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In order for the MountaIn State	to	attract	businesses	that	
offer	high-paying	jobs	with	good	benefits,	our	work	force	must	
possess	the	necessary	education	and	skills.	WorkForce	West	Virginia	
collaborates	with	organizations	statewide	to	develop	customized	
training	programs	that	equip	workers	in	all	industries	with	the	skills	
needed	to	have	a	competitive	edge	in	today’s	global	economy.

West	Virginians	have	a	strong	work	ethic	and	are	dedicated	to	
quality.	With	the	help	of	WorkForce	West	Virginia’s	programs,	our	
citizens	are	able	to	combine	this	work	ethic	with	up-to-date	training	
to	become	valuable	employees	to	any	business.

This	directory	provides	information	on	WorkForce	West	Virginia 
	locations,	community	and	technical	colleges,	statewide	
manufacturing	assistance	centers	and	technical	education	centers	
that	collaborate	in	order	to	effectively	serve	businesses	across	 
the	state.

I	am	sure	you	will	find	this	booklet	quite	informative	and	beneficial.

Sincerely,

Joe	Manchin	III
Governor	of	West	Virginia

 Greetings from the Governor
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Commitment to our West Virginia businesses

Workforce West Virginia	effectively	coordinates	
all	available	state	and	federal	training	resources	by	
orchestrating	the	efforts	of	state	agencies	and	local	
organizations.

WorkForce	West	Virginia’s	training	professionals	work	
with	each	company	to	design	the	best	possible	solution	
to	meet	specific	employer	needs.	In	addition	to	training	
new	employees,	WorkForce	West	Virginia	programs	can	
be	utilized	to	upgrade	the	skills	of	existing	workers.	
All	training	is	customized	and	guaranteed	to	the	
employer’s	satisfaction.

Training	can	be	conducted	by	community	and	technical	
colleges,	technical	education	centers,	or	employer-
selected	trainers.

WorkForce	West	Virginia	provides	a	wide	range	of	
financial	assistance	to	an	employer	or	a	group	of	
employers.	Overall	funding	levels	will	be	based	on	the	
wages	and	benefits,	location,	number	to	be	trained,	and	
the	number	of	net	new	jobs	created.

Our Mission

The	division	also	oversees	West	Virginia’s	Work	Force	
Investment	Act,	with	seven	regional	boards	that	
provide	a	link	between	the	state	and	local	levels.	
WorkForce	West	Virginia	Centers	are	operated	
locally,	providing	job	seekers	a	one-stop	location	for	
employment-related	services.

The	division’s	professionals	can	help	employers	with	
a	free,	detailed	analysis	of	labor	availability;	provide	
recruitment,	assessment,	evaluation,	and	candidate	
screening	based	on	employer	criteria;	and	possibly	
supply	grant	dollars	through	customized	training	
programs	to	meet	employers’	needs,	specifically	
through:

•		 Training	design
•		 Pre-employment	training
•		 Job	profiling
•		 Quality	systems	development
•		 Technical	training
•		 Multimedia	production
•		 Structured	on-the-job	training
•		 Train	the	trainer
•		 Instructor	wage	support
•		 Leadership	training
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WeSt VIrgInIa’S greateSt reSourCe	is	its	people.	To	insure	
that	our	population	remains	competitive	in	the	21st	century	global	
economy,	we	must	produce	more	workers	with	postsecondary	
education	and	training.

To	produce	a	skilled	work	force	that	will	meet	the	needs	of	 
West	Virginia’s	growing	industries	and	advance	the	state’s	economy,	
integration	of	West	Virginia’s	education,	work	force	development	
and	economic	development	efforts	are	vital.	Through	the	efforts	
of	Governor	Joe	Manchin	III,	the	mechanism	for	achieving	that	
integration	is	well	under	way	through	the	establishment	of	the	
Governor’s	Work	Force	Planning	Council.

Deemed	as	the	state-level	point	of	coordination	for	relevant	
opportunities,	the	council’s	responsibility	is	to	identify	employment	
and	training	needs	of	our	West	Virginia	businesses.	In	addition,	this	
council	is	charged	with	developing	effective	strategies	to	meet	
those	needs.

West	Virginia	offers	some	of	the	most	innovative	business	
development	programs	in	the	nation	to	our	existing	businesses	
and	to	new	businesses	locating	within	our	state.	This	type	of	
cooperative	venture	assists	in	the	development	of	21st	century	
skilled	workers	and	assures	West	Virginia	a	healthy	and	growing	
economy.	

Members of the governor’s 
Work force Planning Council

Mark r. Julian
Deputy Executive Director
West	Virginia	Development	Office

dr. Stanley hopkins
Assistant State Superintendent
West	Virginia	Department	of	Education

ronald e. radcliff
Executive Director
WorkForce	West	Virginia

James L. Skidmore
Chancellor
West	Virginia	Council	for	Community	and	
Technical	College	Education

 A Collaborative Effort
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SECTION I. Employer Assistance

Employers	today	often	need	help	finding	employees	
with	skills	and	abilities	that	meet	their	business	needs.	
WorkForce	West	Virginia	saves	employers	time	and	
money,	while	helping	build	the	labor	force	required	to	
succeed	in	a	highly	competitive,	global	economy.

WorkForce	West	Virginia	is	demand-driven,	and	seeks	
to	address	the	needs	of	businesses	throughout	the	
state	of	West	Virginia.	Building	a	demand-driven	system	
requires	collaboration	between	employers	and	those	
in	education,	economic	development,	and	work	force	
development.	Through	a	network	of	partners	in	the	
work	force	system,	WorkForce	West	Virginia	strives	to	
serve	the	state’s	businesses.

how Workforce West Virginia can assist employers in hiring the right people

Our	goals	are:
•	 To	link	businesses	with	the	work	force
•	 To	serve	as	the	work	force	development	

component	of	economic	development
•	 To	recruit	and	retain	a	qualified	work	force
•	 To	establish	work	force	skills
•	 To	integrate	services	through	a	network	of	

partners
•	 To	assist	employers	in	improving	their	bottom	

lines

WorkForce	West	Virginia	is	a	resource	to	help	you	meet	
the	business	challenges	of	today.	
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WorkForce	West	Virginia	understands	that	
you	need	to	be	able	to	identify,	recruit,	
develop,	and	retain	the	best	people	in	order	
to	operate	efficiently	and	effectively.

For	employers	that	have	listed	job	openings	
with	WorkForce	West	Virginia,	the	following	
is	a	step-by-step	process	that	will	ensure	
that	you	get	qualified	applicants.

1.	 Company	representative	provides	
WorkForce	West	Virginia	with	job	
information,	including	job	description,	
minimum	education	requirements,	
salary/wage	information,	benefits	
available	and	experience	required	for	
each	position	(Job	Order	Details	Form).

2.	WorkForce	West	Virginia	will	enter	the	
job	information	into	a	computer	system	
that	matches	job	seekers	with	jobs.	Job	
seekers	in	the	computer	are	registered	
with	WorkForce	West	Virginia.	Job	
information	is	also	posted	on	an	Internet	
site	for	individuals	seeking	employment	
to	review.

3.	WorkForce	West	Virginia	staff	will:
a.	 Match	qualified	job	seekers	who	are	

registered	with	WorkForce		
West	Virginia	to	the	job	information.	
Job	seekers	must	meet	minimum	
qualifications	outlined	from	the	
employer.

b.	Contact	qualified	job	seekers	by	
phone	and/or	by	letter.

Step-by-step process in hiring applicants through Workforce West Virginia

	c.	Instruct	qualified	job	seekers	on	how	
to	apply	for	the	position.	For	example,	
apply	in	person;	send	a	resume,	or	
a	WorkForce	West	Virginia	generic	
application.	If	the	employer	would	like	
to	use	their	own	application,	then	it	
must	be	reviewed	by	the	EEO	Officer	
(Equal	Employment	Opportunity)	
prior	to	being	distributed	by	
WorkForce	West	Virginia.

 note:	Referrals	from	job	postings	
start	immediately,	providing	all	
necessary	paperwork	has	been	
submitted	and	qualified	applicants	
are	registered	with	WorkForce	West	
Virginia.	Veterans	get	a	24-hour	
preference	on	all	job	postings.

d.	Deliver	applications	or	resumes	to	the	
employer	for	review.	Frequency	of	
deliveries	is	up	to	the	employer.

4.	 The	employer	reviews	applications	and	
determines	who	should	be	interviewed.
WorkForce	West	Virginia	staff	or	the	
employer	contacts	potential	applicants	
to	schedule	interview.

 note:	If	the	employer	would	like	to	
conduct	interviews	at	the	WorkForce	
West	Virginia	Center,	space	will	be	made	
available.

5.	 The	employer	provides	WorkForce		
West	Virginia	with	a	list	of	applicants	that	
they	hired.
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There	are	seven	Work	Force	Investment	
Boards	located	throughout	the	state.	
One	of	their	primary	functions	is	to	
ensure	coordination	of	employment	
and	training	services.	For	customers,	
that	means	contacting	one	organization	
to	access	services	provided	by	a	team	
of	organizations	under	the	heading	of	
WorkForce	West	Virginia	Career	Centers.	

WorkForce	West	Virginia	Career	Centers	
are	the	“one	stop”	access	point	for	both	
job	seekers	and	business.	Partners	in	the	
centers	include,	but	are	not	limited	to:

•	 Job	Service
•	 Unemployment	Compensation
•	 Adult	Education
•	 Rehabilitation	Services
•	 WIA	Adult	Services
•	 WIA	Youth	Services
•	 WIA	Dislocated	Worker	Services	
•	 Trade	Act
•	 Migrant	and	Seasonal		 	

Farm-worker	Programs
•	 Older	Worker	Programs
•	 Veterans	Employment	and	Training
•	 Community	Action	Organizations	

(CSBG)
•	 Native	American	Employment	&	

Training	Program

one-stop access for job seekers and business 

WorkForce	West	Virginia	Career	Centers	
assist	employers	as	well	as	job	seekers	with	
a	full	spectrum	of	services	related	to	their	
education	and	training	needs.	Services	
for	business	may	include	recruitment,	
pre-employment	testing,	screening	and	
assessment,	as	well	as	information	on	
various	training	programs	and	potential	
funding	sources.	The	career	center	acts	
as	a	resource	for	employers	to	address	
challenges	that	face	the	growth	and	
profitability	of	their	business.

In	addition,	various	partners	offer	job	
seekers	assistance	with	job	placement,	
and	the	help	in	defining	a	career	path	and	
the	steps	needed	to	get	there.	Partners	
identify	education	requirements	and	assist	
job	seekers	with	potential	barriers.	The	
“one	stop”	model	is	to	allow	a	business	or	
job	seeker	ease	in	pursuing	the	services	
that	they	may	require	from	a	number	of	
providers.

Investment Boards & Career Centers
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Work force Investment Boards
Location	of	administrative	offices	and	counties	served

Region 1
Region 1 Work Force investment Board
200 Value City Center, Suite 200
Beckley, WV 25801
Phone: 304-253-3611
Fax: 304-253-0176
Website: 
www.region1workforcewestvirginia.org 
Counties served: Fayette, Greenbrier, 
McDowell, Mercer, Monroe, Nicholas, 
Pocahontas, Raleigh, Summers, Webster, 
and Wyoming

Region 2
Southwestern WV Region 2 
Work Force investment Board
2699 Park Avenue, Suite 240
Huntington, WV 25704
Phone: 304-429-5900
Fax: 304-429-1715
Website: www.wvregion2.org
Counties served: Boone, Cabell, Lincoln, 
Logan, Mingo, Putnam, and Wayne

Region 3
Region 3 Work Force investment Board
405 Capitol Street, Suite 506
Post Office Box 3726
Charleston, WV 25337
Phone: 304-344-5760
Fax: 304-344-5762
e-Mail: chardman@suddenlink.net
Website: www.region3wib-kc.net
County served: Kanawha

Region 4
Work Force investment Board – 
Mid-ohio Valley
531 Market Street
Post Office Box 247
Parkersburg, WV 26102
Phone: 304-424-7271
Fax: 304-424-6196
Website: www.wvworkforce.org
Counties served: Calhoun, Clay, Jackson, 
Mason, Pleasants, Roane, Wirt, and Wood

Region 5
northern Panhandle 
Work Force investment Board
109 Mt. Wood Road, Suite 2
Wheeling, WV 26003
Phone: 304-231-1170
Fax: 304-231-1172
Website: www.npworkforcewv.org
Counties served: Brooke, Hancock, Marshall, 
Ohio, Tyler, and Wetzel

Region 6
Region 6 Work Force investment Board
109 Adams Street, Suite 140
Fairmont, WV 26554
Phone: 304-368-9530
Fax: 304-368-9532
Website: www.regionviwv.org 
Counties served: Barbour, Braxton, Doddridge, 
Gilmer, Harrison, Lewis, Marion, Monongalia, 
Preston, Randolph, Taylor, Tucker, and Upshur

Region 7
Region 7 Planning and 
Development Council
Grant County Industrial Park
Airport Road
Post Office Box 849
Petersburg, WV 26847
Phone: 304-257-2448
Fax: 304-257-4958 
Website: www.wvregion7wib.org
Counties served: Berkley, Grant, Hampshire, 
Hardy, Jefferson, Mineral, Morgan, and 
Pendleton
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Workforce West Virginia Career Centers

Region 1
Beckley 
200 Value City Center
Beckley, WV 25801
Phone: 304-256-6792

greenbrier Valley 
21 Red Oaks Shopping Center
Ronceverte, WV 24970
Phone: 304-647-7415

Mercer County 
195 Davis Street
Princeton, WV 24740
Phone: 304-487-2248

Summersville 
Post Office Drawer O
Summersville, WV 26651
Phone: 304-872-0820

Welch 
110 Park Avenue, Suite 100
Welch, WV 24801
Phone: 304-436-3131

Region 2
Huntington 
2699 Park Avenue, Suite 240
Huntington, WV 25713-0970
Phone: 304-528-5525

Region 3
Charleston
1321 Plaza East
Charleston, WV 25325-1349
Phone: 304-558-0342

Region 4
Parkersburg
300 Lakeview Center
36th St. & Murdoch Ave.
Parkersburg, WV 26101
Phone: 304-420-4525 

Ripley 
#2 Academy Drive
Ripley, WV 25271
Phone: 304-373-0313

Region 5
Weirton 
100 Municipal Plaza, Suite 350
Weirton, WV 26062
Phone: 304-723-5337

Wheeling
1275 Warwood Avenue
Warwood Shopping Plaza
Wheeling, WV 26003
Phone: 304-232-6280

new Martinsville 
257 N State Route 2
New Martinsville 
Shopping Plaza
New Martinsville, WV 26155
Phone: 304-455-6184

Region 6
Clarksburg
321 West Main Street
Clarksburg, WV 26302
Phone: 304 627-2125

elkins
1 Pleasant Avenue, Suite 2
Elkins, WV 26241
Phone: 304-637-0255

Fairmont 
109 Adams Street
Fairmont, WV 26554-1468
Phone: 304-363-0654

Morgantown 
304 Scott Avenue
Morgantown, WV 26508-8804
Phone: 304-285-3120

Region 7
Martinsburg 
891 Auto Parts Plaza, Suite 102
Martinsburg, WV 25401-0905
Phone: 304-267-0030

South Branch 
1929 State Road 55
Moorefield, WV 26836
Phone: 304-538-7741
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In	today’s	market,	the	investment	in	your	people	is	a	costly	one.	
By	the	time	an	employee	is	fully	trained	and	adding	value	to	your	
business,	it	can	cost	you	on	average	30	percent	of	his/her	salary,		
if	he/she	leaves.

When	employees	are	leaving	your	organization,	several	factors	
need	to	be	considered.	Are	there	external	influences,	such	as	a	
competitive	labor	market?	Are	there	internal	influences,	such	as	
work	environment,	compensation	and	benefits	training?	Or	is	it	that	
the	individual	lacks	training	or	an	unmet	personal	need?

If	you	are	facing	a	problem	with	employee	turnover,	WorkForce	
West	Virginia	can	link	you	with	a	specialist	to	help	you	assess	your	
work	environment	and	determine	some	possible	solutions	to	the	
issues	you	are	facing.	A	well-designed	retention	strategy	saves	
money!

Protecting your investment in your workers

SECTION II. Training Opportunities
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To	be	competitive	in	today’s	global	economy,	
employers	are	routinely	faced	with	training	employees	
with	the	skills	and	abilities	that	meet	their	business	
needs.	Gaps	in	training	can	directly	affect	your	
productivity	and	be	a	drain	on	your	bottom	line.	
Whether	new	employees	or	those	in	your	existing	work	
force,	WorkForce	West	Virginia	will	work	with	you	and	
your	company	to	design	the	best	possible	solution	
to	address	your	training	needs	and	help	meet	the	
productivity	goals	that	your	business	requires.

You	and/or	your	employees	may	qualify	for	assistance	
through	one	of	our	work	force	training	programs	
including:

governor’s guaranteed Work force Program 
(State	Dollars)
Funding	decisions	are	based	on	a	variety	of	factors:	
need,	wages	paid	versus	median	per	capita	income	of	
area,	etc.	
Project	types	through	the	GGWFP	Program:

•	 New and Expanding Projects:
°	 Creation	of	a	minimum	of	10	net	new	jobs	

within	a	12-month	period
°	 No	cash	match	required

•	 Existing/Incumbent Projects:
°	 Must	be	in	business	in	West	Virginia	at	least	one	

year
°	 50/50	cash	match	required
°	 Training	must	provide	portable	credential,	

wage	upgrade,	or	job	upgrade	with	backfill,	
and/or	on	some	type	of	new	technology

how Workforce West Virginia can help with your cost of training

Competitive Improvement Program
•	 Federal	dollars	through	the	Appalachian	Regional	

Commission	(ARC)
•	 Can	assist	either	small	(less	than	50	employees)	

or	medium	size	(50	–	500	employees)	companies	
that	have	been	in	business	in	West	Virginia	for	a	
minimum	of	one	year.	Cannot	assist	Fortune	500	
companies

•	 50/50	cash	match	and	an	in-kind	contribution
•	 Do	not	have	to	be	creating	jobs	but	do	have	to	

show	need	for	work	force	training	to	support	a	
competitive	improvement	activity

on-the-Job training 
•	 Can	pay	for	up	to	50	percent	of	the	costs	of	

training	for	WIA	eligible,	new/incumbent	workers,	
adult	or	dislocated	workers	dependent	upon	
eligibility	of	trainees	and	availability	of	funds

 Work Force Training Programs
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As	well,	the	West	Virginia	Community	and	Technical	
College	System	has	funding	sources	available	to	
develop	and	implement	education	and	training	
programs	for	industry	partners.	Those	programs	are:

Higher Education Adult Part-Time 
Student Grant (HEAPS)

•	 Provides	financial	assistance	for	students
•	 Awards	grants	for	demand	occupations	in:

°	 Educational	certificates
°	 Industry-recognized	credentials

Technical Program Development
•	 Assists	community	and	technical	colleges	with	

program	development	for:
°	 Associate	degree	applied	technology	programs
°	 One-year	certificate	programs

WV Advance
•	 Provides	community	and	technical	colleges	

financial	assistance	to	develop:
°	 Skill-based	training	programs	for	employers
°	 Credit	or	non-credit	customized	training	for	

employers
°	 Pre-employment	training	programs
°	 Certificate	and	Associate	Degree	

development

Work Force Development Initiative 
Grant Program (HB3009)

•	 Requires	business	collaboration
•	 Requires	cash	match	from	employer(s)
•	 Meets	employer	training	needs

°	 Customized	training
°	 Certificate	and	Degree	programs

Work Force Training Programs



www.workforcewv.org 15

Preparing	a	skilled	labor	force	is	a	priority	and	focus	of	the	
Community	and	Technical	College	System	of	West	Virginia.	The	
state’s	10	community	and	technical	colleges	deliver	work	force	
development	by	aligning	education	and	training	with	employer	
needs	and	economic	development	initiatives.

The	Community	and	Technical	College	System	of	West	Virginia	
offers	a	wide	range	of	higher	education	and	training	options	
including	customized	training,	credit	and	non-credit	skill	set	
certificates,	one-year	college	level	certificate	degrees,	and	associate	
degree	programs.	Curricula	can	be	delivered	through	traditional	
means	(in	class),	Web-based,	or	utilizing	both	methods	in	a	blended	
learning	format.

To	ensure	that	all	programs	meet	the	needs	as	determined	
by	each	industry	cluster,	as	well	as	individual	employers,	the	
Community	and	Technical	College	System	of	West	Virginia	utilizes	
the	Turbo	Dacum	process	to	ensure	employer	involvement	in	the	
curriculum	design	process.	This	allows	for	dynamic	programming	
to	continuously	meet	the	ever-changing	needs	of	our	employer	
partners.	

Furthermore,	the	WorkKeys	Skills	Assessment	is	utilized	to	
determine	the	skill	levels	required	by	employers	in	areas	involving	
both	general	education	components	as	well	as	technical	
competencies.

overview

 Community and Technical College System
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eastern WV Community 
and Technical College
1929 State Road 55
Moorefield, WV 26836
Phone: (304) 434-8000
Fax: (304) 434-7001
URL: www.eastern.wvnet.edu

Blue Ridge Community 
and Technical College
400 W. Stephen Street
Martinsburg, WV 25401
Phone: (304) 260-4380
Fax: (304) 260-4376
URL: www.blueridgectc.edu

Community and Technical College 
at WVU Tech
405 Fayette Pike
Montgomery, WV 25136
Phone: (304) 442-3149
Fax: (304) 442-3245
URL: www.ctc.wvutech.edu

Marshall Community 
and Technical College
One John Marshall Drive, Room 109
Huntington, WV 25755
Phone: (304) 696-4623
Fax: (304) 696-3013
URL: www.marshall.edu/ctc

new River Community 
and Technical College
221 George Street, Suite 2
Beckley, WV 25801
Phone: (304) 255-5812
Fax: (304) 929-5478
URL: www.nrctc.edu

Pierpont Community 
and Technical College
1201 Locust Avenue
Fairmont, WV 26554
Phone: (304) 367-4692
Fax: (304) 367-4881
URL: www.fairmontstate.edu

Southern WV Community 
and Technical College
Post Office Box 2900
Mt. Gay, WV 25637
Phone: (304) 792-7160
Fax: (304) 792-7046
URL: www.southern.wvnet.edu

West Virginia University 
at Parkersburg
300 Campus Drive
Parkersburg, WV 26104
Phone: (304) 424-8200
Fax: (304) 424-8204
URL: www.wvup.edu

WV northern Community College
1704 Market Street
Wheeling, WV 26003
Phone: (304) 233-5900
Fax: (304) 233-0272
URL: www.northern.edu

West Virginia State Community 
and Technical College
Post Office Box 1000
Thomas Cole Complex, Room 105
Institute, WV 25112-1000
Phone: (304) 766-3118
Fax: (304) 766-5720
URL: www.wvsctc.edu

West Virginia State Community 
and Technical College–
Valley Fork
4208 Wallback Road
Clay, WV 25285
Phone: (304) 766-5113
Fax: (304) 766-4105
URL: www.wvsctc.edu

West Virginia Community and technical Colleges

Community and Technical College System 
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The	West	Virginia	Department	of	Education	
provides	assistance	to	state	business	and	
industry	through	several	different	programs	
designed	to	educate	and	train	the	West	
Virginia	work	force.

West Virginia Workplace 
education Program
The	West	Virginia	Workplace	Education	
Program,	a	component	of	the	state’s	Adult	
Education	and	Work	Force	Development	
program,	provides	a	variety	of	services	to	
business	and	industry	statewide.	These	
services	include:

•	 Customized	essential	skill	training	in	
the	communication,	math,	and	writing	
skills	needed	in	the	workplace	today.

•	 WorkKeys	Job	Profiling,	using	
a	nationally	recognized	system	
developed	by	ACT.	This	is	a	three-
stage	employability	skills	process	to	
make	sure	employers	get	employees	
with	the	critical	essential	skills	they	
need	to	be	productive.

•	 Basic	computer	classes	on-site	using	
portable	computer	labs	in	topics	
such	as	keyboarding,	introduction	to	
computers,	and	introduction	to	the	
Internet.

•	 Assessment	and	instruction	in	
work	process	skills,	such	as	taking	
responsibility,	teamwork,	having	a	
sense	of	quality,	adapting	to	change,	
and	workplace	ethics.

•	 Pre-hire	classes	for	potential	
employees	in	new	or	expanding	
businesses	in	essential	basic	skills	
targeted	to	the	needs	of	the	company.

Public Service training
The	West	Virginia	Department	of	Education,	
through	the	eight	Regional	Education	
Services	Agencies,	provides	training	for	
water	and	waste	water	workers,	fire	fighters	
and	emergency	medical	technicians.

West Virginia office of hospitality 
education & training (WV heat)
In	partnership	with	the	West	Virginia	
Division	of	Tourism,	the	West	Virginia	
Hospitality	and	Travel	Association	(WVHTA)	
and	the	WVHTA	Educational	Foundation,	
the	West	Virginia	Department	of	Education	
offers	hospitality	industry	employers	and	
organizations	statewide,	professionally	
delivered	training	programs,	including:

•	 West	Virginia	Welcome		 	
(Customer	Service)

•	 ServSafe	(Safe	Food	Handling)
•	 TIPS	(Safe	Alcohol	Service)
•	 Hospitality	Supervisor	Training
•	 Management	Training	Seminars
•	 Customers	for	Keeps		 	

(Advanced	Customer	Service)
•	 Lodging	Management	Program
•	 ProStart	(Culinary/Restaurant	

Management)

overview

 West Virginia Department of Education
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Boone CoUnTy
Boone County Career 
and Technical Center
3505 Daniel Boone Parkway, Suite B
Danville, WV 25053-9999
Phone: (304) 369-4585
Fax: (304) 369-3692

CaBell CoUnTy
Cabell County Career 
and Technology Center
1035 Norway Avenue
Huntington, WV 25705-2897
Phone: (304) 528-5172
Fax: (304) 528-5110

FayeTTe CoUnTy
Fayette institute of Technology
300 West Oyler Avenue
Oak Hill, WV 25901
Phone: (304) 469-2911
Fax: (304) 469-6963

HanCoCk CoUnTy
John D. Rockefeller iV Career Center
95 Rocky Side Road
New Cumberland, WV 26047-9648
Phone: (304) 564-3337
Fax: (304) 564-4058

HaRDy CoUnTy
South Branch Career 
and Technical education Center
401 Pierpont Street
Petersburg, WV 26847-1698
Phone: (304) 257-1331
Fax: (304) 257-2270

HaRRiSon CoUnTy*
United Technical Center
Route 3, Box 43C
Clarksburg, WV 26301-9524
Phone: (304) 326-7582
Fax: (304) 622-6138

kanaWHa CoUnTy
Ben Franklin Career Center
500 28th Street
Dunbar, WV 25064-1622
Phone: (304) 766-0369
Fax: (304) 766-0371

Carver Career and Technical 
education Center
4799 Midland Drive
Charleston, WV 25306-6397
Phone: (304) 348-1965
Fax: (304) 348-1938

garnet Career Center
422 Dickinson Street
Charleston, WV 25306-6397
Phone: (304) 348-6195

logan CoUnTy
Post Office Box 1747
Logan, WV 25601-1747
Phone: (304) 752-4687
Fax: (304) 752-4689

MaRion CoUnTy
Marion County Technical Center
2 North Marion Drive
Farmington, WV 26571-9709
Phone: (304) 986-3590
Fax: (304) 986-3440

The	West	Virginia	Department	of	
Education	oversees	a	statewide	
system	of	career	and	technical	
education	centers	that	offer	
occupational	training	programs	for	
adults	or	that	are	open	to	adults	
on	a	space	available	basis.	These	
programs	include	business	and	
marketing	occupations,	technical	
and	industrial	occupations,	
agricultural	occupations,	
health	occupations,	and	service	
occupations.

In	addition	to	these	standard	
pre-service	training	programs,	
the	centers	can	provide	pre-
employment	or	post-employment	
custom	training	programs	for	local	
businesses	and	industries.

West Virginia technical and adult education Centers

West Virginia Department of Education
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MaSon CoUnTy
Mason County Career Center
Route 1, Box 4A
Point Pleasant, WV 25550-9703
Phone: (304) 675-3039
Fax: (304) 675-3413

McDoWell CoUnTy
McDowell County Career and Technology 
Center
Post Office Drawer V
Welch, WV 24801-3041
Phone: (304) 436-3488
Fax: (304) 436-8063

MeRCeR CoUnTy
Mercer County Technical 
education Center
1397 Stafford Drive
Princeton, WV 24740-2410
Phone: (304) 425-9551
Fax: (304) 425-0833

MineRal CoUnTy
Mineral County Technical Center
600 Harley O. Staggers, Sr. Drive
Keyser, WV 26726-2897
Phone: (304) 788-4240
Fax: (304) 788-4243

Mingo CoUnTy
Mingo County Career 
and Technical Center
Route 2, Box 52A
Delbarton, WV 25670-9750
Phone: (304) 475-3347
Fax: (304) 475-3797

Monongalia CoUnTy
Monongalia County Technical 
education Center
1000 Mississippi Street
Morgantown, WV 26505-6841
Phone: (304) 291-9240
Fax: (304) 291-9247

MonRoe CoUnTy
Monroe County Technical Center
Route 1, Box 97
Lindside, WV 24951-0612
Phone: (304) 753-9971
Fax: (304) 753-9792

niCHolaS CoUnTy
nicholas County Career 
and Technical Center
215 Milam Addition Road
Craigsville, WV 26205-0311
Phone: (304) 742-5416
Fax: (304) 742-3953

PUTnaM CoUnTy
Putnam County Technical Center
Route 62, Box 640
Eleanor, WV 25070-0640
Phone: (304) 586-3494
Fax: (304) 586-4467

RaleigH CoUnTy
academy of Careers and Technology
390 Stanaford Road
Beckley, WV 25801-3193
Phone: (304) 256-4615
Fax: (304) 256-4674

RanDolPH CoUnTy
Randolph County 
Vocational-Technical Center
200 Kennedy Drive
Elkins, WV 26241-3512
Phone: (304) 636-9195
Fax: (304) 636-9169

TayloR CoUnTy
Taylor County Technical Center
115 Luby Street
Grafton, WV 26354-1697
Phone: (304) 265-1050
Fax: (304) 265-1058

WooD CoUnTy
Wood County Technical Center
1515 Blizzard Drive
Parkersburg, WV 26101-6424
Phone: (304) 420-9501
Fax: (304) 485-1048

WyoMing CoUnTy
Wyoming County Career 
and Technical Center
HCR 72, Box 200
Pineville, WV 24874-0609
Phone: (304) 732-8050
Fax: (304) 732-8332
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CalHoUn CoUnTy*
gilMeR CoUnTy
Calhoun-gilmer Career Center
5236 East Little Kanawha Highway
Grantsville, WV 26147-9801
Phone: (304) 354-6151
Fax: (304) 354-6154

BaRBoUR CoUnTy
leWiS CoUnTy
UPSHUR CoUnTy*
Fred W. eberle Technical Center
Route 5, Box 2
Buckhannon, WV 26201-9102
Phone: (304) 472-1259
Fax: (304) 472-3418

West Virginia technical and adult education Centers (Multi-County	Centers)

BeRkeley CoUnTy*
JeFFeRSon CoUnTy
MoRgan CoUnTy
James Rumsey Technical institute
3274 Hedgesville Road
Martinsburg, WV 25401-0259
Phone: (304) 754-7925
Fax: (304) 754-7933

PleaSanTS CoUnTy*
RiTCHie CoUnTy
TyleR CoUnTy
WeTzel CoUnTy
Mid-ohio Valley Technical institute
Post Office Box 29
St. Marys, WV 26170-0029
Phone: (304) 684-2464
Fax: (304) 684-2554

JaCkSon CoUnTy*
Roane CoUnTy
Roane-Jackson Technical Center
4800 Spencer Road
Leroy, WV 25252-9700
Phone: (304) 372-7335
Fax: (304) 373-7336

gRanT CoUnTy*
HaRDy CoUnTy
PenDleTon CoUnTy
South Branch Career and Technical 
education Center
401 Pierpont St.
Petersburg, WV 26847-1698
Phone: (304) 257-1331
Fax: (304) 257-2270

DoDDRiDge CoUnTy
HaRRiSon CoUnTy*
TayloR CoUnTy*
United Technical Center
Route 3, Box 43C
Clarksburg, WV 26301-9524
Phone: (304) 326-7582
Fax: (304) 622-6138

*Indicates county in which center
is located

West Virginia Department of Education
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Like	business	and	industry,	public	higher	education	plays	a	vital	role	in	improving	economic	
opportunity	and	quality	of	life	in	West	Virginia.	More	specifically,	the	state’s	colleges	and	
universities	prepare	the	work	force	of	tomorrow	by	providing	a	high	quality	education	
today.	

Each	institution	is	committed	to	providing	students	with	an	education	that	prepares	them	
to	compete	in	the	new,	knowledge-intensive,	global	economy.	Business	and	industry	need	
employees	with	the	ability	to	respond	and	adapt	to	an	ever-changing	market	and	new	
technologies.	

In	West	Virginia,	we	are	responding	to	this	need	by	setting	a	public	higher	education	
agenda	built	upon	civic,	corporate,	and	community	partnerships	and	articulating	
opportunities	to	establish	a	work	force	that	is	equipped	to	compete.	

Specifically,	our	goals	are	to:
•	 Increase	the	number	of	graduates	with	degrees	in	science,	technology,	engineering	

and	mathematics,	and	equip	them	with	critical	reasoning	and	communication	skills
•	 Provide	lifetime	and	work	force	learning	opportunities	to	enable	our	citizens	to	

advance	professionally	and	remain	informed	of	economic	developments
•	 Partner	with	public	agencies	and	private	enterprises	for	internships,	on-the-job	

training,	continuing	education,	and	public	service	programs
•	 Develop	an	advocacy	framework	to	connect	current	graduates	to	employment	

opportunities	through	public	and	private	sectors	and	alumni
•	 Capitalize	on	the	cultural,	educational,	and	entrepreneurial	opportunities	offered	by	

our	colleges	and	universities	to	attract	business,	enterprise	initiatives,	and	students	
from	other	states

By	partnering	with	public	and	private	entities	to	enable	research,	innovation,	and	
entrepreneurship,	we	look	to	capitalize	on	existing	strengths	and	better	position	West	
Virginia	as	a	globally	competitive,	economically	prosperous,	and	dynamic	state.	By	
accomplishing	the	goals	outlined	above,	higher	education	will	create	a	partnership	that	
works	for	all	West	Virginians.	

West Virginia higher education Policy Commission

 Higher Education in West Virginia
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Bluefield State College
219 Rock Street
Bluefield, WV 24701
Phone: (304) 327-4030
Switchboard: (800) 344-8892 or 327-4000
Fax: (304) 327-4581

Fairmont State University
1201 Locust Avenue
Fairmont, WV 26554
Phone: (304) 367-4151
Switchboard: (800) 641-5678 or
367-4892
Fax: (304) 367-4580

Marshall University
Old Main 216
One John Marshall Drive
Huntington, WV 25755-1000
Phone: (304) 696-2301
Switchboard: (800) 642-3463
Fax: (304) 696-6453

Concord University
Vermillion Street
Post Office Box 1000
Athens, WV 24712
Phone: (304) 384-5223
Switchboard: (800) 344-6679 or 384-3115
Fax: (304) 384-5165

glenville State College
200 High Street
Glenville, WV 26351
Phone: (304) 462-4110
Switchboard: (800) 924-2010 or 462-7361
Fax: (304) 462-7610

West Virginia Colleges and universities 

Shepherd University
301 North King Street
Post Office Box 3210
Shepherdstown, WV 25443
Phone: (304) 876-5107
Switchboard: (800) 344-5231 or 876-5000
Fax: (304) 876-6007

West liberty State College
Post Office Box 295
West Liberty, WV 26074
Phone: (304) 336-8000
Switchboard: (800) 732-6204
Fax: (304) 336-8285

West Virginia State University
Post Office Box 1000
Campus Box 399
Institute, WV 25112
Phone: (304) 766-3112
Switchboard: (800) 987-2112 or 766-3000
Fax: (304) 768-9842

West Virginia School of osteopathic Medicine
400 North Lee Street
Lewisburg, WV 24901
Phone: (304) 645-6270
Switchboard: (800) 356-7836
Fax: (304) 345-4859

West Virginia University
102A Stewart Hall
Post Office Box 6201
Morgantown, WV 26506-6201
Phone: (304) 293-5531
Switchboard: (800) 344-9881 or 293-0111
Fax: (304) 293-5883

Higher Education in West Virginia



www.workforcewv.org 23




































































 































Hancock

Brooke

Ohio

Marshall

Wetzel
Monongalia

Marion Preston

Taylor

HarrisonDoddridge

Barbour
Tucker

Randolph

Upshur

Lewis

Gilmer

Braxton

Grant

Pendleton

Hardy

Hampshire
Mineral

MorganMorganMorgan

Berkeley

Je�erson

Tyler

Pleasants

Ritchie
Wood

Wirt

Jackson

Roane

Calhoun

Clay

Mason

Putnam

Cabell

Wayne Lincoln

Boone

Logan

Mingo

Kanawha

McDowell

Wyoming Raleigh

Mercer

Summers

Monroe

Greenbrier

Fayette

Nicholas

Webster

Pocahontas

education and training Map
 Community & technical Colleges

 technical & adult education Centers

 universities & Colleges

s

t

n



24 2008 State Service Provider Directory

Mission
The	Appalachian	Hardwood	Center	(AHC)	was	
established	in	1987	by	the	West	Virginia	Legislature	
in	recognition	of	the	need	for	technical	and	research	
support	for	the	state’s	growing	wood	products	industry.	
The	Center,	first	and	foremost,	provides	industry	with	
access	to	a	staff	of	technical	support	personnel	with	
expertise	in	areas	related	to	the	wood	products	industry.	

The	mission	of	the	AHC	evolves	as	the	wood	products	
industry	in	West	Virginia	continues	to	prosper	and	as	
emerging	problems	and	issues	require	new	solutions.	
These	challenges	are	addressed	in	several	ways:	training;	
technical	assistance;	forest	resource	and	industry	data;	
compliance	assistance;	research;	and	communication.	

training
The	AHC	operates	an	ongoing	program	of	seminars	and	
workshops	on	a	variety	of	topics.	Customized	training	is	
available	to	meet	specific	needs	of	individual	clients	or	
organizations.	Assistance	also	is	provided	in	identifying	
and	acquiring	outside	funding	for	specific	training.	

technical assistance
The	AHC	provides	technical	assistance	to	companies	
and	organizations	in	a	variety	of	forms	and	on	a	
variety	of	topics.	Assistance	may	involve	as	little	as	the	
distribution	of	a	publication	or	a	literature	search;	a	one-	
or	two-visit	short-term	project;	or,	it	may	evolve	into	
an	ongoing	relationship	addressing	specific	topics	for	
a	company	or	organization.	Technical	areas	addressed	
have	included	process	and	product	evaluation,	product	
development,	technical	and	economic	feasibility	
studies,	wood	residue	utilization,	business	management,	
computerization,	and	general	literature	searches.

forest resource and Industry data
The	AHC	also	provides	up-to-date	information	on	

appalachian hardwood Center

the	forest	resources	and	the	wood	products	sector	in	
West	Virginia	and	surrounding	states.	The	AHC	keeps	
current	databases	on	forest	resources,	forest	products	
prices,	wood	biomass,	and	industry	contacts	within	the	
state.	This	is	accomplished	through	cooperation	with	
numerous	partners	including	the	USDA	Forest	Service,	
the	West	Virginia	Development	Office,	the	West	Virginia	
Division	of	Forestry,	and	the	West	Virginia	Department	
of	Energy.

Compliance assistance
The	AHC	gives	individual	assistance	to	companies	on	
compliance	with	OSHA,	EPA,	and	DOT	regulations.	
Center	personnel	can	conduct	an	audit	of	a	company’s	
regulatory	programs	and	prepare	a	plan	for	moving	
toward	compliance.	As	follow	through,	the	Center	can	
provide	assistance	in	preparing	written	plans	to	address	
specific	regulations,	conduct	employee	training,	and	
provide	environmental	monitoring.	

research
Another	strong	component	of	AHC	programs	involves	
applied	research.	The	Center	focuses	on	projects	that	
are	fully	funded	from	outside	sources,	have	quick	
turnaround	times,	address	specific	current	problems,	
and	are	immediately	or	shortly	applicable.	The	Center	
also	works	with	companies	or	organizations	to	locate	
funding	sources	for	cost	sharing	assistance.	The	AHC	
also	helps	companies	bring	new	ideas	to	market	by	
helping	cooperators	perform	necessary	product	testing	
and	market	analyses.	

Communication
In	addition	to	distributing	regular	publications,	AHC	
occasionally	conducts	seminars	and	workshops	to	
disseminate	results	of	applied	research	projects.	
Publications	are	sent	routinely	to	more	than	2,600	
addresses	maintained	on	the	AHC	mailing	list.

Other Available Training Opportunities
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The	Center	for	Entrepreneurial	Studies	and	
Development,	Inc.	(CESD)	is	a	nonprofit	
corporation	affiliated	with	West	Virginia	
University.	Since	1981,	CESD	has	been	
providing	work	force	development	services	
to	West	Virginia	industry.	Our	services	
cover	the	entire	spectrum	of	work	force	
development	needs	of	industry,	including:

· Pre-employment assessment 
Strategies—	Help	organizations	think	
through	their	hiring	processes	and	
work	with	them	to	identify	assessment	
tools	to	establish	a	low	turnover	work	
force.

· Leadership training	—	Provide	
specific	leadership	programs	for	
senior	managers.

· Structured Job training	—	Develop	
job	specific	instructional	materials	
and	prepare	your	staff	to	deliver	job	
training.	This	training	can	be	delivered	
classroom	style,	videos	or	CD-ROM.

· general Business Skills training	—	
Provide	organizations	with	a	number	
of	commonly	used	training	packages	
and	provide	training	in	these	topics.	
This	training	can	be	delivered	either	
on-line	or	classroom	style.

the Center for entrepreneurial Studies and development

· operations Management	—	Improve	
productivity	in	all	functional	areas	of	
existing	operations.

· Work force development	—	Increase	
the	ability	of	the	work	force	to	meet	the	
needs	of	customers.

· employee Involvement	—	Develop	
processes	for	engaging	employees	in	
business	operations.

· Market assessment and Business 
development	—	Develop	business	
strategies	for	new	products	and	services.

· organizational Improvement	—	Help	
organizations	make	basic	improvements	
in	the	way	they	function.

· facilitation	—	Serve	as	a	neutral	
meeting	resource	to	bring	about	
resolution	of	difficult	issues.

All	of	our	training	materials	can	be	offered	
online,	which	means	your	employees	can	
do	the	training	anytime	from	any	Internet-
accessible	location.	If	online	training	is	not	the	
best	thing	for	your	organization	we	can	also	
do	classroom	style	training.	

In	addition	to	these	services,	CESD	also	
provides	an	array	of	technical	services	to	
its	clients,	including	facility	layout,	quality	
systems	design,	maintenance	systems	
practices,	and	basic	industrial	engineering	
services.
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Manufacturing.	Solutions.	We’re	here	to	help.

The	Robert	C.	Byrd	Institute	for	Advanced	Flexible	Manufacturing	
(RCBI)	is	West	Virginia’s	only	statewide	technical	institute	that	
specializes	in	the	success	of	manufacturers.

We	offer	a	variety	of	technical	services	for	manufacturers	including	
work	force	development	and	technical	training;	access	to	state-of-
the-industry,	CNC	manufacturing	equipment;	quality	improvement	
services;	online	business	development	opportunities;	and	
composites	technology	and	training.

our SerVICeS
Work force development / technical training
Our	programs,	including	our	nationally	certified	Machinist	
Technology	Program,	are	designed	and	customized	to	meet	the	
needs	of	manufacturers.	Special	scheduling	requirements	and	
customized	training	requests	are	regularly	accommodated.	 

technical Services / equipment Leasing
Manufacturers	have	access	to	state-of-the-industry	equipment	and	
technical	expertise. 

Business development / online resources
We	are	devoted	to	the	success	of	manufacturers	through	expert	
assistance	and	guidance	in	federal,	industrial	and	commercial	
contracting	opportunities	with	electronic	commerce	and	online	
networking. 

Quality Improvement / Implementation
Manufacturers	receive	assistance	with	development	and	
implementation	of	documented	quality	systems. 

Composites technology / training
Provides	composites	technology	access	and	technical	training	
expertise	for	the	state’s	and	region’s	growing	composites-
manufacturing	base.

robert C. Byrd Institute

Other Available Training Opportunities
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The	West	Virginia	Manufacturing	Extension	Partnership	(WVMEP)	
helps	West	Virginia’s	medium-sized	manufacturers	grow	and	
strengthen	their	businesses	by	reducing	costs,	increasing	revenues,	
and	generating	higher	profits.

WVMEP	provides	manufacturing	management	services	including	
lean	manufacturing	training	and	implementation,	facility	planning	
and	layout,	production	and	operations	improvement,	materials	
management,	and	process	flow	analysis.

WVMEP	helps	companies	develop,	implement,	and	maintain	quality	
systems	objectively	using	stringent	ISO	9001,	14001,	and	AS	9100	
standards	and	applying	related	principles.

Manufacturers	can	receive	assistance	on	compliance	with	all	types	
of	OSHA	regulations	covering	industrial	hygiene,	safety	and	risk	
management,	plus	customized	safety	training.

Manufacturers	striving	to	identify	and	reach	new	markets	or	
develop	new	products	benefit	from	WVMEP	services	in	new	
product	planning,	design	reviews,	supplier	analysis/development,	
CAD	and	prototyping	assistance,	marketing	assessments,	market	
segmentation,	and	marketing	strategy.

Comprehensive	assistance	in	production,	engineering	and	
operations	enables	West	Virginia	manufacturers	to	cut	costs	and	
grow	profits.

West Virginia Manufacturing extension Partnership
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Knowledgeable,	skilled	employees	are	in	great	demand	
in	today’s	wood	products	manufacturing	industry.	The	
Wood	Technology	Center	is	responding	to	that	need	
by	providing	specialized	training	programs	that	allow	
people	to	succeed	in	the	current	technology-driven	
workplace.	Students	completing	our	courses	are	well	
prepared	for	technician-level	positions	in	the	wood	
industry.

Wood	training	services	are	provided	through	a	
cooperative	arrangement	with	the	Randolph	County	
Development	Authority,	RESA	VII	and	the	West	Virginia	
State	Department	of	Education.	Customized	training	
programs	for	the	wood	industry,	wood	industry-related	
economic	development	activities,	technical	support	
services	to	the	industry,	time-share	of	the	production	
equipment	in	the	center,	and	the	provision	of	incubator	
space	for	new	business	concerns	are	all	provided	
through	this	innovative	program.

Our	students	come	to	the	Center	for	different	reasons,	
with	various	goals.	Some	are	employees	of	local	
companies,	looking	to	improve	their	ability	to	do	a	
specific	job.	Others	are	entrepreneurs,	struggling	with	
the	learning	curve	associated	with	the	acquisition	of	
computerized	woodworking	equipment.	Others	yet	are	
people	desiring	to	enhance	their	skills	in	order	to	find	
a	better	job.	Some	are	unemployed,	who	realize	that	
their	marketability	as	a	future	employee	is	tied	to	their	
knowledge	of	current	technology.	

Programs
The	West	Virginia	Wood	Technology	Center	offers	an	
innovative	training	and	technical	support	facility,	a	
combination	of:	

•	 Training	programs	for	new	and	existing	businesses
•	 Technical	expertise	for	wood	production	issues	
•	 A	shared-use	facility	with	state-of-the-art	

equipment	for	rent	
•	 Low-cost	business	incubator	space	

employees
If	you	are	looking	to	learn	about	the	industry,	we	can	
develop	your	skills.	

•	 Skills	you	can	use	to	get	a	better	job,	or	allow	you	
to	do	your	job	better

employers
If	you	are	in	business,	we	can	save	you	precious	time	
and	money.	

•	 Time	you	can	devote	to	managing	your	business	
more	profitably	

•	 Money	you	can	invest	in	your	company’s	future

Whether	your	business	is	just	getting	started,	or	you’ve	
been	looking	for	ways	to	cut	overhead	costs	and	trim	
other	expenses,	or	you’re	just	interested	in	learning	
about	a	wood-industry-related	topic,	the	time	to	act	 
is	now.	

West Virginia Wood technology Center

Other Available Training Opportunities
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Career Paths
West	Virginia	Wood	Technology	Center	offers	three	
avenues	to	help	you	excel	in	the	wood	industry.	

•	 Lumber	Grading	and	Inspection	Program
•	 Customized	On-the-Job	Training	Programs
•	 Specialized	Technician-Level	Training	Programs

In	addition,	we	have	created	a	“classroom	of	the	future”	
to	provide	the	following	services:

Videoconferencing
From	cellular	phones	to	the	Internet,	the	world	today	is	
built	on	technology.	Thanks	to	faster	communication,	
information	is	more	accessible	than	ever.	How	can	your	
business	use	this	technology	to	create	a	climate	of	
connectivity	with	your	business	partners,	customers,	
suppliers	and	other	clients?

distance Learning
We	are	expanding	educational	opportunities	beyond	
the	walls	of	the	traditional	classroom.	Teachers	can	 
now	use	this	technology	to	create	a	climate	of	
learning	that	inspires	and	motivates	students.	Our	
truly	interactive	distance	education	classroom	breaks	
down	the	geographical	barriers	that	face	our	rural,	
mountainous	state.
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WorkKeys	is	ACT’s	work	force	development	
system,	best	known	for	translating	a	vague	
statement	such	as	“we	need	more	qualified	
applicants”	into	a	precise	set	of	teachable	
skills	really	used	in	a	job.	WorkKeys	offers	
assessments	to	measure	the	current	skills	
levels	of	workers,	as	well	as	occupational	
profiles	to	document	the	skills	required	by	
occupations	and	specific	jobs.

Employers	tell	us	they	use	WorkKeys	for	
hiring,	promotion,	and	training.	Educators	
tell	us	they	use	it	to	tailor	development	
plans,	certify	career	readiness,	and	
guarantee	diplomas.	Work	force	and	
economic	developers	tell	us	they	use	it	
to	match	employees	to	employers	and	
employers	to	communities.

To	date,	WorkKeys’	service	providers	
have	administered	more	than	10,000,000	
assessments	and	conducted	14,000	job	
profiles	for	Business	and	Industry,	Schools	
and	Colleges,	training	centers,	Corrections,	
one-stops,	and	economic	developers.

Workforce West Virginia WorkKeys Services

WorkKeys assessments
The	eight	WorkKeys	(tests)	measure	
skills	in	applied	mathematics,	applied	
technology,	listening,	locating	information,	
observations,	reading	for	information,	
teamwork,	and	writing.	Scales	for	each	
assessment	are	administered	through	
traditional	paper-based	testing,	while	
others	incorporate	the	use	of	audio	or	
videotapes.

SECTION III. Reducing the Stress of Hiring
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WorkKeys Profiles
WorkKeys	job	profiles	accomplish	the	task	
of	job	analysis,	helping	employers	identify	
the	skill	levels	current	and	prospective	
employees	need	to	be	successful	on	the	
job.	Job	profilers	also	provide	individuals	
with	a	clear	picture	of	the	skill	levels	they	
need	to	qualify	for	and	be	successful	in	the	
jobs	they	want.	Main	advantages	are:

•	 Profiling	is	an	objective	and	proven	
way	to	defined	needed	skills	

•	 Seasoned	workers	serve	as	subject	
matter	experts,	guided	by	ACT-
authorized	analysts	using	a	proven	
methodology

•	 WorkKeys	profiles,	tests,	and	
instructional	targets	are	directly	linked	
to	one	another

The	profiling	component,	combined	with	
WorkKeys	assessment,	instruction,	and	
reporting,	allows	students	and	workers	to	
make	appropriate	decisions	about	jobs	and	
to	identify	their	strengths	and	weaknesses	
as	they	pursue	their	education	and	career	
goals.	Occupational	profiles	identify	the	
skill	levels	required	for	an	occupation	across	
jobs,	companies,	or	industries.

WorkKeys for employers
Companies	that	use	the	WorkKeys	system	
to	assess	their	incoming	and	current	work	
force	typically	achieve	substantial	benefits,	
including:

•	 Improved	employee	selection	and	
advancement	procedures

•	 Reduced	overtime
•	 Reduced	turnover
•	 Increased	productivity
•	 Fewer	legal	challenges	over	hiring	

processes
•	 Higher	employee	morale

WorkKeys for Job Seekers and Students
WorkKeys	assessments	document	student	
and	job	seeker’s	abilities	in	the	skills	
employers	need.
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West	Virginia	is	launching	a	statewide	
WorkKeys	Credential	that	will	validate	
the	outstanding	work	force	that	West	
Virginia	has	to	offer	employers.	The	
nationally	recognized	career	readiness	
certificate	will	utilize	a	statewide	system	
that	implements	a	common	assessment	
for	West	Virginian’s	seeking	employment	
or	employees.	The	certificate	will	also	
establish	a	meaningful	certification	for	West	
Virginia’s	workers	without	a	documented,	
recognized	credential.	The	credential	will	
give	job	seekers,	those	who	prepare	them	
and	employers	a	way	to	connect	and	
communicate.

When	individuals	score	at	certain	levels	on	
three	WorkKeys	assessments	—	Applied	
Mathematics,	Locating	Information,	and	
Reading	for	Information	—	they	confirm	
their	competence	in	a	specific	set	of	work	
place	skills,	with	each	higher-level	score	
indicating	readiness	for	a	greater	range	
of	jobs.	This	certificate	is	designed	to	
complement	other	traditional	credentials	
—	such	as	a	high	school	diploma,	
community	college	degree,	or	college	
degree	—	that	mark	the	fulfillment	of	an	
individual’s	classroom	learning	experiences.	
Individuals	who	hold	or	obtain	a	West	
Virginia	WorkKeys	credential	have	the	
opportunity	to	receive	a	national	certificate	
seal	to	affix	to	their	certificate	and	can	
obtain	a	national	certificate	from	ACT.

WorkKeys	has	generated	a	database	with	
occupational	profiles	for	thousands	of	
jobs	across	the	country.	A	majority	of	the	
jobs	require	certain	skill	levels	in	Applied	
Mathematics,	Locating	Information,	and	
Reading	for	Information.	Individuals	with	
high	skill	levels	qualify	for	more	jobs.	The	
Credential	uses	test	results	from	these	
assessments	to	award	certificates	in	three	
categories:

•	 Bronze	Level	—	signifies	an	individual	
has	scored	at	least	a	Level	3	in	each	
of	the	three	core	areas	and	has	the	
necessary	foundational	skills	for	35%	
of	the	jobs	in	the	WorkKeys	database

•	 Silver	Level	—	signifies	an	individual	
has	scored	at	least	a	Level	4	in	each	
of	the	three	core	areas	and	has	the	
necessary	foundational	skills	for	65%	
of	the	jobs	in	the	WorkKeys	database

•	 Gold	Level	—	signifies	an	individual	
has	scored	at	least	a	Level	5	in	each	
of	the	three	core	areas	and	has	the	
necessary	foundational	skills	for	90%	
of	the	jobs	in	the	WorkKeys	database

how do employers use the certificates?
The	certificate	can	be	considered	along	
with	other	education	and	background	
information	when	making	employment	
and	training	decisions.	They	might	be	
considered	a	“plus”	when	presented	to	an	
employer	during	the	hiring	process.	They	
also	might	help	identify	who	can	benefit	
from	specific	training	programs.

WorkKeys and the Career readiness Certificate
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how does the certificate fit into the 
employers’ existing hiring practices?
Certificates	provide	an	additional	data	
point	to	make	employment	decisions.	If	an	
employer	is	already	using	one	or	more	of	
the	WorkKeys	assessments,	applicants	with	
a	certificate	may	be	able	to	skip	those	tests,	
resulting	in	cost	savings	for	the	employer.	
In	other	cases,	an	employer	may	ask	for	
certificate	results	to	reduce	hiring	time	and	
costs.

WorkKeys	is	ideally	suited	for	the	National	
Career	Readiness	Certificate	because	the	
system	is:

•	 Meaningful	to	employers,	individuals,	
educators,	and	trainers

•	 Based	on	work	skill	levels	documented	
by	the	national	occupational	database

•	 Built	on	objective,	standardized,	valid	
assessment	results

•	 Linked	to	education/training	
programs	to	improve	skill	levels

•	 Designed	to	provide	nationwide	
portability

•	 Developed	by	ACT,	an	internationally	
recognized	measurement	and	
research	company

•	 Available	for	immediate	use
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West	Virginia	Development	Office	•	1900	Kanawha	Blvd.,	East	•	Charleston,	WV	25305	•	www.wvopenforbusiness.com	•	800-982-3386

112	California	Avenue
Building	4

Charleston,	West	Virginia	25305

304-558-7027
Fax:	304-558-1694
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