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JobZone is an occupation 

exploration tool that helps 

a user identify skills, 

talents and interests that 

may lead to a career or 

career training.  

JobZone also contains 

local information ranging 

from job fairs to contact 

information for the nearest 

Career Center. JobZone 

is provided at no-cost by 

the New York State 

Department of Labor.  

 

Creating a JobZone Account 

If customers already have a 

JobZone account, have 

them sign-in with their 

username and password. 

 

If a customer forgot their 

password, have them click 

“Forgot your password?” 

and type their username. 

The customer will then be 

provided with a password 

hint.  

To create a JobZone 

account, press “Click Here 

for a FREE Account.” 

About JobZone 

Customers can use limited 

features of JobZone without 

creating an account. 

However, to fulfill the 

requirements of the OJT-

NEG, customers are required 

to create a JobZone account.   
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Creating a JobZone Account: Info  

The following fields are required 

when creating a JobZone 

account: 

 Username 

 Password 

 Retype Password 

 

JobZone now 
requires customers 
to complete three 
security questions. 
These security 
questions allow 
customers to reset 
their username 
and/or password. TIP: When creating a 

Username, Password and 

answers to the Security 

Questions, only use letters 

and numbers-DO NOT use 

punctuation. 

Select “Next.”  

Creating a JobZone Account: Contact 

Select “Next.”  

The following fields are 

required when completing a 

JobZone registration: 

 First Name 

 Last Name 

 Address 1 

 City 

 State 

 Zip 
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Creating a JobZone Account: Misc 

JobZone now requires 
customers enter the 
following: 

 Education level 

 Employment status 

 Veteran status 

 Migrant/Season 
Farm Worker Status 

Select “Next.”  

Creating a JobZone Account: Job Preferences  

To help narrow down job 
matches, JobZone now 
requires customers to enter 
the following: 

 Salary and Location 

 Contact Methods  

 Confidential 

TIP: If customers 

indicate they want their 

Contact Method to be set 

to email, the customer will 

have to include their email 

on the Contact tab.  
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Creating a JobZone Account: Job Preferences Cont’d 

Select “Next.”  

Creating a JobZone Account: Personal 

If a JobZone customer is 18 
and older, they will be 
asked to enter their Social 
Security Number (SSN). 
The SSN allows NYS 
Department of Labor staff to 
provide more accurate 
services based on the 
information the customer 
puts into JobZone.  
 
 

Select “Save.”  
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View of JobZone Landing Page-After customer created their JobZone 

account, this page will appear. Notice the three sections described below:   

The left column displays 

local information including: 

 Career Center 

based on user’s zip 

code  

 Job Seeker 

Resources with 

information ranging 

from 

apprenticeship 

training to 

Veterans’ Services.  

 Upcoming Job 

Fairs based on 

user’s zip code 

The middle column allows a customer 

to explore the world of work, identify 

strengths, skills and talents, and 

develop and/or update a resume. 

The right column allows 

customers to see which 

jobs are in-demand and 

information recently 

viewed.  
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Skills Survey  

This Desk Aid will focus 

on the Skills Survey for 

purposes of the OJT-NEG 

requirements.  

To begin, Click on “Skills 

Survey.”  

Skills Survey: Introduction  

The goal of the Skills 

Survey is for customers 

to choose a target 

occupation and 

indicate their ability in 

each duty associated 

with the target 

occupation.  

Select “Next.”  

This is the page 

customers will see 

when they select the 

“Skills Survey” from 

the JobZone landing 

page.   
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Customers can search for 

their target occupation for 

the Skills Survey using the 

“More Jobs” button.   

 

Skills Survey: List of Prior Jobs  
TIP: If a customer 

has previously saved an 

occupation as a favorite 

in the “Occupations” or 

“Work Experience” 

module, those saved 

occupations will 

populate here. 

 
If customer selects an 

occupation previously 

listed and they would 

like this to be their 

target occupation 

have them select 

“Next.”  

Skills Survey: Adding a Target and/or Previous 

Occupation held by the Customer   

After the customer has 

selected the “More Jobs” 

button on the previous screen 

of the Skills Survey, they can 

search for their target 

occupation using the 

Occupation search.  

If a customer wants to add any of the 

occupations they’ve searched for to 

the Skills Survey, they can select the 

 icon. The customer will then be 

redirected to the Skills Survey and 

the occupation(s) they chose will now 

be listed under the “List Prior Jobs” 

tab.  

Occupations listed in JobZone are 

driven by the Occupational 

Information Network (O*NET). If 

customers have a difficult time 

matching their target occupation 

to O*NET titles, have them 

explore the occupation detail 

page for more information to see 

if the title matches what they 

want.  
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This is the screen that appears 

after the customer selected 

“Registered Nurses” as an 

occupation from the “List Prior 

Jobs” tab.  This example displays 

the work duties associated with 

this occupation.  

 

Skills Survey: Job Duties 

JobZone will 

automatically 

set the 

industry 

average for 

each of the 

duties listed.  

However, 

customers 

can select the 

level they feel 

they have the 

ability to 

perform the 

duty ranging 

from 1 to 7. 

Skills Survey: Job Duties Gap Analysis 
This screen shows 

occupations that 

require many of the 

duties that are 

associated with 

selected for “Registered 

Nurses.” 

The occupations are 

listed by JobZone levels 

1-5 based on 

knowledge, experience, 

etc. required to complete 

the job. The occupations 

with more stars by them 

have a stronger match. 

Select “Gap Analysis” for 

the customer’s target 

population. In this 

example, the Gap 

Analysis that is selected 

is for the target 

population Registered 

Nurse.  

Select “Next” at the bottom of the page  
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Skills Survey: Job Duties Matched with “Skills 

to Improve” and “Skills I Need” 

For purposes of the NEG OJT, the 

“Skills to Improve” and “Skills I 

Need” section of the Job Duties 

survey should be used as the basis 

of the customer’s training plan. 

These job duties are required of the 

occupation selected in the previous 

step that the customer has not yet 

performed at a professional level.  

 

Job Duties are the minimum 

requirement for the OJT-

NEG. 

If you would like to continue 

to the General Skills portion 

of the survey that is at your 

discretion.   

 


