





.Miswuﬁ
’. Connections
Connect o Your Fulure

Modules and Features of
The Missouri Connections Career Information System

The Missouri Connections Career Information System assists people in making better career decisions by providing accurate,
comprehensive, and current career information resources. All information files are inter-linked for seamless research.

Occupation and Employment Information

Occupational Information
Career Clusters —correspond to the 16 nationa! States’ Career Cluster Project and organize occupational information about
specific knowledge and skills, level of education and training, bibliography references for CTE areas, and curriculum
frameworks that reflect the higher academic standards required for learners to successfully transition to next steps
Octupational descriptions - Detafled descriptions of over 500 occupations with current regional, state, and national labor market
information

EmployerLocator
Links to job vacancies in your area

Military Employment
Frequently asked- questions regarding the military
Over 500 military occupational descriptions
Extensive information on military worklife

Self-Employment
Assists people to determine if self-employment is right for them
Includes an entrepreneurial quiz
Direct links to occupations with 10 percent or more self-employment

Job Search Files
Steps to a successful job search
Interviewing techniques
Sample interview questions
Tips for writing resumes and cover letters

Keep that Job
Information to help you stay gainfully employed

Reality Check
An interactive tool that matches lifestyle choices and occupations

Occupation Sort
An interactive tool that matches personat preferences associated with occupational attributes and occupations

Education and Training Information

Programs of Study
Admission and coursework requirements for over 800 program categories
Individual descriptions for each school’s program
Linked to all Missoun and National Schools

Missouri Schools
Detailed information on all licensed and accredited higher education institutions

U.S. Schools
Detailed information on over 4,000 licensed and accredited higher education institutions

Apprenticeship information
General information on apprenticeship plus contacts for sponsors throughout Missouri Connections

Short Term Training Resources
A file of short-term training programs requiring less than one year to complete



Schotarship Database
Sortable database of over 60.000 scholarship award possibilities

Financial Aid Information
Frequently asked questions regarding financial aid
Links to financial aid web sites
Information on state and federal programs

School Sort
Creates a list of schools based on personal criteria

Financial Sort
Creates a list of scholarships based on personal criteria

Assessment Tools

IDEAS: Interest Determination, Exploration and Assessment System® IDEAS

(Optional component for an additional fee)
Interest assessment normed separately for middle school, high school and adult use
Resulits link directly to Missouri Connections occupational descriptions
Available in English and Spanish

SKILLS
Identifies occupations that use the skills users prefer
Helps recognize skills that transfer between occupations
Lists the top 30 occupations that best match user skills.
Calculates a Holland Personality Type based on skill preferences ‘s
Rates skills to clusters of occupations. :
Compare skill preferences to the skills required by any occupation
Available in English.and Spanish

Interest Profiler
Relates user interest preferences to occupations
Results link directly to Missouri Connections occupations

Values: Work importance Locator
Learn about work values and occupations using ordered work values
Helps user decide what is important in a job

Assessment Link
Links results from other assessments taken away from Missouri Connections, such as the Self-directed Search (SDS) to
Missouri Connections information

Other Features and Support Materials

My Portfolio — Electronic Portfolio
Career planning tools
My favorites — a place to store assessment results and more
Course planner
Resume writer

Curriculum o

A complete framework for career developrmient

Hundreds of lesson plans

Two 18-week course outlines with lesson plans and all materials

Practical Learning Activities
Over 600 career development activities, organized by CTE areas

Administrative Site
Allows site administrators to manage portfolios and trace site usage
Allows administrators to communicate with users

A Member of ACSCI

AZCIS follows the (ACSCI) Standards. Meeting ACSC! Standards means that a career product or service complies with the highest quality standards
adopted by the Association of Computer-based Systems for Career Information (ACSCi). The ACSCI Standards are organized into four levels: core,
component, component integration, and comprehensive system.
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OQ L ennect to Your Future

Connect to Your Future... Today!

Missouri Connections s 3 web-based rescurce to help Missoun Citizens determne therr career mterests
expiore occupations, establish edutatien plans, develop job search strategies, and treate resumeés,
Spcnsored by the Depastment of Elementary and Secondary Education and the Department of Economic
Development Missoun Connections 15 available to students, parents, gudance counselors, educators, and jab
saekers at no charge.
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. Take Career Inf fon System

Leam about your career interests, values, and skills.

Buitd a portfotio

Keep track of assessment acores, favonte ctusters, occupations, colleges,
résumes, and moret

Create your career plan and course plan

Review with your counselor at least once a year

If you aiready have an account, log with your personal username and password

Now Users
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information Technology Matura) Hoapitatity & Tourism
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g Architecture &
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Arts, Audio-Visuat i
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Communiications Science, Technology,
Engineering & Math
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Distribution & Logistics
Health
Science
o2 MissouriConnections,org {8 Home | Priogout]
Canmext to Your Future
L 4 Menu ¥
Occupations - FAQs| Catwes Clusters | Ties tndex| Compate | Searcn}
Business Management and Administration . e {
& Overview ) N T T )
» Pathwavs skills
& Level of education and earmngs
& Skliis You wi} need the folowing skills to be successful in studying and working in the
# Helphd high school courses Bustness Management and Administration career duster. These are skils you fearn
# Emptoyment and outtook and practice in your high schoof courses to use In the occupations in this duster.
& Addiional resources
 Related Information o
& Otcupations

. Understand spoken information.

& Degree & Certficate Programs
Understand written information.

3
rlg—deos‘ I Express ideas dearty when speaking.

View Videa Write ideas dearly.
Read and understand work-related materials.
Write 50 other people can understand.
Speak so [Isteners understand the informatton.

Reason and Problem Soive

Use reasoning to discover answers to problems.

. Combine several pieces of Information and draw concdusions.

Analyze ideas and use loglc to determine their strengths and weaknesses.
Understand new information of matertals by studying and working with them.
Recognize the nature of a problem.

Find 2nd recognize Important information.

Put pieces of information {n order.

. Develop a number of possible sofutions for problems.

Evaluate the usefutness of tdeas.

Examine solutions to problems and evaluate thetr effectiveness.

Identify possible long-term outcomes of changes.

Judge the costs and benefits of a possible action.

Study measures of system performance and review their accuracy,

and. caiei
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Occupations

& Task bst

& Commsn work acbivibes

& workung condrions

& Physical demands

& Skills and abidnes

& Knowledge

& Preparaton

& Hetpfut high school courses
& Hiring practices

& Wages

& Employment and outlock
& Interests

& Advancement opportunies
& References

Rela(ed Information '
[ @ Gccunsbans

& Degree & Certrficate Programs
& Mititary Occupatisns

@ 0Bcentral
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Overview

Administrative services managers coordinate support
services for businesses and organizations.

At a successful company, things often took ke they run
themselves. The employees know what their tasks are,
every deadiine ts met. and products sefl out. The ofiice
itself 1s clean and organized. The copy machine has paper,
pendils are sharpened, and the air conditioning keeps
everyone coo! even when pressure is mounting (not to
mention the temperature). Often, outstders will say to the
person In charge, “You run a tight shipt”

it's true that the chief executive officer or operattons
manager says how the company Is run. However, it's
usually someone eise who makes sure that everything
from stocking the copy machine to scheduling work shifts
s handled. That's usually an administrative services
manager. This person keeps everything running smoothly
behind the scenes.

Support services is a term that applles to many parts of
an organization. Support stafi are those workers who
provide administrative or derical assistance to program

staff. Examples of support staff are secretaries. buliding managers, payrol derks,

and mail derks.

Admintstrative services managers coordinate and direct support services workers.
There are two levels of administrative services managers. The first-line managers,
also catled supervisory-| level managers oversee support services workers. They are

doasth tha d. of tha.

W view video
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Demonstration Site Log-in
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MissouriConnections.org { Text ety | 4P My Portfobo | BLag sut !
Canrect o Your Futire N
Meny v

- . } P 13 Urer Accounts Your Sexyurily & axr Oriority
1 : LOGIN CHANGES TAKE EFFECT
AUGUST 2013 Leam more

__AA_\_,ﬁ_J

g Create My Portcfio

se Migsoun Connections Traming Ste
1IR) veraon

My Career Plon
Assessment Yools

Career Cluster Inventory -P
IDEAS

Interest Profiler ¥

Reality Check &

SKILLS

Work Importance Locator o
Assessent Link

 Occupations & Employment |
Occupation Sort 4 {
Coreer Clusters
Occupations

Green Jobs o
Indusiries
Self-Employment
military Employinent
Job Search

Keep That Job

Set yourself apant from the

= Tests for Usars o

crowd—tahe time to pursue
extracurricular

Education & Tralning 1

Degree & Certificote ° Toels for Counsotors ond Toachors

Progroms & activities

School Sort [S .
Missouri Schroofs o logsarny
U.S. Colleges & Universities &~ Check out schoof N

Finaociot Ald Sort B ameie Directory

.
Finoncial Ald et help sorting w af ouc

Make campus visits

- Compare collcges sigo- E Employer Locator

Uissourl Resources
*GLE Gwdante Standards
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My Career Plan  Getting Started] Looking Deeper] fiext Steps| wring Worksheet|

What is My Career Plan?

a7 g s

FI

High school1s a tme to explore and prepare. Thinkmg about what vou want
from hugh schoci ang takung cancrete steps to attueve your goate wil halp
you reach vour dreams

My Career Plan helps you tearn more about yourself, research and evaluate Resmh Qatans
your apusns set and update goals, and make plans to Jssure your SuCless.

Whether you want to go to college, get a job, or folow some cther

pathway, the joumey wdi be more rewardng f you follow some smple Eahate QE‘?JQ{E‘:
steps.

My Career Plan 1s orgamzed nito three levels of adtivibes:

- Gething Started - Actvities for you o use to begin your pian, typxeally
grades 8-9.

» Looking Daeper - Achvities to help you expand and'update your plan
as vou explore your dreams, typ:cally grades 10-11.

o Next Steps - Activities that focus an getting ready for your [fe and
laarring after high schoal, tyoically grade 12,

Each leve! cantans five sechons with adivites that help you answer some reflecion questions pased m the
sectron, Your answers to the questions create your plan. The five sections partrayed on the logo to the nght are

« Xnow Myself - activitses to help you better know yourself

» Research Opuons - activities to help you research occupations and trang optians
« Evatuate Options - activties to help you weight your options

« Set Goals - attwibes to help you set personal, academit and career goals, and

« Make Pizns - acbvibies to support your career and tfe planning.

You will repeat these five sectrions withm each level, thus the arrows of the logo form a artle. As you grow and
change, the world changes around you, and the goals you hotd may need amending. Be open to change and be
thoughtful in vour plannmy to keep the doors to your future apen.

A final remmder - Life s not a destmation 5o enjoy your joumney.
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\,C@ ’ ety Returmts - Manu v
1DEAS R B o
Interest Realistic Investigative  Artistic Social Enterprising Conventional
Area

o T R4 Ball L B S )

Interest 4 v %
g v s

Average

Interest “ ¢ ¢ ¢ ¢

Low ¢
Interest :
Score 11 11 20 30 1T 25 29 12 25 27
| b -lg

e > é
IDEAS Hveren i e sync-c IDTAG™ Tan a0 i t=frare fore undet Liarsa tom Pasaan (e £ 1877 1222 *522 Feamzs o Al AGrd mmanes
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[ﬁ Home | &F My Portiono | & teg out
Menu: =]

o
Ceonnect to Your Futaore

Counselors & Teachers

Missoun Connections develops Ste Reseurces for those who teach aduse. and counse’ with Missoun Connections products
These resources help you use Missoun C mote y M youT and settings.

I Néiﬁsl { Admin Yools ] l Elassraom Activilies _!

News

+ What's New i CIS

2

« Site Administration

Sae administration Toals Logmt

1f you are a Missoun Cgnnections Site Coordinator, you can atcess these admmnistration tools. You
can find student and chent user names and pa , view portfofios (for or cients who
have “opted "), set up groups, and review and report on use of Missoun Connectons
components by indviduals and by groups.

Quick Starts

Adwisor Accounts for the Site Admmustratar 2]
Get Started with Portfalio Admuustrabion
Messaging

Parent;Guardian Accounts 2’

Populate and view Student Checklists #
UEP Customization

Tutorials
[ |
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my Portfolio -- Tom Schiimpert S waterfals v

Eans and Assessments
My Pereonal Plan of Study
¥ty Fausation and Work History

¥4y Files and Links

o' MissouriConnections.org (8] Hame | @ My Portiat | Beag cur
@ Cannect to Your Future N .
@ fistum to: ] Menu )
£ducation and Work History -- Tom Schimpert L2
Educationand Traing™. . - | <3 Format and Create Resume
mwmm SR You have several options for formatting your resume. First, you can select from one of four styles: Recent
— Grad, Acc , Chronological, or Func -skills. Click on the example next to each style to see the

have the option to exdude andjor reorder some of the data.

Achievements, AcGivities, and Skifls data sections that will be mcluded and the order of the data. If you select one the of the styles you will st}

Contact information and Rele
Format end Create Resume Seledt Previousty Saved Options for Resume
15y Resumes New-- L -

Sefect a Resume Style
@®Recent Grad (Sample}
O Accomptishment {Sample)
O chronologica! {Sampie)
O Funttional-Skifls (Sample)
Ceutld Your Own

Click on Help in the upper nght for additional information on your options.

B include Dates n Resume

Select References Option
@ List References
QUse statement - "References available upon request”
O Do not incude references or statement
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PARCHTS/ GUARDMNS

Log in heve with your partfohio o1 ste user
name and password.

Username:

Password:
g Sz m ]

Bamn ¥ prsenia Y

£HAT

A Personat Plan of Stidy can help you achieve
your goals - agw and {n the future. WIth Missourt
Connections, you catymake @ plan that’s right ke you.

» Determine your sWlis and interests

» Explore careers

#» Creatd an edocation plan

» Search for tolloges and training options
» Find ajob

: Colie e Trainin Careers
1 LEARN MORE ﬁ

SN
It's never to late to
plan your future,”

Lane County fiepartaent 0 vauth Services Martth Wuther King Education (enter &

~Career
19 |nformation System

&) moandio Vicaiow 3B 0Mesages Log Out
n

Text finty vesylos:

MG ASSISSMDNTS  OCOUPATIONS  EDUCATION  EMPLOYWENT  WYPORTROLI

Alexandria Victoria

Get Started

Createa Portfollo

Qrganize your career research, exploration, and planning tn your CI5 portfolio
Save tnformation including results from career assessments and exploration

3
dentify your carcer interestsg

\&Ewlsﬂtﬁmmmalw
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