NHCO Employment Coaching Initial Assessment

[bookmark: Text3]Date	Click here to enter a date.   Coach      	Referred by      

[bookmark: Text4][bookmark: Text9]Client      		Email	     
[bookmark: Text7][bookmark: Text8]   Phone – home      		cell	     	
[bookmark: Text6]Address       
Education Level  Choose an item.		Marital Status Choose an item.	
[bookmark: Text5]Housing Status  Choose an item.		DOB	     								
Proof of Income & source Click here to enter text.
Monthly income amount $  Click here to enter text.

Previous or present employment information:
[bookmark: Text10]Company & Job-       	
[bookmark: Text11]      Date & Reason for leaving-       	
Company & Job-       	 
     Date & Reason for leaving-       
Company & Job-       
     Date & Reason for leaving-       	

Skills / certifications:
 Client’s Computer skills:	 
[bookmark: Check2]|_| Word	|_| Needs to update			|_| Excel 	|_| Needs to update		
[bookmark: Check4]|_| Internet, uses at:   |_| Home  |_| Library |_| Other-      
|_| Keyboard typing -	WPM      					
[bookmark: Text12]|_| Other-      
														
[bookmark: Text13] Current Licenses / Certifications-       				
[bookmark: Text14] Military service-      

Restrictions:

[bookmark: Text15]Transportation-       	
[bookmark: Text16]Driver’s license-       
[bookmark: Text17]Physical limitations-       				
[bookmark: Text18]Child care-       
[bookmark: Text19]Doctor’s care-       
												


Job Search priorities: Type of position or job
[bookmark: Text20]1      
[bookmark: Text21]2      
[bookmark: Text22]3      

Coaching Checklist	    Done							   Done
[bookmark: Check13][bookmark: Check18]|_| Create email account 	|_|   	|_| Establish internet access	|_|		
[bookmark: Check14][bookmark: Check19]|_| Job search sites list   	|_|	|_| Computer literacy classes (NHCO)	|_|
[bookmark: Check15][bookmark: Check20]|_| Create résumé	|_|	|_| Revise résumé	|_|
[bookmark: Check16][bookmark: Check21]|_| Create cover letter	|_|	|_| Revise cover letter	|_|
[bookmark: Check17][bookmark: Check22]|_| Interview prep	|_|	|_| Create CareerLink account	|_|			
Client needs		   Done							   Done
[bookmark: Check23]|_| Clothing	|_|	|_| Transportation (Community Auto)	|_|	
[bookmark: Check32][bookmark: Check28]|_| Education/training	|_|	|_| Disability issues	|_|
[bookmark: Check25][bookmark: Check29]|_| Financial literacy	|_|	|_| Criminal record assistance	|_|		
[bookmark: Check26][bookmark: Check30]|_| Computer skills	|_|	|_| Child care	|_|
[bookmark: Check27][bookmark: Check31]|_| Housing	|_|	|_| AARP Senior employment	|_|	

Referral for other staff services
|_| Natalie-AP				|_| Josh-MV (utilities)			
|_| Brandi-AP				|_| Nicole-NB
|_| Heather-MV				|_| Althea-NB				Done |_|	
|_| Other         		Notes  Click here to enter text.

Client information:
|_| Unemployed				|_| Underemployed
|_| Unemployment compensation

Notes from initial meeting:      

Follow-up meetings
	Date
	Email
X= Yes
	Phone
X= Yes
	Appointment location
	Cancel / no show

	enter date	[bookmark: Check8]|_|
	[bookmark: Check7]|_|
	     
	Choose an item.
	enter date	[bookmark: Check9]|_|
	[bookmark: Check10]|_|
	     
	Choose an item.
	enter date	[bookmark: Check11]|_|
	[bookmark: Check12]|_|
	     
	Choose an item.


Return updates to:  hzgibbs@nhco.org   or Fax:  412-821-5480
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