HOW TO OBTAIN THE REQUIRED OPAC CERTIFICATIONS

***0Office Proficiency Assessment and Certification (OPAC) for Basic Excel~2013, 10-Key, Basic Math,
and Numeric Filing is required as part of the application packet.

Please do not delay getting your required OPAC certifications.

Here’s how you get the required certifications:

1: Get Registered at (www.worksourceoregon.org). Complete your profile including the
iMatchSkills profile, either online or at a Career One-Stop Center, and present your photo ID to the
staff.

[ www.worksourceoregon.org

THURSDAY, 11 FEBRUARY 2016 Register or Login for WorkSource Oregon Services

2: Attend Orientation

e Sign-up to attend the "Intro to Workforce Services" orientation offered
Tuesday or Thursday from 9:00am - 10:00am at the Medford Career One-Stop Center, or
on Tuesday from 1:30pm - 3:30pm at the Grants Pass Career One-Stop Center (please see
the front desk receptionist at the to get signed up).
(Orientation dates: Feb 16, 18™", 23™ or 25™)

The Job Council (Business hours are 8 a.m. to 5 p.m.)
Medford: 35 S. Bartlett Street, Phone 541-776-5100
Grants Pass: 1569 NE “F” St., Phone 541-476-1187 to leave a message

3: Take the OPAC Certification Testing.
Testing is offered in Medford on Mondays from 1:30 p.m. —3:30 p.m.
The testing required for this position is:
1) Basic Excel ~ 2013 (20 minutes)
2) 10-Key (5 minutes)
3) Numeric Filing (10 minutes)
4) Basic Math (25 minutes)

(Testing dates: Feb 22" or 29" Note: You are required to attend an orientation prior to
testing.



After receiving your certifications, please fax to 541-664-4225, e-mail to hr@centralpointoregon.gov,
mail or drop them off at Central Point City Hall, 140 S. 3" St., Central Point, OR 97502

If you have trouble opening any document or completing the forms, call 541-664-3321 x258 or email
hr@centralpointoregon.gov. You cannot submit the forms on the computer. You can fill forms out on

the computer but you will have to print them out, sign them, and submit them via mail, drop them off at
140 S 3" Street in Central Point, e-mail to hr@centralpointoregon.gov or fax them to 541-664-4225.

This information is as accurate and complete as possible at the time of posting. Please check for any
updates on this website prior to submitting your application.

Thank you for your interest in the City of Central Point.



