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Welcome to PEP Talk 
What is PEP Talk and who benefits from it? Those are two excellent questions. PEP Talk stands for 
Personalized Employment Plan. PEP Talk consists of a simple 3 step process to develop a personalized 
employment plan. Step 1: Awareness. Step 2: Exploration. Step 3: The Plan. If you decide that you want 
to create a personalized employment plan PEP Talk is your tool.  

Who needs a personalized employment plan? 

 The unemployed 
 The underemployed 
 TANF recipients 
 High school and college students 
 Career changers 
 Anyone unhappy with their current job 

If you fall into any of these categories then PEP Talk can help you improve your employment situation. 
PEP Talk has been designed so you can go through it on your own or with the assistance of one of our 
PEP Talk partner agencies. Those agencies are the Job Service Workforce Center offices, One-Stop 
centers, Adult Basic Education centers, and 2-year schools. We have provided you with the tools you’ll 
need to work on your plan with or without assistance. 

How do you decide if you do this on your own or use one of the PEP Talk agencies? There are many 
programs available to help people who are unemployed, underemployed, receiving TANF benefits or are 
working with a case manager or coach. Access to these professionals may open up opportunities that 
many people are unaware of. You may choose to contact someone at the participating agencies to see if 
you might qualify for one of these programs.  

How to use the blueprint 
This publication contains the basic information you’ll need to get started. There are worksheets, cards, 
and instructions for the Montana Career Information System (MCIS) inside the book. Detailed lessons on 
the specific tools within the MCIS program are available at www.careers.mt.gov.  Click on PEP Talk to 
access the materials. 

The following pages have the list of video lessons. You can use the first column to mark off the lessons 
you’ve reviewed.  In the workbook the essential lessons will be noted with this symbol:  

 

These essential video lessons are important to view in order to fully get the most out of the tool in MCIS. 
The other lessons will be helpful to understand the entire process for PEP Talk. If you are doing PEP Talk 
as part of Adult Basic Education, WIA, or the Worc program then you may be required to complete all of 
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the online lessons. The lessons are typically short, no longer than 5 minutes, and easy to understand. 
They can be replayed as many times as you like and they are available 24 hours a day, 7 days a week.  

 

Completed Lesson Titles 
 

Unit 1 – Getting Started 
 

Lesson 1.1 What is PEP Talk 

 
Lesson 1.2 MCIS Mini Tour 

 
Lesson 1.3 The MCIS Portfolio 

 
Lesson 1.4 Programs of study 

 
Lesson 1.5 Financial Aid 

 
Lesson 1.6 Job search 

 Unit 2 - Awareness  
 

Lesson 2.1 Awareness Interest assessments 

 
Lesson 2.2 PEP Talk SKILLS Worksheet 

 
Lesson 2.3 Pep Talk SKILLS Cards  

 
Lesson 2.4 Using SKILLS Online 

 
Lesson 2.5 Analyzing SKILLS 

 
Lesson 2.6 The Life Inventory Assessment 

 
Lesson 2.7 Reality check 

 
Lesson 2.8 Academic Assessments 

 
Lesson 2.9 Awareness Wrap up 

 Unit 3 Exploration 
 

Lesson 3.1 Searching for Treasure 
 

Lesson 3.2 Picking an occupation  
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Unit 4 – The Plan 

 
Lesson 4.1 PEP Talk Goal Setting Part 1 

 
Lesson 4.2 The Long and Short of it 

 
Lesson 4.3 The Goal Setting Template 

 
Lesson 4.4 Carla Makes a Plan 

 
Lesson 4.5 Plan Implementation 

 
Unit 5 – Resources 

 
Lesson 5.1 Adult Basic Education Bright Idea 

 
Lesson 5.2 Workforce Services (Department of Labor & 

Industry) 
 

Lesson 5.3 Montana Careers Begin with 2-year Education 
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MCIS 
The Montana Career Information System is 
an easy to use tool available via the Internet 
at no cost for all Montanans. If you are 
creating your own PEP Talk plan then use 
the general use option at 
www.careers.mt.gov and click on the Job 
Seekers link to access the MCIS program. 
You’ll register and set up your own user 
name and password. 

If you are participating in PEP Talk with one 
of the PEP Talk agencies you will need to get 
your user name and password from them 
before proceeding. It is very important not 
to set up two accounts if you are working 
with a case manager or coach. Your case 
manager will provide you with a user name 
and password. 

Write down your user name and password: 

 User name: ___________________ 
 

 Password: ____________________ 

Once you have your user name and password you can access MCIS from any location that has a 
computer. 

The first thing you’ll want to do when you log into MCIS is create your portfolio. By creating a portfolio 
everything you do in MCIS can be saved. That will save you work and time. The essential lessons on MCIS 
are:  

 Lesson 1.2 -  MCIS Mini Tour 
 Lesson 1.3 -  The MCIS Portfolio 
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SKILLS  
Once you have created a portfolio in MCIS it is time to start with the first phase of PEP Talk – Awareness. 
The SKILLS assessment is probably one of the most important assessments in the system. Why are skills 
important? Employers want employees with the right skills for the job and often those skills are 
transferable between different occupations. For example computer skills are used in almost all 
occupations in one form or another. There may be different applications of those skills such as specific 
software used, but an employer may want someone who is comfortable with computers and can learn 
new software. Some jobs may require good eye-hand coordination. This is a skill common to many 
occupations such as equipment operators and nurses. Your skills are what make you marketable to an 
employer.  

Finding an occupation that uses skills you enjoy using will make the fit between you and your perfect job 
that much better. You spend half of your waking hours working so having a job you enjoy will make that 
time worth the effort of getting up every morning. 

The tools you’ll need to do the SKILLS assessment are on the following pages and at the back of the 
packet of materials in your folder. They are the SKILLS worksheet and SKILLS cards.  You will need to 
break the perforated cards apart prior to using them. The instructions for the SKILLS worksheet are on 
the first page of the worksheet. 

The essential lessons for this topic are: 

 Lesson 2.2 – PEP Talk Skills Worksheet 
 Lesson 2.3 – PEP Talk Skills Cards 
 Lesson 2.4 – Using SKILLS Online 
 Lesson 2.5 – Analyzing SKILLS 

 

SKILLS Cards  
Once you have the worksheet filled out the next step is to use the SKILLS cards to prioritize your skills. 
Lesson 2.3 mentioned earlier will take you through the process of using the cards. Locate the perforated 
cards in your packet and break them apart. (If you have downloaded the Blueprint from MCIS you’ll 
need to print out the SKILLS cards). Place the 4 header cards across a flat service and place the 72 cards 
under these header cards. Your goal is to get 5 cards under the Very Satisfying header card, 10 under the 
Moderately Satisfying card and 20 under the Somewhat Satisfying card. Once you are satisfied with your 
final groupings transfer the numbers from the cards to the last page on the SKILLS worksheet. These 
numbers are what you will need to have completed prior to using the SKILLS program in MCIS. 
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Interest assessments 
Interest assessments are another helpful tool in finding a career that you will find satisfying. In the MCIS 
program there are two interest assessments available. IDEAS provides a very easy to read and 
understand report when the assessment is completed, along with a list of occupations that match your 
highest interest areas. The IDEAS assessment is available at no cost from one of the PEP Talk agencies 
and is not available for home use. The O*Net Interest Profiler is available for home use and will also 
provide you with a list of occupations that match your interest areas. The results of both can be saved to 
your portfolio. 

Essential lesson:  

Lesson 2.1 - Awareness Interest Assessments 

 

 

Life Inventory 
The Life Inventory assessment was designed to help identify potential barriers to you achieving your 
occupational goal. Often life circumstances may dictate what decisions you make so it is wise to compile 
a list of things that need to be addressed in order to be successful.  The Life Inventory assessment is on 
the following page. 

Essential lesson: 

Lesson 2.6 - The Life Inventory Assessment 
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Exploring occupations 
This is the heart of PEP Talk, exploring occupations and finding the one that you will pursue. Using the 
results of the SKILLS and Interest assessments you will start to look at the list of occupations you 
compiled and decide which one is right for you. 

One of the best things to do right before you start looking at the occupations in MCIS is to take your list 
of occupations from SKILLS and the interest assessment and look for occupations that show up on each 
list. You’ll also want to look at the occupations that show up on either list and sound like something 
you’d like to know more about. 

List the occupations you want to explore in the blanks below and use this sheet to help you keep track of 
which ones you want to consider and which ones you decide aren’t a good fit for you. 

Yes Maybe No Occupation 
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
    
 

Essential lessons: 

Lesson 3.1 – Searching for Treasure 

Lesson 3.2 – Picking an occupation 
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Goal setting 
This is the final part of PEP Talk, setting your goals and writing out your plan. We use the S.M.A.R.T. goal 
setting format. 

Specific –  you want your goal to be as specific as possible. Instead of saying you will start 

preparing for your job search, you’ll want to say “I will have a resume finished by Friday 
of this week” or “I will meet with the Job Service staff to get registered on Tuesday.” 

Measureable-you want to have measureable goals. In other words you need to be able to discern 

whether or not you met your goal. Instead of saying “I will study for my GED” you could 
say “I will take a GED practice test in MCIS by Thursday.” This way you will have a 
specific statement of what you’ll be doing to prepare for the GED test and you’ll know 
what your deadline is. 

Attainable- you want your goal to be attainable. If you have physical limitations that make it 

impossible for you to lift heavy objects then a goal of bricklayer may not be attainable 
for you. 

Realistic- you want your goals to be realistic. If you have taken the TABE and scored low in math 

or reading, it isn’t realistic to expect that you’ll be able to attend school until you 
improve your math or reading scores. That doesn’t mean that your goal can’t be 
postsecondary education, it just means that there are some other short term goals that 
need to happen first. 

Time bound- your goals should have some sort of timeline built in. In the examples above a certain 

day of the week is mentioned. With longer term goals it may be weeks, months, or 
years. Having a time-bound goal helps you be accountable to your goal and keeps you 
moving forward. 

The following pages are your goal setting templates. Each page should have one long term goal and you 
may decide that you have several goals. Photocopy extra pages or download them from the MCIS 
program if you need more copies. 

Essential Lessons: 

Lesson 4.1 – PEP Talk Goal Setting Part 1   Lesson 4.2 – The Long and Short of It 

Lesson 4.3 – The Goal Setting Template  Lesson 4.4 – Carla Makes a Plan 

        Lesson 4.5 – Plan Implementation 
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