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Sample B Workplace Project Form
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Management By Objectives

An interactive process of defining objectives. 
MBO aims to increase organizational performance by aligning goals and objectives throughout the 
organization. Ideally, employees get strong input to identifying their objectives and time lines for 
completion. MBO includes ongoing tracking and feedback in the process to reach objectives. 

MBO is a popular management technique. The emphasis (of MBO) is on trying to predict and 
influence the future rather than on responding and reacting in the present. Management by 
Objectives is a ‘results-oriented’ philosophy of management that emphasizes accomplishments 
and results. The focus of MBO is on improving both individual and organizational effectiveness 
(Mescon, Albert, Khedouri 307). 

Peter Drucker, an advocate of the Management by Objectives technique, felt that every employee, 
from the highest to the lowest levels of organization, should have clear objectives that support 
those of managers on the level above them. Drucker felt that by following this process, each 
employee would have a clear understanding of what the organization expected from him or her, of 
the organization’s objectives, and the objectives of his or her supervisor.  

Douglas McGregor, another advocate of MBO, felt that an MBO approach enabled managers to be 
evaluated on the basis of results, rather than personality traits. For example, telling an employee 
he has little initiative is not a useful form of feedback. It is not specific enough for the employee to 
use for correcting his or her performance. 

In contrast, telling a subordinate that his output was ten percent below the original established 
objective six months ago provides a clear frame of reference, or a standard for controlling 
performance and discussing what problems seem to have occurred and what can be done to 
improve performance in the future. (Mescon, Albert, Khedouri 307).

Management by Objectives is a process of four interdependent and interrelated steps:

1. Formulating clear, concise statements of objectives

2. Developing realistic plans for their attainment

3. Systematic monitoring, measurement, and evaluation of performance and achievement

4. Corrective action to achieve the planned results (qtd. Mescon, Albert, Khedouri 307)

Formulating of Objectives
Employees should actively participate in the formulation of their own objectives, basing their 
objectives on those of their superiors. Each employee should prepare a set of objectives for his or 
her own work unit. Whatever the degree of participation, the objectives should contribute to those 
of his or her superior. If this is done, each manager will understand “what is expected of him and 
why, what he will be measured against and how” (qtd. Mescon, Albert, Khedouri 310).

Action Planning
The second stage of the MBO process is action planning. A clear set of objectives reflects the 
‘ends’ of managerial performance, while well-conceived action plans provide the ‘means’ for their 
achievement. Action planning involves determining who, what, where, when, and how much is 
needed to achieve the suggested objective. 
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The development of action plans has the following benefits:

1.	Assessing the feasibility of successfully completing objectives

2.	Identifying potential problem areas and unanticipated consequences

3.	Facilitating the search for better and more efficient ways to accomplish objective tasks

4.	Providing a framework for estimating costs and developing budgets, schedules, and 	
resources

5.	Identifying what work relationships and support are required

6.	Identifying the contingencies that should be taken into account in order for an objective to be 
attained (qtd. Mescon, Albert, Khedouri 310)

There are six steps in the action planning stage:

1.	Specify the major tasks and activities required to attain objectives

2.	Construct a schedule for performing them in the proper sequence

3.	Delegate appropriate authority for each activity

4.	Estimate time requirements for each major activity and sub-activity

5.	Determine the resources and costs of attaining objectives before attempting to implement them

6.	Verify deadlines and modify the action plan accordingly (qtd. Mescon, Albert, Khedouri 311)

Review and Evaluation
The review and evaluation stage occurs after the specified time for objective completion has 
elapsed. Its purpose is to determine the degree to which objectives were attained, identify any 
problems or obstacles that may have occurred, determine the causes of such problems, identify 
personal development needs, and reward effective performance.

Corrective Action
The last step of the MBO process is taking corrective action. Assuming that the original objectives 
have not been attained, after ensuring that you have accurately identified the cause, you must 
decide what action will be taken to correct the shortfalls.

Writing Good Work Objectives
In many organizations, people are asked to write work objectives, both for themselves and for 
others, as part of their company’s performance planning and appraisal process. Because this is a 
new process for many people, it is often difficult. Our goal is to help make the task of writing work 
objectives easier and more productive. 

Although writing good work objectives can be challenging, it is a manageable task. We must 
examine the qualities and characteristics of good work objectives and make the task of writing 
them easier (Nickols 1). By writing a work objective, you should clearly communicate the nature of 
the work to be performed as well as the guidelines for determining if performance is satisfactory.

Any well-written work objective should contain at least two components: a verb-object component 
and a standards component. A verb-object component specifies what is to be accomplished, and 
the standards component indicates acceptable performance requirements. These characteristics 
are common to both learning and work objectives (Nickols 1).  

Management By Objectives
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While the verb-object and the standards components are required, a conditions component is 
optional. Without the verb-object and standards components, the objective cannot be effectively 
acted on. 

Work Objective Examples:
1.	Increase the amount of revenue from new sources by not less than $10 million per year for 

each of the next five fiscal years.

2.	Return a program net of not less than 12.5% of expenses in fiscal year 1997-1998.

3.	Open letter mail at an average hourly rate of at least 375 pieces per hour, while observing all 
machine safety precautions and without damage to the contents of any more than one piece 
per thousand.

All of the above objectives are clear, measurable, and time-tied. Individuals should strive to include 
all of these qualities within their work objectives. As seen from the objectives above, objectives 
can be very broad or very narrow; they can address financial or operational matters; they can 
address situational or recurring work requirements. 

Effectively Communicate 
The purpose of a Workplace Objective is to effectively communicate expected performance. 
Objectives are derived from a process of reflection and analysis. Some common areas where 
reflection and analysis will yield objectives include problems, processes, practices, and people. 

Problems (Or if you prefer, ‘Opportunities’) 
Although many people prefer to label discrepancies in results as “opportunities” instead of 
“problems,” the facts are that a workplace environment is full of discrepancies, no matter how we 
choose to label them. Discrepancies in results offer fruitful ground for the origin and subsequent 
conditions of objectives (Nickols 4).

A problem is an obstacle which makes it difficult to achieve a desired goal, objective or purpose. 
It refers to a situation, condition, or unresolved issue. In a broad sense, a problem exists when an 
individual becomes aware of a significant difference between what actually is and what is desired. 
Every problem asks for an answer or solution.

Example: In business, a problem is a difference between actual conditions and those that are 
required or desired. Often, the causes of a problem are not known, in which case root cause 
analysis is employed to find the causes and identify corrective actions. (Wikipedia 2007).

Processes 
Work processes also offer significant ground for creating work objectives. This is particularly true 
with regards to any kind of ongoing or continuous improvement effort. In any case, objectives 
should be related to achieving specific, measurable improvements.

Practices
Practices, also referred to as methods and procedures, offer an additional area where reflection 
and analysis can produce work objectives. 

People 
In addition to the above sources, people can also be a source of creating work objectives. 
Individual’s developmental needs often generate work objectives, or individuals can create their 
own based on knowledge of their performance. 

Management By Objectives
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Focus on Results 
Whether routine or out of the ordinary, recurring or situational, all work may be viewed as a 
process having a result. Results are the outcomes of activity, the effects of actions taken. Work 
objectives for both kinds of work should reflect, in measurable terms, the results expected, not 
simply the activity to be performed. Placing measures on activity is not the same as developing 
measures of the results of that activity. For example, focusing on keystrokes per minute is a 
measure of data entry or word processing system operator’s activity. A useful measure of results 
might be the percentage of documents correctly keyed or typed (Nickols 6).

A Warning About Measuring Work and Performance 
You get what you measure. Before instituting measures of work performance, individuals need to 
think through the consequences of measuring what you contemplate measuring. If you fail to do 
so, the results you get might be far removed from what you are after. For example, for a customer 
service representative, measuring average call length could indeed lead to reduced costs per call. 
But it can also lead to a situation where customer service representative inappropriately cuts calls 
short. Generally speaking, some mix of measures is needed to balance the pressures exerted by a 
single measure (Nickols 6).

Definition of Terms Used for Successful Measurement Techniques
Milestones:

•	 How you measure your progress at something. In business, milestones are ways to determine 
where you are on a particular task, such as building a product. 

•	 Events or achievements that help verify that progress toward accomplishing goals and 
objectives is on track and on schedule.

•	 Achievable short term targets at which it is possible to evaluate progress towards a final 
objective.

•	 Provide object verifiable indicators for short-term objectives facilitating measurement of 
achievements throughout a project rather than just at the end, indicating times when decisions 
will be made.

•	 Planned events when certain planned deliverables are provided. Delays in meeting milestones 
are triggers for alerts and concerns and they can cause issues to be identified (www.google.com 
2006).

Baselines:

•	 Information gathered at the beginning of a study from which variations found in the study are 
measured.

•	 A known value or quantity with which an unknown is compared when measured or assessed 
(www.google.com 2006).

Benchmarking:

•	 Process of determining who is the very best, who sets the standard, and what the standard 
is. In baseball, you could argue that seven consecutive World Series Championships made 
the New York Yankees a benchmark. We do the same thing in business. Who is the best sales 
organization? The most responsive customer service department? The leanest manufacturing 
operation? And how do we qualify that standard? (http://management.about.com 2006).

Management By Objectives
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•	 Studies anything that will result in continuously pursuing improvement and excellence to 
meet customer expectations. It compares the information to “best-in-class.” It gives objective 
measurements of the effectiveness of allocating resources to best meet customer expectations.

•	 Information intensive and focused on measurement. It compares information to the best in the 
field. It lets us set objective goals and make action plans to create added value.

•	 Customers are the starting point in achieving excellence. Customers set the expectations for 
performance. They are the ultimate judges of the quality of the performance. 

•	 The process of finding, adapting and implementing outstanding practiced.

•	 Included the search for outstanding practices that lead to superior performance.

•	 Well-planned, systematic discovery and learning process. Clear objectives and mechanisms 
to measure performance are a prerequisite at the start of any benchmarking study. These 
objectives should be closely tied to the overall mission and vision of the organization.
1.	Once we decide what to benchmark, and how to measure it, the object is to figure out how the winner got 

to be the best and determine what we have to do to get there.

2.	Why should I benchmark? If you don’t know what the standard is you cannot compare yourself against it 
(www.csupomona.edu 2006).

•	 Continuous pursuit of excellence is the underlying and ever-present goal of benchmarking.

The Process for Writing Work Objectives
1. Before you begin writing, spend some time thinking about the organization. 

What are the problems it faces? What processes are in need of improvement? What practices need review? 
What are the developmental needs and requirements of the people?

2. Draft a verb-object or action component.

3. Think about why that action is required.  
What results will it produce? What outcomes will it have? What effects will be created? Why are they 
important? What is their value?

4. Modify the verb-object component, if necessary, to emphasize results rather than 
activity.

5. Think about ways of measuring the work you specified.

6. Draft some measurable standards the work must satisfy.  
How could you tell whether or not the work or results occurred? What is the measure of those results? 
Quality? Quantity? Speed? Money? Frequency? Ratios?

7. Think about the time frame in which the work should be accomplished.

8. Specify deadlines and due dates for the work.

9. Rethink it all, rewrite it, and rethink it again.

10. Rewrite it again, if necessary (Nickols 8). 

Summary
•	 Writing effective work objectives is not an easy task.

•	 Reconcile yourself to writing, reviewing, and rewriting.

•	 The form of a good work objective has two components: a verb-object, indicating what is to be 
done, and a standards component, indicating how well.

Management By Objectives
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•	 Work objectives may be broad or narrow, short or in depth, address financial or operational 
matters, and pertain to routine or situational work.

•	 In all cases, work objectives must be clear, measurable, time-tied  statements of the work to be 
accomplished and the results expected from that work (Nickols 8-9). 

Five Steps to Better Critical Thinking, Problem-Solving 
and Decision-Making Skills
“It might be more your nature to view a ‘problem’ as an ‘opportunity’” (Guffey 1).

Gone are the days when management expected workers to check their brains at the door and do 
exactly what they are told. As workers in today’s age of information, students will be expected 
to use their brains to think critically. They will be solving problems and making decisions, either 
individually or in groups. The decisions reached will then be communicated to management, fellow 
workers, clients, the government, and the public. To make the best decisions and become valuable 
knowledge workers, students can follow this simple five-step plan.

1.	Identify and clarify the problem. The first task is recognizing that a problem exists. The first step 
in reaching a solution is pinpointing the problem area.

2.	Gather information. Learn more about the problem or situation. Look for possible causes and 
solutions.

3.	Evaluate the evidence. Where did your information come from? Does it represent various points 
of view? How accurate is the information? Is it true facts, or are there opinions?

4.	Consider alternatives and implications. Draw conclusions from the gathered evidence and pose 
solutions. Then, weigh the advantages and disadvantages of each alternative. What are the 
costs, benefits, and consequences? What are the obstacles, and how can each be handled? 
Most importantly, what solution best serves your goals and those of your organization?

5.	Choose and implement the best alternative. Select an alternative and put it into action. Then, 
follow through on your decision by monitoring the results of implementing your plan (Guffey 1). 

Management By Objectives
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Creative Clerical &  
Research Human Resources Management &  

Leadership
Management &  
Leadership (Cont)

Author

Conceive

Create

Design

Develop

Devise

Direct

Enhance

Establish

Formulate

Illustrate

Improve

Initiate

Introduce

Invent

Launch

Market

Originate

Plan

Prepare

Produce

Propose

Set up

Structure

Write

Arrange

Automate

Budget

Catalog

Categorize

Calculate

Classify

Collect

Compare

Compile

Complete

Compute

Critique

Decrease

Diagnose

Dispatch

Distributed

Evaluate

Examine

Execute

Generate

Identify

Inspect

Interview

Investigate

Monitor

Operate

Organize

Prepare

Process

Purchase

Record

Retrieve

Review

Separate

Schedule

Screen

Summarize

Survey

Systematize

Tabulate

Validate

Verify

Advise

Assess

Assist

Clarify

Coach

Collaborate

Consult

Counsel

Diagnose

Educate

Employ

Group

Guide

Handle

Hire

Integrate

Mediate

Monitor

Motivate

Negotiate

Recruit

Represent

Select

Sponsor

Strengthen

Train

Administer

Analyze

Assign

Attain

Authorize

Chair

Consolidate

Contract

Control

Coordinate

Delegate

Develop

Direct

Evaluate

Enact

Establish

Exceed

Execute

Expand

Guide

Head

Implement

Improve

Incorporate

Increase

Initiate

Institute

Investigate

Launch

Lead

Maintain

Manage

Mediate

Negotiate

Organize

Oversaw

Perform

Plan

Prioritize

Produce

Propose

Conduct

Reorganize

Recommend

Reduce

Remove

Replace

Reposition

Reproduce

Retain

Review

Revise

Schedule

Simplify

Strengthen

Supervise

Action Word List
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Action Word List

Technical Communications Financial Teaching Critical Thinking
Assemble

Build

Calculate

Change

Complete

Compute

Convert

Construct

Design

Engineer

Operate

Overhaul

Modify

Program

Remodel

Repair

Restructure

Solve

Upgrade

Address

Arbitrate

Arrange

Articulate

Author

Convince

Correspond

Define

Develop

Direct

Draft

Edit

Enlist

Formulate

Influence

Interpret

Interview

Lecture

Moderate

Negotiate

Participate

Persuade

Present

Preside

Promote

Publicize

Recruit

Represent

Sold

Spoke

Translate

Wrote

Allocate

Analyze

Appraise

Audit

Balance

Budget

Calculate

Compute

Forecast

Increase

List

Manage

Market

Plan

Project

Research

Tabulate

Transfer

Update

Advise

Clarify

Coached

Communicate

Encourage

Evaluate

Explain

Guide

Influence

Inform

Instruct

Interpret

Persuade

Rewrite

Stimulate

Train

Analyze

Appraise

Arrange

Assemble

Assess

Calculate

Categorize

Choose

Collect

Compare

Compose

Construct

Create

Design

Diagram

Estimate

Evaluate

Examine

Formulate

Inspect

Measure

Organize

Plan

Prepare

Rate

Revise

Select

Setup

Score

Solve

Test



31

The CWEE program is in the process of collecting testimonials and photographs from businesses, organizations, 
and students to be used in the future marketing materials. By signing this testimonial, you agree to the following: 

I give College of the Canyons permission to quote me and use my digital image in any print and/or electronic 
media. 

Extra Credit - Student and Employer Testimonial
Project Due May 18, 2010

Student:
You will receive extra credit points only if a testimonial is provided by both you and your employer/supervisor and 
if you have submitted a photograph of yourself in a workplace setting. The photograph must be attached to your 
testimonial and also submitted electronically. Your testimonial should be a brief written statement describing what 
you have learned and how you have benefited by participating in the CWEE program.

Student’s Name:______________________________ Student’s Signature:____________________ Date: _____
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

 
 
 
 
 
 
 
 
 
 
 
 
Employer/Supervisor:
Write a brief statement regarding your experience with the CWEE program and how the student and how the 
student/employee benefited your organization by participating in CWEE.

Company Name:___________________________________ Date: _______

Employer/Supervisor’s Name: ________________________

Employer/Supervisor’s Signature: __________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

Student Model Release Form
For valuable consideration, I hereby consent to and authorize the use, reuse, reproduction, distortion, editing and modification by you, or any-
one authorized by you, of any and all photographs or images, digital or physical, which I have submitted to you. I understand that the usage 
of aforementioned image(s) may be included in, but not limited to, marketing, web publication, and other promotional materials. All images or 
photographs submitted to you (including physical and digital copies) shall constitute your property, solely and completely.

Signature of Model

Address
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Policies
Whom may I be employed by while in this program?
•	 Students may utilize their present worksites or receive internship assistance in certain programs.

•	 A legitimate business.  Home-based businesses are not usually acceptable.

Attendance Policy
•	 Comply with employer’s on-the-job attendance policy.

•	 No Workplace Project advisor meeting results in a failing grade in the CWEE course.

•	 Notify CWEE faculty/staff if you change your place of employment or supervisor.

•	 Be available to meet with CWEE faculty/staff.

•	 Log your hours using CWEE timesheets.

•	 Student must be working at either a paid or non-paid job.

Appointment Policy
•	 You are required to schedule your own appointment for advisor meeting with CWEE faculty.

•	 Scheduled appointments must be kept or points will be deducted from your overall grade. If you need to 
make/cancel an appointment, please call (661) 362-3309 ONLY.

•	 You must give at least 24 hour notice to cancel an appointment without penalty.

•	 If you are considerably late for an orientation or appointment, you will have to reschedule.

•	 Mandatory orientation may be waived for continuing students, if grade of “B” or better was achieved.

Incomplete Policy 
The grading policy requires that an Incomplete (“I”) grade be given only for satisfactory but incomplete 
work for “unforeseeable emergencies or extenuating circumstances” which occur at the end of the semester. 
Extenuating circumstances means verified cases of accidents, illness, or other circumstances beyond the control 
of the student.  Supporting documentation from doctors, employers, etc may be required. It is the student’s 
responsibility to contact the CWEE office to complete an “Incomplete Grade Contract” form #029. If 
the form not submitted to the CWEE office, the student may receive an F or another letter grade as appropriate. 

To clear an “I” grade, a student must make arrangements with the instructor to make up the grade prior to 
the end of the ensuing semester in which the incomplete was given.  Failure to clear an “I” grade will result in 
a grade by the instructor given in lieu of completion of the course and could result in an F or FW grade being 
assigned. 

Grading Policies
•	 If you are late or miss a scheduled meeting with CWEE faculty, points will be deducted from your grade.

•	 Credit is awarded on the basis of projects completed and the number of hours worked.

•	 Each student needs a minimum of 75 hours of paid work or 60 hours of unpaid work for each unit of credit.

•	 The grade you earn will be a direct reflection of the quality of assignments and amount of effort you put forth 
towards satisfying the course requirements.

•	 Timesheets must be turned in by the due dates.

•	 Late work will result in a grade reduction.

•	 Contact the CWEE office to review graded assignments during the semester or pick up after the semester 
ends, to acquire beneficial feedback.

•	 Retrieve your final grade via email, telephone or in person after end of semester.
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How your assignments will be graded. 

Place the following information on all of your assignments:
1.	 Your name

2.	 The date

3.	 The assignment number and title

Career Related assignment and Workplace Projects must include the following:
1.	 Introduction – in one or two paragraphs, introduce and identify the point of your paper

2.	 Body – in this section describe, explain and discuss the topic

3.	 Conclusion – in the final section summarize your findings

The following criteria must be used when formatting your paper:
•	 All pages must be typed and double-spaced

•	 12 point font must be used

The following criteria will be looked at when evaluating the structure of your paper:
•	 Competent editing

•	 Use of conventional spelling and punctuation

When writing your papers you should:
•	 Strive for clarity and accuracy

•	 Develop a sense of relevance, consistency, and significance

•	 Develop depth and breadth of a subject

The following Performance Standards will be used for grading:
Grade Criteria

A •	 Provides fully elaborated ideas.
•	 Organization is smooth, logical and purposeful.
•	 Provides several examples for the reader. Examples and details are well-chosen and developed.
•	 Adequate sentence structure and vocabulary/spelling.
•	 In-depth analysis of the topic with complete discussion.

B •	 Provides generally clear ideas.
•	 Organization is generally smooth, logical and purposeful, but has occasional inconsistencies.
•	 Somewhat limited development of ideas.
•	 Provides some examples for the reader.
•	 Some errors in sentence structure and vocabulary/spelling.

C •	 Ideas tend to be listed rather than elaborated with examples.
•	 Weak sentence structure. Basic use of vocabulary.
•	 Several spelling errors.
•	 Lack of in-depth analysis.

D •	 Poorly stated ideas.
•	 Overall lack of organization. Carelessness or lack of ability.
•	 Very general. Too brief of a summary or reaction.
•	 Many errors in overall work.

Policies
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Total Points Possible
The Cooperative Work Experience Education Program is a graded course. Students are evaluated 
by their employers and CWEE faculty on the basis of their accomplishment of the established 
Workplace Project Objective(s) and timely completion of all school-based assignments. You will 
receive the letter grade you have earned based on the quality of completed assignments on time 
and work hours accumulated.

The following breakdown represents the maximum number of points possible for each 
component of the course:

Assignment 1 or 2 units 3 or 4 units
#1 Email 10 20

#2 Worksite Directions 10 20

#3 Student Survey 20 40

#4 Workplace Project(s) 60 120

Total points possible 100 200
Extra Credit - Employer Testimonial 5 10

Grades will be determined according to the following point scale:

1 or 2 units 3 or 4 units
90 - 100 points = A 180 - 200 points = A

80 - 89 points = B 160 - 179 points = B

70 - 79 points = C 140 - 159 points = C

60 - 69 points = D 120 - 139 points = D

50 - 59 points = F 100 - 119 points = F

Points will be deducted for: 1 or 2 units 3 or 4 units
No signed employer letter 5 10

Missed Workplace Project faculty advisor appointment 2 each 4 each

Workplace Project(s) not signed by employer (form: step 2) 5 5 each

No employer evaluation of Workplace Project(s) 
(form: step 6)

Fail Assignment Fail Assignment

Employer evaluation of Workplace Project(s) below 90% 
(step 6 of form)

80% = 6 pts
70% = 12 pts
60% = 18 pts

80% = 6 pts each
70% = 12 pts each
60% = 18 pts each

Late timesheet 2 each 4 each

Late assignments #1 - 4 20% 20%

No Workplace Project advisor meeting (form: step 4) Fail Course Fail Course
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Career Development
College of the Canyons offers workshops and counseling classes.  Counseling classes are credit 
classes and can be found in the schedule of classes for exact dates and times.

Career Services
The Career Center is open to the public and students. Some of the services they provide:

Workshops
•	 Job Search
•	 Resume Writing
•	 Interviewing 

Success
•	 Career exploration

Computer lab Resume template Free telephone service

Resource library Resume critiques Free fax service

Career Center SCOH-103
(661) 362–3286

Computer Labs
College of the Canyons provides four locations where a computer may be used for internet 
research and completing projects. In addition, the Tutoring, Learning, Computing Lab (TLC) offers 
free assistance on your required projects.

TLC BONH-209
The TLC lab has computers with internet as well as printing access. In addition, the TLC lab also 
provides tutoring in many areas including English to assist you with your CWEE projects.
(661) 362–3344 Computers
(661) 362–3351 Computers
(661) 362–3349 English
(661) 362–3345 Math

TLC BONH-212
The room has computers with internet as well as printing access when not in use as a classroom 
(check the schedule in the lab).

Library Open Computer Lab LIBR-210
The library’s Open Computer Lab has computers with internet as well as printing access.
(661) 362–3359 First floor
(661) 362–3361 First floor
(661) 362–3334 Second floor
(661) 362–3605 Second floor

Student Center Computer Lab STCN-124
Activity sticker needed on ASG ID. (661) 362–5050

Campus Resources
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Web Site Resources

Cooperative Work Experience Education Website
Additional website references are listed at www.canyons.edu/cwee

Jobs (general) Links
www.dailynews.com 
www.la-times.com 
www.monster.com 
www.careerpath.com 
www.monstertrak.com 
www.jobsmart.org 
www.scvjobs.com 
http://hotjobs.yahoo.com/

COC - Career Center
www.canyons.edu/offices/
careercenter/

California Employment 
Development Department
www.edd.ca.gov

CalJobs
www.caljobs.ca.gov

California Department of 
Rehabilitation
www.rehab.cahwnet.gov 
 
Free E-mail Links 
www.gmail.com 
www.mail.yahoo.com 
www.hotmail.com	 
 
Career Resources Links 
Wall Street Journal
http://college.wsj.com

The Internet Public Library
www.ipl.org/teen/pathways/
career.html

State Center Consortium
www.statecenter.com

Occupational Outlook 
Handbook
stats.bls.gov/ocohome.htm 

America’s Career InfoNet
www.acinet.org/crl/library 
.aspx

Resume Writing Links
hotjobs.yahoo.com/resume 
www.eresumewriting.com/ 
www.quintcareers.com/resres.html 
career-advice.monster.com/

Time Management Links
www.studygs.net/timman.htm 
www.dartmouth.edu/~acskills/success/time.html

Goal-Setting Links
www.goalsettingtips.net 
www.canyons.edu/offices/CWEE/cwee_smart_resources.asp

Career Exploration Links
 
BusinessWeek Career Development
http://www.businessweek.com/careers/index.htm 
 
CareerInfoNet Profile & Video
Use videos to learn about careers: 
acinet.org/videos.asp
Search through occupations: 
acinet.org/occ_rep.asp

California Career Zone Assessments 
www.cacareerzone.org/flash/assessments.html 
 
California Reality Check 
www.californiarealitycheck.com

Occupational Outlook Handbook
http://www.bls.gov/oco/home.htm
 
Career-Related Personality Assessment Links

Keirsey Temperament Sorter-II (registration required)
www.keirsey.com/sorter/register.aspx
The #1 online personality assessment used by Fortune 500 companies.

O*Net Online Skill Search 
online.onetcenter.org/skills
This will assess your current skills in order to suggest careers that might fit with your 
natural tendencies and abilities.

HumanMetrics - MBTI Jung Typology Test 
www.humanmetrics.com/cgi-win/jtypes2.asp 
You will obtain your type formula, strength of the preferences and type description as a 
result of the Jung Typology Test.

Princeton Review - Career Quiz (registration required) 
www.princetonreview.com/cte/quiz/career_quiz1.asp  
Identify potential careers and learn more about your personal interests and style.

Riso-Hudson Enneagram Type Indicator 
http://9types.com/rheti/index.php 
This quiz can help you determine your Enneagram personality type.

The Kingdomality Personal Preference Profile 
www.cmi-lmi.com/enterppp.html
Certain personality types/styles gravitate to certain occupations – assess your medieval 
vocational personality. 
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Where to Explore the World of Work

California Career Resource Network (CalCRN)
www.californiacareers.info

This site is sponsored by the California Career Resource Network (CalCRN).  Whether you are a stu-
dent, career seeker, counselor, teacher, parent, career development professional, or simply interested in 
careers, you will find many important links, information, and training to explore from this site.

California Training & Education Providers (CTEP)
www.californiacareers.info

The most comprehensive database of training providers in California.  It is your best guide to local 
training information.  You simply match yourself to private or public schools or colleges and universi-
ties, which meet your training interests or needs.  The database contains more than 2,600 training 
providers.

Employment Development Department’s (EDD’s) 
Labor Market Information Home Page
www.labormarketinfo.edd.ca.gov

Comprehensive labor market information (LMI) to assist economic developers; educators and schools; 
employers; job seekers, workers, researchers and more.

Wages by Area
www.labormarketinfo.edd.ca.gov/?pageid=1009

State, regional and local wages for over 700 occupations.

Job Growth & Decline by Area
www.labormarketinfo.edd.ca.gov/?pageid=1011

State, regional and local estimates forecast whether an occupation will be growing or declining in the 
future.

California Occupational Guides
www.labormarketinfo.edd.ca.gov/?pageid=139

Information sheets for over 300 occupations that include job descriptions, working conditions, employ-
ment outlook for the future, wages, benefits, training and more.

WorkSmart
www.worksmart.ca.gov

This link helps you prepare for and find a new job.

Career Opportunity Reports by School-to-Career 
Regions
www.labormarketinfo.edd.ca.gov

Reports that aid students and career professionals in the exploration of career opportunities in five 
industries: Health Services; Arts, Media, and Entertainment; Hospitality, Tourism and Recreation; Infor-
mation Technology; and Manufacturing.

California Licensed Occupations
www.careerinfonet.org/licensedoccupations

Questions on job-related licenses, certifications, fees and more can be answered using the “Licensed 
Occupations” list provided in American Career InfoNet Career Tools section.

Career Guide to Industries
www.bls.gov/oco/cg

The Career Guide to Industries provides information on available careers by industry, including the 
nature of the industry, working conditions, employment, occupations in the industry, training and 
advancement, earnings and benefits, employment outlook, and lists of organizations that can provide 
additional information.

Career One Stop
www.careeronestop.org

This portal connects users to relevant links, resources, and community services offered over the inter-
net.

America’s Career InfoNet
www.acinet.org/acinet

An electronic storehouse of national, state, and local labor market data with employment trends, wages 
and more. Lists millions of employers by industry, occupation, and name. Provides prevailing wages and 
living costs anywhere in the country.

O*Net Code Connector 
www.onetcodeconnector.org

If you have trouble finding the occupation you are researching, the O*NET Code Connector can help. 
It crosswalks popularized lay occupational titles to the official terms used by government to collect 
occupational information. Site includes description, tasks and related occupations.

O*Net Online 
online.onetcenter.org

The O*NET database is a comprehensive source of descriptions and skill sets for specific occupations. 
O*NET online allows both the public and private sector to directly access key data for identifying and 
developing the skills of the American workforce.

America’s Service Locator 
www.servicelocator.org

Connects you to local offices providing the employment and training services you need—for example, 
local One-Stop Career Centers. Type in your address to get a map and driving directions to the nearest 
location providing the services you are seeking.

Career Zone 
www.nycareerzone.org

CareerZone is a free, career exploration and planning system designed especially for New York State 
students, but of value to others as well.  The CareerZone website brings together multiple sources 
of career and labor market information to make career exploration and planning for the future a little 
easier.

The Riley Guide 
www.rileyguide.com

Employment opportunities and job resources online.

Job Hunter’s Bible 
www.jobhuntersbible.com

This site is designed as a supplement to Dick Bolles’ book, The 2003 edition of What Color Is Your 
Parachute? A Practical Manual for Job-Hunters and Career-Changers, published by and available from 
Ten Speed Press. This site will be particularly helpful if used along with that book.

Job Web 
http://jobweb.com

Career and Job search advice for new college graduates, and an online complement of job search 
publications.
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