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CAREER

Career search and choice requires careful investigation and analysis through self-assessment,
planning, and preparation. John Ruskin stated:

In order that people may be happy in their work,

these three things are needed: They must be fit for it;
They must not do too much of it;

And they must have a sense of success in it"

This unit is designed to help learners find this work satisfaction through an individualized process
of career exploration that equips them for preparing for, obtaining, and maintaining employment.

Lesson 1 - Self-Evaluation: The students will explore strategies for career planning.
Topics will include occupational physical settings, relationships at work, psychological
rewards of working, mixing career and family, and financial rewards.

Lesson 2 - Values, Skills, and Abilities: The students will identify their personal work
values, skills, and abilities and will complete a self-evaluation worksheet.

Lesson 3 - A World of Choices: The students will study the average salaries from
several occupations and place the salaries on a bar graph. Topics will include traditional
and non-traditional jobs for men and women.

Lesson 4 - Job Information Sources: The students will identify various sources for
obtaining information on educational services and job training and will complete a career
planning guide.

Lesson 5 - Job Applications: The students will complete a job application and will
discuss the process of selecting people to list as references on the applications.

Lesson 6 - Resume Writing: The students will review sample resumes and write
personal resumes identifying their skills and experiences for employment purposes.

Lesson 7 - Cover Letters: The students will review sample cover letters and will write
cover letters to accompany their resumes.

Lesson 8 - Job Interviews: The students will read about and practice appropriate job
interview techniques.

Lesson 9 - Succeeding On The Job: The students will discuss strategies for being
effective and productive workers. Topics will include good work habits and interpersonal
skills.

Lesson 10 - Benefits and Paychecks: The students will be able to calculate common
deductions subtracted from earnings and interpret an earnings statement. Topics will
include taxes, take-home pay, and benefit options.
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CAREER
LESSON 1: SELF-EVALUATION

"Every man's work is a portrait of himself."
Jose Ortega y Gasset

Literacy Objective: The students will be able to write steps in career planning and state
their personal preferences regarding occupational physical settings, relationships at work,
psychological rewards of working, mixing career and family, and financial rewards.

Materials for Lesson: "Pre-test Check for Yourself'- handout
"Career Planning Worksheet"- handout
"5 Ways To Power Your Career Plan"- handout
"Choosing A Career"- handout

Suggested Readings: Career Planning by Dave Ellis, Stan Lankowitz, Ed Stupka,
Doug Toft
Supplement to Becoming A Master Student
College Survival, Inc.

P.O. Box 8306
Rapid City, SD 57709

Notes to Instructor: Finding careers begins as an "inside" job which people must do for
themselves. It is not an "outside" job that another person can do for anyone else. It
depends on personal abilities, interests, aptitudes, ambitions, and values. It is a private
undertaking because personal feelings, needs, and insights are involved. Your role as
teacher is to help the students analyze the data and information contained in this unit and
help them read with reflection, dream, plan, write, choose, act, and glimpse opportunities
never seen before.

Seek assistance from the resources and qualified people in your community that can help
the students with this process of making informed career choices. If possible,
incorporate interest inventories and aptitude tests to make the search easier and more
profitable. The "Choosing A Career" Worksheet is just one of many that are available.
Another popular self-report career assessment, called the "Personality Mosaic" by John
Holland can be found in Coming Alive From Nine to Five: The Career Search Handbook
by Betty N. Michelozzi.
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Almost all school and public libraries have good resources for obtaining career
information. Two of the best sources are the Dictionary of Occupational Titles and the
Occupation Outlook Handbook which are both published by the U.S. Department of
Labor.

One of the activities in the Learning Activity asks the students to "consider the opposite"
of some ideas. The authors of Career Planning suggest that this technique can be
useful in other situations and assignments. It can help in generating new ideas for
papers, speeches, letters, answers to test questions, laboratory research, and
independent study. You might also use the activity as a springboard for studying word
opposites or antonyms if helpful for your students.
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Journal Entry: List all of the career possibilities you can think of that appeal to you.

Review: Ask the students to review the home assignment from the previous lesson.
Record student responses on the chalkboard or overhead projector as a
visual review.

Administer Pre-test Check For Yourself or ask the students to write their career plans as a
pre-test.

INITIAL INQUIRY

The number and types of jobs are growing fast. It is difficult to anticipate the jobs that will be
available and in demand in the future. The job market is constantly adding new jobs and the
economy is constantly phasing out others. No career is free from change and the rate of change
is accelerating. Each year nearly 40 million Americans change jobs. By the year 2000, many
workers will have gone through three to five major changes during a lifetime - not just job
changes- but career changes. So career planning becomes less of a luxury and more of a
necessary skill for coping with a complex and constantly changing future. (Source: Career
Planning by Ellis, Lankowitz, Stupka, Toft)

1. What are advantages to "planned” and "unplanned" approaches to career
selections?

Which offers more benefits?

What are the steps for career planning?

Can a person learn to plan for a career? How?

Can a person decide "not" to plan? How?

When should you start planning for a career?

What is the difference between a "job" and a "career"?*

Which is more important to you, a job or a career?

Have you made any recent decisions regarding a job or career?
What concerns you about your career plans?

What kinds of information do you need the most?

RBOoo~Noh~wWN

= o

! Ajob is a specific group of tasks, chores, or duties that makeup what we call "work". It

is something one does to earn money. A career is a general field of employment or a group of
related tasks. It is a series of work experiences that represent progression in a field.
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LEARNING ACTIVITY

Distribute the "Career Planning Worksheet" from Career Planning by Dave Ellis, Stan
Lankowitz, Ed Stupka, and Doug Toft and ask the students to mark the statements as true or
false and then to write a brief explanation for their responses.

1. Someone else knows where the job openings are.

2. The best way to plan for a career is to enter a field that is in demand.
3. Career planning and job hunting is something | have to do alone.
______ 4. ldon't have any work experience. So | don't have any skills.
______ 5. I'min school now and don't have to worry about career planning until later.
Ask the student to discuss their responses with the class.
Each of the statements are traditional beliefs about career planning but none of the ideas
promote a useful approach to career planning. Ask the students to write the opposite of the
ideas listed above on the back of their worksheets. Then read and discuss the "5 Ways to

Power Your Career Plan”.
Comprehension Questions:

1. What is the main theme of this passage?

2. Are you one of the people that find career planning as enjoyable as
"having chicken pox" ? Why or why not?

2. Of the five ways mentioned which would you most likely use? Why?

3. How does planning with others assist in a career plan?

4, Are there other ways to "power a career plan” not mentioned by the
authors?

Self-paced Activities

Activity 1. Ask the students to write other declarative statements regarding career planning.
Then ask them to exchange papers with another student and "write the opposite"
of the statement.

Activity 2. Ask the students to discuss two recent decisions they have made that could affect
their career.

Activity 3. Ask the students to write a comparison of "career plans" to "road maps".
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LANGUAGE EXPERIENCE

Divide into groups and have students brainstorm ideas on What should go into planning for a
career? Instruct them to write a group composition stating their ideas. Ask each group to read
and discuss their ideas with the class.

Discuss with the class the following ideas for career planning adapted from What You Should
Know About Getting A Job A Scriptographic Booklet by Channing L. Bete Co., Inc. These are the
steps which will be used in this career unit.

Step 1. SELF-EVALUATION. Looking inside for deciding what you really want to do
based on your personal goals, environment, likes, barriers, values.

Step 2. RESEARCH: Finding out what occupational opportunities exist and determining
what occupations you qualify for or what training you would need to qualify.

Step 3. PREPARATION: Putting together a resume and cover letter.
Step 4.JOB SEARCH: Contacting prospective employers and going to interviews.

Step 5.JOB RETENTION/SUCCEEDING ON THE JOB: Demonstrating work behaviors
that help you keep a job and make you valuable to your employer.

READING IN CONTEXT

To help students with their self-evaluations for career planning, choose from the "Choosing a
Career" handouts the ones that are most appropriate for your students and that you have time
for. Complete all of them if you can but they don't all have to be done today. Read them aloud
and discuss the students' answers. Have the students add more "l would like..." statements to
each sheet. At the completion of each one, ask the students to summarize their responses, or
you might ask them to write 5-10 "I learned..." statements.

Personal Dictionary

HOME ASSIGNMENT

Ask the students to talk over their career options with someone who knows them well and that
they feel comfortable with. They can either show them their starting list from the journal entry or
they can ask them to make blind suggestions. Field testing shows that such people might see
the students in career roles that they had not considered and that they might want to investigate
or the people may be informed about career options that the students don't know anything about.

ADDITIONAL ACTIVITIES
1. Since one of the best ways to get career information is to talk to other people, ask the
students to conduct interviews with workers in fields that appeal to them. Help them

develop a questionnaire listing questions to ask.

2. Ask the students to write their own personal definitions of work.
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PRE-TEST CHECK FOR YOURSELF

Student Name Unit theme

Instructor Name

"Pre-Check"” Before beginning a new topic it is important to identify what you already
know about a subject.

Write a short description of what you already know about the unit theme:

Date

Adapted from Check for Yourself - The Centers for Reading and Writing
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CAREER PLANNING WORKSHEET

Please mark the following statements as true or false and write a brief explanation for your
response.

1. Someone else knows where the job openings are.

2. The best way to plan for a career is to enter a field that is in demand.

3. Career planning and job hunting is something | have to do alone.

4. 1don't have any work experience. So | don't have any skills.

5. I'm in school now and don't have to worry about career planning until later.

Source: Career Planning (a supplement to Becoming A Master Student) by Dave Ellis, Stan
Lankowitz, Ed Stupka, and Doug Toft
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5 Ways To Power Your Career Plan

Traditional beliefs about career planning often include certain ideas: 1. "Someone else knows
where the job openings are.” 2. "The best way to plan a career is to enter a field that's in
demand." 3. "Career planning and job hunting is something | have to do alone.” 4. "l don't have
any work experience. So | don't have any skills." 5. "I'm in school now, so | don't have to worry
about career planning until later."

These ideas can color our actions even when we are not aware of them. With such attitudes,
it's no wonder that some people find career planning as enjoyable as having chicken pox.

You can respond by considering that none of these common ideas are useful. None of them
promote career planning. And none of them need apply to you. To generate new possibilities
for career planning, consider some alternatives.

1.
I'm the person who can best discover where the job openings are.

As you plan a career and look for work, you have a universe of information at your fingertips. Sources of that
information include career counselors, computerized data bases, librarians, other people planning their careers,
people already in the work force, books, and job placement centers at your school. These are just a few
examples. Much of the information they provide is free.

When it comes to careers, there's one person most likely to sift through all that information with your true
interests in mind -- you. Career planners and counselors can offer help, but they can't make any choices for
you. Employment agencies may find useful leads for you, but these companies are under constant pressure to
place people in jobs. If you depend on them alone, you may end up in a job you dislike. Relatives and friends
may have valuable tips, but none of them can choose your interests or goals.

Success in career planning does not depend on specialized knowledge or training. It rests mainly on a
commitment to learn, plan, and act on what you know. That commitment is something only you can provide.

2.
It's practical to enter a field | enjoy - even if it's not in demand.

When planning careers, we may be tempted to choose fields with the most job openings. This could work
against our long-term goals. Even in fields that are highly competitive, there are usually openings for qualified
people. And jobs that are "hot" today may be "cool" by the time you've completed your education. In the face
of accelerating change, your own interests and values can be just as reliable as current trends.
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Some people limit their careers to the job titles displayed most prominently in the want ads. By doing so, they
may overlook their genuine interests and abilities. In addition, only a fraction of the available job openings may
be advertised there - as few as 20 percent.

Want ads can be used to expand our awareness of what's out there in the work world. Used in this way, want
ads are one way to gather information. The same is true of career bulletins, advice from friends, or the latest
statistics on what skills are in demand. It's useful to be aware of these resources. It's not useful to let them
define possible careers.

3.
| can benefit from planning with others.

Career planning does not need to be a lonely, desperate affair. Other people can offer help at each stage of
career planning and job hunting. You can suggest career options for people you know, and they can do the
same for you. Working with others, you can pool information about occupations, employers, and job openings.
They may suggest options you've never thought of before. Talking to other people can also lift your spirits and
keep your energy level high.

4.
With or without formal work experience, | have skills.

It's easy to fall prey to the fallacy "I don't have a skill unless someone has paid me to use it full-time." People
constantly use skills for which they receive little or no money. Some choose to stay home and care for their
families full-time. They plan and prepare meals, coordinate health care and education for their children, and
manage household finances. These are true work skills.

Student's also gain skills, even if they don't work full-time. They must master new subjects and techniques.
Students write, manage research projects, speak in public, and think critically about new ideas. They also take
part in internships, cooperative education programs, and volunteer work.

Typing, driving cars, drawing, playing sports, cutting hair, evaluating movies, organizing closets, telling jokes -
these and a thousand other common activities develop skills that employers will pay for.

5.
I'm in school, so I'll start planning my career now.

A course in French suddenly takes on new meaning when your goal is to work in a foreign embassy. A
required composition course seems like an opportunity once you've decided to become a magazine editor or
newspaper reporter. And a course on computer concepts stops being a chore when you learn that your career
calls for daily use of a computer. Career planning can make a difference for the work you're doing in school
now. And whenever you can relate course work to a personal goal, you tap a limitless source of energy.

Source: Career Planning (a supplement to Becoming a Master Student) by Dave Ellis, Stan Lankowitz, Ed
Stupka and Doug Toft
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CHOOSING A CAREER - STUDENT WORKSHEETS

from Career Choices

1. PHYSICAL SETTINGS

The setting of a job means its geographic location as well as its specific working environment.
Job satisfaction depends greatly on how you feel about where you work---and where your job
forces you to live. Circle statements below that appeal to you.

ONor~wWNE

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.
29.

I would like to work in a city.

I would like to work in the country.

I would like to work in a small to medium-sized town.
I would like to work in (list specific city or part of the country).
I would like to work in another country .

I would like a job that might offer frequent transfers.

I would like a job that will let me stay in one place.

I would like to work outdoors (list specifics if you can, i.e., in the woods, on a farm,
at sea) .

I would like to work out of a car or truck most of the time.

I would like to work in an office.

I would like to work in my home.

It's important to me that my work setting be pleasing to the eye.

I would like to work in a garage or warehouse.

I would like to work in a factory.

I would like a job that involves both indoor and outdoor work.

I would like to work in a science lab or hospital.

| would like to work in a retail store.

| would like to work in a restaurant.

| would like to work in a construction site.

I would like to work on a ship, plane, train, or bus.

| would like to work in hotel or resort.

I would like to work in a museum or art gallery.

I would like to work in an art or photography studio.

I would like to work in a concert hall or theater.

I would like to work in a school or library.

I would like to work in a church or synagogue.

| would like to work on a set of a movie or TV show.

I would like to work in a TV, radio or recording studio.

| would like to work in

Source: "Press for Equity” Newsletter from Region XIX Education Service Center, Summer

1992
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For many people, the social aspect of a job is one of its most important parts.
there were predictions that a large number of people would soon be working at home, connected
It hasn't worked out that way. For most people, the rewards of

For others, of course, they do. How much

to their jobs by computer.
working alone just don't make up for the isolation.
social contact do you expect from your job? Would you rather be the boss or the employee?

Would you like to work with specific types of people? Circle the statement below that appeal to

you.

CoNokr~wWNE

2. RELATIONSHIPS AT WORK

I would like to work alone.

I would like to work in a group or on a team.

I would like to work with a variety of people.

I would like to be the boss.

I would like to be supervised by others.

I would like to work by myself.

I would like to work with adults.

I would like to work with children.

I would like to work with handicapped people.

I would like to work with sick people.

I would like to work with older people.

I would like to work with creative people.

I would like to work with people like me.

I would like to work with people different from me.
I would like to work with people who speak a different language.
I would like to work with the underprivileged.

I would like to teach people.

I would like to entertain people.

I would like to make people feel better.

I would like to help people get out of trouble.

I would like to sell things to people.

| would like to work with criminals.

I would like to give people guidance.

I would like to run for elected office.

I would like to socialize with my co-workers.

I would like to meet celebrities on my job.

I would like to work in a competitive environment.
I would like a job where everyone works together for the common good.
I would like to serve the public.

I would like to serve private clients.

Other
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3. PSYCHOLOGICAL REWARDS OF WORKING

The psychological rewards of working relate to your passions and your values. For many
people, these means much more than financial gain. Can you imagine Mother Teresa giving up
her work with the poor to become Donald Trump's administrative assistant? Did Martin Luther
King, Jr. ever wish he'd gone into real estate sales? Did Chuck Yeager ever consider becoming
an accountant? Would Whitney Houston enjoy a life as a computer programmer? Probably
not. What do you expect to get from your job besides money? Check the statements below
that appeal to you.

RBOooNoO~wWNE

11.

13.
14.
15.

I would like to be recognized in the community for the work | do.

I would like a job where | am free to make my own decisions.

I would like a job that furthers my mission in life.

I would like a job that helps less fortunate members of the community.
I would like a job that offers thrills and adventure.

I would like a job in which | am continually learning something new.

I would like a job that has high status in the community.

I want to work with people | admire and respect.

| would like a job that demands creativity and innovation.

I would like to work for something | believe in, even if it is unpopular or puts me in
danger.

I would like a job that adds to the beauty in the world.

| would like a position of power.

I would like a job that gives me a lot of freedom.

| want to feel secure that my job will be there as long as | want it.

I would like to be applauded for my work.
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4. MIXING CAREER AND FAMILY

While you are making career decisions, it is important to think about the kind of family life you
want to have. Jobs that demand a great deal of travel or many evening and weekend hours in
the office are usually not compatible with a close family life. On the other hand, if you want to
have seven children, you need to think about careers that will financially support a family of that
size. Today, both men and women have to be concerned about blending their career and family
needs. Most women now work for pay, even when their children are very young. As a result,
men need to be more involved with child care and household tasks. Since about half of all
marriages end in divorce, also keep in mind that you cannot depend on the financial support of a
spouse. Women, especially (90 percent of single parents are women), should prepare for
careers with incomes that can support their families. Circle the statements below that appeal to
you.

| want to be married.

I want to have more children.

Family life is more important to me than my career.

Having a career is more important to me than having more children.

I would like both a rewarding career and a happy family life.

I would like my spouse to stay home with the children when they are young.

I would like to work out of my house when my children are young.

I would like a job with flexible hours so | can be available for my family.

I would like to be able to afford to send my children to a day care or pre-school.

10. I would like to be able to afford to have a sitter come to the house.

11. I would like to be able to afford to have live-in help with the children.

12. I would like to be able to afford to have a housekeeper so | can spend more time
with my family.

13. I would expect my family to help out with household chores.

14. Other

CoNok~wWNE
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5. FINANCIAL REWARDS

Financial rewards include not just how much money you make, but how you are paid, your
benefits, job security, and so on. Circle the statements below that appeal to you.

oukrwbdE
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11.
12.

13.

I would like a job that pays at least $ per month.

I would like to be paid by the hour, with time and a half for overtime.

I would like a monthly salary that doesn't vary with the number of hours | work.

I would like to work on a commission basis.

I would like a job that would be secure even in times of recession.

I'm willing to accept a lower salary if the potential for either financial or

psychological reward is good.

Money isn't important to me--I just need enough to get by.

I want a job with good benefits (e.g., health insurance, pension plan, paid
vacations).

I'd like my salary to be based on my job performance.

I'd like to be paid for the things I create or produce (e.g., paintings, articles,

cookies).

I'd like a job that offers bonuses or other incentives.

I'm willing to start with a very low salary as long as there is an opportunity to work

toward a very high salary.

Other
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CAREER
LESSON 2: VALUES,SKILLS, AND ABILITIES

"There is nothing noble in being superior to some other man.
The true nobility is being superior to your previous self.”
Hindustani proverb

Literacy Objective: The students will write about their personal values, skills, and
abilities and will complete a self-evaluation worksheet.

Materials for Lesson: "A Mini Career Search - 20 Questions"- handout by John
Holland
"Four Worlds Worksheet"- handout
"The Four Worlds" - handout
"Skills and Abilities Worksheets - Part | and Part I1"-
handouts
"Self-evaluation Worksheet"- handout
"The Woman in The Cream-Colored Suit"- handout
by Bruce B. Henderson

Suggested Readings: Coming Alive From Nine to Five: The Career Search
Handbook by Betty Neville Michelozzi
Mayfield Publishing Company
1240 Villa Street
Mountain View, CA 94041

Notes to Instructor: The activities in this lesson are designed to help the students
answer some basic questions:

"What do | like to do?"

"What skills have | acquired?"

"What general abilities do | have?"

"What am | best at doing?"

"What are my work preferences?"

"What do | have to offer an employer?"
Bring in any materials or supplements you can to help the students answer these
guestions. Additionally, any materials based on John Holland's theories on the
relationship between personalities and career choice could be useful. His Self-directed
Search career inventory is given at some TDHS offices and might be available in your
community.

The values, skills, and abilities identified by the students in this lesson play an important
role in their individual career choices. Identifying them now will be useful in proceeding
lessons on resumes and job interviews.
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Journal: What is a value? What is a skill? What is an ability?

Review: Ask the students to discuss their interviews and the suggestions they received.
What did others (friends, family) think they were suited for?

INITIAL INQUIRY

Begin with a discussion on values with the class by asking each student to recall a "satisfying"
experience - one which made them happy or excited. Then ask them to tell the class about this
experience. Be sure to go first and use yourself as an example and relate a personal
experience. Ask each student what they liked about the experience and help them identify and
label the underlying value of the experience. Have the students complete the sentence "I'm a
person who likes " Conclude the activity by writing on the board, "It's
a value if you....."

see it occurring repeatedly in your life.

would rather do it more than anything else.

get excited when you talk about it.

can see yourself doing it many more times.
would gladly do it even if you are not paid for it.

* ok K ok F

Ask for more suggestions. (Source: Dickinson College Counseling Center)
LEARNING ACTIVITY

Distribute "A Mini Career Search - 20 Questions" and ask the students to circle the numbers of
the statements that apply to them. Have them circle the corresponding numbers on the "Four
Worlds Worksheet" to determine if they are interested in "people", "paper”, "mind", or "things".
Discuss the activity. Read and discuss "The Four Worlds" handout and discuss what the
information tells the students about themselves and how the information relates to career choice.

Distribute the Skills and Abilities Worksheet-Part | review the information and vocabulary.
Then ask the students to complete the Skills and Abilities Worksheet- Part Il. Discuss the
activity.

Self-paced Activities

Activity 1: Ask these students to list several jobs they like doing (not necessarily jobs that
paid a wage). Then ask them to identify the skills they used in each job and what
they liked about the job.

Activity 2: Ask these students to write 10 responses to the sentence starter "l am the sort of
person who can....."

Activity 3: Ask these students to describe a job they would like to have where they enjoy
themselves so much that they conclude the writing with "l can't believe I'm being
paid to do what | do in this job!"
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LANGUAGE EXPERIENCE

Ask the students to complete the Self-Evaluation worksheet and discuss their responses with
the class.

Self-paced Activities

Activity 1: Ask these students to categorize the occupations they are considering into the
four world categories of people, paper, mind, or things.

Activity 2: Ask these students to identify five occupations that would fit into each of the four
categories.
Activity 3: Ask these students to write about the course(s) they would take if they had all the

time, energy, and money they needed.
READING IN CONTEXT

Distribute to the students the reading titled "The Woman In The Cream-Colored Suit" Ask the
students to read and discuss.

Comprehension Questions:

1. What is the main theme of this reading?

2. Have you ever felt like Carol?

3. What motivates Carol?

4. What skills does Carol have?

5. What do you think Carol's values are?

6. What do you think is Carol's greatest achievement?

7. What does Carol mean when she talks about a "prison of poverty"?
8. Describe Carol's "buddy network".

9. Do you agree that "anger is healthy" ? why or why not?

10. Why did the author write this?

PERSONAL DICTIONARY

HOME ASSIGNMENT
Ask the students to respond in writing to the following questions:

My physical skills include
My intellectual and creative skills include

My social skills include

The skills | would like to acquire are
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ADDITIONAL ACTIVITIES

1.

Ask the students to write 10 statements each beginning with "l want to work because..."

Ask everyone to read their statements and see if the responses can be categorized into
broad areas such as security, self-esteem, independence, social, monetary, prestige,
respect.

Ask the students to write a sample want ad in which they are looking for a job. For
example: "l am a hard worker and | am looking for a job. | can manage money, and
organize files. | am trustworthy, responsible, dependable, and like working with others."

Write on the board the following values and either you or the students give a dollar value
to them or use the ones provided (which are arbitrary). Tell the students that they each
have $2,000 in which to buy their values at market price at an auction. They are
once-in-a-lifetime purchases. Ask them to write their choices for their $2,000 worth of
values.

Acceptance $200
Truth 100
Wealth 375

True Love 300
World Peace 400
Adventure 200
Power 300
Family 350

Education 200
Culture 200

Friendship 150
Happiness 325
Prestige 200
Freedom 275
Religion 200
Creativity 100
Pride 275
Security 200
Leisure time 125
Patriotism 200
Health 350

Independence 250

You can also "auction off" the values to the highest bidder if you wish.

(Source: Adapted from Understanding Yourself - Career Emphasis Series - JIST Works, Inc.)
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A MINI CAREER SEARCH - 20 QUESTIONS
by John Holland

Making a GOOD and THOUGHTFUL career decision is a complex process that takes TIME.
Here are some samples of activities that people use to help them along the way. Think about
some activities that you enjoy, that you like so well that you forget time is going by. Circle the
numbers of the statements below that apply to you.

I enjoy myself and lose track of time when I'm:

1. Having a friendly conversation with someone
2. Organizing my papers, files, and notebooks
3. Thinking up new ideas

4. Fixing something

5. Talking someone into doing a project

6. Keeping assignments up to date

7. Doing a puzzle

8. Tinkering with some gadget

9. Helping someone

10. Taking responsibility for every detail of an assignment
11. Reading to explore new things

12. Being physically active

13. Sharing my feelings

14. Completing a job as carefully as possible

15. Creating something different

16. Using my hands in some project

17. Getting people organized

18. Keeping track of my accounts

19. Discussing or reading some complicated idea

10. Doing physically daring things
People can live and enjoy four different "Worlds:" the World of "People" or "Paper" or "Mind" or

"Things." Although they may enjoy a little of each of these areas, people usually have one or
two that are favorites.

SOURCE: Coming Alive From Nine to Five by Betty Neville Michelozzi
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FOUR WORLDS WORKSHEET

To find out which "world" you live in, circle on the following table the same numbers you circled on the Mini
Career Search. Then count the circles in each column to learn which is your world.

TOTALS
People 1 5 9 13 17
Paper 2 6 10 14 18
Mind 3 7 11 15 19
Things 4 8 12 16 20

What is your first choice?

What is your second choice?

What is your third choice?

What is your fourth choice?

What does this tell you about yourself?

What careers might you consider based on your first and second choices?

CAREER p.22
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College



CAREER p.23
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College



THE FOUR WORLDS

The World of Matter:
THINGS / BODY

Mechanical
Industrial (Factory)
Nature (plants/animals)

Protective

SIS SU S ST~

Physical performing

The World of Mind:
IDEAS / INTELLECT

A Scientific/Analytic

A Artistic/Intuitive

The World of People:
HELPING / MOTIVATING

Human Services
Accommodating

Leading/Influencing

Do Do Do Do

Leading/Selling

The World of Paper:
WORDS / NUMBERS /
SYMBOLS

A Business Detail
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Generally involved with things, from simple to
complex. Little involvement with people unless
supervising or managing. Use of data depends
on complexity of job. Required skills range from
finger/hand to whole-body agility, coordination,
strength, along with moderate intelligence,
diverse awareness, and in many cases, ability
with numbers.

Usually involves high to medium use of data.
Little involvement with people (except in the field
of medicine). Often deals with things or thinking
about things, problem solving. Skills required
are generally above-average logical and intuitive
intelligence, verbal and often numerical ability,
and, in some cases a well-developed diverse
sense of awareness and color.

Generally an ongoing involvement with people. Level of involvement
with data increases with complexity of work. Usually little or no
involvement with things except in jobs requiring physical contact.
Requires a range of "people skills": facility in dealing with people,
solving people problems, and providing human services.

Consistent use of data: words, numbers, symbols. Usually little
involvement with people beyond what is required to process business
details. Things dealt with are often office machines. Required skills
are moderate intelligence in most cases verbal and numerical ability,
and eye for detail, and in some cases finger/hand agility.

Source: Coming Alive From Nine To Five, The Career Search Handbook, Fourth Edition, by Betty Neville Michelozzi
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SKILLS AND ABILITIES WORKSHEET - PART |

INSTRUCTIONS: Complete the sentence "l am good at...." by circling the skills you have in each category. Then add
at least three other skills you have to each category.
COMMUNICATIONS

* Giving instructions or training

* Writing letters or reports

* Interpreting and translating

* Talking to groups

* Checking for errors

* Communicating well on telephone

* Explaining ideas to people

* Following directions

* Persuading others

* Interviewing people

PERSONAL EFFECTIVENESS
* Leading a group or committee
* Observing others
* Taking care of details
* Working as a team member
* Motivating people
* Managing time wisely
* Staying calm under pressure
* Presenting a good image
* Assuming responsibility
* Understanding another's point of view
* Working well with others
* Concentrating

BUSINESS ORIENTED
* Planning for the future
* Prioritizing tasks
* Organizing tasks
* Promoting products
* Directing others
* Assigning tasks to others
* Developing time schedules
* Evaluating others
* Completing tasks
* Making decisions
* Helping customers

MATHEMATICAL
* Calculating
* Bookkeeping and record keeping
* Estimating costs
* Preparing budgets
* Operating cash registers or calculators
* Solving math problems

NATURAL SKILLS
* Creating original work
* Eye-hand coordination
* Thinking logically
* Being energetic

OTHERS
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SKILLS AND ABILITIES WORKSHEET - PART Il

INSTRUCTIONS: Write work experiences, hobbies, courses, or training you have had which
gave you that skKill.

A. COMMUNICATION - Oral and Written

B. PERSONAL EFFECTIVENESS -

C. BUSINESS ORIENTED -

D. MATHEMATICAL -

E. NATURAL SKILLS -

F. OTHERS -

Source: UNKNOWN
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"THE WOMAN IN THE CREAM-COLORED SUIT"

by Bruce B. Henderson

"I grew up in a middle-class suburb of Seattle. |was abused by a male relative. |dropped out of school in
the seventh grade. |ran away from home. Eventually | found myself in the streets on welfare--alone,
frightened, unskilled, pregnant. |tried to commit suicide but botched it."

The speaker is Carol Sasaki, 33, and she is sitting in a park in Richland, Wash., with 20 women. Some of
them nod their heads in understanding. Most are mothers on welfare. They know the anguished and
painful world that Carol describes. Each year, tens of thousands of single mothers go on welfare,
representing over 85% of those receiving general assistance. Like Carol before them, many of these
women are school dropouts without skills, little self-confidence, and no hope.

"I dropped out of school because | thought it was a prison,” Carol tells the women. "The sad irony is that |
found myself trapped in another prison-a prison of poverty.” The difference between Carol Sasaki and the
women in her audience is that she has beaten her way out of that prison--now she's here in this park to tell
others how to do the same thing.

When her son, David, was born in 1980, Carol was a single woman cut off from her family. Each month
she received $340 in welfare aid, plus $85 worth of food stamps. Carol and her son stayed in one bleak
apartment after another. There was no TV, no phone, no future. More than once, between welfare
checks they spent the night in the Seattle bus depot.

Carol felt worthless and ashamed. "My self-esteem was zero." she told her audience in the Richland park.

Finally a friend sat Carol down and told her she had two choices: Get some vocational skills so she could
find a decent job--or become a prostitute. That blunt assessment prompted Carol to start looking for a
way out.

Her dream was to go to college--but first she had to pass a high school equivalency test. Twice she took it
and failed. Haunted by her friend's words, Carol put David in a stroller and went to the library, where she
studied American history and tried to understand decimal points. On her third try, she passed the test.

When Carol informed her caseworker that she planned to attend college, she was told the only education
that welfare would cover was a work-training program for one year or less. But Carol knew such a training
would lead only to a low-paying job. After a long bureaucratic fight, the welfare office finally decided that
she could attend college--for two years. Feeling that financial independence required a four-year degree,
she decided to cram four years of school into two.

In 1981, at age 26, Carol met with Rene, also an unwed mother and longtime welfare recipient. A
graduate student and teaching assistant, Rene was off welfare for the first time in years. She and others
helped Carol acquire a school grant, a loan, and a work-study job, which brought in $650 a month. With
low-cost day care at the school and reduced rent for student housing, Carol was finally able to get off
welfare.

During her second year, Carol was given an academic award for achievement from the university. At the
presentation, she stepped to the podium and confided to the audience: "A year ago, my son and | were on
welfare. Women on welfare are not lazy. They are stuck. All they need is a chance."
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Over the next several months Carol wondered what she could do to give those women their chance. Then
it came to her. She could set up a "buddy network" to provide inspiration and information for getting a
single women off welfare and back to school. The network was called HOME, for Helping Ourselves
Means Education.

Throughout the next year Carol spoke to welfare women, offering herself and Rene as role models. Carol
was responsible for ten women enrolling at Washington State for the 1984 school year. Eight of them will
graduate this spring.

One is Tristan Drye, 31. She says at first she didn't believe Carol. "I hardly had enough money to buy
groceries. |didn't see how | could afford college." But Carol provided her with application forms for
grants and loans and got her enrolled. By the time she started classes, she was off assistance. Tristan
hopes to become a counselor of abused women. "I'm so excited about my life now," she says.

By December 1985, Carol had received a Master's degree in adult education and was matrried to Glenn
Sasaki, a postdoctoral student she had met at school. She now works full-time as the unpaid director of
HOME. From Dublin, Ohio, where she and Glenn moved last year, Carol goes across the country to meet
with teenagers, welfare recipients, college officials, professional organizations, and even the imprisoned.
She also helps set up training programs for regular entry-level workers.

In July 1986, in Milwaukee, Carol stood before 2000 women at the annual convention of the National
Federation of Business and Professional Women's Clubs, the oldest and largest businesswomen's
organization in the country. Carol told these women about her past. The details shocked many of them.

"As messed up as my life was," Carol continued, "I made it off welfare. And so can others!" Extending
her arms to the audience, she pleaded: "You are the most powerful group of women in our country. And
what are you doing? You're giving workshops on how to get the highest tax deductions.”

Carol's voice was filled with regret. "Your charter defines one of your missions as finding economic
self-sufficiency for women. That's what I'm trying to do too. | don't know anything about organizing. You
do. Helpus."

The group gave Carol a standing ovation. Later the federation voted to make HOME a national project,
and since then chapters in ten states have paid Carol's expenses to meet with officials who can help
welfare recipients.

At the Richland, Wash. gathering last March, Carol spoke from the heart. When she told of being made to
feel worthless, tears filled her eyes. When she talked about going back to school, her voice took on a tone
of anger and determination. "Anger is healthy," she said. "It kept me from quitting school. And it's what
keeps me working for HOME." Then she asked to hear from other in the group.

Mary, in her 20's, cradled an infant in her arms. "I'm recently divorced," she said softly. "My baby and |
spent time in a shelter for battered women. [I'm scared. I'm on welfare. |can't afford to work because |
wouldn't make enough money to pay for a baby sitter. I've been thinking of going back to school."
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"Have you gone to a college financial aid office yet?" Carol asked.

"No," Mary answered. "My caseworker says I'm not allowed to go to college and remain on
welfare."

"Get a grant and take yourself off welfare," said Carol.

Jane, in her mid 30's raised her hand. "I'm going to school, and I've received school loans and had some
fees waived."

"“I'm going to try to make it into college," Mary said, sounding more determined.

"Are you going to try, or are you going to do it?" Carol asked.
"l have to do it!"

"Right,” Carol said, "Get Jane's phone number. She'll be your mentor. Won't you Jane?"
"Sure,” Jane answered.

This was networking in action. To broaden HOME's reach, Carol encourages women to organize their own
local groups, using HOME's networking techniques. So far, organizers in 20 states have put HOME's
concepts to work. Carol estimates that some 11,000 welfare women in all 50 states have connected with
HOME in the past four years, and 1000 of these women have entered college.

Most of HOME's contributions - donations of one, two and five dollars - come from women who have been
helped. "These people are holding down jobs, going to school on grants and loans, and trying to raise
families,” says Carol. "Yet they're sending us money because they want so much to help others."

HOME is also attracting federal attention. The U.S. Department of Health and Human Services has
awarded HOME $85,000. In recognition of her work, Carol spoke to 20 more single moms and more
families on welfare; so if pregnant teens can be kept in school, much of the next generation can be kept off
welfare.

Carol spoke of her early welfare years: "l decided what | needed was a man. How else was | going to
have a better life? But when | got pregnant, he wanted me to have an abortion." Her voice broke for a
moment. "l wanted that baby."

Two girls who had been snapping gum when Carol started talking were now still as statues. Her face
flushed, Carol continued: "So | had my son and we went on welfare. | soon found out | was treated
differently. People saw failure. They saw an unwed mother."

"One time | was at the airport and | saw this woman wearing a cream-colored suit and carrying a briefcase.
| decided | wanted to be a businesswoman just like her. |was 25 years old. |had a seventh-grade
education."

Carol reminded these girls: "When you don't have an education, you become poor once the man leaves.
You can't even work your way up in a company because they probably won't hire you in the first place. So |
got my college degree. And you know what? | have a cream-colored suit now! | take planes all over the
country. I'm that woman at the airport!" For a moment, Carol looked into their eyes. Then she smiled.

"All of you are capable of taking planes with me," Carol said eagerly. "Stay in school. Get your diploma.
Land that job. And someday, believe me, I'll see you at the airport!"

Source: "Readers's Digest", date unknown
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SELF-EVALUATION WORKSHEET

One important aspect of choosing a position is understanding yourself. Self-evaluation can help you analyze what is
important to you in the kind of work you will do and the kind of organization in which you will work.
The following are some of the things you should consider in your own self-evaluation. Your answers should be honest.
They are meant to help you and should not represent a "good" or "bad" value judgment.

1. What are the things you do best? Are they related to people, paper, mind, or things?

related to
related to
related to
2. Do you express yourself well and easily?
Orally: Yes  No__ In Writing: Yes__ No__
3. Do you see yourself as a leader of a group or team? Yes__ No

Do you see yourself as an active participant of a group orteam? Yes_ No_
Do you like supervision? Yes__ No
4. Do you work well under pressure? Yes___ No
Does pressure cause you anxiety: in fact, is it difficult for you to work well under pressure?
Yes___ No

Do you seek responsibility? Yes No

6. Do you enjoy new ideas and situations? Yes_  No__
Are you more comfortable with known routines? Yes  No_
7. Inyour future, which of the following things are most important to you:
a. Working for aregularsalary b, Working for a commission_____
c. Working for a combination of both___
Do you want to work a regular schedule (e.g.,9a.m.to5p.m.)? Yes _ No_

9. Are you willing to travel more than 50 percent of your working time? Yes No

10. What kind of environment is important to you?

a. Do you prefer to work indoors? Yes__ No
b. Do you prefer to work outdoors? Yes  No_
c. Do you prefer an urban environment (population over a million)? Yes_ No_
Population between 100,000 to 900,000? Yes_ No__
d. Do you prefer arural setting? Yes_ No_
11. Do you prefer to work for a large organization? Yes_ No_
12. Areyoufreetomove? Yes  No
Are there important "others" to be considered? Yes___ No

SOURCE: "Merchandising Your Job Talents" from UTEP Placement Services

CAREER p.31
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College




CAREER
LESSON 3: A WORLD OF CHOICES

"Where our work is, there let our joy be."
Tertullian. ¢.220
Literacy Objective: The students will be able to complete a bar graph showing average
salaries for a variety of occupations.

Materials for Lesson: "Occupations and Salaries"- handout

"Salaries For Selected Occupations”- bar graph handouts
1-3 (Multiple copies of handouts 2 & 3)

Colored pencils- optional
"Deferred” by Langston Hughes- handout

Suggested Readings: More Choices: A Strategic Planning Guide for Mixing
Career and Family
by Mindy Bingham and Sandy Stryker
Advocacy Press
P.O. Box 236
Santa Barbara, CA 93103

Additional Activities: "How Did Jobs Get To Be Non-traditional?"- optional handout

"Attitudes Toward Non-traditional Careers"- optional
handout
Notes to Instructor: Bingham and Stryker (1987) suggest that "traditional” careers are
those that have been held traditionally by members of one sex. There is a great deal of
tradition behind the kinds of jobs held by women: they are traditionally low in pay; they are
traditionally low in status; they are traditionally low in the amount of control and flexibility
they allow.

Men's jobs are traditional too - traditionally higher paying. There are more than 500
different job categories from which to choose a career. Nearly one-third of all working
women are categorized in 9 of these categories which include clerical and secretarial
workers, cashiers and sales persons, nurses and elementary teachers.

The need for informing students about nontraditional options stems from changing
economic and societal conditions as well as legislative mandates. Our society offers an
almost limitless array of career choices and students do not need to limit themselves to
traditional gender specific careers. Our goal is to assist students in gaining marketable
skills which will lead to economic independence.

You might want to have general reference books on career information available for you
and the students to look up some of the occupations mentioned.
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Journal: What are some good jobs for women in our society? What are some good jobs
for men in our society?

Review: Ask the students to talk about their skills and the homework assignment.
INITIAL INQUIRY
Discussion begins with the explanation of the misnomers of "men’s work" and "women's work".

The idea is to explore and dismiss the idea of jobs limited by gender. Utilize the following
questions for discussion:

1. When you hear the word "doctor", what picture comes to your mind? Is the
person male or female?
2. What picture do you get of when you hear "lawyer"? Construction worker?

Teacher? Electrician? Plumber? Secretary? Nurse? Carpenter? Bus
driver? Carpet layer? Farm equipment mechanic? Shoe repairer? Roofer?
Typist? Accounting clerk? Cashier? Manicurist? Child care worker? Crane
operator? Postal service clerk? Butcher?

3. Name some traditional "male" occupations?

4. Name some traditional "female" occupations?

5. Why do you think these occupations became traditional for one sex or the other in
our society?

6. Do you think that women are now entering fields that were once dominated by
men? Why or why not?

7. What about the reverse? Are men now entering fields that were once dominated
by women? Why or why not?

8. What are your thoughts regarding women and men entering non-traditional
careers?

9. What do you see as advantages? Disadvantages?

10. Can you think of any jobs that either a man or a woman cannot do? Why can
they not do them?

Record student responses on the chalkboard or overhead projector. As always, any of these
guestions can be used for a writing activity.
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LEARNING ACTIVITY

Distribute and discuss the Occupations and Salaries handout from the American Almanac of
Jobs and Salaries by John W. Wright and Edward J. Dwyer (1990-91 edition) which reports the
following average annual salaries for some common occupations:

OCCUPATION SALARY

Accounting Clerk | 11,569 Receptionist 13,560
Aircraft Mechanic 26,810 Road Freight Brake Oprtr 40,031
Automotive Mechanic 25,368 Secretary 18,437
Carpenter 25,469 Sheetmetal Mechanic 25,728
Clerk-typist 13,888 Social Caseworker 22,835
Computer Operator | 15,039 Teacher 26,513
Computer Specialist 35,101 Typist 13,538
Custodian 17,847 Telephone Operator 14,443
Dental Assistant 16,102 Warehouse Worker 21,310
Dentist 60,312 Welder 25,842

Doctor 61,719

Electrician 26,563

Food Service Worker 17,902

Fork Lift Operator 21,021

Guard 16,447

Key Entry Operator | 12,431

Laborer 17,134

Laundry Worker 17,835

Maintenance Mechanic 25,236

Meatcutter 23,725

Medical Record Technician 16,582

Motor Vehicle Operator 22,492

Nurse 29,031

Nurses' Assistant 16,275

Painter 24,467

Pest Controller 24,169

Personnel Clerk | 14,399

Pipefitter 27,319

Plumber 22,944

Police Officer (entry level) 17,990

Activity 1
Discuss each of the occupations and its average annual salary. Help the students calculate the
average monthly salary (by dividing annual salary by 12), weekly salary (by dividing monthly
salary by 4), daily salary (by dividing weekly salary by 5), and hourly salary (by dividing daily
salary by 8) for several of the occupations.

Ask them to write a short explanation about the relationship between annual, monthly, weekly,
daily, and hourly salary. If you wish, ask them to be creative and draw a diagram or make a
sketch of the concepts and how they relate to each other.
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Activity 2

Ask the students to place an M next to each occupation that they consider to be traditionally a
male occupation, an F next to each occupation they consider to be traditionally a female
occupation, and a B for an occupation that they believe has been traditionally held by both men
and women.

Review the completed "Salaries and Selected Occupations Bar Graph #1" which shows the
first 7 occupations from the Occupations and Salaries handouts on a graph making sure that the
students understand how the information is represented on the graph.

Ask the students to choose 7 occupations that they identified as traditionally male and 7
occupations that they identified as traditionally female.

Using colored pencils if you can, help the students prepare bar graphs for the 7 male and female
occupations they selected from the list on either or both of the blank bar graph forms (Salaries
and Selected Occupations Bar Graphs #2 and #3) provided. Note that there are two blank bar
graph forms: one is in increments of $5,000 and one is in increments of $2,000.

Activity 3
Ask the students to write an explanation in their own words on what their bar graphs mean.
Have them read their explanations to the whole class or a small group. Help them revise their
writings to make them clearer in meaning if needed. You might choose to attach the bar graphs
to this writing for inclusion in the students' portfolios for demonstrating mathematical
competence.

Activity 4
Ask the students to select one of the higher paying occupations that they would consider
non-traditional for themselves and one of the lower paying jobs that they would consider
traditional for themselves. Help them make the following calculations.

l. $ (a) minus $ b)=% (c)
non-traditional traditional
difference
Il. How many years till you are 65 or hope to retire? (d)

M. Multiply the difference in salary (c) by the number of years you will have in the workforce

(d).

(c) x (d) = (e) the difference in
the amount of money you will make in lifetime earnings if you chose the non-traditional
career.
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Self-paced Activities:

Activity 1. Ask these students to make bar graphs of the 10 occupations that are most
appealing to them using one color of pencil for the bars that require four years of college and
another color of pencil for bars of the careers that require vocational or on-the-job-training.

Activity 2. Ask these students to compute the average salary of 5 traditional female occupations
and the average salary of 5 traditional male occupations by adding the salaries together and
dividing by 5. Ask them to calculate the difference between the 2 figures.

Activity 3: Ask these student to select 4 of the occupations and identify the skills they think are
necessary for that occupation.

LANGUAGE EXPERIENCE

Ask the students to think of someone they know who is happy with his or her job. On a sheet of
paper, have them write a paragraph or two about the person, his or her job, the person's values,
and the person's skills.

Next, ask the students to silently read their paragraphs and choose three or four words to leave
out. On another sheet of paper, have them write their paragraph again, but leave the words
they chose out and draw blank lines to show where the words should be. Have them give their
paragraphs to a classmate, and ask him or her to predict and fill in the missing words.

READING IN CONTEXT
Read and discuss Deferred by Langston Hughes.

Comprehension Questions:

What is the main point made by the author?

Describe what you think the author looks like.

What images do you get from the poem?

What is your emotional reaction to the reading?

What advise would you give the author?

What dreams have you deferred?

What belongs in your montage of dreams of the future?

NouoswbE

PERSONAL DICTIONARY
HOME ASSIGNMENT

Have the student select an occupation considered a traditional female or male job and write a
paragraph stating why the opposite sex could or could not do that job.
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ADDITIONAL ACTIVITIES

1.

2.

Read, complete, and discuss How Did Jobs Get To Be Non-Traditional? handout.
Read, complete, and discuss Attitudes Toward Nontraditional Careers worksheet.

Ask the students to name a famous man and woman for each of the following categories:

author military leader

explorer musical composer
athlete national leader

scientist U.S. Senator

villain U.S. Representative

national leader Supreme Court Justice
(Source: Changes by Mindy Bingham, Sandy Stryker, and Judy Edmondson)

Ask the students to generate a list of others types of information that could be
represented on a bar graph. Either in small groups or individually, let them select one of
the categories and design their own bar graph. Ask them to report back to the class.
Discuss the steps they took and what worked and did not work.
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OCCUPATIONS AND SALARIES

The American Almanac of Jobs and Salaries by John W. Wright and Edward J. Dwyer (1990-91
edition) reports the following average annual salaries for some common occupations:

OCCUPATION SALARY

Accounting Clerk | 11,569 Receptionist 13,560
Aircraft Mechanic 26,810 Road Freight Brake Oprtr 40,031
Automotive Mechanic 25,368 Secretary 18,437
Carpenter 25,469 Sheetmetal Mechanic 25,728
Clerk-typist 13,888 Social Caseworker 22,835
Computer Operator | 15,039 Teacher 26,513
Computer Specialist 35,101 Typist 13,538
Custodian 17,847 Telephone Operator 14,443
Dental Assistant 16,102 Warehouse Worker 21,310
Dentist 60,312 Welder 25,842

Doctor 61,719

Electrician 26,563

Food Service Worker 17,902

Fork Lift Operator 21,021

Guard 16,447

Key Entry Operator | 12,431

Laborer 17,134

Laundry Worker 17,835

Maintenance Mechanic 25,236

Meatcutter 23,725

Medical Record Technician 16,582

Motor Vehicle Operator 22,492

Nurse 29,031

Nurses' Assistant 16,275

Painter 24,467

Pest Controller 24,169

Personnel Clerk | 14,399

Pipefitter 27,319

Plumber 22,944

Police Officer (entry level) 17,990
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DEFERRED

Langston Hughes

This year, maybe, do you think | can
graduate?

I'm already two years late
Dropped out six months when | was
seven,

a year when | was eleven,
then got put back when we came North.
To get through high school at twenty's
kind of late---

But maybe this year | can graduate.

Maybe now | can have that white enamel
stove
| dreamed about when we first fell in love
eighteen years ago.
But you know,
rooming and everything
then kids,
cold-water flat and all that.

But now my daughter's married
And my boy's most grown--
quit school to work--
and where we're moving
there ain't no stove--
Maybe | can buy that white enamel
stove!

Me, | always did want to study French.
It don't make sense--
I'll never go to France,
but night schools teach French.

Now at last I've got a job
where | get off at five,

in time to wash and dress,

so, s'il-vous plait®, I'll study French!

Someday,
I'm gonna buy two new suits
at once!

All I want is
one more bottle of gin.

%(see voo PLAY) French expression
for "if you please".

All I want is to see
my furniture paid for.

All I want is a wife who will
work with me and not against me. Say,
baby, could you see your way clear?

Heaven, heaven, is my homel!
This world I'll leave behind.
When | set my feet in glory
I'll have a throne for mine!

| want to pass the civil service

| want a television set
You know, as old as | am,
| ain't never
owned a decent radio yet?
I'd like to take up Bach.
Montage*
of a dream
deferred.

Buddy, have you heard?

Source: Montage of a Dream Deferred
by Langston Hughes.

“(mon TAZH) a composite picture
by bringing together into a single
composition a number of different
pictures or parts of pictures.
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HOW DID JOBS GET TO BE NON-TRADITIONAL?

From: What About A Non-traditional Job?
by Toni Moynihan-McCoy

At one time, jobs were determined by the biological and physical functions of a person. Clearing
land and building houses with logs in frontier days required strong backs, sturdy arms and legs;
men usually did those jobs. Women, on the other hand, bore children so the responsibility for
caring for them and the home belonged to mothers, grandmothers, and sisters.

Down through the generations, then, the practice and custom of jobs performed by men and
women became a tradition. Of course, many women helped men plow fields, plant seeds, and
harvest crops. Men helped with the children, the washing, and the cooking. However, tradition
held that certain jobs were for men and others were for women.

Times change and continue to change; so do jobs and attitudes toward these jobs. Now, we as
men and women can still hold on to tradition. However, we have become more aware of our
freedom of choice in deciding our own careers.

1. What does the author think about traditional male and female roles?

2. Do you agree with the author? Why or why not?

3. Do you think that traditional roles need to change? Why or why not?

4, Do you think that traditional male and female roles are changing?

5. What alternatives are there to traditional male and female roles?
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ATTITUDES TOWARD NONTRADITIONAL CAREERS

Please answer the following questions based on your personal feelings about each of the ideas.
There are no correct answers. Answer by circling the response which most closely
represents your feelings using the following guide:

10.

11.

12.

13.

14.

SA = Strongly Agree; A = Agree; N = Neutral; D = Disagree; SD = Strongly Disagree.

Full-time, outdoor jobs are unsuitable for females. SA° A N D SD

Most women would marry a man even though he works as a

secretary/clerk. SA° A N D SD
Women who have paid jobs are unhappy. SA° AN D

SD
Truck driving is an appropriate career for females. SA° A N D SD

Men are not patient enough to work with small children in

nursery school. SA° A ND
SD

Boys interested in being hair stylists are sissies. SA° A ND
SD

A woman can have a career while raising a family. SA° A N D SD

Money is the only reason that adult women work outside

the home. SA° A ND
SD

Physically, women are not capable of working as fire

fighters. SA° A ND
SD

A woman can be a good mother while working full-time as

a stockbroker. SA° A N D SD

Women are becoming too independent today. SA° A ND
SD

Most boys do not have the finger coordination to be a

typist. SA° A ND
SD

Generally, women perform best at jobs where they are
working with people. SA° A N D SD

High school girls should be encouraged to enroll in
traditionally all-male vocational courses like
air-conditioning repair. SA° A N D SD
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15. A man can be a good father while working full-time as a
nurse. SA A
SD
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16.

17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

27.

28.

Boys should be encouraged to plan professional careers which
require more than four years of college.

Women would not be good as high school principals because
they could not handle the boys.

Ballet dancing is an appropriate career goal for boys.

Most women who work in machine shops are
unfeminine.

Women should be encouraged to plan professional
careers which require more than four years of
college.

Most men would marry a woman even though she works
as a plumber. SA
There is increased juvenile delinquency in families

were the mother works.

Most high school girls would laugh at a girl who enrolled
in television repair.

Vocational occupations are too dirty for women.

Law is an appropriate career for women.

Women who choose to join the labor force can also
be competent mothers.

A man is avoiding his responsibilities when he is
at home full-time.

When planning for a career a high school girl should
consider technical and skilled jobs that have traditionally
been for males only.
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29.

30.

31.

32.

Women can be effective business managers.

Most girls are physically strong enough to be welders.

All adult women should be prepared to support
themselves financially.

Girls should learn a job skill while in high school.
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33. Being a librarian is not a suitable career for men. SA A N D

SD
34. Married women should only work when their income
is necessary to support the family. SA° A N D SD
35. Women are smart enough to become engineers. SA° A N D
SD
36. A woman can be a good mother while working full-time
as a nurse. SA A N D
SD
37. Women should be encouraged to work outside the
home. SA° A N D
SD
38. Men are better bosses than women. SA° A N D SD
39. Most women are not smart enough to be bankers. SA° A N D SD
40. Teaching woodworking is a suitable career for women. SA° A N D
SD

SCORING

The scoring to be used with the scale is an averaging procedure. In order to establish a
numerical base, each of the five rating positions (SA, A, N, D, SD) should be assigned a number
starting at the left by assigning the number "1" to "Strongly Agree" and ending on the right by
assigning the number "5" to "Strongly Disagree". The scores for each statement are then
averaged. For example, if there are ten people participating, add the ten ratings for the first
statement and then divide the total by ten. Continue this procedure for each statement. Itis
important to note that the numbers obtained as a result of the averaging process have no value,
but only serve to identify a position on the scale.

SOURCE: The Whole Person Book: Towards Self Discovery and Life Options.
(Lincoln, Nebraska: Nebraska Commission on the Status of Women).
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August, 1977. Adapted from Fredell Bergstrom PROJECT Eve, University of Houston,
and Houston Community College, 1975.
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CAREER
LESSON 4: JOB INFORMATION SOURCES

"We cannot do everything at once, but we can do something at once."
Calvin Coolidge

Literacy Objective: The students will be able to identify sources for obtaining information
on educational services and job training and complete a career planning guide.

Materials for Lesson: Career resources and references, such as the Dictionary of
Occupational Titles, Occupational Outlook Handbook, or
Career Opportunities Index
"Career Prospects Worksheet"
"Career Planning Guide"- worksheet
Telephone directories
"Here are Tips to Help You Find Job Leads"- handout

Suggested Readings: Preparing For Work - Career Emphasis Series
JIST Works, Inc.
720 North Park Avenue
Indianapolis, IN 46020-3431 (1-800-648-JIST)

Additional Activities: Classified ads from a local newspaper
"Tips on Trade and Technical Schools"- optional handout

Notes to Instructor: Our goal in this lesson is to help the students identify as many
sources for career information that they need. It might be possible for your students to
access a computer data base which organizes and stores large amounts of data on jobs
and employment trends. Some also include self-assessments and skill inventories.
Four well known data bases to ask about are:

* DISCOVER for Adult Learners

* Guidance Information System (GIS)

* System of Interactive Guidance and Information (SIGI PLUS)
* CHOICES

Project FORWARD teachers have suggested that this might be an opportune time to
discuss the high-pressure recruitment techniques used by some trade and technical
institutions. There are many reports of students being aggressively recruited into
programs that they know little about. They are assisted in signing up for grants and
loans which they often default on, leaving them with ruined credit and financial
obligations. If this applies to your students, help them investigate these schools
carefully.
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Journal: What information do you need to help you make decisions about your career?

Review: Ask the students to read and discuss their writings from the home assignment.
Record student responses on the chalkboard or overhead projector as a visual
review.

INITIAL INQUIRY
Discuss the following questions:

What occupations are you considering?

How do you plan to investigate these fields?

Do you know how to get the information that you need?

What are the skills and values involved with each of these occupations?

What kinds of training, experiences, or skills do you need to enter these fields?
Do you know any people who do these kinds of work, or anything related to them?
How do you know if a field is right for you?

What are you doing right now to prepare yourself for a career?

What might you be doing tomorrow? Next week? Next month? Next year?

0. What will be your next step?

ROoo~Nou~wWNE

LEARNING ACTIVITY

Ask the students to make a list of all of the occupations they are considering. After they have
completed their list, ask them to answer the following questions for one or more of the
occupations. Rather than just speculating on the answers, help them research the occupations
by bringing references to the class or arranging for a field trip to the library or local career center.
Two government publications which are standard references for career planners are the
Dictionary of Occupational Titles which describes and classifies hundreds of jobs and the
Occupational Outlook Handbook which lists the nature of the work, education and training
requirements, advancement possibilities, earnings, job outlook, and related occupations.
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CAREER PROSPECTS WORKSHEET

Name an occupation you are considering

1. What are the training requirements?

2. What are the educational requirements?
3. What skills or aptitudes are needed?

4. What is the salary range?

5. What is the employment outlook?

6. Where could I find a job?

If most of your students have established their career objectives, ask them to complete the
Career Planning Guide worksheet which is an important product of this unit. If it is still too early
for your students to decide on their career goals, complete the worksheet at a more appropriate
time before the conclusion of the unit. Ask them to discuss this information with their case
managers.

LANGUAGE EXPERIENCE

Break the class into small groups and have them identify the career preparation programs that
are available to them for obtaining education and training. Provide them with telephone
directories to use as resources if you can. Ask each group to report their list to the class as you
or a volunteer write the programs on the board. Make sure that the composite list includes:

Adult education programs

Colleges and universities

Community and technical colleges

Government-funded training programs

Home study courses

Military services

On-the-job training programs

Private, trade, technical, and business schools

CAREER p.55
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College



Self-paced Activities

Activity 1. Ask these students to identify the services, locations, and costs of one or more of
these programs. Ask them to report their findings back to the class.

Activity 2. Ask these students to list the advantages and disadvantages to each of these
programs.

Activity 3. Ask these students to contact the financial aid office of a school they wish to attend
and find out about available funding sources and requirements.

READING IN CONTEXT
Distribute "Here Are Tips to Help You Find Job Leads". Ask the students to read silently
or ask for volunteers to read aloud. Discuss the article and review vocabulary words.

Comprehension Questions:

1. What is the main theme of this reading?

2. Describe pros and cons for each of the tips suggested for finding job
leads?

3. Do you have experience with any of the agencies or techniques that were
suggested?

4, Can you think of other tips?

5. If you knew of someone looking for a job, what would you suggest?

6. According to the reading, private employment agencies could charge a

client 10-15% of the first year's salary for their services. What would this
charge be if the annual salary was $21,900? $17,670? $23,000?
$14,5407?

Discuss other sources for career and job information recommended in Career Planning by Ellis,
Lankowitz, Stupka and Toft, such as:

* counseling centers and job placement centers available through public and
post-secondary schools

* career planning courses offered by schools, community education programs,
churches, the YWCA or YMCA, women centers, or other service organizations or
community groups

* local Chambers of Commerce

* trade unions

* elected city, county, state, and federal representatives or school board members

* television specials on employment trends, the economy, or career planning.
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Personal Dictionary

HOME ASSIGNMENT

Ask the students to make a list of all the people that will be impacted by their decision to get
more education and/or job training. Then ask them to talk with each of them to find out what
they think about the changes that might occur and what they can do in anticipation of these
changes so they won't be so stressful. Ask the students to write about how the other people's
feeling will affect their decision.*

ADDITIONAL ACTIVITIES

1. Bring to class several Classified Ads from a local newspaper. Review with the students
the components of the classified section of the newspaper such as:

a. The front page directory gives the location of the classified
section of the newspaper.
b. The subsections of the employment section are in

alphabetical order and usually include professional
personnel, medical, technical, miscellaneous, etc.

C. The ads are usually small with only the basic information
such as job title, company, address, or post office box
number. Optional information may include, pay, starting
date, deadline for applying, qualifications, and benefits.

Ask the students to list 2 jobs in the ads they would like to apply for. Discuss the type of
work it would be and the wages one might earn in such a position.

Ask the students to answer the following questions in paragraph form: Whom do you
call or write in order to send a resume, get an application, or request an interview? Do
you apply in person or by mail? What are the job duties? Pay? Hours?

2. Write the following on the board and ask the students how they would fill in the blanks
with their own preferences.

My preferred job is

I would like to use the following skills in this job

I would like to do these things on this job

I would like to work in this type of organization

. Adapted from Preparing for Work in the Career Emphasis Series; JIST Works, Inc, 1990.
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3. The Better Business Bureau reports that trade and technical schools often use sales
representatives to promote the school and sign up new students. These representatives
may not be affiliated with the school other than in a sales capacity. They receive a
certain percentage of the enrollment fee for signing students to a school contract. Some
unscrupulous schools will even administer aptitude or entrance exams and then inform
the students on how high their scores are and what aptitudes they have in the field, not

mentioning, of course, that the schools give virtually everyone high marks in order to get
them to enroll.

In order to help your students investigate private and technical training schools that they might be
interested in, read and discuss the "Tips on Trade and Technical Schools" handout.
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CAREER PROSPECTS WORKSHEET

Name an occupation you are considering

1. What are the training requirements?
2. What are the educational requirements?
3. What other skills or aptitudes are needed?
4. What is the salary range?
5. What is the employment outlook?
6. Where could I find a job?
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CAREER PLANNING GUIDE
I. Establishing the Career Goal

A. My career goal

B. When | would like to have achieved my goal

C. Needs I will satisfy by achieving my goal

D. Conflicts this goal may have with other goals

Il. Making a Plan to Accomplish My Goal

A. Removing obstacles
1. Personal shortcomings that might keep me 2. What | can do about them:
from achieving my goal-for example, being
late, not being very organized:

3. Outside obstacles that might keep me from 4. What | can do about them:
achieving my goal-for example, not many
jobs in my career choice, having to travel far

from home:
B. Planning action
Specific steps | can take that will move me 2.
toward achieving my goal-for example, learning 3.
to type: 4,
1 5.
C. Finding human resources to help me achieve my goal
1. Who can help me achieve my goal? 2. What will | ask of each person?
a. a.
b. b.
C. c.
D. Finding other kinds of resources to help me achieve my goal-for example, reading materials,

visits to places of employment:

1.
2.
3

Source: UNKNOWN
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HERE ARE TIPS TO HELP YOU FIND JOB LEADS
by Leon Metz, Jr.

Many people find the competition for jobs to be staggering. For most people, looking for job leads can be as tedious as
looking for a needle in a haystack.

For those who have skills which are in high demand, the time it takes to find employment can be under three months; for
those who have skills which are not in demand, looking for employment usually takes anywhere from three to nine
months. In any case, spending more than two weeks out of work can be financially devastating to just about anybody.
The best way to minimize the time you are out of work is to consider your employment search a full time job.

It is critical that the job search begin within the first four weeks after separating from your past employer. Speeding up
the process of finding new employment is easier while your financial condition is still stable and being called in for an
interview is greater if the gaps in employment are smaller. Below are tips for finding job leads:

1) Newspaper/Trade Magazines: Check the Classified advertising section of the newspaper/magazine;
most employers prefer to advertise for applicants this way. Although Classified ads run all week,
Sunday's Classified advertisements provide the best source.

2) Public Libraries: Libraries do not charge to use their facilities. Copies of local/national newspapers
and some trade magazines are available for public use. In addition to magazines and newspapers, the
library provides information on writing resumes and interviewing and is a good source for obtaining
information on businesses and government agencies.

3) Texas Employment Commission: The T.E.C. does not charge to use its services nor do you have
to receive benefits in order to utilize its services.

4) Temporary Agencies: Temporary agencies assist employers in finding temporary help. You are
actually employed with the agency, not the company. The advantages of working for a temporary
agency are that it provides you with an income while you are out of work and the possibilities of getting
full time employment within that company are greater than if you were applying from the outside.

5) Private Employment Agencies: Private employment agencies assist job seekers in finding
employment. If the agency sends you out on an interview, check to see if the job is "employer fee
paid"; otherwise if you accept the position you could start off owing 10-15% of your first year's salary
to the agency.

6) Joblines: Most large employers maintain joblines and update them weekly. Because the response
from interested applicants is so great, many employers choose not to advertise many of their vacant
positions. Telephone numbers for joblines can be found in the "employment opportunities”" section of
the newspaper.

7) Networking: Contact family, friends, and co-workers and let them know you are looking for work.
Consider offering an incentive, such as buying them lunch if they help you land a job. Even without
such an incentive most people will be anxious to help you find employment.

8) New Business: Keep an eye out for announcements on new businesses coming to the area.
Announcements may mean an article in the newspaper, a television news story, or a sign on an empty
lot/store front announcing a new business. Once you're able to obtain the telephone number of the
business, contact the company to find out when they will be interviewing applicants for their new
location.

Source: ElPaso Herald Post, June 6,1992
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Tips on Trade and Technical Schools

Many trade and technical schools offer sound training, but the schools should be investigated
carefully and students need to clearly understand their course selections and rights and
responsibilities before they "sign on the dotted line". The Better Business Bureau offers these
suggestions:

1.

10.

11.

Find out how long the school has been in operation and if it is licensed, registered, and
accredited.

Check with the Better Business Bureau for a reliability report and research the kind of
reputation the school has with employers. Talk with current and former students.

Find out from the school's representative how many people have completed the course of
study you are interested in. Find out the school's enroliment over the past several years
and how many students have graduated.

Ask for a written statement on the school's policies regarding fees and tuition charges.
All students must receive the same instruction and supplies at the same fee.

Find out about regulations involving entrance requirements, absences, make-up work,
minimum satisfactory grades, conditions for re-entrance, and drop-out charges.

Ask about financial assistance, including the guidelines for initial and continues financial
eligibility. Find out exactly when payments are made and terms for the repayment of
loans.

Find out exactly how the school's placement service operates, your costs, and their
employment track record.

Before signing a contract, determine the exact costs for tuition, books, materials, lab
equipment, financial assistance, residence, meals, graduation fees.

Get details in writing on cancellation and refund policies. Find out what happens if you
attend a couple of classes and then drop out.

Don't rely on oral promises that add to or change the terms of your contract; make sure
they are included in the written agreement. Never sign an agreement containing blanks.

Don't make up your mind about a school quickly without considering all the facts. If the
school representative says you must sign a contract (which may be called "Application for
Enroliment” or "Enroliment Agreement") to reserve you a place in class, FORGET IT! A
reputable school will give you time to check its credentials.

Source: Consumer Information Series by the Better Business Bureau
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CAREER

LESSON 5: JOB APPLICATIONS

"The journey of a thousand miles begins with the first step.”
Lao-Tse

Literacy Objective: The students will be able to fill out a job application and discuss the
process of selecting people to list as references.

Materials for Lesson: "Application for Employment"- handout

"Excerpts from Working"- handout by Studs Terkel

Suggested Readings: How To Look Good To An Employer
by Rebecca Anthony and Gerald Roe
Fearon Education - a division of David S. Lake Publishers
500 Harbor Boulevard
Belmont, CA 94002

Additional Activity: Job information on index cards

Notes to Instructor: Help the students realize that while most job seekers finding filling
out applications to be mundane and uninteresting, the applications are used by employers
to obtain information. It is usually the first step of the hiring process. Applications
create an image of the job seeker so care should be taken to complete them neatly and
accurately. You might choose to make a transparency of a job application to show on an
overhead transparency for discussion.
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Journal: Describe your experiences with job applications.

Review: Ask the students to discuss their talks with the people who will be influenced by
their decisions.

INITIAL INQUIRY
The instructor can begin the discussion by asking:

What are job applications?

What are they used for?

Why can't you just "tell" about your qualifications?

What information is usually asked for on applications? (name, address, education,
work history, position desired, references)

Do applications have directions to follow?

Do you fill out an application with pen or pencil? Print or write cursive?

Do you answer only the questions you want or all of them?

What do you put into the space of a question that does not pertain to you, such as
military experience? (N/A for not applicable)

9. If you have a resume, why fill out an application?

10. What are references and whom should you include as references?

PonpE

ONoO»

LEARNING ACTIVITY

Filling out an employment application is usually the first step in the hiring process. Most
employers ask job applicants to complete a job application because it asks for information that
the employer wants to have, as opposed to a resume which gives the employer information the
job seeker wants to give. The information requested usually includes personal data, education,
work experience, military experience, and references. Discuss the importance of filling out
employment applications correctly and in a way that works as an advantage to the applicant.
Distribute and complete the handout titled "Application for Employment" and discuss the
terminology, the categories of information, and the information that should go into each category.

Discuss the process of selecting people to list as "references" on job applications and resumes.
References are used to give possible employers information about the job seeker's background
and experiences. They can be former employers, instructors, neighbors, or people who know
them well enough to recommend them to an employer. It is a good idea to always check with
the people who are used as references before giving their names to employers. Itis also
important to have their current names, addresses, titles, and phone numbers.
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Discuss each of these tips for completing employment applications:

A
A

Carry all the information you need with you to the employer's place of business
since that is probably where you will fill out the application.

Read the directions carefully before you start.
Give all the information the employer wants and write clearly.

The application is your introduction to an employer so make it neat, clean, and
complete.

Make sure everything is spelled correctly.

Give positive information that will bring up questions you want to answer during an
interview.

If any section of the form does not apply to you, put a dash (-) or the letters NA
(not applicable) in the space so the employer will know that you read every
question.

Before handing the application in, take a second look and check it over.

Correct any mistakes neatly.

Attach a copy of your resume to the application.

Self-paced Activities

Activity 1:

Activity 2:

Activity 3:

Ask these students to complete the sentence "The employer needs to know this
information because...." for each of the major categories found on the application.

Ask these students to write why they like or dislike employment applications.

Ask these students to make the worst example they can for completing a job
application.

LANGUAGE EXPERIENCE

Ask the students to generate a list of possible questions that potential employers could ask of the
people listed as references. Ask the students to role play phone conversations between the
employer and the reference person.
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Self-paced Activities

Activity 1: Ask these students to write a dialogue between a potential employer and
reference person using standard dialogue format including name of speaker,
colons, and quotation marks.

EXAMPLE

EMPLOYER: "Good afternoon. My name is Gloria Smith and | am calling from the Mary
Sunshine Bakery. | am calling because Ms. Romona Garcia gave us your
name as a reference."

REFERENCE: "Yes, Ms. Smith. What can | help you with?"
Activity 2: Ask these students to list ten reasons why job applications are necessary.

Activity 3: Ask these students to write a paragraph detailing some appropriate reasons for
leaving a job and some that are not.

READING IN CONTEXT

Discuss with the students what they think working people feel about what they do all day. Then
read and discuss the Excerpts from Working by Studs Terkel.

Comprehension Questions:

What was the main point made by each of the authors?

What did each of the authors think about "working"?

What images came to mind when you read each of the excerpts?
Do you agree with each of the authors? Why or why not?

What was your emotional reaction to each of the excerpts?

Do the writings sound like people talk? How can you tell?

ocoukhwnE

PERSONAL DICTIONARY
HOMEWORK

Ask the students to collect as many additional examples of job applications as they can to bring
to class. These can be obtained from any source. They will then be reviewed and compared.
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ADDITIONAL ACTIVITY

Give the students index cards and ask them to write their name and telephone number(s) at the
top of the card. Then ask them to write the words Position Desired: on the left hand side of

the card and then write their response. Ask them to write the word SkillS: underneath Position
Desired and to list all of their skills and experiences. Then ask them to write 3 adjectives that
describe them at the bottom of the card. These cards summarize the essential personal
information needed for completing applications and resumes or they can be duplicated and given
out to people. (Source: The Work Book by J. Michael Farr)

Nancy L. Jones

Position Desired

Skills:

(915) 321-4326

Child Care Worker

4 years experience working in day care centers.
Enjoy educational and recreational activities.
Have good communication skills. Have
completed emergency care workshop for child
care workers. Have provided care for children of
all ages. Willing to learn and a hard worker.

Reliable, Pleasant, Dependable
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THE PROJECT FORWARD COMPANY
We are an Equal Opportunity Employer
P.O. Box 20500
El Paso, Texas 79998

APPLICATION FOR EMPLOYMENT

VARIOUS FEDERAL, STATE AND LOCAL LAWS PROHIBIT DISCRIMINATION BASED ON RACE, COLOR, SEX, RELIGION, NATIONAL ORIGIN,
ANCESTRY, AGE (AS PRESCRIBED BY LAW), HANDICAP OR MARITAL STATUS. THE PROJECT FORWARD CO. IS AN EQUAL
OPPORTUNITY EMPLOYER AND YOUR RESPONSE TO ANY QUESTIONS WILL NOT BE USED AS A BASIS FOR DISCRIMINATION BUT WILL

BE JUDGED ON ITS RELEVANCE TO THE POSITION YOU ARE SEEKING.

NAME (LAST) (FIRST) (MIDDLE INITIAL) SOCIAL SECURITY NUMBER
HOME ADDRESS CITY STATE ZIP CODE AREA CODE/HOME TELEPHONE NO.
NAME OF PERSON TO NOTIFY IN EMERGENCY ADDRESS CITY STATE ZIP CODE TELEPHONE NO.
POSITION APPIYING FOR DATE AVAILABLE
ARE YOU WILLING TO RELOCATE? WHAT % OF TIME WILL YOU TRAVEL? GEOGRAPHICAL PREFERENCE ~ HOW DID YOU HEAR ABOUT US?

Y N
EDUCATION - NAME OF INSTITUTION AND LOCATION DATE OF GRADUATION MAJOR FIELD OF STUDY
High School

College or University

Other

PERSONAL REFERENCES - LIST FORMER EMPLOYERS iF_PrREvIOUSLY NOT EMPLOYED - PROVIDE _OTHER SOURCES

NAME
ADDRE
ss
PHONE
occup
ATION
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Have

you ever worked for The Project FORWARD Company before? Y N

IF SO PLEASE GIVE DETAILS

Department: Dates:
Position Held: Reason for leaving:

In order to meet compliance with the ADA of 1993, we need to know if you have any disabilities which we
need to make accommodations for. Please provide details.

continue on next page
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EMPLOYMENT HISTORY

List all employers with current or most recent employment first.

Leave no time unaccounted for, include military service.

CURRENT OR LAST EMPLOYER
TITLE

TELEPHONE NO.

SUPERVISOR'S NAME &

ADDRESS

DATES OF EMPLOYMENT
TO:
FROM:

BASE SALARY OR HOURLY RATE

START:

CURRENT OR END:

TELEPHONE NO.

REASONS FOR LEAVING:

PREVIOUS EMPLOYER

POSITION HELD:

SUPERVISOR'S NAME & TITLE

ADDRESS

DATES OF EMPLOYMENT
TO:
FROM:

BASE SALARY OR HOURLY RATE
START:

CURRENT OR END:

TELEPHONE NO.

REASONS FOR LEAVING:

PREVIOUS EMPLOYER

POSITION HELD:

SUPERVISOR'S NAME & TITLE

ADDRESS

DATES OF EMPLOYMENT
TO:
FROM:

BASE SALARY OR HOURLY RATE
START:
CURRENT OR END:

TELEPHONE NO.

REASONS FOR LEAVING:

PREVIOUS EMPLOYER

POSITION HELD:

SUPERVISOR'S NAME & TITLE

ADDRESS

DATES OF EMPLOYMENT
TO:
FROM:

BASE SALARY OR HOURLY RATE
START:
CURRENT OR END:

TELEPHONE NO.

REASONS FOR LEAVING:

PREVIOUS EMPLOYER

POSITION HELD:

SUPERVISOR'S NAME & TITLE

ADDRESS

DATES OF EMPLOYMENT
TO:
FROM:
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POSITION HELD:

REASONS FOR LEAVING:

IHEREBY ATTEST THAT ALL THE INFORMATION | HAVE PROVIDED ON THIS APPLICATION IS TRUE AND CORRECT TO THE BEST OF MY KNOWLEDGE AND |
ACKNOWLEDGE THAT ANY MISREPRESENTATION/FALSE INFORMATION PROVIDED, IF EMPLOYED, WILL RESULT IN IMMEDIATE TERMINATION OF
EMPLOYMENT.

SIGNATURE DATE
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Excerpts from WORKING by Studs Terkel

It's not just the work. Somebody built the pyramids. Somebody's
going to build something. Pyramids. Empire State Building-these
things don't just happen. There's hard work behind it. | would
like to see a building, say, the Empire State. | would like to see on
one side of it a foot-wide strip from top to bottom with the name of
every bricklayer, the name of every electrician, with all the names.
So when a guy walked by, he could take his son and say, "See,
that's me over there on the forty-fifth floor. | put the steel beam
in." Picasso can point to a painting. What can | point to? A
writer can point to a book. Everybody should have something to
point to.

It's the non-recognition by other people. To say a woman is just a
housewife is degrading, right?...It's also degrading to say just a
laborer.

Mike LeFevre

from Working by Studs Terkel

A man said, "Don't you think someone who becomes an auto
mechanic and is good at it should also be recognized? He's a
specialist, too, like the man who goes to be a doctor.” Yet he's
not thought of the same way. What's the difference? It'sa
shame that people aren't looked at as each job being special unto
itself. | can't work on a car, yet | see people who can do it
beautifully. Like they have such a feel for it. Some people can
write books, other people can do marvelous things in other ways.

Nancy Rogers, bank teller

from Working by Studs Terkel

When you ask most people who they are, they define themselves
by their jobs. "I'm a doctor.” "I'm a radio announcer.” "I'm a
carpenter." If somebody asks me, | say, "I'm Nora Watson."
Nora Watson, editor
from Working by Studs Terkel

ource: Working People Talk About What They Do All Day And How
They Feel About It by Studs Terkel, 1974.
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CAREER

LESSON 6: RESUME WRITING

"Nothing is particularly hard if you divide it into small jobs."
Henry Ford

Literacy Objective: The students will read and discuss sample resumes and will write a
personal resume identifying their skills and experiences for employment purposes.

Materials for Lesson: "How To Prepare Your Resume"- handout

"Action Words"- handout

"Sample Resumes 1 and 2"- handouts

"Resume Worksheets 1 and 2"- handouts

"How To Turn Your Career Liabilities Into Assets"- handout
Suggested Readings: The Perfect Resume

by Tom Archer
Archer Books

Additional Activities: "Sample Functional Resume"
"Naming Your Skills"

Notes to Instructor: The activities in this lesson help students develop “chronological”
resumes. Information on developing "functional' resumes is included as an additional
activity. It is important that the instructor be familiar with resume writing and skill
assessment in order to help the students realize that the skills they have acquired can be
translated into marketable assets. Reading a job search guide may be helpful. Bring in
many more examples of resumes. Resumes may be written in different ways. There is
not one correct format for writing resumes - they just need to be informative and pleasing
to the eye. Itis a good practice for job seekers to prepare a specific resume for a
specific job which stresses the skills that relate to that job. Otherwise, general resumes
can be developed which summarize job history, educational background, and personal
information. From time to time, these should be updated. Talk about how many times
you have updated your resume and why. Discuss the idea that writing resumes is an
on-going process and that one resume is seldom a "one size fits all".
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Journal: Write a short description of the occupation of a family member. Describe the
skills the person has in order to do the job well.

Review: Review and compare the various job applications brought by the students.
Discuss their commonalities and differences. Ask students to describe their
experiences in collecting the applications. Was it easy? Difficult? Whom did
they speak with? Did all the businesses have applications?

INITIAL INQUIRY

What are resumes?

What are they used for?

What information do they contain?

Who writes them?

Who reads them?

When and where would you use a resume?

Do resumes assist in obtaining employment? Why or why not?

NoakwdhE

LEARNING ACTIVITY

Resumes are summaries of job applicants' education, work experiences, achievements, and
skills. Their purpose is to organize relevant facts about you in a written fashion. They are
formal introductions to a potential employer. They should make a prospective employer
interested enough to grant the job seeker an interview. They should be short and easy to read.
They should contain enough information to tell a prospective employer:

- What you can do

- What you have done

- What you know

- What kind of job you would like

They should include:

A Personal data such as name, address, telephone number(s)

A Employment history

A Educational background including diplomas, degrees, or certificates
A List of references

Other options include statement of job objective, volunteer work, language skills, memberships,
academic honors, or hobbies. They can list employment history in reverse order of time
(chronological), or they can emphasize skill rather than specific jobs held (functional).

Read and discuss "How To Prepare Your Resume".

Distribute the "Action Words" handout and review each of the verbs and have the student write
10 sentences using the verbs to describe their experiences.
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Ask the students to summarize their work history by indicating for each job they have had:

the employer

month and year when began the job
month and year when left job

list exactly what they did at the job
list their accomplishments on the job
list equipment used

list the training they received

Too Joo Joo T T T To

Let the students have plenty of time for this activity. Encourage them to provide as much
information as they can, even if they think the information is not important. They will have the
opportunity to sort it out when they write their resumes.

Self-paced Activities

Activity 1: Ask these students to identify a job they would possibly like to obtain in the future.
Ask them to list the skills and abilities necessary to be an effective worker in that
job.
Activity 2: Ask these students to make a list of as many adjectives as they can think of to

describe a "good" worker, such as "efficient”, "competent”, "cooperative”. Then
encourage them to expand their list by looking in a thesaurus. Let them compile
a master list on the board.

Activity 3: Ask these students to add 10 more verbs to the "Action Words" handout.
Compile a master list.

LANGUAGE EXPERIENCE
Resumes may be written in different ways. The type and format depend on what the job seeker
wants to emphasis. Before distributing "Sample Resumes 1 and 2" to the students, stand in
front of the class and hold the resumes up one at a time and ask for comments on their general
appearance. Do they look neat? Is the layout pleasing? Does it look easy to read? Then
distribute the Sample Resumes and discuss the format and content of the resumes. Ask the
students to respond orally or in writing to the following questions:

Can you tell what the person can do?

Can you tell what the person has done?

Can you tell what the person knows?

Can you tell what kind of job the person would like?

What kind of an employer would want to hire this person?

What kind of person is projected in the resume? Kind? Thoughtful? Talented?
Aggressive? Energetic?

What messages do you get from the resume?
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Review with the students the "Resume Worksheet 1" handout and then have the students fill
out their personal information on the blank "Resume Worksheet 2". Help the students use this
information to develop their own resumes.

WORK EXPERIENCE: Starting with your present or most recent job, list the jobs you have
held. Briefly describe your duties. If you have a good work
record, include how long you worked at each job. If you have
changed jobs often, you may want to leave out the dates. Include
the name of your employer and the employer's address.

EDUCATION: Give the name and location of each school you have attended.
Give the dates attended; any degree, certificate, or diploma
received; and graduation dates.

SPECIAL SKILLS: List any special skills you have obtained during your working
career. Include on-the-job training, second language skills,
writing or speaking abilities, artistic talents, or other special skill.

SPECIAL INTERESTS: Briefly list your special interests and achievements. You can
include 1.) places you have traveled, studied, or worked, 2.)
community or school achievement, 3.) special hobbies, interests,
or projects.

REFERENCES: Choose people who know you well who can give potential
employers information about your experiences and background.
Include names, addresses, and phone numbers of two or three
people. They can be former employers, instructors, neighbors, or
other people who know you well enough to recommend you to an
employer. Always check with the people you name before you
give their names and phone numbers to employers. If space is
limited, however, a simple statement such as "References
provided upon request" is sufficient.

Remind the students that the purpose of the resume is to make the prospective employer
interested enough to grant the job seeker an interview, yet employers do not have the time nor
the interest to read a lengthy autobiography. Resumes are seldom read line by line and are
almost always skimmed. Encourage the students to be creative and let their resumes say
something about them as individuals. Make sure the students begin each section with their
most recent experience.

Assist the students in preparing their own resumes using the above activity as a guide.

CAREER p.76
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College



READING IN CONTEXT

Discuss the concepts of "liabilities" and "assets". Ask the students to predict how these terms
might apply to searching for a job. Read and discuss each of the points made in "How To Turn
Your Career Liabilities into Assets.

Comprehension Questions:

1. What do you think about the points that are presented?

2. Which of the points apply to your own life situation?

3. If you were an employer, which of the points would you be the most likely
to accept? Least likely to accept?

4. Which ideas do you want to remember?

5. What are some other "liabilities” for finding a job not mentioned by the
author?

6. What "assets" can you suggest for these?

PERSONAL DICTIONARY
Review and discuss such words or phrases as:

* employment objective * experience

* extracurricular activities * hobbies

* describe in detail * most recent job

* references * optional
HOMEWORK

Ask the students to complete their resumes. In the reference section of the resume, ask the
students to acquire the name, address, and phone number(s) of authentic references that they
could use in the future.

ADDITIONAL ACTIVITIES

1. Help the students prepare "functional” resumes which highlight basic areas of abilities
and potential rather than work history. These are helpful for organizing and highlighting
information in a particular career target direction by playing down gaps and
inconsistencies in work experience. Tom Jackson in The Perfect Resume (Archer
Books, 1981) suggests the following rules:

A. Use four or five separate paragraphs, each one headlining a particular area of
expertise or involvement, such as:

Communication skills Helping skills

Financial skills Creative skills

Detail skills Manual skills

Teaching skills Management skills

Research skills Clerical skills

Technical skills Selling skills

Maintenance skills Public relations skills

Agriculture skills Retailing skills

Electronics skills Data processing skills

Accounting skills Administrative skills
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G.

List the functional paragraphs in order of importance with the area most related to
the present job target at the top and containing slightly more information.

Within each functional area stress the most directly related accomplishments or
results you have produced or the most powerful abilities.

Include any relevant accomplishment without necessarily identifying which
employer or non-employment situation it was connected to.

Include education toward the bottom unless it was within the past three years. If
it was in an unrelated field, include it in the end regardless of how recent.

List a brief summary of actual work experience at the bottom, giving dates,
employer, and title. If work experience is limited, leave out the employment
summary entirely (but be prepared to talk about the subject at the interview).

Keep the length to one page.

Review the "Sample Functional Resume”. Discuss the advantages and disadvantages for this
style of resume. Using the "Naming Your Skills" handout, help the students develop their own
functional resumes.

2.

Identify the private and government-funded employment agencies in your area. Develop
a plan of action for obtaining information on their services and fees. Talk about their role
in helping people find jobs with their contacts with employers in the community.
Emphasize that most private agencies operate on a commission basis.
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10.

HOW TO PREPARE YOUR RESUME

Here are 10 rules for what a good resume should look like:

Make It Easy To Read. A good resume is short and to the point. It is easier to
read short sentences or phrases than long paragraphs. The reader should be able to
scan your resume in just a few seconds. Try to keep it to one page.

Make It Relevant. Employers need to know about your qualifications for the job.
They don't need to know your age, height, weight, color of eyes and hair, race, religion,
marital status, or number of children. In fact, it is against the law for employers to ask
these questions.

Make It Specific. Include only those activities and experiences related to your
immediate goal. Clearly show your qualifications for the job. Consider preparing
several resumes, each prepared for a specific job or company.

Emphasis Your Strong Points. Write about things you have done, not about
things you want to do. Never point out your weaknesses. Tell the employer what you
are good at.

Tell The Truth. Employers do check up on you. If they learn that you have not been
truthful, they won't want to hire you.

Make It Look Good. Leave plenty of white space and balance the type on the page.
Don't crowd it.

Avoid Errors. Check your spelling carefully. Make sure you are using the correct
words to describe your activities. Write it and rewrite it until it is perfect.

Get A Second Opinion. Ask someone whose opinion you respect to review and
critique your resume. Ask if it creates a positive image of you. Ask for
recommendations and suggestions.

Make Copies. Resumes should be typed on standard size (81/2" x 11") paper of
good quality. You do not need an original for each application. Copies can be made
from a perfectly typed original.

Be Neat. Appearance is very important. Your resume should be crisp and clean. Be
careful not to smudge, crease, or stain your paper. If you must fold your resume to fit
into an envelope, be sure to fold it carefully.

Source: How To Look Good To An Employer by Rebecca Anthony and Gerald Roe
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ACTION WORDS

A resume must be interesting to read. Carefully select the words to describe your experiences

and accomplishments.
alive.

adjusted
advised
assembled
assisted
attended
balanced
built
chosen
clarified
collected
compared
compiled
completed
computed
coordinated
created
delivered
designed
determined
developed
directed
dispatched
earned
elected
eliminated
encouraged
established
examined

facilitated
fashioned
filed
followed
guided
handled
helped
improved
informed
initiated
inspected
instructed
introduced
kept
learned
maintained
managed
mastered
met
nominated
obtained
operated
organized
participated
performed
planned
produced
promoted

The following action words, or others like them, can help a resume come

purchased
recorded
redesigned
referred
reduced
removed
repaired
represented
responded
saved
scheduled
selected
served

set up
solved
spoke
started
structured
studied
succeeded
telephoned
trained
translated
turned
volunteered
won
worked
wrote

Look at the list of action words and think about how you could use them on a resume. Don't

limit yourself to things that you have done in school or on other jobs.
at home and in the community as well.
statements describing your experiences.
information at a glance.

Think about your activities

Choose 10 action words and write short, clear
Remember, action phrases should communicate

Source: Adapted from How To Look Good To An Employer by Rebecca Anthony and Gerald Roe
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SAMPLE RESUME #1

Pearl G. Pogue
802 South Peach Street
San Antonio, TX 74632

(214) 876-2239

WORK EXPERIENCE DESCRIPTION OF DUTIES

Walden Shoe Store Worked as sales clerk and gained experience in stocking,

Bel Aire, TX taking inventory, operating electronic cash register, using

1987 - 1989 office machines, and assisting customers.

Burger House Worked as cashier and gained fast-food experience in both the

Bel Aire, TX "Drive-Thru" service and the regular "eat-in" customer

1986-1987 service lines. Responsibilities included communicating effectively

with customers, managers, and employees; collecting money and
making change; and operating electronic cash registers.

EDUCATION
Riverside High School, San Antonio, TX, September, 1983 to January, 1985

GED Certificate awarded 1992

SKILLS
A Can work cooperatively with others
A Can follow directions and instructions
A Can organize projects and people
A Am reliable and trustworthy
PERSONAL

Active in PTA activities

REFERENCES
Ms. Linda Smith, GED Instructor, Region XX Education Service Center, 123 Hines Avenue, San
Antonio, TX 98765

Rev. Mario Quintana, Pastor, All Saints Episcopal Church, 1729 Alabama Avenue, San Antonio,
TX 98742

CAREER p.81
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College



SAMPLE RESUME #2

Desire position where | can make use of my sewing and alteration skills and knowledge of fabrics
and design.

Martha McDonald
998 North Grant Street
Albuquerque, NM 88432
(505) 374-9991

RELATED EXPERIENCE Ten years sewing experience. Have made own clothes
since high school and have sewn for three daughters from
infancy through their teen years. Have also altered and
restyled clothes for family members.

Have extensive knowledge of and practical experience with
several types of fabric, including silks, velvets, wool, knits,
and suede.

Have developed judgement skills in buying fabric and other
sewing materials of good quality at low prices.

Have maintained familiarity with new fabrics, products, and

techniques through consistent reading of sewing periodicals
and books.

EDUCATION Simmons College, 1985-1986. Six hours of credit in
pattern design.

Forest County Adult Education, 1987. Six-week course in
Advanced Sewing/Tailoring.
REFERENCES Ms. Joy Bentin, Instructor, Forest County Adult Education,
2222 Anniversary Avenue, Brookfield, IN 33241

Source: Getting A Good Job and Getting Ahead; Career Emphasis Series; JIST Works, Inc.
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RESUME WORKSHEET #1
Name
Address
City
State Zip
Phone

WORK EXPERIENCE:

EDUCATION:

SPECIAL SKILLS:

SPECIAL INTERESTS:

REFERENCES:

Starting with your present or most recent job, list the jobs you have
held. Briefly describe your duties. Begin with action words. Do
not use the pronoun "I, as in "l started..." Use just the word
"started". If you have a good work record, include how long you
worked at each job. If you have changed jobs often, you may
want to leave out the dates. Include the name of your employer
and the employer's address.

Give the name and location of each school you have attended.
Give the dates attended; any degree, certificate or diploma
received; and graduation dates.

List any special skills you have obtained during your working
career. Include on-the-job training, second language skills,
writing or speaking abilities, artistic talents, or other special skill.

Briefly list your special interests and achievements. You can
include 1.) places you have traveled, studied, or worked, 2.)
community or school achievement, 3.) special hobbies, interests,
or projects.

Choose people who know you well who can give potential
employers information about your experiences and background.
Include names, addresses, and phone numbers of two or three
people. They can be former employers, instructors, neighbors, or
other people who know you well enough to recommend you to an
employer. Always check with the people you name before you
give their names and phone numbers to employers. If space is
limited, however, a simple statement such as "References
provided upon request" is sufficient.

Ask yourself for every item you put on your resume: "Will this add to my qualifications or subtract

from them?"
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RESUME

Name

WORKSHEET #2

Address

City

State

Zip

Phone

WORK EXPERIENCE:

EDUCATION:

SPECIAL SKILLS:

SPECIAL INTERESTS:

REFERENCES:

Project Forward Curricula / Texas Ecducation Agency & El Paso Community College
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HOW TO TURN YOUR CAREER
LIABILITIES INTO ASSETS

All of us have strengths and weaknesses, and they are seldom highlighted more than during a job search.
The interview offers an unparalleled opportunity to show the employer how your liabilities may actually turn
out to be strengths. Of course, don't be afraid to stress your strong points too.

Here are some common liabilities and how you might express them in positive terms -as your assets.
Think about other liabilities that you may have and how to present them as strengths.

You are not a leader.
Most jobs require people who are able to accept guidance and carry out assignments. The fact that you
are a capable follower is a strength.

You are young.
All careers begin with young people. You have the important energy and enthusiasm that go with youth.

You are inexperienced.
Newcomers have an open mind, are flexible, and don't need to un-learn habits formed on another job.
Much of your training must be picked up on the job anyway.

You are applying for your first full-time job.
There are no preconceived ideas about your work role. You are prepared to learn what to do and to work
within the employer's guidelines.

You are handicapped.
A job is particularly important to you. Presumably the duties will be within your capacities. You want the
job and are determined to do well at it - both for your sake and the employer's.

You didn't have very good grades.
Perhaps school was only a part of your life and much of your time was spent doing extracurricular activities,
paid and volunteer jobs, and working with community organizations. Actually, achievements in these kinds
of activities may be a better predictor of on-job success than grades.

You have not taken any courses related to the work.
Most jobs require a general educational background, and your education provides the basics to which you
will add the technical knowledge required for specific positions.

You are shy.
People who are shy tend to listen carefully and to perform well because they can follow directions better
than most.

You were fired from your last job.
Don't blame your former employer, at least not in the interview. If the subject comes up, emphasize what
you have learned from the experience and how it will make you a better person.

SOURCE: UNKNOWN

CAREER p.85
Project Forward Curricula / Texas Ecducation Agency & El Paso Community College



Selling Skills:

Financial Skills:

Communication Skills:

Personal Skills:

1989-Present

Education:

SAMPLE FUNCTIONAL RESUME

Sara Sands
7789 Rose Avenue
Eagle Nest, TX 76598
(713) 345-9864

WORK EXPERIENCE

Sold cosmetic products to a variety of buyers using English and Spanish
language skills. Obtained knowledge of the products by inspecting,
reviewing, and researching the products. Acquired skills in contacting,
persuading, and informing customers.

Managed own business requiring skills in accounting, budgeting, projecting, and

planning. Learned how to recognize and solve problems. Kept books
and handled detail work.

Persuaded people to buy products. Refined listening, explaining,
defining, and motivating skills. Developed a good sense of timing.

Can work without direction and with a variety of people. Am flexible, cooperative,

and resourceful.

WORK HISTORY

Avon Cosmetics
Sales representative

Received GED August 1993
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CAREER

LESSON 7: COVER LETTERS

"The art of writing is the art of applying the seat of the pants to the seat of the chair.”
Mary Heaton Vorse

Literacy Objective: The students will read and discuss sample cover letters and will
write formal cover letters to accompany their resumes.
Materials for lesson: "Sample Letters 1 and 2"- handouts

"Cover Letter Checklist"- handout

Classified ads for job openings

"Making Sure Your Cover Letter Works For You"-handout
Suggested Readings: The Choice Is Yours

by Richard A. Fuchs and Paul E. Walker

Karli & Associates, Inc.
The Prudential Insurance Company of America

Notes to Instructor: Be sure to review the principles of a good cover letter with the
class, including:

brevity

use of persuasive language

use of words from the employment ad

clear statement of connection between qualifications sought and those of
the job seeker

statement of desire to meet and discuss the job

accurate spelling, grammar, and punctuation

proofreading

L T

* X
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Journal: Write about how your career plans are changing or becoming more clear.

Review: Ask the students to exchange home assignments and discuss each other's work
for a few minutes. Review the important parts of a resume and the purpose of
having one.

INITIAL INQUIRY

Imagine that you are an employee at a large, prominent firm that receives over 200 letters of
application every week. It is your job to pick out the most qualified people to be interviewed by
the hiring committee. What will you look for in a "good" letter? What will you consider a "less
than acceptable” letter.

LEARNING ACTIVITY

Typed letters of application should accompany each resume. They should be brief,
business-like, and if possible, addressed to a specific person. They can be used as a letter of
introduction sent to a chosen business or organization, a response to a job advertisement, or a
follow-up letter to someone you have already contacted by telephone.

See if the students can identify the parts of a business letter by asking them to mark the following
parts on Sample Letter #1: return address, date, inside address, greeting, body, closing,
signature, writer's name (typed or printed), enclosure notation (used only when one or more
items accompany the letter).

803 North Park Avenue (Return address)
Weed, TX 77777
August 4, 1993 (Date)

Jean F. Brown (Inside address)
Assistant Manager

Downtown Shoes

Littleton, TX 79899

Dear Ms. Brown: (Greeting)

I would like to apply for the sales clerk position advertised in the Weed Daily Journal on August 1,
1993.

I have recently completed courses at the Weed Adult Learning Center and | obtained my GED
(high school equivalency) certificate on July 23, 1993. My schedule is flexible and | can work
day, evening, or weekend hours as needed.

As you will note from the enclosed resume, | have worked in several sales clerk positions during
the past five years. My duties have included stocking shelves, assisting customers, taking
inventory, operating cash registers, and preparing orders for delivery.
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As a result of my experience with customers, | feel very qualified for your sales clerk position and
would like to arrange an interview at your earliest convenient. (Body)

Sincerely, (Closing)

(Signature)
Caroline M. Peters (Name typed)

Enc. (Enclosure notation)
After discussion, review the Cover Letter Checklist handout and discuss the pointers for the
letters of application:

Address your letter to a specific person by name when possible.

Express your interest in a particular position.

Mention your qualifications.

State when you will be available for employment.

Highlight one or two points from your resume but do not repeat yourself.

Concentrate on the items that are the most relevant for the specific position.

Mention how you could contribute.

Keep it short. Use the cover letter as an "introduction card" for your resume.

Avoid appearing aggressive, familiar, "cute", or humorous. You are writing a stranger
about a subject that is serious to you both.

End with a request for an interview.

State how and where you can be reached.

With local firms, take the initiative in suggesting that you telephone for an interview.
Ask the students to review Sample Letter #1 and appraise the writer on these points. Then
review Sample Letter #2 and appraise the writer. Ask the students to pick one of the sample
letters and rewrite it to include all of the points. Be sure to discuss the differences between

formal block and modified block style.

Ask the students to write formal cover letters to accompany their resumes using the cover letter
checklist as a guide. Help them with editing and revising.
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Discuss addressing envelopes:

The sender's full name and address (including zip code) should be placed in the
upper left corner of the envelope.

The employer's name and address (including zip code) should be placed near the
center of the envelop.

The envelope should be typed if possible.

Discuss and practice folding business letters. It is preferable to use large (No. 10) envelopes
rather than standard (No. 6) envelopes which are usually used only for personal correspondence.
For a large envelope, fold the letter into thirds by folding up the bottom third and folding the top
third over the bottom third. If a small envelope must be used for business correspondence, the

letter should be folded in half from top to bottom, and then folded into thirds from side to side.

Self-paced Activities

Activity 1: Ask these students to answer the following comprehension questions:
A. What are the parts of a business letter?
B. What should a letter of application tell an employer?
C. How can a letter of application help a job seeker get
an interview?
Activity 2: Ask these students to describe in writing what an employer looks for in a letter of
application.

Activity 3: Ask these student to write a letter of inquiry to the social security office nearest
them asking about the services they offer.

LANGUAGE EXPERIENCE
Write examples of classified "Employment Ads" on the board from your local newspaper or use
the following examples. Ask the students to write letters of application based on these job
openings. This can be done as a small group activity or individually. Ask the students to review
each other's letters and to make suggestions to improve content, grammar, and persuasiveness.

Make the point that everyone's letter was improved by working with others to strengthen and
proofread it.

EXAMPLES

MGR.TRAINEE-300/wk oppty. 3 people needed to learn/assist mgr. Contact Southwest
Services, 2389 Trowbridge, San Luis, TX 78532

HANGERS & TAPERERS Immediate employment. Top pay. Employee Health/Life Ins.
after 90 days. Nail-on drywall hangers and taperers for apts. Reply Box C-4562-P, c/o
Weed Times, P.O. Box 444, Weed, TX 78342

HOWDY'S FOOD MART immediate openings for customer care representatives. Apply
Joe Smith 4098 South First Street, Rincon, TX 70048

OFFICE CLERK/CASHIER Must have clerical skills, and must be good with figures. A
self-starter who will be able to assist in various office duties. High school graduate. All
company benefits. Moe's Furniture, 304 Barnett, Elsie, TX 77659
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READING IN CONTEXT

Ask the students to list the pros and cons to writing letters of application. Read and
discuss "Making Sure Your Cover Letter Works For You" by Marvin Walberg.

Comprehension Questions:

What is the main theme of this reading?

Compare the ideas presented by the author to the ideas presented in class.
What ideas do you want to remember?

If you have ever written a cover letter, what was the experience like?

What questions would you like to ask Mr. Walberg?

agbrwbdE

Have the students write Mr. Walberg at the address provided if you wish.

PERSONAL DICTIONARY

HOMEWORK

Discuss with the students the documentation they need to take with them when they go to apply

for a job, such as resumes, social security number, correct names and addresses for references.
Ask them to organize this into a portable work portfolio.

ADDITIONAL ACTIVITY

The first 20 words of a cover letter are important. They should attract the reader's interest, for
example:

"The enclosed record of effective salesmanship may be of interest to you in your sales
program."

Ask the students to write more examples of catching the reader's interest in the first 20 words.
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SAMPLE LETTER #1
(Full-block Style)

803 North Park Avenue
Weed, TX 77777

August 4, 1993
Jean F. Brown
Assistant Manager
Downtown Shoes
Littleton, TX 79899
Dear Ms. Brown:

I would like to apply for the sales clerk position advertised in the Weed Daily Journal on August 1,
1993.

I have recently completed courses at the Weed Adult Learning Center and | obtained my GED
(high school equivalency) certificate on July 23, 1993. My schedule is flexible and | can work
day, evening, or weekend hours as needed.

As you will note from the enclosed resume, | have worked in several sales clerk positions during
the past five years. My duties have included stocking shelves, assisting customers, taking
inventory, operating cash registers, and preparing orders for delivery.

As a result of my experience with customers, | feel very qualified for your sales clerk position and
would like to arrange an interview at your earliest convenient.

Sincerely,

Caroline M. Peters

Enclosure

Source: Adapted from How To Look Good To An Employer by Rebecca Anthony and Gerald
Roe
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o o Do Do Do

COVER LETTER CHECKLIST

Address your letter to a specific person by name when possible.
EXxpress your interest in a particular position.

Mention your qualifications.

State when you will be available for employment.

Highlight one or two points from your resume but do not repeat
yourself.

Concentrate on the items that are the most relevant for the specific
position.

Mention how you could contribute.

Keep it short. Use the cover letter as an "introduction card" for your
resume.

Avoid appearing aggressive, familiar, "cute”, or humorous. You are
writing a stranger about a subject that is serious to you both.

End with a request for an interview.
State how and where you can be reached.

With local firms, take the initiative in suggesting that you telephone
for an interview.
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Sample Letter #2
(Modified Block Style)

803 North Park Avenue
Weed, TX 77777
August 4, 1993

Jean F. Brown
Personnel director
Lucky Manufacturing Company
Littleton, TX 79899
Dear Ms. Brown:

Please consider this letter of application for a secretarial position in your main office.

I completed a three-year secretarial course at the Smith Business College in June 1993.
My typing and shorthand speed are 60 and 120 words per minute respectively. Additionally, |
am familiar with Word Perfect and Micro Soft Word computer software.

A resume of my course work and previous work experience is enclosed. | have been
employed as a part-time secretary for the past two years while | was attending business school.
If given the opportunity, | believe | would prove myself an asset to your company.

I would appreciate the opportunity to talk with you at your convenience. | may be reached
at the above address or by telephone (512) 432-7865.
Very truly yours,

Samantha Little

Enclosures
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MAKING SURE YOUR COVER LETTER WORKS FOR YOU
BY MARVIN WALBERG

IN THE WORK PLACE - GETTING HIRED

A carefully prepared cover letter and resume mailed to an employer is the most professional way to ask for
an interview. It is not the only method that works, however, and may be less effective today than it was in
the "80s. There are pros and cons for trying to get interviews through the mail. First, the advantages:

A You can take as much time as you need to make your letter perfect or have them written by an
expert.

A You can personalize your letterhead, and later print your letters for a professional look.

A You can keep a copy for follow-up purposes.

A With a word processor, you can complete a volume of letters in a minimum of time.

Now the bad news:

A Your letter may be one of hundreds, all fairly similar.

A It may take a day to arrive at a company, and two more days to land on the employer's desk.

A There is no guarantee the employer will receive your letter, or if received, read it.

A A letter does not require an immediate answer. It may languish on a employer's desk for days, or

weeks.
There are times when you must use this method, though. Here are some tips for getting results:

A Your first sentence should identify why you are writing. If you're responding to an advertised job,
identify the title of the job, the date the ad ran, and the name of the newspaper.

A Don't repeat everything in your resume. Zero in on what you know the employer needs, and enclose
your resume for more detalil.

A Close your letter by asking for action. Say you will telephone for a convenient interview date in four
days, then mark your calendar and make the call. You can't afford to wait for the employer to call
you.

A Make sure there are no spelling or grammar errors, and that you have made no corrections or
erasures.

A Address your letter to the hiring authority; never to "personnel” or "to whom it may concern".

Try hand-addressing the envelope, with only your address on the back flap. Your letter will look different
from those of hundreds of competitors and will stand a better chance of being opened by the employer.

Marvin Walberg is a Birmingham job search consultant and the author of the book "About Getting Hired; the Job Search." Readers with
questions for "Getting Hired" may send them to P.O. Box 130757, Birmingham, Alabama 35213.
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CAREER

LESSON 8: JOB INTERVIEWS

"The world stands aside to let anyone pass who knows where he is going."
David Starr Jordan

I Literacy Objective: The students will be able to read, write, and discuss strategies for
preparing for a job interview.
Il. Materials for lesson: "Job Interview Techniques" - optional handout
"First 10 Seconds The Key" - optional handout

"Traits on Which You Will Be Judged" - optional
handout

"Sample Interview Questions"- handout

"Use Interviews To Hire Yourself An Employer"-
handout

M. Suggested Readings: Getting A Good Job and Getting Ahead
Career Emphasis Series
JIST Works, Inc.
720 North Park Avenue
Indianapolis, IN 46202-3431

V. Notes to Instructor: Most job applicants are rejected during the preliminary interview.
Sometimes the reasons are obvious such as lack of qualifications or unwillingness to
relocate. However, interviewers are frequently turned off by inarticulateness, lack of
enthusiasm, or poor appearance. This lesson is designed to give tips to the students on
how to impress an interviewer by presenting themselves in a confident manner.
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Journal: What do you fear most concerning a job interview? Why?

Review: Discuss the students' progress in preparing a work portfolio with important, necessary
documents. Create a master list of documents the students mention on the chalkboard or
overhead projector for a final review.

INITIAL INQUIRY

Begin the discussion by asking about job interviews the students have been on and about the purpose of
interviews. The following questions may be used:

What is a job interview?

What are some purposes of a job interview?

Do you feel you can "sell" yourself as a good employee during the interview? How?
What is the "first impression” you make on a person the first time you meet them?

How should you be dressed and how should you conduct yourself when you're making that "first
impression” during an interview?

How can you prepare for a job interview?

What should you do during an interview?

Should there be any follow-up after an interview?

agrwbdE
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LEARNING ACTIVITY

Read and discuss any of the following handouts that you select:
"Job Interview Techniques”
"First 10 Seconds The Key"
"Traits On Which You Will Be Judged"

Practice with the students these interview behaviors from Coming Alive From Nine to Five by Betty Neville
Michelozzi:

* Practice how to sit down smoothly; how to sit comfortably straight while being able to lean
forward or backward; and how to sit gracefully with crossed legs, crossed ankles, or with feet flat
on the floor. Mention appropriate skirt length and slit skirts for women.

* Have the students pick partners and get at opposite ends of the room. Then tell them to
approach each other, continuously keeping eye contact, and note how it feels. How far away do
the partners stop from each other? Then ask them to take turns telling each other something
important while looking at each other's shoulder. This activity models extremes in eye contact-
too much and too little.

* Have students practice walking up to each other, shaking hands, and introducing themselves.
Then have the whole group walk around introducing themselves to each other. Discuss
handshake strength and eye contact.

* Have the group practice body language: slouching, sitting on the edge of a chair, or simply
talking to a partner and getting feedback about how they look. Do some exaggerated body
postures that contradict what one is saying, such as "l am really an energetic worker."

* Practice voice melody: Have everyone say such things in unison as, "l am confident | can do a
good job for you!" Try it with questioning timidity, great bravado, and then with natural good
enthusiasm.
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Provide the students with the "Sample Interview Questions" handout. After reviewing the
guestions, ask the students to role play good and bad interviews. Discuss the techniques
observed.

Self-paced Activities

Activity 1. Ask these students to critique their interview skills based on the class activity and
discussion.

Activity 2. Ask these students to write a dialogue that can be used to practice interview skills.
Activity 3: Ask these students to list five do's and don'ts at an interview.
LANGUAGE EXPERIENCE

Begin the language experience with the group by writing the following questions on the
chalkboard or overhead projector:

What can you tell me about yourself?
Tell me about your education.

What kind of experience do you have?
What are your future plans?

* %k Kk ok

Ask the students to write the answers to each question as if they were in an interview. Call on
volunteers to read their answers. Discuss the different answers to the questions. Talk about
which would be the most impressive to an interviewer. For example, the interviewee could tell
about a job as a waitress by describing a mobbed restaurant, reasonable and unreasonable
customers, harried cooks who get even with waitresses they don't like by not getting the orders
out. Stories such as this reveal ability to work under pressure, tact, firmness in dealing with
customers and associates, loyalty to the employer, and a sense of responsibility. Encourage the
students to use what they have learned about themselves to tell stories about their abilities.

Self-paced Activities

Activity 1. Ask these students to write a short description of how they want to prepare
themselves to feel confident during a job interview. Encourage them to think of the power of
positive thinking.

Activity 2: Ask these students to suppose that they had sent a resume and cover letter to a
prospective employer and are now hoping to get an interview at the company by telephoning the
personnel director. Ask them to write the dialogue.

Activity 3: Ask these students to write a short autobiography about themselves that they might
share during a job interview.
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READING IN CONTEXT

Distribute the handout titled: "Use Interviews To Hire Yourself An Employer". Have the
students read along with you or in round robin fashion.
Comprehension Questions:

1. Have you ever felt like the young man? When? Why?

2. What advantages did the article list to job interviews?

3. What suggestions in this reading would assist you in being a better
interviewee?

4. What did the reference to "organizations are ghosts" mean?

5. What are the similarities between writing resumes and preparing for an
interview? What are the differences?

6. How does this article compare to the other articles we have read on job

interviews? What do they all have in common? What new information
was presented in this article?

PERSONAL DICTIONARY
HOMEWORK

Ask the students to find out some information about a company they wish to work for that would
be useful in preparing for a job interview.

ADDITIONAL ACTIVITY

Divide the class into groups and ask each group to write ten general questions to ask during an
interview that have not been mentioned in today's class. Bring the class back together and ask
each group to contribute one question at a time. Write the questions on the board. Review the
list and eliminate duplications. Have the students write responses to the questions. Discuss
everyone's answers.
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JOB INTERVIEW TECHNIQUES

Several people may be right for a job. That is why your interview skills are so important. They
may be what gets you the job! There are several points you should think about when getting
ready for the job interview.

Before the Interview:

1.

Understand the type of job you are applying for. Go to the public library to learn
about the duties of the job by looking at career resources such as the Dictionary of
Occupational Titles. Talk to people who have experience in the same kind of job or who
are employed by the company.

Learn something about the company or organization. The Yellow Pages,
city/business directories in the public library, or brochures and pamphlets from the
Chamber of Commerce should have information about companies in your area. Talk to
present or former employees. Find out information on what the company does, the
products or services it provides, if it is locally or nationally owned, how long it has been in
business, or how many employees it has.

Make a list of questions to ask during the interview. Asking questions during an
interview often impresses an interviewer. Good thoughtful questions show that you have
been attentive during the interview, you have done your homework on the company, and
you're interested in the job. Think of what you know about the company and then think
about what you would like to know. You might ask:

" How has your company grown in the last three years?"

" What opportunities are there for promotion?"

" What would a typical first assignment be?"

" Is there a formal training program?"

" How often would my performance be reviewed?"

" Would | have opportunities to continue my schooling?"”

Go over your employment and school records. Be prepared to talk easily about your
work and educational experiences. Rehearse describing your job duties and
responsibilities. Know what subjects you had in school and which ones relate to the job
you want.

Practice your interview skills. Role play interviews with a friend or colleague. This
will help you feel more confident during the real interview. Practice giving reasons for
why you want to work.

Pay special attention to your appearance. Select clothes that are neat, clean,
comfortable, and proper. Be sure that you are well rested and well groomed.

Be on time! Being on time is important on any job. Being late for the interview makes
a very poor impression. Give yourself plenty of time to get there.
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During the Interview:

1.

Be polite. Shake hands when you meet the interviewer and when the interview is over.
Repeat his or her name so you can remember it. Listen carefully to what the interviewer
has to say. Do not interrupt. Thank the interviewer for time and interest spent.

Follow the interviewer's lead. Don't feel rushed to answer any question. The
interviewer will probably tell you about the salary and working hours. Showing too much
interest in lunch time, vacation time, sick leave, or short working hours may give the
impression that you are more interested in the time off than the time on.

Relax! Be yourself. Remember that you are interviewing the company as much as they
are interviewing you. Don't exaggerate or underestimate your past experiences. Stress
your best qualities and talk about what you could bring to the position. State whether or
not you are interested in the position and if you could handle it.

Ask questions. Find out all you can about the job. Ask when you can expect to hear
from the company.

After the Interview:

1.

Send a thank you note to the interviewer. Sometimes this makes the difference
between getting or not getting a job. Include in the note points that you were not able to
make during the interview, or emphasize an important point. This helps the interviewer
remember you and it also demonstrates your writing skills - which is important to most
employers.

Make inquiries. If you haven't heard from the company after the set time, phone or write
to ask if the job has been filled. If you don't get the job, you might want to check back
periodically to find out about new openings and to express your continued interest in
employment.
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FIRST 10 SECONDS THE KEY

What you do and say during the first 10 seconds of an interview may determine whether you are
hired, according to Robert Half, President of Robert Half International. "If the first impression an
interviewer has of a job candidate's attitude, personality, or appearance is negative, the person
runs the risk of being eliminated from any further consideration for the position,” Half said. The
fact is that interviewers, like the rest of us, are very likely to judge a book by its cover. He
advised job seekers to "make that cover as attractive as possible.”
Some prime examples of initial interview behavior that could result in a candidate's rejection:

- A weak or half-hearted handshake.

- Failure to maintain eye contact, indicating a lack of self-confidence.

- Slouching in the chair or looking either uninterested or intimidated.

- Lack of enthusiasm or responsiveness.

- Poor grooming or inappropriate dress.

- Smoking.

- A hostile or abrasive attitude.

- Boastfulness, egotism, or being overly aggressive.

- Acting as if the candidate is doing the interviewer a favor by being there.

- Treating the secretary or receptionist in a rude or condescending manner.

- Lack of confidence and poise.

- Inability to communicate effectively.

"Serious job candidates take the job search seriously," stressed Half. "They know that the first
impression they make on the interviewer is, almost always, going to be the lasting impression."

SOURCE: UNKNOWN
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TRAITS ON WHICH YOU WILL BE JUDGED

PERSONAL CHARACTERISTICS.

Do you have good grooming? Do you have good manners? Do you maintain good eye
contact?

SELF-EXPRESSION.

Are you forceful or vague in expressing your ideas when responding to the interviewer's
questions?

MATURITY.

What about your overall sense of balance? Can you make value judgements and
decisions?

PERSONALITY

What are you like? Outgoing? Shy? Overbearing? Quiet? Tactful? Enthusiastic?
Warm? Do you have a good attitude?

EXPERIENCE

What about your academic achievements? Involvement in extracurricular activities?
Job accomplishments? Job skills?

ENTHUSIASM AND INTEREST.

Are you really interested in the employer? The particular job? Industry? Are you
simply getting interview experience?

CAREER GOALS.

What do you want to do in your professional life?

SOURCE: Guidelines to Job Interviewing by Arthur R. Eckberg
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SAMPLE INTERVIEW QUESTIONS

The questions on this list are the kind often asked during job interviews. How would you answer? It really does help to rehearse
a little.

INTRODUCTORY
Where did you hear about this job?

What can you tell me about yourself?
[Keep it brief; try to stress good points relating to job.]

Why are you interested in this particular job position?
[Stress opportunities, enjoy type of work, challenge, etc.]

EDUCATIONAL
Do you have a high school diploma? Or the equivalent (G.E.D. or General Educational Development certificate)?
Do you have any vocational training?

What equipment or machinery do you know how to operate?
[Show certificates of training, if you have them.]

Are you planning on obtaining additional education or training?
[Show willingness to learn and continue training/schooling.]

EMPLOYMENT HISTORY
What kind of experience do you have?
How long have you worked as a (cashier, usher, stock clerk)?
PERSONAL
What are your future plans?
[Showing you have some future goals can help present you in a more positive way to the employer. So be prepared for this

guestion, in case you are asked.]

Do you prefer working alone or with others?

HEALTH

Have you ever had a serious illness(es)?
How is your health, in general?

Are you taking any medication?
[Be honest in answering. Some types of medication could cause problems, especially if you were handling heavy equipment.]

Do you have physical limitations?
[If any physical limitations you may have wouldn't affect the job in question, answer No!]
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