
 

MBS and GAP Guide 

  

PURPOSE 

MBS:  To help participants identify areas of strength and possible areas of focus on or reinforce 

GAP:   Break down participant identified goal into smaller, tangible steps 

REQUIREMENTS 

How Often: 

 MBS – Ongoing- at least 1x annually or more often as needed.  To be completed during the first 90 
days for participants who are new to a counselor, regardless if they completed MBS in the past  

 GAP- to be completed for all participants who have identified goals through the use of the MBS 
 
*Rule of thumb: if an MBS is completed, a goal setting process is to be initiated then or shortly thereafter; the 
GAP captures the action 
 

With Who: 

 MBS – every participant should have a MBS completed, unless the participant declines or there is 
other special circumstances  

 GAP – used with participants once participant has a clear identified goal 

Examples of when to use the GAP 
 Initial steps need to obtain childcare 
 Participants who feel “stuck” or have not 

made progress 
 Participants at risk of sanction or working on 

getting out of sanction 
 Motivated to make a change but don’t know 

where to start  
 

 
 New Job Seekers 
 Participants who express either verbally or 

through actions that they require additional 
supports to complete goals,  

 Participants who may working on a new goal 
and not sure of the steps to obtain it, 

*Try the GAP with all different participants, even those you normally would not identify as those whom maybe 

benefit from such a tool 

DOCUMENTATION EXPECTATIONS 

Employment Plan: 

 MBS- No reference of MBS needed in EP, however strengths identified should be written under 
strengths section of EP. 

 GAP-Comment Section of EP: Follow through with goal action plan 
 

Case Note: 

 Category type: Counseling and Guidance 

 Subject line:  Enter acronyms MBS, GAP, or MBS/GAP based on whichever section is being 
followed up upon  

 Case note follow-up progress.   Enter acronyms in the subject line based whichever section is 
being followed up on. 
 

*Subject line should not include anything else except for the acronyms 
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Accepting 
Accessible 
Accomplishes 
Accurate 
Achieves 
Active 
Adaptable 
Aggressive 
Assertive 
Agile 
Alert 
Ambitious 
Appreciative 
Approachable 
Articulate 
Assured 
Attentive 
Aware 
Best 
Belonging 
Bold 
Brave 
Brilliant 
Calm 
Capable 
Caring 
Careful 
Certain 
Charming 
Cheerful 
Clear thinking 
Clear‐speaking 
Clever 
Comfortable 
Committed 
Compassionate 
Composed 
Concentrates 
Confident 
Conscientious 
Consistent 
Content 
Contributes 
Coolheaded 
Cooperative 
Cordial 
Correct 
Courageous 

Curious 
Daring 
Decisive 
Delightful 
Dependable 
Determined 
Devoted 
Dignified 
Diligent 
Direct 
Discreet 
Dutiful 
Dynamic 
Eager 
Effective 
Efficient 
Elegant 
Empathic 
Encouraging 
Energetic 
Enthusiastic 
Excited 
Experienced 
Expert 
Expressive 
Extrovert 
Exuberant 
Fair 
Faithful 
Family focused 
Fearless 
Fierce 
Firm 
Fit 
Flexible 
Focus 
Frank 
Friendly 
Frugal 
Fun 
Gallant 
Generous 
Grateful 
Gregarious 
Guiding 
Happy 
Harmonious 
Healthy 

Helpful 
Heroic 
Honest 
Hopeful 
Humorous 
Imaginative 
Impartial 
Independent 
Industrious 
Inquisitive 
Insightful 
Inspired/Inspiring 
Intelligent 
Intense 
Introverted 
Intuitive 
Inventive 
Joyful 
Keen 
Kind 
Knowledgeable 
Leader 
Lively 
Logical 
Loving 
Loyal 
Mature 
Meek 
Meticulous 
Mindful 
Modest 
Motivated 
Neat 
Nervy 
Obedient 
Open‐minded 
Open 
Optimistic 
Organized 
Outlandish 
Outrageous 
Peaceful 
Perceptive 
Perky 
Persistent 
Persuasive 
Playful 
Pleasant 

Poised 
Polished 
Powerful 
Practical 
Pragmatic 
Precise 
Prepared 
Private 
Proactive 
Prudent 
Punctual 
Realistic 
Reasonable 
Relaxed 
Reliable 
Resilient 
Resolved 
Resourceful 
Respectful 
Restrained 
Reverent 
Satisfied 
Secure 
Self‐controlled 
Selfless 
Self‐motivated 
Self‐reliant 
Sensitive 
Serene 
Shrewd 
Simple 
Sincere 
Skillful 
Spirited 
Spontaneous 
Stable 
Strong 
Supportive 
Surprised 
Sympathetic 
Team member 
Thankful 
Thorough 
Thoughtful 
Tidy 
Timely 
Trustworthy 
Truthful 

Understanding 
Unique 
Useful 
Warm 
Watchful 
Willing to learn 
Wise 
Witty 
Tactful 
Sociable 
Tolerant 
Tough 
Outgoing 
Inventive 
Quick learner 
Quick thinking 
Patient 
Diplomatic 
Detail oriented 
Responsible 
Competitive 
Calculating 
Problem fixing 
Bright 
Critical 
Idealistic 
Innovative 
Protective 
Proud 
Reassuring 
Responsive 
Comforting 
Listening 
Negotiating 
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