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CCaarreeeerr  CCooaacchh  JJoobb  DDeessccrriippttiioonn  
 

DEFINITION:  Instruct or coach participants and/or groups in the fundamentals 

of career planning by demonstrating techniques and teaching a standardized 

approach. Provides timely guidance and feedback to help participants evaluate 

their strengths and weaknesses in specific knowledge/skill areas so that they can 

choose a career direction and prepare an action plan for career success. 

Sample of reported job titles: Coach, Career Counselor, Career Advisor 

ONET Related Jobs used to create this job description:   
 
 21-1012.00 - Educational, Vocational, and School Counselors 
 21-1021.00 - Child, Family, and School Social Workers 
 21-1093.00 - Social and Human Service Assistants  

 

CAREER COACH PROFILE 

 

The WorkKeys assessment scores should be used in conjunction with other 

criteria as outlined below as well as interviews, employment history, and 

application reviews, when making selection or other high-stakes employment-

related decisions. 

NATIONAL CAREER READINESS CERTIFICATE 

WorkKeys Profile 

 

*The WorkKeys Career Coach Job Profile Report can be reviewed for further 

information regarding the process used to develop the above profile.  

Although not required for hiring purposes an organization may also consider 

administering the Observation or Listening WorkKeys assessments. 

4 4 
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PERSONAL SKILLS ASSESSMENTS 

o Performance can be used as an initial screen to exclude candidates 

who are likely to be unreliable. 

o Talent measures work-related attitudes and behaviors in a more 

comprehensive manner than Performance and should be used for 

Career Coach selection. 

o Rational Mapping of Talent Scales with Relevance to Career Coaches 

(under development) 

 

Talent Scale Importance to Occ. Key to profile 

Carefulness moderate  

Cooperation high x 

Creativity moderate   

Discipline high x 

Goodwill moderate to high x 

Influence low   

Optimism moderate   

Order moderate   

Savvy moderate  

Sociability moderate   

Stability moderate to high x 

Striving low   

*The ACT Memo dated 10/14/09 outlines a more complete 

benchmarking study to be completed once there is a large sample of 75 

– 125 Career Coaches practicing.  Both Talent assessment and 

supervisors’ rating should be collected to conduct the study. 

o Fit measures an individual’s work-related interests and a broad range 

of work-related values.  The O*NET occupations listed above would 

provide good initial targets. 
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EDUCATION/WORK EXPERIENCE 

o A fully prepared Career Coach should (at minimum) hold a Bachelor’s 

degree in a related field and have 3-5 years of relevant experience. 

Or, 

o Hold a 2-year Associate degree in a related field and be Global Career 

Development Facilitator (GCDF) Certified or have Certification 

Pending.  GCDF Course content focuses on twelve career-related 

competencies.  More information can be found at http://www.cce-

global.org/ 

When applying for certification after the course, the requirements combine 

work experience and educational levels to meet the certification requirements. 

These requirements are:  

 

Educational Level of 

Applicant 
Career Development Experience Required 

Graduate degree  1,400 hours (estimated one year)  

Bachelor's degree 2,800 hours (estimated two years) 

Two years of college  4,200 hours (estimated three years) 

High school diploma/ GED 5,600 hours (estimated four years) 

CAREER COACH TRAINING 

o Successful Participant of Career Coaching Process 

o Career Coaching Certification Training Completion  

 

TASKS 

 Plan, organize, and conduct individual sessions.  

 Assists client to understand their abilities, talents, interests, and personality 

characteristics in order to develop realistic academic and career options.  

 Provide training direction, encouragement, and motivation in order to prepare 

participants for assessments, homework, exploration and creating an action 

plan and portfolio.  

 Adjust coaching techniques, based on the strengths and weaknesses of 

participants.  

http://www.cce-global.org/
http://www.cce-global.org/
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 Clarifies the current situation/clarifies expected behaviors, knowledge, and 

level of proficiency by seeking and giving information and checking for 

understanding. 

 Explains and demonstrates/provides instruction, positive models, and 

opportunities for observation in order to help others develop skills; encourages 

questions to ensure understanding. 

 Provides reinforcement, gives timely, appropriate feedback in conveying 

information, interpreting assessment results and acknowledges efforts and 

progress. 

 Uses key coaching principles/establishes good interpersonal relationship by 

helping people feel valued, appreciated, and included in discussion, enhances 

self-esteem, empathizes, involves, discloses, and supports. 

 Guide others to complete tasks and procedures successfully. 

 Provide specific and objective feedback about career tasks and/or activities. 

 Explain to others how and why a certain conclusion was reached.
1
 

 Maintain accurate and complete records as required.  File reports that detail 

individual assessments, demographics, provide insight to current situation, 

and opportunities for future action plan efforts.  

 Observe and keep records of participants’ performance, behavior, and 

development. 

 Instruct participants or groups in coaching process, self-understanding, 

strategies for exploration, deciding on one specific way occupation and what 

steps are necessary to complete a comprehensive action plan to achieve 

desired results. 

 Compiles and studies occupational, educational, and economic information to 

aid students in making and carrying out vocational and educational goals and 

objectives.  

 Instruct participants regarding educational issues such as course and program 

selection, class scheduling, school adjustment, study habits, and career 

planning.  

 Encourage participants to seek additional assistance if they have personal, 

social, or behavioral problems affecting their educational or vocational 

situations. (i.e. mental health, poverty, unemployment, substance abuse, 

physical abuse, rehabilitation, social adjustment, child care, or medical care.)  
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 Refer participants to community resources for services such as job placement, 

debt counseling, legal aid, housing, medical treatment, or financial assistance, 

and provide concrete information, such as where to go and how to apply.  

 Prepare participants for educational experiences by encouraging them to 

explore learning opportunities and to persevere with challenging tasks.  

 Refer students whose behavior, progress, foundational skill or personal skill 

results indicate a need for assistance, diagnosing students' specific skill and 

outlining the specific need for remediation or training services 

 Assists client with career development and locating and applying for jobs, 

including writing resumes and improving job interviewing techniques.  

 Follow the CDF code of ethics and know current legislative regulations 

 Have a passion for helping others understand and communicate their true 

value.  

 Partner with people to help them transform their life and become more 

productive, effective and fulfilled in a very competitive playing field. 

 Help participants identify their natural strengths, personality, behavior, 

motivations, goals, abilities and desires. Through active listening and having a 

comprehensive toolkit that will help participants first identify their goals and 

then move toward them faster than one individual could do alone. 

 Offer creative viewpoints, guidance and motivation all along the way 

regardless of the time it takes.  

 Provide ongoing support until the client has met his/her goals. 
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Appendix A:  Knowledge, Skills, Abilities, and Other Characteristics  

KNOWLEDGE 

 

SKILLS 

Education and Training — Knowledge of principles and methods for 

curriculum and training, teaching and instruction for participants and groups, and 

the measurement of training effects. 

Psychology — Knowledge of human behavior and performance; individual 

differences in ability, personality, and interests; learning and motivation; 

psychological research methods; and the assessment and treatment of behavioral 

and affective disorders. 

Counseling and Guidance — Knowledge of principles, methods, procedures 

and resources for career counseling and guidance. 

Facilitation — Proficient in basic career facilitating process with knowledge of 

principles, methods, and procedures for diagnosis and provision of career 

counseling and guidance.   

Customer and Personal Service — Knowledge of principles and processes for 

providing customer and personal services. This includes customer needs 

assessment, meeting quality standards for services, and evaluation of customer 

satisfaction. 

Personnel and Human Resources — Knowledge of principles and procedures for 

personnel recruitment, selection, training, compensation and benefits, labor 

relations and negotiation, and personnel information systems. 

Administration and Management — Knowledge of business and management 

principles involved in formal and informal career development assessments, 

strategic planning, resource allocation, human resources modeling, leadership 

technique, production methods, and coordination of people and resources. 

Clerical — Knowledge of administrative and clerical procedures and systems 

such as word processing and database management, managing files and records, 

stenography and transcription, designing forms, and other office procedures and 

terminology. 

English Language — Knowledge of the structure and content of the English 

language including the meaning and spelling of words, rules of composition, and 

grammar. 

Technical — Knowledge of career development computer applications, 

programs and assisting in the steps related to the development.  Including job 

search strategies and placement techniques. 

Instructing — Teaching others how to do something. 
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ABILITIES 

Speaking — Talking to others to convey information effectively. 

Active Listening — Giving full attention to what other people are saying, taking 

time to understand the points being made, asking questions as appropriate, and 

not interrupting at inappropriate times. 

Time Management — Managing one's own time and the time of others. 

Social Perceptiveness — Being aware of others' reactions and understanding 

why they react as they do. 

Coordination — Adjusting actions in relation to others' actions. 

Monitoring — Monitoring/Assessing performance of yourself, other 

participants, or organizations to make improvements or take corrective action. 

Active Learning — Understanding the implications of new information for both 

current and future problem-solving and decision-making. 

Learning Strategies — Selecting and using training/instructional methods and 

procedures appropriate for the situation when learning or teaching new things. 

Critical Thinking — Using logic and reasoning to identify the strengths and 

weaknesses of alternative solutions, conclusions or approaches to problems. 

Reading Comprehension — Understanding written sentences and paragraphs in 

work related documents. 

Service Orientation — Actively looking for ways to help people. 

Writing — Communicating effectively in writing as appropriate for the needs of 

the audience. 

 

Information Ordering — The ability to arrange things or actions in a certain 

order or pattern according to a specific rule or set of rules (e.g., patterns of 

numbers, letters, words, pictures, mathematical operations). 

Oral Expression — The ability to communicate information and ideas in 

speaking so others will understand. 

Speech Clarity — The ability to speak clearly so others can understand you. 

Deductive Reasoning — The ability to apply general rules to specific problems 

to produce answers that make sense. 

Inductive Reasoning — The ability to combine pieces of information to form 

general rules or conclusions (includes finding a relationship among seemingly 

unrelated events). 

Oral Comprehension — The ability to listen to and understand information and 

ideas presented through spoken words and sentences. 
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WORK ACTIVITIES 

Problem Sensitivity — The ability to tell when something is wrong or is likely 

to go wrong. It does not involve solving the problem, only recognizing there is a 

problem. 

Speech Recognition — The ability to identify and understand the speech of 

another person. 

Fluency of Ideas — The ability to come up with a number of ideas about a topic 

(the number of ideas is important, not their quality, correctness, or creativity). 

Written Expression — The ability to communicate information and ideas in 

writing so others will understand. 

Written Comprehension — The ability to read and understand information and 

ideas presented in writing. 

Coaching and Developing Others — Identifying the training needs of others 

and coaching, mentoring, or otherwise helping others to improve their knowledge 

or skills. 

Coordinating the Work and Activities of Others — Getting members of a 

group to work together to accomplish tasks. 

Establishing and Maintaining Interpersonal Relationships — Developing 

constructive and cooperative working relationships with others, and maintaining 

them over time. 

Making Decisions and Solving Problems — Analyzing information and 

evaluating results to choose the best solution and solve problems. 

Performing for or Working Directly with the Public — Performing for people 

or dealing directly with the public. This includes serving customers in restaurants 

and stores, and receiving participants or guests. 

Communicating with Supervisors, Peers, or Subordinates — Providing 

information to supervisors, co-workers, and subordinates by telephone, in written 

form, e-mail, or in person. 

Communicating with Persons Outside Organization — Communicating with 

people outside the organization, representing the organization to customers, the 

public, government, and other external sources. This information can be 

exchanged in person, in writing, or by telephone or e-mail. 

Getting Information — Observing, receiving, and otherwise obtaining 

information from all relevant sources. 

Organizing, Planning, and Prioritizing Work — Developing specific goals 

and plans to prioritize, organize, and accomplish your work. 

Resolving Conflicts and Negotiating with Others — Handling complaints, 

settling disputes, and resolving grievances and conflicts, or otherwise negotiating 
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WORK CONTEXT 

with others. 

Updating and Using Relevant Knowledge — Keeping up-to-date technically 

and applying new knowledge to your job. 

Documenting/Recording Information — Entering, transcribing, recording, 

storing, or maintaining information in written or electronic/magnetic form. 

Training and Teaching Others — Identifying the educational needs of others, 

developing formal educational or training programs or classes, and teaching or 

instructing others. 

 

Contact With Others — The coach will spend more than half of their in contact 

with others.  They should expect at least two – four hours of face to face contact 

and whatever support each participant needs via phone or email. 

Face-to-Face Discussions — At least two – four hours will be spent face to face 

with each participant.  A career coach will also have to interact in team meetings, 

with administrative and local entities. 

Telephone — Frequently. 

Electronic Mail — Frequently. 

Work With Work Group or Team — While the majority of the work is one on 

one with participants there are group activities and the necessity to provide 

feedback to other employees or groups. 

Level of Competition — The level of competition is relevant to level of 

production. 

Structured versus Unstructured Work — This is a highly structured position, 

although there is opportunity to set tasks, priorities and goals. 

Freedom to Make Decisions — A coach has opportunity to make decisions 

without consulting management with respect to each individuals needs outside 

the core process. 

Frequency of Decision Making — The worker frequently makes decisions that 

affect other people, the financial resources, and/or the image and reputation of 

the organization? 

Impact of Decisions on Co-workers or Company Results — The decisions an 

employee makes highly impacts the results of co-workers, participants or the 

company? 

Indoors, Environmentally Controlled — The majority of all work is conducted 

in an indoor, controlled environment. 

Letters and Memos — Frequently. 
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INTERESTS 

Interest code: SAE 

Social — Social occupations frequently involve working with, communicating 

with, and teaching people. These occupations often involve helping or providing 

service to others. 

Artistic — Artistic occupations frequently involve working with forms, designs 

and patterns. They often require self-expression and the work can be done 

without following a clear set of rules. 

 

Enterprising — Enterprising occupations frequently involve starting up and 

carrying out projects. These occupations can involve leading people and making 

many decisions. Sometimes they require risk taking and often deal with business. 

Deal With External Customers — This job deals almost solely with external 

customers and the public. 

Deal With Unpleasant or Angry People —The worker could have to deal with 

unpleasant, angry, or discourteous participants as part of the job requirements.  

JOB ZONE 

Title Job Zone Four: Considerable Preparation Needed 

Education Most of these occupations require a four-year bachelor's 

degree, but some do not. 

Related 

Experience 

A considerable amount of work-related skill, knowledge, or 

experience is needed for these occupations. For example, an 

accountant must complete four years of college and work for 

several years in accounting to be considered qualified. 

Job Training Employees in these occupations usually need several years of 

work-related experience, on-the-job training, and/or 

vocational training. 

Job Zone 

Examples 

Many of these occupations involve active listening, 

coordinating, supervising, managing, or training others. 

Examples include sales managers, teachers, educational 

advisors, consultants, and special agents. 

SVP Range (7.0 to < 8.0) 
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WORK VALUES 

 Relationships — Occupations that satisfy this work value allow employees to 

provide service to others and work with co-workers in a friendly non-

competitive environment. Corresponding needs are Co-workers, Moral Values 

and Social Service. 

 Achievement — Occupations that satisfy this work value are results oriented 

and allow employees to use their strongest abilities, giving them a feeling of 

accomplishment. Corresponding needs are Ability Utilization and 

Achievement. 

WORK STYLES 

Leadership — Job requires a willingness to lead, take charge, and offer opinions 

and direction. 

Integrity — Job requires being honest and ethical. 

Persistence — Job requires persistence in the face of obstacles. 

Initiative — Job requires a willingness to take on responsibilities and challenges. 

Adaptability/Flexibility — Job requires being open to change (positive or 

negative) and to considerable variety in the workplace. 

Dependability — Job requires being reliable, responsible, and dependable, and 

fulfilling obligations. 

Cooperation — Job requires being pleasant with others on the job and 

displaying a good-natured, cooperative attitude. 

Stress Tolerance — Job requires accepting criticism and dealing calmly and 

effectively with high stress situations. 

Achievement/Effort — Job requires establishing and maintaining personally 

challenging achievement goals and exerting effort toward mastering tasks. 

Concern for Others — Job requires being sensitive to others' needs and feelings 

and being understanding and helpful on the job. 

Self Control — Job requires maintaining composure, keeping emotions in check, 

controlling anger, and avoiding aggressive behavior, even in very difficult 

situations. 

Attention to Detail — Job requires being careful about detail and thorough in 

completing work tasks. 

Social Orientation — Job requires preferring to work with others rather than 

alone, and being personally connected with others on the job. 
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 Working Conditions — Occupations that satisfy this work value offer job 

security and good working conditions. Corresponding needs are Activity, 

Compensation, Independence, Security, Variety and Working Conditions. 

 Independence — Occupations that satisfy this work value allow employs to work 

on their own and make decisions. Corresponding needs are Creativity, 

Responsibility and Autonomy. 

 

RELATED OCCUPATIONS 

21-1012.00 Educational, Vocational, and School Counselors 

21-1021.00 Child, Family, and School Social Workers 

21-1093.00 Social and Human Service Assistants 

 

WAGES & EMPLOYMENT TRENDS 

 

21-1012.00  Educational, Vocational, and School Counselors 

Median wages (2008) $24.54 hourly, $51,050 annual 

Employment (2006) 260,000 employees 

Projected growth (2006-2016) Average (7% to 13%)  

Projected need (2006-2016) 84,000 additional employees 

 

21-1021.00  National – Child, Family, and School Social Workers  

Median wages (2008) $19.01 hourly, $39,530 annual 

Employment (2006) 282,000 employees 

Projected growth (2006-2016) Faster than average (14% to 20%)  

Projected need (2006-2016) 114,000 additional employees 

 

21-1093.00  Social and Human Service Assistants 

Median wages (2008) $13.12 hourly, $27,280 annual 

Employment (2006) 339,000 employees 

Projected growth (2006-2016) Much faster than average (21% or 
higher)  

Projected need (2006-2016) 153,000 additional employees 

 

  

http://online.onetcenter.org/link/summary/21-1012.00
http://online.onetcenter.org/link/summary/21-1021.00
http://online.onetcenter.org/find/match/9/21-1093.00?s=career%20coach
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Appendix B:  WorkKeys Task List 
Final Task List 
Tasks are presented in order, from those most critical to job performance to those least 

critical. 

1. Acquires knowledge of local and national occupational resources/trends (e.g., fastest 

growing jobs) by networking with peers and colleagues, conducting online research, 

and exploring labor websites (e.g., O*NET, Bureau of Labor Statistics [BLS]).  

2. Discusses assessment results with client by asking client if they are ready to look 
at/discuss their assessments (i.e., DISCOVER, ACT’s Personal Skills Assessments 

[PSAs]), sharing the results/scale interpretation, listening to client explain results, 

asking questions, and engaging the client.  

3. Guides clients in selecting three occupations to further explore with the Decision 

Making Score Card (DMSC) by assisting them in recognizing the 

similarities/patterns in different occupations, getting clients to think out loud, 
determining hidden beliefs, and observing clients write occupations on 3 Career 

Options Form.  

4. Teaches clients how to fill out Decision Making Questionnaire (for homework) by 

taking them to O*NET site, allowing them to navigate through one occupation, 
teaching them to gather data (e.g., interests, values), observing their navigating 

behavior, and giving them feedback.  

5. Acquires knowledge of educational resources (e.g., tuition reimburse, Pell Grants) to 
share with clients by networking with peers, conducting online research, and 

exploring current regulations/initiatives (e.g., No Worker Left Behind) and HR 

websites (e.g., Society of Human Resource Management [SHRM]).  

6. Explains Talent, Fit, and Performance results to clients by retrieving and printing 

results, helping them interpret the results of all WorkKeys assessments, and 

answering questions.  

7. Participates in career coaching training by going through the coaching process as a 
client, and completing a week’s worth of training (e.g., reading materials, role-

playing, observing fellow trainees, and taking notes).  

8. Assists clients in taking the Talent, Fit, and Performance assessments by 
administering assessment, helping them with various computer issues (e.g., login, 

authorization, audio), and answering their questions.  

9. Familiarizes self with assessments (e.g., WorkKeys, PSA, DISCOVER) by reading 

user’s guides/test specification documents and taking the assessments.  

10. Assists clients with researching educational opportunities by answering questions 

regarding school, and coaching them to find and navigate educational electronic 

resources (e.g., school websites, DISCOVER) to find descriptions of programs and 
contacts.  
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11. Creates observation score by observing clients throughout the process (timeliness, 
attendance, communication skills), taking notes, reviewing adequacy of their 

completed assignments, determining readiness for work or school, and adding score 

to database.  

12. Familiarizes self with new clients by reading individual client's Career Coaching 
Questionnaire, WorkKeys score report, resume, and filling in relevant information 

(e.g., name, address, e-mail) on Client Intake Form or data collection tool (e.g., 

DISCOVER, SharePoint). 

13. Keeps Informational Interview contacts up to date by calling contacts, asking if they 

are interested in being/continuing to be a resource, and updating information (e.g., 

phone, address) on contacts list.  

14. Helps clients decide on an Action Plan (Education, Research, Job Search) by asking 

if they are ready for their action plan, allowing clients to pick most appropriate plan, 

asking for reasons they picked the plan, and listening to their responses.  

15. Assists clients in determining their Individual Development Plan (IDP) by helping 
them transfer their assessment results to the IDP Form, showing them how to fill out 

the form and set realistic completion dates, and reviewing and signing the form.  

16. Discusses the results of clients’ exploration by asking what they learned [occupations 
that matched their values, the careers that spoke to them (i.e., outside vs. internal 

score) and their decision-making], listening and responding to their answers.  

17. Finalizes clients’ action plans by listening to clients’ presentations (of action plans), 

asking questions, giving feedback and filling in gaps with suggestions (e.g., try a 
different program school based on cost/location, different organization, networking 

strategies). 

18. Makes sure clients’ portfolio is complete by instructing them to put documents (e.g., 
certificate of completion, National Career Readiness Certificate [NCRC], WorkKeys, 

Talent, Fit, resume, references and referral letters, IDP) in portfolio, and modeling 

how to present it.  

19. Participates in career coaches’ team meetings by reading handouts, asking questions, 

discussing various issues related to the current career coaching process/logistics, 

exchanging Informational Interview contacts, and taking notes.  

20. Prepares for new clients by meeting with others (e.g., Case Manager, HR 
representative) to provide description of services, obtaining client's background 

information, and laying the groundwork for coaching opportunity.  

21. Updates client electronic database by opening database (MS Access), entering 
clients’ information (e.g., assessment scores, educational plan, job placement), and 

saving information in the system.  
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22. Communicates Session 3 homework to clients by having clients move final choice 
occupation to their IDP, and instructing them to complete their action plan and be 

prepared to present it in Session 4.  

23. Sets up clients in DISCOVER by logging into DISCOVER, generating tokens (user 

ID, password), printing tokens, distributing tokens at session, and tracking user 
ID/name (on Client Intake Form).  

24. Updates Client Intake Form or database by obtaining information from clients (e.g., 

unrealized strengths and assets) and recording notes on issues such as 
questions/concerns, any success stories, or possible referrals, to serve as benchmarks 

for future planning.  

25. Creates welcoming/comfortable one-on-one environment for clients by asking client 
if they want to clear the air (offering space to focus on assessment), listening, asking 

clients about their assessment experience, and setting a comfortable tone.  

26. Explains to clients how to record assessment results by reading the Assessment 

Results page to them, and telling them how to fill it out (i.e., pick 3 occupations from 
PSAs, 3 occupations from DISCOVER).  

27. Introduces the Career Coaching processes (e.g., sessions, homework) by describing 

the agendas for each session, sharing the goals/outcomes of each session, and 
listening to and answering clients’ questions.  

28. Introduces the assessment process to client groups by verbally explaining the three 

measures (i.e., Talent, Fit, Performance), asking if they are familiar with the 

measures, noting clients’ phrasing (e.g., survey vs. instrument) and answering their 
questions.  

29. Manages clients Informational Interview process by asking if they are interested in 

receiving names so they can conduct informational interviews, walking them through 
the Exploration Handout, and giving clients the names/phone numbers of contacts 

(from contacts list).  

30. Assists clients’ between sessions 2 and 3 by listening to them over the phone or 
reading email to help them with Decision Maker, O*NET, or Informational 

Interviews, and answering any questions they might have.  

31. Assists clients who have problems completing the DISCOVER homework by reading 

or listening to questions (via e-mail or phone) and answering questions about 
assessments or reading materials (e.g., PSA).  

32. Instructs clients to complete homework by directing them to review PSA, asking 

them to think about occupations of interest, and answering their questions.  

33. Preregisters clients for PSA administrative sessions by logging into the system 

(administrative site), entering information (e.g., name, e-mail), and setting up 

standard user name (according to protocol) and password.  
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34. Discusses and sets up time to meet clients by giving them the available block of time, 
asking each client what time works best for them, allowing them to pick a specific 

time, and writing time down on whiteboard or entering in Outlook.  

35. Manages assessment inventory by logging into assessment site (e.g., DISCOVER), 

submitting user account number, reviewing number of available assessments 
(credits), and ordering more assessment credits.  

36. Manages the introduction process (one-on-one or group) by having clients introduce 

themselves (e.g., current work, brief story to share), asking follow-up questions, and 
documenting client expectations on whiteboard.  
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Appendix C:  Screening and Hiring 

 
In order to identify the individuals who have the potential to perform effectively as a 

Career Coach they should have key knowledge, skills, abilities and other key knowledge 

as outlined in the Career Coach Job Description.  Using the Career Coach Profile in 

conjunction with the Job Description candidates are evaluated for the position.  Briefly 

the job description outlines a fully prepared coach candidate must: 

(1) Have minimum education/work experience based on knowledge, skills and 

abilities, education requirements for a sample of career coaches advertised on 

job lists, and Job Zone education and experience as outlined for the O*NET 

occupation of Educational, Vocational and School Counselors. 

(2) Have their Global Career Development Facilitator Certification (GCDF), or 

be in the process of obtaining the Certification. This means applicants must 

meet the GCDF minimum requirements as outlined at www.cce-

global.org/credentials-offred/gcdf-home.  

(3) Obtain at least a 4 – 4 – 5 on their WorkKeys Assessments of Applied Math, 

Locating Information and Reading for Information and hold a National 

Career Readiness Certificate (NCRC). 

(4) Complete the three PSAs - Performance, Talent and Fit – that will provide 

results that will likely be useful in identifying individuals with greatest 

potential for success.   

(5) Complete an initial interview 

Once the applicants are identified and hired they must experience the Career 

Coaching program. 

Career Coach Hiring Solution 

The applicant qualifications and assessment results described in the job description 

provide a comprehensive solution for hiring career coaches who have the greatest 

potential for success. The figures below show two different approaches to hiring new 

career coaches based on this information.   

Our proposed interim solution, shown in Figure 1, uses applicant qualifications and 

Performance results as initial screening tools, and then uses assessment results for the 

WorkKeys foundational skills and Talent in combination with other information to 

supplement the interview process and inform selection decisions.  Our proposed long-

term solution, show in Figure 2, uses applicant qualifications and results for WorkKeys 

foundational skills, Performance, and Talent as individual screens, screening out those 

who don’t meet the requirements at each step, prior to using Fit results to inform the 

interview process and subsequent career coach selection.  

http://www.cce-global.org/credentials-offred/gcdf-home
http://www.cce-global.org/credentials-offred/gcdf-home
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The interim solution addresses the need for more solid data to support the use of 

WorkKeys foundational skill and Talent assessments for career coaches as individual 

screening tools (as shown in the long-term solution). By using these assessment results in 

combination with other information, we can benefit from the information provided while 

not screening out any applicants solely based on the results of a single assessment. To do 

the latter we need more solid data on the effectiveness of these screens, which can be 

obtained by conducting a more complete job profiling process with experienced 

incumbent career coaches, and conducting a Talent benchmarking study 

Ultimately, the long-term solution is preferred, because it makes the best use of the 

information available from these assessments, doesn’t require administering all 

assessments to all applicants, and allows us to identify the applicants who have the most 

potential for success prior to the interview process.  

 
 

 
 
 

 
 
 

 
 
 

 


