Dear Workforce Development Professionals:

There is an increasing demand for non-degree certificate programs among America’s workers, including workforce development professionals.   Many professions have membership associations that offer certification programs to assist individuals in developing their skills and advancing in their careers.   Certification is being offered in our state through the Missouri Association for Workforce Development (MAWD).  MAWD is a professional association made up of workforce development professionals from across the state.  

Much has been researched and written about professional certification.  It is generally agreed that to be effective, certification should be based on the competencies (knowledge, skills and abilities) required to do a job effectively.  The MAWD model has been built around competencies that are relevant to practicing workforce development professionals from a variety of partner agencies.  

The MAWD model is designed to be compatible with the National Association of Workforce Development Professional’s (NAWDP) certification program.  At the present time NAWDP offers one level of certification and the MAWD model offers two levels, basic and advanced. 

The Basic Certification is based on an individual’s self-assessment of their level of knowledge, skill and ability in five core competencies.  This core consists of interpersonal relations, customer service, diversity, technology, and history/structure of the workforce development system.  Advanced certification is offered in two areas of specialization: customer services and administrative services.  

Customer services focuses on competencies in the areas of career development; counselling, case management, and assessment; job readiness; job development; and labor market information.  Administrative services focuses on competencies in monitoring; management information systems; supervision; program management; labor market information; and fiscal operations.

As members of MAWD, we’re pleased to know that our professional association will recognize the effort we all give to our own professional development through the certification program it will offer to its members.     

Sincerely,

Executive Committee

Missouri Association for Workforce Development

Missouri Workforce Development Professional

The Missouri Workforce Development Professional (MWDP)  certificate is awarded by the Missouri Association for Workforce Development (MAWD). It is an excellent way to recognize the training, experience and expertise of professionals who facilitate the process by which individuals identify, prepare for, obtain and maintain employment and self -sufficiency. 

As a certified Missouri Workforce Development Professional (MWDP) you will be asked to serve as an ambassador for the MWDP program by encouraging colleagues to seek and obtain certification. The strength of the MWDP will come when professionals will automatically pursue certification as a condition of employment and professional pride. 

MAWD is a professional association serving the workforce development community of Missouri.  MAWD members work in job training and placement centers, One-Stop Centers, federal, state and local organizations, employment services centers, public and private boards and research organizations. MAWD sponsors a yearly professional development conference, a quarterly publication, and other member benefits and services. 

Workforce Development Professional Areas of Competency

Basic Certification

1. History and Structure of the Workforce Development System - Understands the history and structure of the workforce development system and how it impacts the current system. Is able to relate public workforce development policy, initiatives and funding sources with the current system.

2. Diversity - Understands the special employment needs of diverse groups. Is able to adapt materials and services to address these needs.

3. Interpersonal Relations - Understands the basic principles of team work. Is able to deal with customers, colleagues, agencies and partner associates in a positive, professional manner.
4. Technology - Understands basic computer technology used in workforce development. Is able to demonstrate proficiency or understanding of various computer software applications and the Internet.

5. Customer Service - Understands who the principle customers of the workforce development system are. Is able to identify their needs and expectations and what constitutes positive customer satisfaction. 

Advanced Certification


Specialized Customer Service
1. History and Structure of the Workforce Development System - Understands the history and structure of the workforce development system and how it impacts the current system. Is able to relate public workforce development policy, initiatives and funding sources with the current system.

2. Diversity - Understands the special employment needs of diverse groups. Is able to adapt materials and services to address these needs.

3. Interpersonal Relations - Understands the basic principles of team work. Is able to deal with customers, colleagues, agencies and partner associates in a positive, professional manner.
4. Technology - Understands basic computer technology used in workforce development. Is able to demonstrate proficiency or understanding of various computer software applications and the Internet.
5. Customer Service - Understands who the principle customers of the workforce development system are. Is able to identify their needs and expectations and what constitutes positive customer satisfaction.
6. Career Development Process - Understands the process by which individuals define their career goals. Is able to identify the kinds of information individuals need in order to make realistic career decisions and where that information can be found.
7. Job Readiness - Understands the essential elements of a helping relationship; the process, techniques and tools of an effective job-search campaign; the factors that affect job retention; and the occupational training needs of both the employer and the job seeker.  
8. Case Management - Understands the customer intake process and how to manage a client caseload.   Is able to provide assessment services, help the client customer in developing and implementing a service plan.
9. Job Development/Marketing - Understands how to research target markets and perform marketing activities.  Is able to recruit employers and manage employer training placements and conduct client screening and referrals.
10. Labor Market Information (LMI) - Understands the kinds of labor market information available and the uses of such information. Is able to access LMI using local, state and national electronic and non-electronic delivery systems. 
Advanced Certification


Specialized Administrative Service

1. History and Structure of the Workforce Development System - Understands the history and structure of the workforce development system and how it impacts the current system. Is able to relate public workforce development policy, initiatives and funding sources with the current system.

2. Diversity - Understands the special employment needs of diverse groups. Is able to adapt materials and services to address these needs.

3. Interpersonal Relations - Understands the basic principles of team work. Is able to deal with customers, colleagues, agencies and partner associates in a positive, professional manner.
4. Technology - Understands basic computer technology used in workforce development. Is able to demonstrate proficiency or understanding of various computer software applications and the Internet.
5. Customer Service - Understands who the principle customers of the workforce development system are. Is able to identify their needs and expectations and what constitutes positive customer satisfaction.
6. Monitoring - Understands how to develop a monitoring plan.  Is able to monitor for program, fiscal and administrative compliance and make reports and recommendations.
7. Fiscal - Understands how to develop fiscal policies and procedures, provide budgetary control and manage an accounting system.  Is able to procure goods and services, provide contract management and fiscal reporting.
8. Management Information Systems (MIS) - Understands how to administer the network and maintain system integrity, monitor quality of data and generate reports.  Is able to modify hardware and software, maintain equipment and provide technical assistance.
9. Supervision - Understands the importance of communicating information to personnel and providing staff development.  Is able to manage change, programs and services, lead work teams, motivate staff and solve problems.
10. Program Management - Understands how program design uses appropriate service strategies to meet program goals. Is able to identify indicators and established instruments to document performance program outcomes. 
11. Labor Market Information (LMI) - Understands the kinds of labor market information available and the uses of such information. Is able to access LMI using local, state and national electronic and non-electronic delivery systems. 
Requirements to Become Certified As a

Missouri Workforce Development Professional
1.  Education and Experience 

There are two levels of certification:  basic and advanced.  The following combination of education and experience is required for each level.  Documentation for the highest educational level claimed must be provided.  The educational level claimed must be from an accredited educational institution.  No other forms of education will be considered other than the levels listed below.  Experience must be directly related to one or more workforce development activities. 

Education

Experience – Basic Certification

Experience – Advanced Certification

Graduate Degree

2 years or



2 years and Basic Certification





1 year with related Master’s*

1 year with related Master’s*

Bachelor’s Degree

2 years




2 years and Basic Certification
Associate Degree 

4 years




4 years and Basic Certification
High School or GED 

6 years




6 years and Basic Certification
*Examples of Related Master’s Degree Programs

· Counselling & Guidance

· Counselling Psychology

· Education

· Human Relations

· Management 

· Psychology

· Public Administration

· Sociology

· Social Work/MSW

· Vocational Rehabilitation

· Other relevant programs, approved by MAWD

2.  Code of Ethics

The Applicant will be required to sign and date the statement attesting that they have read and agree to adhere to the Code of Professional Ethics and Practices adopted by the Missouri Association for Workforce Development (MAWD). 

3.  Professional Affiliation

Missouri Workforce Development Professionals must demonstrate a commitment to their professional development by maintaining membership in MAWD. 

4.  Competencies – Self-Assessment

Missouri Workforce Development Professionals possess distinct knowledge and skills.  It is the possession of knowledge and skills in these areas that makes workforce development a unique profession. The applicant is required to complete the Self-Assessment in each area of competency for each level of certification.

Basic Certification applicants must attest that they possess competency in each of the following areas:  history and structure of the workforce development system, diversity, interpersonal relations, technology, and customer service.

Advanced Certification

Specialized Customer Service applicants must have received a Basic Certification and attest that they possess competency in each of the following areas:  career development process, job readiness, case management, job development/marketing, and labor market information.   

Specialized Administrative Service applicants must have received a Basic Certification and attest that they possess competency in the following areas:  monitoring, fiscal, MIS, supervision, program management, and labor market information.  For a detailed description of each area see page 2. 

5. Supervisory Assessment

An assessment form on the applicant’s competency in each area must be completed by the applicant’s immediate supervisor or a MAWD or NAWDP certified peer.   If neither of these is available, then the assessment may be done by a knowledgeable colleague.

6. References

The Applicant is required to obtain references from two people who are very familiar with the job duties, knowledge and skills of the Applicant (see pp. 17 & 19 of application packet).  At least one of the references should be an immediate supervisor or a MAWD or NAWDP certified peer, if possible.   This person should be asked to complete Reference Form #1 (p. 17) and the Supervisor Assessment (pp. 13 & 14 of application packet).  The second reference may be another supervisor or a colleague.  They should fill out Reference Form #2 (p. 19).  References will also need to affirm that the Applicant has adhered to the MAWD Code of Professional Ethics and Practices.  Note that both Reference Forms must be mailed directly to MAWD, c/o MTI.  The application will not be considered complete until both Reference Forms and the Supervisor Assessment have been received. 

7. Application Process & Fees

Three year certification is $50 for Basic, $25 for Advanced (payable in U.S. currency) 

Include a check, money order or credit card information in the completed Application Package. Make checks payable to University of Missouri.  Although purchase orders are accepted from approved schools and organizations, payment must be received before the award can be mailed and published.  If the application is rejected, a refund less a $25 processing fee will be issued. 

8. Renewal 

The Missouri Workforce Development Professional certification is valid for three years.  To maintain the credential, the Applicant must re-certify at the end of that period. 

Re-certification will require documenting at least 60 hours of professional development related to one or more of the workforce development competency areas, attestation of adherence to the Code of Professional Ethics and Conduct, proof of MAWD membership, documentation that the Applicant has completed training in deficient competency areas and payment of a renewal fee of $50.  Renewal will be for a 3-year period.  Certified professionals will receive information concerning their renewal six months before the expiration of their certification. 

Application for Certification

As a Missouri Workforce Development Professional

(Note:  This is the beginning of the actual certification application.  Please detach the remainder of this packet, complete the information and submit it for review)

Directions:  Please type or print

1.  Dr.   Mr.   Ms.   Mrs.            First Name​​​​________________________
MI_________

2.  Last Name____________________________________________________________

3. Home Address_________________________________________________________

4.  City_______________________________
State_________
Zip_________

5.  Business Name_________________________________________________________

6. Business Address______________________________________________________

7.  City_______________________________
State_________
Zip_________

8.  Preferred Mailing Address:  Home_______
Business_______

9.  Business Phone_(____)________________
Home_(____)__________________

10.  Fax_______________________

E-mail______________________________

11.  Current member of MAWD(required for application):  Yes_______
No______

Education

Circle highest degree attained:
High School    GED   Associate   BA/BS   Graduate

       Name and Address of Institution circled:___________________________________







____________________________________







____________________________________

      Documentation enclosed:
  ______Transcript

_______Diploma





  ______Other (Please Describe) _____________________
Experience

Experience as a Workforce Development Professional.  Please complete the following, listing all relevant workforce development employment for the past ten years, beginning with your current job.  Include job duty/title changes even if it is with the same employer.  

You may not substitute a resume for completing this form.  You may copy this form if you need additional space.
	Job title
	

	Employer name   and address


	

	From:  Mo/Yr
To:  Mo/Yr
	

	Basic workforce related duties


	


	Job title
	

	Employer name   and address


	

	From:  Mo/Yr
To:  Mo/Yr
	

	Basic workforce related duties


	

	Job title
	

	Employer name   and address


	

	From:  Mo/Yr
To:  Mo/Yr
	

	Basic workforce related duties


	

	
	


	Job title
	

	Employer name   and address


	

	From:  Mo/Yr
To:  Mo/Yr
	

	Basic workforce related duties


	

	
	

	Job title
	

	Employer name   and address


	

	From:  Mo/Yr
To:  Mo/Yr
	

	Basic workforce related duties


	

	
	

	Job title
	

	Employer name   and address


	

	From:  Mo/Yr
To:  Mo/Yr
	

	Basic workforce related duties


	

	
	



             
Code of Professional Ethics and Practices

As a Missouri Workforce Development Professional, I pledge to:

1. Exhibit and uphold the highest standards of professional and ethical conduct in order to ensure the integrity and advancement of the workforce development profession.  In other words, I pledge that I am law abiding, honest, reliable, dependable, fair, cooperative and trustworthy.

2. Advance programs and services that are consistent with the public trust and responsive to the public interest.

3. Demonstrate commitment to maintaining professional competencies through ongoing professional development.

4. Exercise maximum effort in the workplace to ensure optimal benefit to my customers – employers, jobseekers and trainees – and to my organization and community.

5. Promote cooperation and collaboration with partner organizations in order to maximize our customers’ opportunities for success.

6. Respect the integrity, promote the welfare and maximize the freedom of choice and informed consent of my customers.

7. Respect and protect the privacy of my customers when gathering, recording, storing and sharing confidential information.

8. Recognize and respect the unique challenges faced by culturally or ethnically diverse and physically or mentally challenged individuals.

9. Abstain from using my official position to secure personal or political privilege, advantage, gain or benefit.

I certify that I have read and understand the MAWD Code of Professional Ethics and Practices and promise to follow its guidelines.  I further certify that I have never been disciplined by my employer for a violation or situation that is addressed in this Code of Professional Ethics and Practices.

_______________________________________________
__________________________

Signature






Date

Basic Certification Skills Inventory - Self-Assessment

Read each statement and rate your level of competency on each by placing an X in the appropriate column.  

Competency:  Customer Service

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understand who the principle customers of the workforce development system are
	
	
	
	
	

	Identify customer needs and expectations and what constitutes positive customer satisfaction
	
	
	
	
	

	Identify customers
	
	
	
	
	

	Define customer service excellence
	
	
	
	
	

	Identify blocks to providing excellent customer service
	
	
	
	
	

	Identify key customer service skills
	
	
	
	
	

	Ensure customer understanding of program services
	
	
	
	
	


Competency:  Technology

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understand basic computer technology in workforce development.
	
	
	
	
	

	Able to demonstrate proficiency or understanding of various computer software applications and the Internet.
	
	
	
	
	

	Understand America Job Bank
	
	
	
	
	

	Understand Lotus Notes
	
	
	
	
	

	Understand Toolbox
	
	
	
	
	

	Understand MissouriWorks
	
	
	
	
	


Competency:  Interpersonal Relations

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understand the basic principles of team work
	
	
	
	
	

	Understand communication process
	
	
	
	
	

	Understand networking responsibilities
	
	
	
	
	

	Develop working relationships with contacts
	
	
	
	
	

	Able to deal with others in a positive, professional manner
	
	
	
	
	


Basic Certification Skills Inventory - Self-Assessment

Competency:  History and Structure of the Workforce Development System

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understand the history and structure of the workforce development system and how it impacts the current system
	
	
	
	
	

	Know the rationale for and target groups addressed by specific workforce development programs, including relevant statutory provisions
	
	
	
	
	

	Know the major employment and training/workforce development programs; historical and current
	
	
	
	
	

	Know the major educational initiatives related to workforce preparation, historical and current
	
	
	
	
	

	Know the major welfare initiatives related workforce preparation, historical and current
	
	
	
	
	

	Have knowledge of major agencies, institutions, and organizations engaged in workforce development at the National, state, and local levels.
	
	
	
	
	

	Know specific programs operated by each set of agencies and the roles authorized for national, state, and local organizations
	
	
	
	
	

	Able to relate public workforce development policy, initiatives and funding sources to the current system.
	
	
	
	
	

	Understand the Workforce Investment System
	
	
	
	
	

	Understand WIA Mandated Partners
	
	
	
	
	

	Understand Core, Intensive and Training services
	
	
	
	
	

	Understand Performance Measures
	
	
	
	
	

	Understand Roles and Responsibilities
	
	
	
	
	

	Understand Adult Education and Literacy Act
	
	
	
	
	

	Understand Wagner-Peyser
	
	
	
	
	

	Understand the Rehabilitation Act
	
	
	
	
	

	Understand Welfare Reform/TANF
	
	
	
	
	


Competency:  Diversity

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understand the special employment needs of diverse groups
	
	
	
	
	

	Understand what diversity is
	
	
	
	
	

	Understand what diversity isn’t
	
	
	
	
	

	Understand legal requirements that drive diversity
	
	
	
	
	

	Understand the importance of company policy on diversity
	
	
	
	
	


Basic Certification Skills Inventory – Supervisor Assessment

Give this form to your supervisor or a MAWD or NAWDP certified peer.  Ask him/her to read each statement and rate your level of competency on each by placing an X in the appropriate column.  

To the best of my knowledge, ________________________________________ (name of employee being rated) has the following level of knowledge in each of the competency statements listed below:

Competency:  Customer Service

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understands who the principle customers of the workforce development system are
	
	
	
	
	

	Identifies customer needs and expectations and what constitutes positive customer satisfaction
	
	
	
	
	

	Identifies customers
	
	
	
	
	

	Defines customer service excellence
	
	
	
	
	

	Identifies blocks to providing excellent customer service
	
	
	
	
	

	Identifies key customer service skills
	
	
	
	
	

	Ensures customer understanding of program services
	
	
	
	
	


Competency:  Technology

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understands basic computer technology in workforce development.
	
	
	
	
	

	Able to demonstrate proficiency or understanding of various computer software applications and the Internet.
	
	
	
	
	

	Understands America Job Bank
	
	
	
	
	

	Understands Lotus Notes
	
	
	
	
	

	Understands Toolbox
	
	
	
	
	

	Understands MissouriWorks
	
	
	
	
	

	Others?
	
	
	
	
	


Competency:  Interpersonal Relations

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understands the basic principles of team work
	
	
	
	
	

	Understands communication process
	
	
	
	
	

	Understands networking responsibilities
	
	
	
	
	

	Develops working relationships with contacts
	
	
	
	
	

	Able to deal with others in a positive, professional manner
	
	
	
	
	


Basic Certification Skills Inventory – Supervisor Assessment

Competency:  History and Structure of the Workforce Development System

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understands the history and structure of the workforce development system and how it impacts the current system
	
	
	
	
	

	Knows the rationale for and target groups addressed by specific workforce development programs, including relevant statutory provisions
	
	
	
	
	

	Knows the major employment and training/workforce development programs; historical and current
	
	
	
	
	

	Knows the major educational initiatives related to workforce preparation, historical and current
	
	
	
	
	

	Knows the major welfare initiatives related workforce preparation, historical and current
	
	
	
	
	

	Has knowledge of major agencies, institutions, and organizations engaged in workforce development at the National, state, and local levels.
	
	
	
	
	

	Knows specific programs operated by each set of agencies and the roles authorized for national, state, and local organizations
	
	
	
	
	

	Able to relate public workforce development policy, initiatives and funding sources to the current system.
	
	
	
	
	

	Understands the Workforce Investment System
	
	
	
	
	

	Understands WIA Mandated Partners
	
	
	
	
	

	Understands Core, Intensive and Training services
	
	
	
	
	

	Understands Performance Measures
	
	
	
	
	

	Understands Roles and Responsibilities
	
	
	
	
	

	Understands Adult Education and Literacy Act
	
	
	
	
	

	Understands Wagner-Peyser
	
	
	
	
	

	Understands the Rehabilitation Act
	
	
	
	
	

	Understands Welfare Reform/TANF
	
	
	
	
	


Competency:  Diversity

	Skills Statements


	No direct knowledge

0
	Little/no knowledge

1
	Basic knowledge

2
	Intermediate knowledge

3
	Advanced knowledge

4

	Understands the special employment needs of diverse groups
	
	
	
	
	

	Understands what diversity is
	
	
	
	
	

	Understands what diversity isn’t
	
	
	
	
	

	Understands legal requirements that drive diversity
	
	
	
	
	

	Understands the importance of company policy on diversity
	
	
	
	
	


References

Indicate below the names of the supervisors and/or colleagues who will be completing a Reference Form for the Applicant.  One of the references should be an immediate supervisor or a MAWD or NAWDP certified peer, if possible.  Because the reference will be expected to rate the Applicant on the competencies associated with the level of certification being requested, references should be very familiar, professionally, with the Applicant.  Give Reference #1 the form on p. 17 of this packet along with the Supervisor Assessment.  Give Reference #2 the form on p.19 of this packet.

Name of Reference #1_____________________________________________________

Title____________________________
Organization_________________________

Relationship to the applicant:  ______Supervisor
______Colleague

______Other (Please describe)________________________________________________

Name of Reference #2_____________________________________________________

Title____________________________
Organization_________________________

Relationship to the applicant:  ______Supervisor
______Colleague

______Other (Please describe)__________________________________________________

By signing this document, I certify that the information provided in this Application is accurate and complete to the best of my knowledge.  I agree that MAWD has the right to contact any person or organization to verify this information.  I authorize the release of information to MAWD for the purpose of verifying information contained in the Application.

I understand that until such time as the Missouri Workforce Development Profession certification program is based, in part, upon a standardized, competency-based examination, MAWD neither warrants nor makes any claims on the competency of the certification holder.  I understand that any certification granted by MAWD does not specify or imply licensure or registration to practice for a fee or otherwise.  I release MAWD from all liability and claims that may arise from any of my career/occupational activities.

I understand that the MAWD certification depends upon my fulfilment of all required criteria including compliance with the MAWD Code of Professional Ethic and Conduct.  I understand that if certification is granted, renewal is subject to current certification requirements.

I understand that all materials contained in this application become the property of MAWD and that neither originals nor photocopies will be returned to me.

______________________________________________
__________________

Applicant’s Signature





Date
Method of Payment

Application fee (please circle appropriate level)


Basic $50

Advanced $25

______
Check or Money Order 

______Visa

______MasterCard

______Discover

Name of Cardholder_______________________________________________________________

Account #_______________________________________________________________________

Expiration Date_______/_______
Signature______________________________________________________

(Credit card charges will not be incurred until Application is processed)

Application Checklist 
The following must be submitted with the application: 

_____Completed Application Form 

_____Completed Competency Self Assessment Form
_____Signed Code of Professional Ethics and Practices

_____The application fee of $50 for Basic, $25 for Advanced
_____Remind Reference #1 to send completed Supervisor Assessment and Reference Form to Missouri  


Training Institute, c/o MAWD

_____Remind Reference #2 to send completed Reference Form to Missouri Training Institute, c/o MAWD

_____Circle the area of advanced certification you are interested in pursuing:   Customer Service or Administrative
Submission 

Because original signatures are required on all Forms, faxed information will not be accepted. 

Submit the complete package in a large envelope (do not fold the documents) to: 

Missouri Training Institute, 

Attn:  Missouri Workforce Development Professional Certification

304 Cornell Hall

Columbia, MO  65211-2600
Review 

After MAWD receives your completed Application package and payment, the application will be placed under review.  The MAWD Certification Review Committee meets quarterly or as often as deemed necessary to review completed applications submitted that quarter.  The Review Committee will review your application and “grade” your self-assessment and that of your supervisor.  The applicant must receive a combined “grade” of 70% in order to receive certification.  The Review Committee will also take note of which area of advanced certification you circled above, and will send you an Advanced Level Individual Training Plan that will enable you to determine the professional development activities that will help in your efforts toward certification/re-certification.  Applications that are incomplete will not be processed.  MAWD will send you written notice of your incomplete application, along with an explanation of how to correct the error or omission.  Applications will not be considered complete until all Forms have been received.  Incomplete applications will be placed in holding for six months and then rejected if the required Forms have not been received.  Since the Applicant will include all Forms in the Application Package except the Reference Forms, Applicants would be wise to follow-up with their References to make sure they have completed and mailed the Reference Forms.  

Rejection 

If an application is rejected, MAWD will provide a written explanation of the reason(s).  For individuals whose application has been rejected, a refund less a $25 processing fee will be issued.  Applicants can reapply for certification six months from the date of notification of rejection. 

Certification 

Once your application has been approved, you will receive written notice of your certification along with your signed Certificate, hometown press release, an Advanced Level Individual Training Plan in your designated area of specialty, and a Continued Education Development Log.  Certified Missouri Workforce Development Professionals are encouraged to use the designation, MWDP after their name in all business and professional correspondence. 

Reference Form #1

(To be completed by immediate supervisor, or a MAWD or NAWDP certified peer.  Or, if neither of these is possible, by a colleague)

Applicant’s Name____________________________________________________________

Printed Name of Person Completing the Form______________________________________

Job Title____________________________
 Agency_______________________________

Address____________________________________________________________________

City________________________________
State___________________
Zip___________

Telephone_(___)______________________ 
Fax_(___)_______________________

E-mail_______________________________________________________________________

In what capacity have you known the Applicant? ____________________________________

Length of time that you have known the Applicant ___________________________________

I attest to the best of my knowledge the Applicant has not violated the Missouri Workforce Development Professional’s Code of Professional Ethics and Practices. (see below)

Code of Professional Ethics and Practices
As a Missouri Workforce Development Professional, I pledge to:

1. Exhibit and uphold the highest standards of professional and ethical conduct in order to ensure the integrity and advancement of the workforce development profession.

2. Advance programs and services that are consistent with the public trust and responsive to the public interest.

3. Demonstrate commitment to maintaining professional competencies through ongoing professional development.

4. Exercise maximum effort in the workplace to ensure optimal benefit to my customers – employers, jobseekers and trainees – and to my organization and community.

5. Promote cooperation and collaboration with partner organizations in order to maximize our customers’ opportunities for success.

6. Respect the integrity, promote the welfare and maximize the freedom of choice and informed consent of my customers.

7. Respect and protect the privacy of my customers when gathering, recording, storing and sharing confidential information.

8. Recognize and respect the unique challenges faced by culturally or ethnically diverse and physically or mentally challenged individuals.

9. Abstain from using my official position to secure personal or political privilege, advantage, gain or benefit.

_____________________________


______________________________

Signature





Date

Mail completed Reference Form to:

Missouri Training Institute

Attn:  Missouri Workforce Development Professional Certification
304 Cornell Hall
Columbia, MO  65211-2600

Reference Form #2

(To be completed by immediate supervisor, MAWD or NAWDP certified peer or a colleague)

Applicant’s Name____________________________________________________________

Printed Name of Person Completing the Form______________________________________

Job Title____________________________
 Agency_______________________________

Address____________________________________________________________________

City________________________________
State___________________
Zip___________

Telephone_(___)______________________ 
Fax_(___)_______________________

E-mail_______________________________________________________________________

In what capacity have you known the Applicant? ____________________________________

Length of time that you have known the Applicant ___________________________________

I attest to the best of my knowledge the Applicant has not violated the Missouri Workforce Development Professional’s Code of Professional Ethics and Practices. (see below)

Code of Professional Ethics and Practices
As a Missouri Workforce Development Professional, I pledge to:

10. Exhibit and uphold the highest standards of professional and ethical conduct in order to ensure the integrity and advancement of the workforce development profession.

11. Advance programs and services that are consistent with the public trust and responsive to the public interest.

12. Demonstrate commitment to maintaining professional competencies through ongoing professional development.

13. Exercise maximum effort in the workplace to ensure optimal benefit to my customers – employers, jobseekers and trainees – and to my organization and community.

14. Promote cooperation and collaboration with partner organizations in order to maximize our customers’ opportunities for success.

15. Respect the integrity, promote the welfare and maximize the freedom of choice and informed consent of my customers.

16. Respect and protect the privacy of my customers when gathering, recording, storing and sharing confidential information.

17. Recognize and respect the unique challenges faced by culturally or ethnically diverse and physically or mentally challenged individuals.

18. Abstain from using my official position to secure personal or political privilege, advantage, gain or benefit.

_____________________________


______________________________

Signature





Date

Mail completed Reference Form to:
Missouri Training Institute

Attn:  Missouri Workforce Development Professional Certification
304 Cornell Hall
Columbia, MO  65211-2600
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