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WELCOME
As a Job Seeker, it can be difficult to know where to begin. IowaWORKS is  

here to help you. This handbook serves as an overview of the programs and  

services available to support you. 

The descriptions included are high-level and intended to provide basic information. 

If you have questions or would like more information on any of the programs and 

services, please ask a member of the IowaWORKS team, and they will be happy to 

provide more information. 

IowaWORKS offices are located across the state. The services described in this handbook 

are available in every location. If you have a need that is not addressed in this handbook, 

please ask a member of the IowaWORKS team, so we can connect you to the appropriate 

resource. We look forward to serving you and wish you the best of luck in 

 your employment search!
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IOWAWORKS BURLINGTON
Des Moines, Henry, Louisa and Lee Counties
1000 N Roosevelt Avenue, Suite # 9, Burlington, IA  52601
Phone: 319-753-1671 | Fax: 319-753-5881  
Email: Burlington.WFC@iwd.iowa.gov

IOWAWORKS CARROLL
Audubon, Carroll, Crawford, Greene, Guthrie and  
Sac Counties
619 N Carroll Street, Carroll, IA 51401
Phone: 712-792-2685 | Fax: 712-792-6605  
Email: Region8.Web@iwd.iowa.gov

IOWAWORKS COUNCIL BLUFFS 
Cass, Fremont, Harrison, Mills, Page, Pottawattamie and 
Shelby Counties
Omni Centré Business Mall, 300 W Broadway, Suite 13, 
Council Bluffs, IA 51503
Phone: 712-352-3480 | Fax: 712-352-3486  
Email: Region13.Web@iwd.iowa.gov

IOWAWORKS CRESTON
Adair, Adams, Clarke, Decatur, Montgomery, Ringgold, 
Taylor and Union Counties
215 N Elm Street, Creston, IA 50801
Phone: 641-782-2119 | Fax: 641-782-7060  
Email: Region14.Web@iwd.iowa.gov

IOWAWORKS DAVENPORT
Clinton, Jackson, Muscatine and Scott Counties
902 W Kimberly Road, Suite 51, Davenport, IA 52806
Phone: 563-445-3200 | Fax: 563-445-3240  
Email: Region9.Web@iwd.iowa.gov

IOWAWORKS DES MOINES
Boone, Dallas, Jasper, Madison, Marion, Polk, Story and 
Warren Counties
200 Army Post Road, Des Moines, IA 50315
Phone: 515-281-9619 | Fax: 515-281-9640  
Email: Region11.Web@iwd.iowa.gov

IOWAWORKS DUBUQUE
Allamakee, Chickasaw, Clayton, Delaware, Dubuque, 
Fayette, Howard and Winneshiek Counties
680 Main Street, 2nd Floor, Dubuque, IA 52001
Phone: 563-556-5800 or 866-227-9874  
Fax: 563-556-0154 | Email: Region1.Web@iwd.iowa.gov

IOWAWORKS
LOCATION INFORMATION

CENTERS
IOWAWORKS FORT DODGE
Calhoun, Hamilton, Humboldt, Pocahontas, Webster  
and Wright Counties
3 Triton Circle, Fort Dodge, IA 50501
Phone: 515-576-3131 | Fax: 515-955-1420  
Email: Region5.Web@iwd.iowa.gov 

IOWAWORKS MARSHALLTOWN
Hardin, Marshall, Poweshiek and Tama Counties
3405 S Center Street, Marshalltown, IA 50158
Phone: 641-754-1400 | Fax: 641-754-1443  
Email: Region6.Web@iwd.iowa.gov

IOWAWORKS MASON CITY
Cerro Gordo, Floyd, Franklin, Hancock, Mitchell, 
Winnebago and Worth Counties
600 S Pierce Avenue, Mason City, IA 50401
Phone: 641-422-1524 | Fax: 641-422-1543  
Email: Region2.Web@iwd.iowa.gov

IOWAWORKS OTTUMWA
Appanoose, Davis, Jefferson, Keokuk, Lucas, Mahaska, 
Monroe, Van Buren, Wapello and Wayne Counties
15260 Truman Street, IHCC North Campus 
Ottumwa, IA 52501 
Phone: 641-684-5401| Fax: 641-684-4351  
Email: Region15.Web@iwd.iowa.gov

IOWAWORKS SPENCER
Lyon, Osceola, Dickinson, Emmet, Kossuth, Sioux, 
O’Brien, Clay and Palo Alto Counties
217 W 5th Street, PO Box 51301
Phone: 712-262-1971| Fax: 712-262-1963 
Email: Region3and4.Web@iwd.iowa.gov

IOWAWORKS SIOUX CITY
Cherokee, Ida, Monona, Plymouth and Woodbury Counties
2508 4th Street, Sioux City, IA 51101
Phone: 712-233-9030 | Fax: 712-277-8438 
Email: Region12.Web@iwd.iowa.gov

IOWAWORKS WATERLOO
Black Hawk, Bremer, Buchanan, Butler and Grundy Counties
3420 University Avenue, Waterloo, IA  50701
Phone: 319-235-2123 | Fax: 319-235-1068
Workforce Investment Opportunity Act (WIOA)  
and PROMISE JOBS Information
Phone: 319-291-2546 | Fax: 319-291-2651
Email: Region7.Web@iwd.iowa.gov
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IOWAWORKS DECORAH
Allamakee, Chickasaw, Clayton, Delaware, Dubuque, Fayette, Howard and  
Winneshiek Counties
312 Winnebago Street, Decorah, IA 52101
Phone: 563-382-0457 | Fax: 563-387-0905 | Email: Region1.Web@iwd.iowa.gov

IOWAWORKS IOWA CITY
Benton, Cedar, Iowa, Johnson, Jones, Linn and Washington Counties
Eastdale Plaza, 1700 S 1st Avenue, Suite 11B, Iowa City, IA 52240-6036
Phone: 319-351-1035 | Fax: 319-351-4433 | Email: Region10.Web@iwd.iowa.gov

HOURS
Sunday  Closed
Monday 8:30 am — 4:30 pm
Tuesday 8:30 am — 4:30 pm
Wednesday 9:00 am — 4:30 pm
Thursday 8:30 am — 4:30 pm
Friday  8:30 am — 4:30 pm
Saturday Closed

SATELLITE OFFICES

HOURS OF OPERATION 
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AVAILABLE PROGRAMS 
AND SERVICES

REASONABLE ACCOMMODATIONS 
IowaWORKS ensures that all individuals, including people with disabilities have equal 
opportunity to participate in all services, programs, and activities.  If you need an 
accommodation in order to participate in a program, service or activity, you can make a 
request to any IowaWORKS representative. Your request can be made verbally or in writing at 
any time.  For more information about requests for reasonable accommodations please ask 
an IowaWORKS representative.  More information about the Americans with Disabilities Act, 
including the complaint process can be found at the back of this handbook.  

CAREER SERVICES 
Career and training services are available to meet the diverse needs of job seekers and are tailored 
to individual needs. Career services available to all job seekers include career counseling, job search 
and placement assistance, creating resumes and cover letters, preparing for interviews, labor market 
information, career and skills assessments, assistance with managing unemployment insurance 
claims, skill upgrades and training, and information on partner programs.

EMPLOYMENT & TRAINING 
Title I of the Workforce Innovation and Opportunity Act (WIOA) provides employment and training 
services to eligible adults, dislocated workers, and youth. The program connects eligible individuals 
to a continuum of services and activities, aimed at teaching participants how to navigate the 
appropriate educational and workforce systems based on an established career pathway. 
Activities include career exploration and guidance, continued support for educational attainment, 
and opportunities for skills training in in-demand occupations.

VETERANS SERVICES 
Veteran Representatives, who are all honorably discharged service members, coordinate all 
intensive services provided to eligible veterans within the IowaWORKS system. They work with 
eligible veterans and clients of Veterans Administration Vocational Rehabilitation to:
• administer comprehensive assessments of skill levels;
• develop an individual employment plan;
• develop job interviewing and resume writing skills;
• provide individual career planning services;
• help place eligible veterans in federally-funded employment and training programs;
• monitor job listings from federal agencies and federal contractors to ensure veterans get  

priority service in referral to these jobs; and
• provide intensive services to meet the employment needs of eligible veterans.

These services provide veterans with the necessary information to find and secure suitable 
employment. These services can also help veterans make the transition from the military to the 
civilian workforce.

REGISTERED APPRENTICESHIP 
A Registered Apprenticeship allows you to get the on-the-job and related classroom training you 
need for high demand jobs in Iowa while earning a paycheck. Programs range from one to five 
years, depending on the occupation. You can find more information by visiting:  
www.earnandlearnIowa.gov.
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UNEMPLOYMENT INSURANCE BASICS 
Iowa Workforce Development (IWD) administers unemployment insurance benefits in 
the state of Iowa. Benefits are made available to workers who meet all requirements and 
have lost their job through no fault of their own, such as when a plant closes, they are 
laid off or in other similar circumstances. 

Benefits are paid entirely by employers who are covered by the Iowa Employment Security 
Law. Unemployment insurance is not based on need.  It is intended to pay benefits to 
eligible individuals during periods of unemployment when no suitable work is available.

PROMISE JOBS 
PROMISE JOBS, “Promoting Independence and Self-Sufficiency through Employment, 
Job Opportunities, and Basic Skills,” provides case management, employment, 
education, training, and supportive services to recipients of the Family Investment 
Program (FIP), Iowa’s cash assistance program under the Temporary Assistance for 
Needy Families (TANF) block grant.

PROMISE JOBS is administered by Iowa Department of Human Services (DHS). DHS 
contracts with Iowa Workforce Development (IWD) to provide PROMISE JOBS services. 
Most FIP recipients are required to sign an agreement with PROMISE JOBS. The 
agreement outlines the work activities and other actions the participant will take to 
become independent of FIP.

MIGRANT AND SEASONAL FARMWORKERS 
Migrant and Seasonal Farmworkers help with the cultivation and harvest of crops, and 
other agricultural activities in Iowa each year. Iowa Workforce Development’s Migrant and 
Seasonal Farmworker (MSFW) outreach program is focused on educating and assisting 
MSFWs and agricultural employers. MSFWs receive training and employment services 
through IowaWORKS to assist with attaining greater economic stability. 

TRADE ADJUSTMENT ASSISTANCE
Trade Adjustment Assistance provides reemployment assistance to workers who are 
displaced, due to a lack of work and no fault of their own, from firms hurt by foreign 
trade, as determined by the U.S. Department of Labor. This program seeks to provide 
these workers with opportunities to obtain the skills, credentials, resources, and support 
necessary to (re)build skills for future jobs. Services available for eligible workers 
include training, employment and case management, job search allowances, relocation 
allowances income support, and wage supplements for reemployed older workers.

FEDERAL BONDING 
The Federal Bond Program benefits the job seeker by providing job opportunities for 
those who have been or may be denied commercial bonding coverage due to their 
previous personal or employment history. It provides fidelity bond insurance to the 
business for up to six months for any job seeker with risk factors and applies to any job 
except self-employment. Bonding coverage is provided at no cost to the job seeker.
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IOWAWORKS PARTNERS  
IowaWORKS locations across the state are one-stop centers offering services from a variety of 
workforce partners. IowaWORKS staff can help you gather more information on the programs 
that are available to you and can assist in making a referral to another program, if needed. Many 
individuals receive services from workforce partner programs depending on their individual 
needs. Partners work together to coordinate services in order to maximize the benefits to and 
success of each customer.  

RAPID RESPONSE
Rapid Response quickly coordinates services to layoffs and plant closings and provides 
immediate aid to companies and the affected workers. Employee Information meetings are 
conducted to provide information about services available at IowaWORKS Centers which include:
• assistance finding new employment
• resume workshops
• career counseling
• training in a new career
• assistance filing unemployment insurance (UI) benefits
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KNOW THE LINGO:
ACRONYMS COMMONLY USED IN 
IOWAWORKS CENTERS

FIP 
Family Investment Program

FRI 
Future Ready Iowa

IWD 
Iowa Workforce Development

LMI 
Labor Market Information

MSFW 
Migrant Seasonal Farmworker 

NCRC 
National Career Readiness Certificate

OPAC 
Office Proficiency Assessment Certification System

PJ 
PROMISE JOBS

TANF 
Temporary Assistance for Needy Families

UI 
Unemployment Insurance

WDB 
Workforce Development Board

WIOA 
Workforce Innovation and Opportunity Act

WOTC 
Work Opportunity Tax Credit



10

FREQUENTLY  
ASKED QUESTIONS

DO I NEED TO MAKE AN APPOINTMENT BEFORE I COME TO THE WORKFORCE CENTER?
Customers are invited to access services during business hours. Depending on the services you are requesting, you 
may need an appointment but many of our services can be accessed on-demand. You should request an appointment 
if you need assistance applying for unemployment insurance benefits or filing your weekly claim, if you would like 
to register to attend a workshop, or if you need to meet with a PROMISE JOBS worker. If you are unsure, please call 
ahead and speak with a staff member to determine if scheduling an appointment is necessary to meet your needs.

WHAT CAN I EXPECT WHEN I VISIT A WORKFORCE CENTER? 
When you enter an IowaWORKS Center you will be greeted by a staff member and asked what brought you in. 
You will be invited to become a member of the IowaWORKS Center by entering some basic information into our 
membership registration system. Even if you have entered this information before, it may need to be updated. 
After you complete membership, you will be provided with an overview of the services available, given a tour of the 
center, and introduced to staff who can further assist you with your needs. Depending on what brought you into the 
center, you should leave with an idea of how IowaWORKS can assist you with your job search and career needs and 
a plan for achieving your career goals.

HOW WILL I KNOW WHICH PROGRAMS I AM ELIGIBLE FOR? 
The information you enter into membership helps us determine the programs and services for which you are 
eligible. A member of the IowaWORKS staff should discuss all of the programs and services you are eligible for and 
help you determine which programs and services would be beneficial for you. Once you have determined which 
programs and services you want to participate in, staff can assist you with any required applications.  

WHAT IS THE INFORMATION I PROVIDE USED FOR?
The information gathered is used to help determine which programs you are eligible to participate in. Information 
is also utilized to connect you with employers who post jobs that you express an interest in. Finally, the information 
gathered helps IowaWORKS comply with our federal reporting requirements.

WHAT SHOULD I DO IF I AM DISSATISFIED WITH THE ASSISTANCE I RECEIVE AT THE 
WORKFORCE CENTER? 
If you are dissatisfied with your experience at an IowaWORKS Center, you should ask to speak with the Operations 
Manager. If your concerns are not resolved, you can file a complaint using the information provided in the back of 
this handbook.

WHAT SHOULD I DO IF I FEEL I HAVE BEEN DISCRIMINATED AGAINST BY AN EMPLOYEE OF THE 
WORKFORCE CENTER?
If you feel you have been discriminated against by an IowaWORKS staff member, please contact the Equal Opportunity 
Officer (contact information found at the back of this handbook). All complaints are investigated and taken very seriously.

HOW CAN I REQUEST REASONABLE ACCOMMODATIONS?
Individuals with disabilities can make requests for accommodations to participate in any IowaWORKS programs, 
services, and activities. Requests can be made verbally or in writing. While there is a form available for use, it is not 
required and is intended as a guide to help customers make requests. All requests for accommodations will be 
considered and a response will be provided. Requests for accommodations can be directed to any IowaWORKS staff 
member. If questions or concerns arise, please speak with the Operations Manager. If issues arise, please contact 
the Equal Opportunity Officer (contact information found at the back of this handbook). 

IF I HAVE QUESTIONS, WHO SHOULD I ASK? 
Any member of the IowaWORKS staff can help you find answers to your questions. We are here to assist you and 
look forward to serving you.
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Request  for  Accommodation

 IowaWORKS is committed to providing people with disabilities equal access to the programs and services we 
provide.

 This form is for people with disabilities to request an accommodation for any IowaWORKS program or service. 
 Use of this form is optional.
 Requests for accommodation may be made verbally, in writing, and/or with the assistance of an advocate. 
 If you need an accommodation for an assessment or test, ask IowaWORKS staff. 
 This form is available in accessible electronic format and in paper format, including braille. 

K n o w  y o u r  r i g h t s .
You have the right to:

 Have your confidential information protected.
 Receive a timely response to your request for accommodation.
 Discuss your request for accommodation with IowaWORKS staff.
 Receive written notice of any denial of requested accommodation. 
 Appeal a decision to deny your request for accommodation. 
 File a complaint if you feel you have been discriminated against because of your disability. 

K n o w  t h e  s e r v i c e s  f o r  w h i c h  y o u  c a n  r e q u e s t  r e a s o n a b l e  a c c o m m o d a t i o n .  
IowaWORKS will provide reasonable accommodations to qualified individuals with disabilities with regard to any aid, 
benefit, service, training, or activity, including, but not limited to: 

 Registration
 Intake, application, enrollment
 Orientation
 Training
 Service delivery including all IowaWORKS programs and activities

 

1 . P r o v i d e  y o u r  i n f o r m a t i o n .
Name: Phone Number:

Address:

2 . R e q u e s t  a n  a c c o m m o d a t i o n .
Describe the specific accommodation(s) that you are requesting and when you need it. Include any suggestions that you 
may have regarding the accommodation(s), such as those you have found effective in the past.
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Equal Opportunity is the Law
It is against the law for this recipient of Federal financial assistance to discriminate on the following bases: against any 
individual in the United States, on the basis of race, color, religion, sex (including pregnancy, childbirth, and related 
medical conditions, sex stereotyping, transgender status, and gender identity), national origin (including limited English 
proficiency), age, disability, or political affiliation or belief, or, against any beneficiary of, applicant to, or participant 
in programs financially assisted under Title I of the Workforce Innovation and Opportunity Act, on the basis of the 
individual’s citizenship status or participation in any WIOA Title I–financially assisted program or activity.

The recipient must not discriminate in any of the following areas: deciding who will be admitted, or have access, to 
any WIOA Title I–financially assisted program or activity; providing opportunities in, or treating any person with regard 
to, such a program or activity; or making employment decisions in the administration of, or in connection with, such a 
program or activity.

Recipients of federal financial assistance must take reasonable steps to ensure that communications with individuals with 
disabilities are as effective as communications with others. This means that, upon request and at no cost to the individual, 
recipients are required to provide appropriate auxiliary aids and services to qualifiedindividuals with disabilities.

WHAT TO DO IF YOU BELIEVE YOU HAVE EXPERIENCED DISCRIMINATION
If you think that you have been subjected to discrimination under a WIOA Title I–financially assisted program or 
activity, you may file a complaint within 180 days from the date of the alleged violation with either: the recipient’s Equal 
Opportunity Officer (or the person whom the recipient has designated for this purpose): 

• Harvey Andrews  
WIOA EO Officer  
1000 East Grand Ave  
Des Moines, Iowa 50319  
Phone: (515) 289–8149 
Email: Harvey.andrews@iwd.iowa.gov

• Director, Civil Rights Center (CRC) 
U.S. Department of Labor  
200 Constitution Avenue NW  
Room N-4123 
Washington, DC 20210 
or electronically as directed on the CRC website at www.dol.gov/crc.

If you file your complaint with the recipient, you must wait either until the recipient issues a written Notice of Final Action, 
or until 90 days have passed (whichever is sooner), before filing with the Civil Rights Center (see address above). If the 
recipient does not give you a written Notice of Final Action within 90 days of the day on which you filed your complaint, 
you may file a complaint with CRC before receiving that Notice. However, you must file your CRC complaint within 30 
days of the 90-day deadline (in other words, within 120 days after the day on which you filed your complaint with the 
recipient). If the recipient does give you a written Notice of Final Action on your complaint, but you are dissatisfied with the 
decision or resolution, you may file a complaint with CRC. You must file your CRC complaint within 30 days of the date on 
which you received the Notice of Final Action.

Beth Townsend, Director

Harvey Andrews, WIOA EO Officer
1000 East Grand Ave, Des Moines, Iowa 50319
Phone: (515) 289–8149
Email: Harvey.andrews@iwd.iowa.gov

70-8055 (06.17)
Equal Opportunity Employer/Program

Auxiliary aids and services are available upon request to individuals with disabilities.
For deaf and hard of hearing, use Relay 711.
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1.	 A	complaint	should	be	filed	in	writing	or	verbally,	contain	the	name	and	address	of	the	person	filing	it,	and	briefly	
describe	the	alleged	violation	of	the	regulations.

2.	 A	complaint	should	be	filed	within	180	days	after	the	complainant	becomes	aware	of	the	alleged	violation.	(Processing	
of	allegations	of	discrimination	which	occurred	before	this	complaint	procedure	was	in	place	will	be	considered	on	a	
case-by-case	basis.)

3.	 An	investigation,	as	may	be	appropriate,	shall	follow	a	filing	of	complaint.	The	investigation	shall	be	conducted	
by	the	State	WIOA	Equal	Opportunity	Officer	or	his/her	designee.	These	rules	contemplate	informal	but	thorough	
investigations,	affording	all	interested	persons	and	their	representatives,	if	any,	an	opportunity	to	submit	evidence	
relevant	to	a	complaint.

4.	 A	written	determination	as	to	the	validity	of	the	complaint	and	a	description	of	the	resolution,	if	any,	shall	be	issued	by	
the	State	WIOA	EO	Officer	or	his/her	designee	and	a	copy	forwarded	to	the	complainant	no	later	than	30	days	after	its	
filing.

5.	 The	ADA	coordinator	shall	maintain	the	files	and	records	of	Iowa	Workforce	Development	relating	to	the	complaints	filed.

6.	 The	complainant	can	request	a	reconsideration	of	the	case	in	instances	where	he	or	she	is	dissatisfied	with	the	
resolution.	The	request	for	reconsideration	should	be	made	within	30	days	to	the	Director	of	Iowa	Workforce	
Development,	1000	East	Grand	Avenue,	Des	Moines,	Iowa	50319-0209.

7.	 The	right	of	a	person	to	a	prompt	and	equitable	resolution	of	the	complaint	filed	hereunder	shall	not	be	impaired	by	
the	person's	pursuit	of	other	remedies	such	as	the	filing	of	an	ADA	complaint	with	the	responsible	federal	department	
or	agency.	Use	of	this	complaint	procedure	is	not	a	prerequisite	to	the	pursuit	of	other	remedies.		You	may	file	your	
complaint	directly	with	the	Director	of	Civil	Rights	Center	(CRC).	CRC	encourages	that	the	local	level	complaint	process	
be	pursued	initially,	failing	a	resolve	or	receiving	an	unsatisfactory	resolution	you	may	file	with:

The Director
Civil Rights Center (CRC) — U.S. Department of Labor

200 Constitution Avenue NW - Room N-4123, Washington, DC 20210

You	may	also	file	with: 
  The Iowa Civil Rights Commission (ICRC)

400 East 14th Street — Grimes State Office Building — Des Moines, Iowa 50319-1004
Phone: (515) 281-4121 OR 1-800-457-4416 — TTY (Voice) 1-800-735-2943 1-515-281-8085, TTY 1-800-735-2942

OR

U.S. Equal Opportunity Commission, Washington DC 20507 or an EEOC field office in Iowa call (414) 297-1111
TDD Number: (202) 663-4399

8.	 These	rules	shall	be	construed	to	protect	the	substantive	rights	of	interested	persons	to	meet	appropriate	due	process	
standards,	and	to	assure	that	Iowa	Workforce	Development	complies	with	the	ADA	and	implementing	regulations.	

 
 

70-8058	(08-17)

Equal	Opportunity	Employer/Program
Auxiliary	aids	and	services	are	available	upon	request	to	individuals	with	disabilities.

For	deaf	and	hard	of	hearing,	use	Relay	711.

Americans With Disabilities Act Complaint Procedure
Iowa	Workforce	Development	has	adopted	an	internal	complaint	procedure	providing	for	
prompt	and	equitable	resolution	of	complaints	alleging	any	action	prohibited	by	the	U.S.	
Department	of	Justice	regulations	implementing	Title	II	of	the	Americans	with	Disabilities	
Act	(ADA).	Title	II	states,	in	part,	that	"no	otherwise	qualified	individual	with	a	disability	shall,	
solely	by	reason	of	such	disability,	be	excluded	from	the	participation	in,	be	denied	benefits	
of,	or	be	subjected	to	discrimination"	in	programs	or	activities	sponsored	by	an	agency.

Complaints	should	be	addressed	to:	 
Harvey Andrews, State WIOA EO Officer, who has been designated to coordinate 

ADA compliance efforts. 1000 East Grand Avenue,  
Des Moines, Iowa 50319-0209, (515) 281-8149, harvey.andrews@iwd.iowa.gov
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Equal Opportunity Employer/Program
Auxiliary aids and services are available to individuals with disabilities upon request. 70-0070 (06/18)


