how to collect and organize 
the materials you need to complete 
an online job application.

• Preparing to Apply

• Staying Organized

• Breaking it Down

• Completing the Application

• Following Up



Interviewing for a Job Online

Learn how to successfully interview 
for a job online.

• How to set up and use online 
meeting platforms

• What to do before, during, and after 
an online interview

• Practice answering interview 
questions



Digital Workplace Tools: 
Spreadsheet Basics

Learn how to create and edit basic 
spreadsheets for work.

• Using Google Sheets

• Creating and Using Spreadsheets

• Added Practice 



Digital Workplace Tools: 
Using a Word Processor

Learn how to create and edit basic 
documents for work.

• Using Google Docs

• Creating and Editing Documents

• Added Practice



Digital Workplace Tools: 
Email, Calendar & Communication

Learn about commonly used 
workplace apps and tools.

• Gmail

• Outlook

• Calendars

• Online Meeting Platforms



Mobile 
Friendly

Hamburger 

Menu
Play/Pause

Progress



The Home 
Page

Lesson Menu

Getting Started

Added Practice



Simple 
Navigation

Personalization

Arrows/swipe

Home

Print

Resources

Highlighted key words



Resource 
Library

Available on every slide

View, download, or print

Information and worksheets



Interactive

Clickable

Popup information

Audio narration

Videos



Knowledge 
Checks

Scenario-based

Unlimited tries

Feedback

Experience success



Added 
Practice

Apply learning

Preparation

Create plans and resources



Instructor Course

Five modules:

• Introduction

• Setting Employment Goals

• Tailoring Your Resume

• Acing the Interview

• Communicating at Work

Resources include:

• 18 handouts

• 15 audio and video examples

• Links to outside resources

• Activities for learning groups

• NEW! Pre- and post-tests

Note: The Instructor Course only focuses on the first four Pitney Bowes courses.



Practical Application

There are many ways to use the courses:

• Distance learning

• Blended learning

• Learning circles

• In-class lesson

• One-on-one with tutor

• Facilitated lab time

• Additional practice (aka homework)



Any Questions?

Thank you for attending!

Contact:

Lauren Osowski,

Senior Project Manager

losowski@proliteracy.org

mailto:losowski@proliteracy.org
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