
National Career Readiness Certificate

Career Ready 101



ACT, Inc. is an independent non-profit 

organization that provides a broad array of 

assessment, research, information, and 

program management solutions in the areas 

of education and workforce development.

WorkKeys® is a job skills assessment system 

that helps employers select, hire, train, 

develop, and retain a high-performance 

workforce.

Today, over three million certificates have 

been issued and more than 40 states have 

statewide or regional certificate programs. 

What is WorkKeys?
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Level 3 Workplace 
Documents

ATTENTION CASHIERS:

All store employees will now get 20% off the price of clothes they buy here. 

Please follow the new directions listed below.

Selling clothes to employees

• Ask to see the employee's store identification card.

• Enter the employee's department code number into the cash register.

• Use the cash register to take 20% off the price. Then push the sales tax 

button.

• Write your initials on the sales receipt.

• Sell clothes to employees during store hours only.

Accepting clothing returns from employees

• Employees receive a store credit certificate for clothes they return to the store.

• Store credit certificates are next to the gift certificates.

• Employees may not get a cash refund for clothes they return to the store.



Level 3 Workplace 
Documents

You are a cashier.  According to the notice shown, what should you write 

on the employee’s receipt?

A. The employee’s identification number

B. The employee’s department number

C. The amount of sales tax

D. The 20% discount price

E. Your initials



Level 3 Graphic Literacy

On which date was 

RFI-0386 requested?

A. 01/28

B. 01/29

C. 01/30

D. 02/02



Level 3 Applied Math

How much change should you 

give back?

A. $15.26

B. $16.16

C. $16.26

D. $16.84

E. $17.16

In your job as a cashier, a 

customer gives you a $20 bill to 

pay for a can of coffee that costs 

$3.84.



• Aligned with ACT’s WorkKeys® Assessments

• Provides placement tests, instruction, & post-tests

• More than 1,200 hours and 22,000 pages of electronic 

instruction

• Includes soft skill training component – Work Habits

• Lessons presented in work scenarios, applied context

• 3 Core Test available in Spanish
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Content is divided into Units, Subjects & Lessons
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Lessons contain downloadable resources that allow the instructor 

to hand teach, use the computer based instruction or a 

combination of both techniques.
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Instructor resources 

include PowerPoints for 

presentations and *.pdf 

files for handouts.
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Melody Burgess

Projects Manager

mburgess@mcbc.biz

Office: 831.216-3000

www.mcbc.biz
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