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Documents Attached:

1. CAJ Program Description for IET Business Essentials Program

2. COE Definition of an Occupational Program

3. Signature page for approvals to add IET Business Essentials as a CAJ program

Estimated Time of Presentation: N/A

Submitted by:
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VII.

Customer Service — 10 hours

The Who, what, When, Where, Why and How of Customer Service

Greeting customers, potential employers, supervisors, and co-workers

Asking questions.
Listening carefully and answering thoughtfully.
Repeating what you have heard to check understanding.

Group practice with all components of customer service.

The Job Center component s consisted of the following

VIII.

X

CalJobs — Business IET Workforce Activities — — 22 hours
Self-assessment in the Job Center — 2 hours

How to register in CalJobs — 3 hours

How to create a resume in CalJobs — 3 hours

Job Seeker’s Code of Conduct — 3 hours

Marketing — 3 hours

Virtual recruiter — 3 hours

Strategies — 2 hours

workshops
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Occupational Programs

An “occupational program” is one that prepares a student for employment or job

advancement Occupational programs can be of any Iength from a 40-hour
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