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Career Ready 101 
The modern landscape of in-demand, high-paying jobs is ever changing.  Career Ready 101 will help 
prepare you to enter into this workforce in three separate ways.  First, Career Ready 101 will give you 
the necessary skills to enter into employment, such as work place ethics, work place communication, 
and self-management.  Second, Career Ready 101 will assist you with your job search and career goals 
in personalizing resumes, cover letters, and job applications.  Finally, Career Ready 101 will help 
prepare you for the needed academic skills required to enter into the workforce. 

 
 

Ruth Iten, Instructor 
Telephone: (907) 442-1507 
E-mail: riten@nwarctic.org 

  

 
 

LENGTH OF PROGRAM 
105 clock hours 

ENROLLMENT 
Fall and Spring Semester 

TRAINING HOURS 
8:30 a.m. to 9:00 a.m. Monday through Friday 
3:30 p.m. to 4:30 p.m. Monday through Friday 

OCCUPATIONAL LEVELS 
• Workforce Development 

PROGRAM PREREQUISITES 
• None 

 
 

• TABE   
Reading all levels 
Combined Math all levels 

• Students who score NRS Level 5 or above  
in reading and math have the option of 
developing a personal study plan with 
their Program Instructor for the afternoon 
session. 



Careeer Ready 101 
RConstructiRTechnology 

C 

 

Course Structure 
 

This course will be a combination of lecture and lab time.  Every morning from 8:30-9:00 AM in room 170 
we will meet as a school to discuss the skills needed to be successful in the modern workplace.  
Students will also work on individualized academic study plans to help in raising their skill levels for the 
workplace.  Students will work two days with reading content and two days with math content on the 
Career Ready Curriculum in the computer lab. 
Students will produce the needed documents to be successful in entering into employment:  creating 
resumes, cover letters, and completing job applications or academic applications. 

 
TOPICS: 
 
Career Clusters, Job Searching, Finances, 
Resume Writing, Cover Letter Writing, 
Interviewing Skills, Interpersonal 
Communications, Team Building, Time 
Management, Employeer Expectations, 
Problem Solving and Critical Thinking, Self 
Management, Job Performance 
Expectations, Applying for a Job 
 

 
 


