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On www.onetonline.org, in 
the “Occupation Quick 
Search” Window, type the 
name of the occupation or 
job title that describes the 
occupation of the trainee in 
the ERAT program, and occu-
pations in which businesses 
have committed to interview 
trainees under the RTG 
applications.

For example:   
For ERAT: if the existing em-
ployee is a drafter, then 
search the O*NET occupation 
by typing “drafter.”  
For RTG: if a business has 
committed to interview your 
trainees as drafters find the 
exact O*NET.  

Click on the arrow of the 
search window to find a list 
of O*NET occupations that 
match your search.

Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work
This guide will help Employee Retention and Advancement Training (ERAT) Program applicants complete the Master List of Trainees Attachment.

Reemployment Training Grant (RTG) Program applicants will find this informational attachment helpful for completing the Business Commitment Attachment.

Step 1: Enter the occupational title 

a 

b 
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Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work

You will see a list of 
occupations that match 
the occupational title you 
entered.  

Click on the occupational 
title that is most 
applicable to review the 
summary report of that 
occupation. 

For example:  
For drafter, 20 O*NET 
occupations were found.  
If Electrical Drafters was 
most applicable to the 
trainee positions, click on 
it to view the next screen 
detailing the tasks 
typically performed by an 

Electrical Drafter.  

Step 2: Review the list of occupational titles to find the appropriate occupational title 

a 

a 

b 
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Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work

Review the Summary 
Report of the O*NET 
occupation to decide if 
the tasks performed by 
the worker match the 
occupation relevant to  
your  trainees.    

If the O*NET occupation 
is not applicable, go back 
to the previous screen  
by clicking the back 
arrow from the browser 
window to find the 
appropriate occupation 
and repeat step 3(a). 

Step 3: Confirm that the O*NET occupation you selected is applicable to the trainee 

a 

a 

b 
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Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work

For the ERAT Program, skip 
this step (4 (a) and (b)) and  
follow step 5 after finding the 
applicable occupation.   

For the RTG Programs: If the 
searched O*NET occupation is 
applicable, enter the O*NET 
code of that occupation in the 
Business Commitment 
Attachment.  For example: If 
Electrical Drafters is the 
applicable occupation,  enter 
O*NET code 17-3012.02 and 
the occupational title 
“Electrical Drafters” in the 
Business Commitment Attach-
ment.   

Repeat steps 1-4 to find all 
O*NET codes applicable to 
occupations for which 
businesses have committed to 
interview your trainees. 

Step 4: Obtain the O*NET code of the applicable occupation 

a 

b 

a 
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Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work

If the O*NET occupation is 
applicable based on the 
tasks performed by your 
prospective trainees, click 
on “Job Zone” to identify if 
the occupation is a low, 
middle, or high-skills occu-
pation.  

For example: If Electrical 
Drafter is the applicable 
occupation, click on “Job 
Zone” to determine the 
level of preparation 
needed to work as an 
Electrical Drafter.  

Steps 5-7 in the guide are only applicable to the Employee Retention and Advancement Training (ERAT) RFA 
Step 5: Click on the Job Zone link of the applicable O*NET occupation.

a 

a 
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Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work

After clicking on “Job Zone” you 
will see the Job Zone of the 
occupation. If the Job Zone is 1, 
2 or 3, the employee in this 
occupation is in low or middle-
skills occupations and is eligible 
for training under the ERAT 
RFA.

Enter the appropriate Job Zone 
(1, 2, or 3) in the Master List of 
Employee Retention and 
Training  Advancement 
Attachment.

If the Job Zone is 4 or 5, the 
trainee in this occupation is 
not eligible to receive funding 
under the ERAT RFA.

Click “back to top” to view the 
top of the Summary Report of 
the occupation to determine  
the O*NET code. 

For example: Electrical Drafters 
has a Job Zone  of 3, and is 
therefore considered a middle-
skills occupation and eligible for 
training under this RFA.

Steps 5-7 in in the guide are only applicable to the Employee Retention and Advancement Training (ERAT) RFA
Step 6: Click on the Job Zone link of the applicable O*NET occupation

a a 

b 

* 

b 

You may want to view  and/or educate your trainees 
on the credentials and certifications applicable to the 
occupation by clicking this link.  
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Steps to Find O*NET Code and Job Zone of an Occupation Applicable to Tasks Performed by Trainee at Work

If the Job  Zone of the oc-
cupation is 1, 2 or 3, enter 
the O*NET code of that 
occupation in Column E of 
the Master List of Trainees 
Attachment.   

For example: If Electrical 
Drafter is the applicable 
trainee occupation, enter 
O*NET code 17-3012.02 in 
Column E of the Master 
List of Trainees. 

Repeat steps 1-6 to find all 
the Job Zones and O*NET 
codes applicable to your 
trainees and only enter 
information for trainees in 

Job Zones 1, 2, or 3 in the 
Master List of Trainees.  

Steps 5-7 in the guide are only applicable to the Employee Retention and Advancement Training (ERAT) RFA 
Step 7: Enter the O*NET Code of the Applicable Occupation in the Master List of Trainees Attachment 

a 

a 

b 




