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ABSTRACT
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pilot project from the contributions of 27 elementary and junior high
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FOREWORD

Due to the significant change of events in and ouv of the
school classrooms in the world today, the role of the teach-
ers, consultants, and administrators is changing daily.

Not only are we working in a co-operative effort to help .
our school-age children and people with whom we come in
contact -witir but we have been given the opportmf"cy to pro-
vide these youngsters in a new capacity; that is, acting
also in our classroom situations as guidance counselors.

In fulfilling this vital role we can also use ovtside re-
gcurces, such as guest speakers, organizations, agencies,

and personnel from available service centers.

Important trends, historical events, and inncvations are
occurring at such tremendcus rates that w;a find students

in our classrocms unawsre of available vocations. It is
our intent thxrough these media to provide our children
with a career development experience commencing in the
fifth grade. At this age children will become aware of the
need for work, the importa.ﬁoe, meaning, and satisfaction
of a job well done in a selected vocfa.tion and an early

underatanding of the carser development process.

Counseling, by itself, is not enough to achieve the ob-
Jectives of the Occupational Orientation program. Therefore,
as Consultant-Coordinators we are attempting to provide ed-

ucators with the tools necessary for implementing curricular
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materials which will be infermative and will promote interest

and new insights into the planning of a career or a vocation.

Since we are in the midstream of an agrieultural or so-called

. "Migrant" area vie are consequently presented with the pro-

blem of attitude change. The teacher must be an inspira-
tional leader who provides his pupils with respect and digni-
ty. He must instill in them a feeling of self-worth and
pride in that all honest work has dignity, and that happi-
ness in the world of work lies in finding our particular

niche in life.

The activities and ideas precented in this Guide are sugges-
tions and need not te followed explicitly. The creative
teacher will no doubt find other activities which he will
want to add or use in conjunction with those provided; thus
enriching the childrers' lives by better understanding ca-

reers and vocations.

Manuel N. Perez and Ruben Lopez
Consultant-Coordinators
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PREFACE

A large numter of our students and/ox parents are not aware

of vhat exists in the "World of Work" and how to plan ox

rrepare for it.

we are providing instruction, guidance, and counseling through

the Ocoupational Orientation Program.

Listed below are pupil objectives for a course of study in

1.

2.

3.

6o

To

ococupations:

To be able to live a useful and satisfying life.

To learn about broad fields of work such as skilled,
the professional, the sales, or clerical fields.

To see the relationship of these fields of work to cur-
ricular choices. |

To secure information steuvt specific job' employment.

To understand the means of ghtaining accurate, up~to-
date information atout the occcupational world which
will lead to developing skills in an occupational choice.
To undexrstand the significance and scope of vocational
plancirg.

To recognize values, standards, and goals as a basis

for occupational choice.

vi
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EVALUATIVE TECHNIQUES

.Through the iwplementatioin and ﬁse of this Guide as a tool

in teaching students in Grades 5, 6, and 7 it is hoped that

the teachers involved in the program will be in.a better
position {o determine whether specific learning objectives
hé,ve been attained. Unless otherwise specified in the teaéhing
plans, the method of - evaluating the students! rerformance

will be decided by the teazher.

-The materials in this Guide, include a wide selection of

activities, instructicnal materials, and resources which

are desigred to help all the students involved.

This Guide need not be followsd explicitly. It is intended

for the purpose of helping teachers decide what .sections of
the maxmal are appiioable to his needs and to furmish the
teacher with pre-plamned lessons end .skits which provide

the students with simulated role-playing experiences.
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AUTO-TRUCK MECHANIC

"My Dad went to a specialist 'yesterday."
"I didn't know he was sick."

"He's not."

"He's not? VWhat's wrong with him then?"

"Nothing, it's our car that is sick. Dad took it to a trans-
mission specizlist.”

"Why didn't he take it down to Don's Garage? Everyone knows Don
Goodman is a good mechanic with lots of experience working on cars and
trucks."

"Dad called Don but he had a couple of trucks from the bakery that
he was overhauling. We needed the car soon so Dad called the service
manager at the automobile dealer's. He said their transmission specialist
could get it fixed right away."

"Yea, I've been over there and watched them work. They sure have a
big place with a lot of people working. And one of their mechanics was
at our school for Career Day. He told us about front-end mechanics,
air-conditicning specialists, brake mechanics, and several others."

"I want to be a mechanic but I don't know whether I would rather
work for a dealer, a big bus or trucking line, or a garage owner like
Don." ‘

"Let's go dowa and talk to Don. I'm thinking about being a mechanic
myself." .

(LATER) "Hello, Mr. Goodman. I'm Charles and this is Bill. We
have been talking about becoming mechanics so we thought we would come
to see you."

"Glad to have you. Just call me Don. So you fellows are thinking
of becoming mechanics. Why do you think you're interested?"

"Well, both of us like to tinker with cars. We like to work with
tools."

"That's a good start. Do you mind getting dirty and greasy or
skinning your knuckles?"

"No, we hang around the service station and really like it."
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"That isn*t quite the sams as a garage. Come with me and I'll
show you what goes on in mine.

"As you know, I'm the owner. I started out a few years ago doing
all the work myself. As my garage got more business, I had to hire other
men to work for me. Mos% of my men can. do a lot of repairs. -The fellow
you see over there working on the front-end of the green Ford has had
special trairing in aligmment and balancing of wheels. He also repairs
steering and suspension systems. He stays busy at his specialty most of
the time." .

"How about the other four men? Are they specialists too?"

"No, most of my men are general mechanics. Two of them work mostly
on trucks, but all of them do whatever is necessary. Some larger garages
do have specialists in several arsas."

"How long does it take for them to be_come a mechanic?"

"Usually about three or four years for an all-round mechanic. It may
take a y2ar or two longer to spscialize. You can specialize without being
an all-round mechanic."

"Where do they go to school?"

"Bill, I have a boy who is taking a mechanics course at the technical
school. Ha works here evenings and weekends. Many others begin as helpers
and learn on the job. Some high schools include auto mechanics, which is
a good way to get started. In addition, some dealers sponsor schools or
training for their employses. Quite a few young men enter an apprenticeship
program, in which they get work and related classroom instruction."

"It rsally should nct be hard to get training since many garage dealers
need depsndable mechanic trainses."

"Is the péy pratty. good?"

"The average hourly rate is almost $4.00 for experienced all-round
mechanics or specialists. Scme specialists make more."

"Your garage sure is clsan and neat. The working conditions here would
be good. Many places are dirty and greasy with junk lying around."

"Thanks for the compliment, Bill. We find that our customers have
more confidence in our work if we keep things organized. It takes a good
bit of my mechanics®! time to keep their work areas clean, but it saves a
lot of time knowing where all tools and parts are located."




"Mr. Gondman, why den*t ysu let Bill and I help out and do
clean-up vork a couple of hours cr sc a day this summer? Maybe we
could save you time and get a better idea whether we want to become
mechanics."

=3

Spokan like a tris businassman, Charles. You fellows give me
a day or twsc and I'11 see what I can work out. Speaking of businsss-
. men--that?’s whai a gsrage owner is. He has to be able to manage,

vice. There's a lot mwore *+5 the job than just working on cars or
trucks." -

"Thanks a lot, Mr. Gocdman. We've learned a lot today and we'll
be back Tuezday."

“"Fine, see ysu thsn."
]

(MUCH LATER) "Cha.rles,' do you know that it was twenty years
ago today when we rwade our first visit to Dont's Garage?"

3 3

"I sure do, Bill.,"

"I guess it was one of the most important days of our lives.
We sure didn't know then that wes would someday be partners in the
biggest garags in the city."

3 &3

"I'm glad we mads the visit."

"I'm giad your car got sick.”

P,
j
- The follawing information to ba ccmpleted by local teacher or counselor.
r
’L} Wage Scale: psr hour per hour
' State Local
f '} Preparation:
L.
High School Subjects:
-
i
k.
D ~ Private Schools: Yos No
Junier Co‘l.leém
ﬂ . Program Name of Nearest College with
. Program
Four-Year Collegs:
2 . : - Name of Nearest College with Program
Apprentice Pregram: ‘
Nam:s and Address of Local Joint Apprentice -
' Committee
8-, ., <20
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BARBER

I was talklng to Ray, my brother, the ‘other day when I was at his shop
for a haircut. His daughter Ruby and I are in the same Occupational
Orientation class at school. He knows we do some carecer planning in -
Occupational Orientation, so he asked me about my future. I told him
I vasn't sure yet but that I wanted a job where I would be dealing
with people and could be my own boss.

Ray quickly spoke up, "How about my job? I have my own shop and people
are my business. Of course, I like my work and I believe I'm suitéd
for this service type occupation. Barbering might not be for you."

I had always thought being & barber would be a good job. Ray had a

. nice, clean place to work, air-conditioning, soft music or a T.V.,

and his name on the sign outside. I knew he took time off now and then
to go fishing or hunting. Also, he was quite popular with fellows that
came into his shop to talk about sports, trade guns, or keep up with
local news while they got a haircut. However, I figured the job of
barber couldn't be all good so I decided to ask Ray to tell me about it.
He really filled me in on things I didn't know about a barber.

In order to be a barber, one must take an examination for his barber'a
license. Exams usually include written test and a demonstration of
barbering ability after finishing barber school.

Training courses in barber schools usually run from six to nine months.
The frainee learns haircutting, shaving, and massaging. He learns how °
to give treatment for the scalp and face. He learns how to take care
of instruments and equipment. He also learns about sanitation and
health ani about various skin conditions. Altogether he gets between
1,000 and 1,800 hours of instruction. He finds that many of his high
school courses and his knowledge of how to study help him with his
barbering instruction.

When he begins on his first job, he usually has to buy his own tools.
They cost him $100 or more. If he wants to have his own shop later, it
usually costs more than $1,000 per chair to equip the shop. Courses

in btusiness taken in high school can help the barber who wants to own
and manage his own shop.

A barber needs to have a good personality or disposition. Patience
and friendliness also help a ba.rber in his work with all types of
customers.

He should have good health. He has to stand up most of the time and
he has to ho’d his hands up at shoulder level much of the time.

He has to work hard at busy times, such as Saturdays, but may have some
slack periods at other times. A barber usually has Sunday and one weeke
day or half a weekday off from work. He usually puts in LO or more
hours per week.

-10~
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Most barbsrs get paid wages or cormission and tips. Those who don't own a shop
are usnally p:zid 2 straight commission of about 65 to 75, percent of the money they
take in. Some are paid straight salaries. Apprentices average $75 or more per
waek.

Experienced barbers earn from $100 to $150 or more per week. Some shopowners
and expert barters earn over $200 per week. The barber who is skillful, has
regular customers, and is in a shcp at a good location usually makes the most
money.

I have becoms more interested in barbering since I talked with Ray. Now I'm
writing to the State Boaxd of Barber Examiners at our State Capitol for more
information about licensing requirements. If you're interested, look in the
Occupaticnal Outleck Handbook for more information and addresses of agencies
that hava information about barbering as a career.

I'm keeping what I've found about barbers in.a file with information about other
Jobs I'm considering. T hope to explore several other occupations before I
finish Occupational Orisntation. Right now it looks as if barbering might be

a career I would enjoy.

The follcwing infermation o be completed by local teacher or counselor.

Wage Scale: per hour per hour
State Local

Preparation:

High School Subjects: 4

Private Schoolss Yes No

Junior Colleg=:

Progran Neme of Nearest College with Program

Four-Ysar Colleges

Name of 1\.7 carsst College with Program

Apprentice Program:

Name and Address of Local Joint Apprentice Committee
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BOOKKEEPING WORKERS

One of the primary needs of our country's many businesses and companies is for
clerical workers to keep accurate, up-to~date, organized records of their fi-
nancial affairs. These clerical workers are called bookkeepers, bookkeeping and
accounting clexrks, or bookkeeping machine operators, according to the work they
do. Bookkeeping workers make up one of the largest groups of office workers.

Many large companies have one or more bookkeepers who are assisted in their
duties by bookkeeping clerks or bookkeeping machine operators.

The bookkeeper's msin responsibility is to keep careful, accurate records of
money received or spent, to kmow the balance on hand, and to prepare reports on
finances. The bookkeeper may make out rayrolls, figure tax, or do similar work.

Bookkeeping clerks often file, prepare and mail bills, answer the telephone, or
perform many other operations necessary to keep a complete set of books. Like
a bookkeeper, clerks should be good at working with numbers and should be able
to concentrate on details. Above average grades in high school math would cer-
tainly be an asset for this job.

Bookkeeping machine operators may use adding, posting, and punchcard machines as
well as typewriters, calculators, computers, and other equipment. Machine oper-
ators need to have finger dexterity and good eye-and-hand coordination. Record
keeping is continually becoming more mechanized. This will require skilled op-
erators for a variety of machines. :

Most employers prefer to hire high school -Sraduates who have done good work in
high school business, math, typing, and bookkeeping. Many desire workers who
have completed business school, community college, or technical school program.
Bookkeepers who have completed college training may advance to a position as an
accomntant. Some businesses, bavks, and larger companies provide on-the-job
training for clerks and machine operators. :

Average ea.i’nings for bookkeeping machine operators run from $80 to over $100 per
week. Accounting clerks average from $85 to about $1 25 per week. Bookkespers,
especially head bookkeepers, usually earn well over $100 per week.

The outlock is fairly good for bookkeeping workers. ‘Openings will occur in this
second largest field due to turnover, transfer, and moderate growth. Around
75,000 openings should be available each year.

A look at the employment ads in iocal newspapers should give you an idea of the

openings available. The Texas Employment Commission and private employment
agencies also often list openings available.
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The following information to be completed by local teacher or counselor.

Wage Scale: per hour per hour
State : Local

Preparation:

High School Subjects:

Private Schools: Yes ' No

Junior College-

Progranm Name of Nearest College with Program

FPour-Year College:

Name of Nearest College with Program

Apprentice Program:

Name and Address of Local Joint Apprentice Committee
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BRICXLAYER

They call me "Brick". As you guessed, I have red hair. That isn't the only
reason why I have a nickname. I'm a bricklayer.

I chose to be a bricklayer because my father and grandfather were bricklayers
before me. I'm proud of my trade and its histoxry. Bricklaying dates back to
the time when the palaces of Egyptian pharachs were built thousands of years
ago. Today we lay bricks in much the same way as workers did then.

3

Most people don't learn a trade from their fathers anymore. In fact, the fel-
lows t#8t work with me learned hricklaying in high school, trade school, or
through an apprenticeship program such as the one I completed a couple of years
ago. I went to trade school evenings to take blueprint reading, estimating, and
other related subjects. I'm plamning to take some more courses in business so I
can start my own busiress as a contractor some day. I'll continue to lay brick |
myself and I'll have a crew working with me. Maybe you can go to work for me as ‘
a bricklayer in a few years.

If you're interested in becoming a bricklayer, you should have good eyesight and
good manval dexterity (that means good use of your hands, arms, and body). You'll
have to be able to judge a straight line and be careful in your work. You will
also have to work safely in high places.

Stacking up brick isn't the only thing we do as bricklayers. We read many blue-
prints, lay out lines to keep the brick straight, and work with many other mate-
rials such as concrete block, tile, stone, and marble.

The pay is real good. My hourly wage is $L.46. That's the average for union
bricklayers, tut usually it is lower (about $3.50 to $4.00) in the South. One
thing to remember is that yearly earnings are sometimes lowered by loss of work
time during bad wecther or by time off between jobs.

Think it over. You might have a fine career as a bricklayer. The opportunities
are available as construction keeps growing in our states.

The following infofmati.on to be completed by local teacher or counselor.

Wage Scale: ____ per hour : rer hour
' State Local

Preparation:

High School Subjects:

Private Schools: Yes No

Ey &3 £330 £ B3

Junior College:

Prcgram Name of Nearest College with Program

=3

Four-Year College:

Name of Nearest College with Program

Apprentice Program:

Name and Address of Local Joint Apprentice Committee
-18- ’
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1Call me Joe. T am one of tiiz lellows that are helping build the shopping
center down the street. I have a good job. I am a construction worker.

"There ars a lot of job cpenings in the state of Texas for construction workers.
Vhy, my cempany alone nseda at least a dozen more dependable workers. That's
why my boas wanted me to tell you about my Jjob.

"The thing I like b=st aboul wy job ié that I am working outside most of the |
time. Sometimes the wsather is bad, but I enjoy being outside during different :
seasons of the year.

"T o a lot of different thiregs cn my job too., This makes my work interesting.
I help several cf ths journsymen that are the skilled workers like carpenters,
electricians, and brickmasors. Sometimes I have to keep them supplied with

" materials. Other times I am loadirg or unloading materials, working with tools

and equipment, or operating machinery.

"A construction worker has to be strong and healthy and must be able to do heavy
work. I go a lot of lifting, carrying, pushing, pulling, bending, and walking.
Sometimes it can bz dangercus, but I aw careful and I obey the safety rules.

You noticed my bocts with steel toes and my 'hard hat.' I have shatterproof
goggles here in my pocket that I wear to protect my eyes. A sense of balance i
and the ability to work high above the ground are needed on some jobs. -

"I usually work L0 hours a week but sometimes we work overtime to finish up a
job or make up time lost because of the weather. The pay is good, too. - I have
been with this company a few months and I make $3.05 an hour. I think the
average wage for construction workers who are union men is a little better than

~ $3.20 an hour.

"Soor. I am gettirg a chance to sign on as an apprentice in the work I like best.
I will get paid for working while I learn. When I finish the apprenticeship, I
will be paid as a journsyman. I think it's a good deal!

"My boss nesds nsw msn, especially W(—v\\n with education and training. If you
think you would like this kinmd of work, maybe you need to enroll in a Trade and
Industrial program at your high school next year. Vhen you graduate and do go
to see my boss about a job, tell him Jce sent you. 0.K.?"

The following information to be compleked by local teacher or counselor.

Wage Scale: _____ rer hour per hour
State Local
Preparation:

High Schcol Subjects:

Private Schocols: Yes Yo

- v g v Sy e————— S — —— g Y———

Junior College:

Program Name of Nearest College with Program:

FPour-Year Colleges _ |
Name of Nearest College with Program %

Apprantice Program:
[

Nome and Address of Local Joint Apprentice Committee

-19-
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DRAFTSMAN

Tim was looking through the newspaper one evening. As he turned to the clagsified
pages, ar employment advertisement caught his eye. It read like this:

DRAFTSMAN - Sharp young man with drafting exparience and training., Ex-
cellent growth cpportunity. Company will pay half on furthering education.

$4,50-$550. call 273-86L1.

Tim read the ad twice--then thought to himself. "Say, this sounds like something
for me." He knew that Mr. Abrams, his drafting teacher at Central High, would
help him check the reputation of the company offering the jot.

Tim didn't have enough mon=y to go away to college. Since his father died, he
had teer helpirg his mother by working part-time at the grocery store. It
wasn't just the money problem. Tim had thought about his future quite often and

he had decided that he would be happier if he could get technical or on-the-job
training.

He was a fine student draftsman and made good grades in math also. He wasn't
sure just what he wanted to do but he had considered becoming a draftsman.
However, he didn’t know where io go for training. Therefore, when hs saw the
ad in the newspaper, it drew his attention.

"The ad states . . . With experience and training . . . " he thought. "I
wonder if my two years in high school drafting will be enough?"

He decided to call for 'an appoirtment fer an intervisw. The pleasant voice
that answered his call connscted him with Mr. Lardy, the perscnnel director of
Redco Constructisn and Rzal Estasts Company. After hearing Tim's explanation of

his scheol training and his reasons fer calling, Mr. Landy told Tim to come for
an interview +ha next day.

Tim awoke the next morning locking forward to his interview. Later, as he dress-

‘ed,; he tried to remsmber scme of the things he had learred about an interview

back in the ninth grade whan h: was takirg Introduction to Vocations. "I
remamber I piaysd the part of the persounel man in a ekit one day," he thought.
"Well, today I’ll be on th2 cther side of the desk. Mmmm . . . sure glad we
practiced for an interview. Now, I kxnew what to eXpect.,"

During the actual interview, Mr. Landy was impressed with Tim's sincerity, his
neat and courteous manner, and his sch20l record. He hirad Tim and told him he
would begin at $L50 per month. He would receive one week's paid vacation, several
paid holidays, and hespitalization and insurance raid for by ths company. ..

The biggest benefit cr extra was that the company would help pay his expenses and

would buy his drafting equipment if he would take the drafting courses offered by
a nearby technical institute.

Meanwhile, as he gained skill and experience, he would take on more responsibility
on the job as a junior draftsman or drafteman.

Also, his pay and vacation would be increased. He could expect to be making well
over $500 a month when he gaired experience.
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Tim learned that his better-thsn~average grades in math, physical science, and
vocational courses helped him get the job. These courses are of real value to

a draftsman. He often must translate necsurements, spscifications, ideas, and
rovgh sketches of engineers, architects, or designers into vorking plans, Draftse
men use compasses, dividers, scales, protractors, triangles, drafting and print-
"ing machines, and many other instruments in making their drawings.

Tim was going to become & draftsman for a construction firm. Manufacturing in-
dustries that make such things as machinery, electrical equipnent, fabricated
metal products, and transportation equipment need draftsmen. Also, engineering
end architectural consulting firms and public-utilities are looking for qualis
fied draftsmen. Federal, state, and local governmments also hire draftsmen for
highway and public works facilities. ' : o

If you think you would like to be a draftsman someday, you should try to be-
come as well .qualified as Tim was when he graduated. Talk .to a draftsman, visit
& company that hires draftsmen, or sit in on a high school drafting class to

see what you think about drafting. Keep up the good grades also--especially in
Physical science and math,

Talk to Tim. He'll tell you what it's like,

The following information to be completed by local teacher or counselor.

Wage Scale: per hour per hour
State Local
Preparations
High School Subjectss ‘ -
Private Schools; Yes No
Junior College: .
Program " Name of Nearest College with Program

Four-Year College: '
Name of Nearest College with Program

Apprentice Program;

Neme and Address of Local Joint Apprentice Committee
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ELEGTRICIAN

Many electricians are needed to fill job operirgs.

I'm interested in thess upsnings becauss I'm a huilding
contractor and I hirs elsstricians to work for me. Right
now I could use arother whole craw of elscirisians to work
on a downtown skyscrapsx: my compary is building. 1 just
can't get good eleciriscians to do ths work on the many
houses and buildings my company builds.

Most of tha elactricians I krow like thsir work and 2% pall well too.
The wages rw from around $4.00 oxr more ar. houre Somasimss thev have to

v

be out in the hszat or cold, but many fellows liks 4o work hoth :ndoors
and outdoors.

A2 elsctricizn usually buys his own set of hand tools which costs about
$10C. I suprly the biggsr, hsavier %tools. H: has to be gool at usirg
these tools %o install electrical circuits in the framework of ovr nsw
buildings, H: has to read blusprints and follow ingtrucitions carsfully.

There is some danger of electrical shock so hs must obey all zafsty
rules to ksep from injuring himself or others. Hs also has to be
careful vhile climbing ladders, walkinrg on scaffolding, ard using his
tools. An electrician often gets dirty while working on ths constris-
tion site. Hs has to work in cramped or noisy places.

A electrician shovld have good vision becanse wiring ig colox-t0ied.
He should be akle to us2 his hands and fingsrs €asily ani bs alsrt,

Electrisians must know and follow national, Staie, couniy, arni lezal
codes anl raquircmsniz. He is usaally tesiad oxn hiz knowlide:s whin he
takes tests to obtain his electriciants licans2,

New fields of sleciricity and elecstronice, ss wsll as boomirg construise
tion, offer mary Jjobs for yourg p2ople who desire a fuiure in slsstrige
itye.

I have the jobs waiting. So do my other comtractor frisnds +hrovghout
the comntry. Mary jobs for slectricians are alzo availarls a* rlants
ard factorizs. We all depand or electricity more and more each day in
our homss, irdusiriss, and tusinosass.

Now we nsel soms depandable electricianz. I'd like to hir:s you vhan
you graduate fror high school.

Tske some shop or trade courses to help you when you hecoms an elactri-
cian. Math, scionce, ard blueprint rsaling or draftirg, as well as
your other courses, are valuable too.
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The following information to be completed by 1oca1.teacher or counselor.

Wage Scale: rer hour ‘ per hour
State Local

Preparation:

High School Subjects:

Primrate Schools: Yes No

Junior College:
il Program Name of Nearest College with Program

Four-Year College:

Name of Nearest College with Program

Apprentice Program:

Name and Address of Local Joint Apprentice Committee
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VAITER OR WAITRESS

Marcia Sloan is a waitress at the Regal Kestaurant. She has
been working there for about four years. She likes her job
and is well satisfied with the pay. Iarcia enjoys working
with people and feels a sense of accomplishment when she
serves customers well.

Marcia first began working as a waitress vhen she was in

high school. She got a part-time job working evenings and

Saturdays at a neignborhocd pizza parlor. She learmed how

to prepare tables, take orders, and serve irformal meals.

She also cleaned up tables since the small pizza parler did

not have busteys. On occasion, she opcrated the cash register or did other small
Jjobs that were necessary. For her work Max<ia received 65¢ an hour plus tips. Her
tips usually more than doubled her hourly wage so she areraged over thirty dollars
a week for her twenty-four hour's work. She also received her meals free while at
work, bul she did provide her own uniforms.

After graduation, Marcia decided to apply for a job at some of the finer restaurants
in the city. She knew she would have mich to learn as she continued her career as

a waitress. Marcia had several things in her favor that helped her become hired at
the Regal Restaurant. She had some experience as a waitress and a good recommendation
from her former employer. She was neat and well-groomed and had a pleasant disposi-
tion. She was a high school graduate and she had taken several vocational home
economics courses which would be useful to her as a waitress. She had also expressed
a liking for her former job, a desire to work with people, and a willingness to learn

new thi.ngs . :

As you can guess, Marcia did very well in her on-the-job training at the Regal. She
didn’'t seen to get frusirated under pressure during the busy dinner hours. She tried
to be pleasant to pecple of all differen’ personalities and didn't lose her temper
when things went wrong. She learned nealtime etiquette, how to prepare tables, and
how to serve fermal meals. She worked hard to be friendly and 4o learn all her cus-
tomer's preferences. Her hard wozk pays off in good tips from satisfied customers.
Her tips account for abcut two-thirds of her income, but with her tips she gets paid
well. Also, ho reals and attractive uniforws are furnished by the restaurant.

There are some disadvantas2s to her jcb or that of any waiter or waitress. Standing
up for loug periods of %time and constantly moving, bending, and carrying can be very
tiring. There ‘s some danger of injury from dburns, cuts, or falls on slippery floors.
Sometimes customers ar~ unreasonable and can't seem to be pleased. At times the
pressure for service at meal hours can be rather hectic. Also, the hours worked may
sometimes be split si1ifts or on weekends. Of course, many like Marcia, feel that the
variety ol new experiences, the different people, and the satisfaction of being a
member of a smooth running team of chefs, cooks, waitresses, waiters, busboys, cash-
iers, and management make up for the disadvantages.

Advancement to head waiter or waitress, cashier, or dining room supervisor is possible
for the person with experience and ability. Community colleges and technical insti-
tutes may offer courses in food preparation or service. Restaurant management should
take some special training.
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SALESMAN

Room service called to swaken Mark McKinma at 6:00 a.m.  As
he showered and shaved, he was mentally reviewing his schedule
for the day. A glance at this schedule, which he has written
on his daily calendar, would show us the following:

T:30 - Breakfast with Ted Johnson of Colorial

Furniture Mart. (Discuss nev line -
pioneer vintage.

9:00 - Call on Mrs. Dale Robinson, owner of
Greenbriar Furniture and Decorating,
Tnc. (Mention range of colors in fabrics
and soil proofing.)

10:00 - Phone coliseum office to check on time
display can be set up.

10:15 - Call home office to check on arrival time
of truck loaded with display items. ‘

10:30-11:00 - Drive to Oxford to meet Morgan Jones for
lunch. On the way, pick up literature
on hardware at Harding's.

11:30 - Iunch - (Be sure to discuss furniture avail-
able in colorial style and the delivery
dates. Ask Morgan abcut recorder on lamps.)

1:00-3:00 - Drive to Clinton to the coliseum. Took up ,
Logan Martin's carpet booth and see if he
would like to have dirner at the Randolf
Restaurant. Meet truck and supervise un-
loading and set up display for the furniture
show.

6:30 - Dinner., (Ask about new textures of indoor-
outdoor carpet available from Logaxn's compa.ny.)

8:00 .- Phone houxe. Ask Susan about the suit she wanted
me to get for her at Harper's Clothiers. Be
gure to ask Matt if he won his little league
game.

As you have probably guessed, Mark McKinna is a manufacturer's salesman. He
represents the Glenwood Furniture Company which is located in the north east
gection of Texas. Mark's normal territory includes North Texas and East Texas.
He calls on retail furniture stores and suppliers throughont this area. He
keeps his customers informed about new products or price changes. He helps

his customers promote and advertise household and office furnishings vwhich Glen~-
wood Furniture Company monufactures. Mark's company relies heavily on him as
their representative. The furniture Clenwood makes cannot sell itself. A sales-
man is the vital link between manufacturer and consumer.
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Mark is a grsod salemmza.  In fact, he wam choasn Yo set up Glenwood!s
display at ths Olio Valley Furmidvre Show im (Climton, Ohio. Wiiile he is
there, he is also calling on astablished and p*‘osp"ct.u'e customers in
the area. Hs is also in charge of the ‘,1“;)1'1‘[ tooth where he will
personally promoie Glenwoodl!s linz of furmiturs,

. We have looked at his schadule for his szcond day inOhio. He will be

there a week befors returmirg howe %o Maxas and his regular sales terri-
toxry.

Mark, like most mamufactursx!s saleamen, svends guite a bit of time
traveling. Most of the *tims he ia only away for a right or two before
returning home. Howsver, hz dozs spend a waek oxr so on the road
occasionally. 8Szlling is hard work. It raquires a person with drive
who can put forth effort ard be wsll orgauzed without close supsr-

-vision., A salesman doesrit punch a *tims clock. He2 must regulats his

vorking hours on his owm for bhast a-*f‘;f.‘..c:_f:r* Yo Somstimes this means
longer hours per day or frase tiwe as the salesnan ssas fit.

. Barnings in salss are quite gool. The average starting salary for men

vwho are collegs grainates is ahout $6,000 per year. Some cowpanies pay
straight salaries, othars straight commission, while most pay both
salary and commisgion. This makes it difficult to find an average for
experienced salesmen. $10,000 por yeor is a fairly valid estimated
average. However, many successful sslsamsn make much moxre.

Some - of the benefits usually incluidsd arz paid vacations and holidays,
insurance, and pensions. Most comparizg cover expenses for hotels,
meals, and transporiation while on the roaio Many supply an avtomobile
for their salesmen *o uss.

A good salesman must have faith in his product and his ability to sell
ite He must have imzgination and be akle to apply his ideas success-
fully. A salesman shovld vndsrstand people and really enjoy working
vith them. A frienily pexsorslity ard a w2ll-groomsd appsarance are
necessary. A4lso, a good commard of the larguagz iz a must. High school
courses in salesmanship, marksting, business, and public spsakirg often
prove valuable %o . a future saleamarn.

A high school diploms ig requirsd bty most coxpanies to eater the selling
fieldo Many corporations require thzir seles representatives to have a
college dsgree since they often dzal with ex=scutives in othsr companies.

Sales can offer a very revarding caresr to many young people, both men
and women. The largs amount of manufacturing that takes place in our
state rsquires many sales reprassatatives.

If you're interested in sales, perhaps you should inquire further into
the openings in Tsxas. Perhaps you, like Mark, might become a top
menufacturert!s salesman,
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The following information to be

compléted by local teachexr or counselor.

Wage Scale: per hour
State

Preparation:

High School Subjects:

Local

per hour

Private Scliools:

Junior College:

Yes

No

Four-Year College:

Program

Name of Nearest College with Program

Name of Nearest -College with Program

Apprentice Program:

Neme and Address of Local Joint Apprentice Committee
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SECHETARY

"My, how things have changed since I was a student in this
classroom!

KR KKK

"Yes, and T know more is demanded of the secretaries these
days, and I want my girls to be the best in Carrollton.
After working several years, you must svrely have some good
advice you could pass on to thew. How about it?"

KFAFAHR

"Surely."
KKK

"Well, girls, you have chosen an excellent vocation, if you like to
assume responsibility and serve others. You should develop your typing,
shorthand, bockkeeping, office machines, and other such skills all you
can, but these things alone will not make a good secretary. You need to
develop orderly habits and a sense of timing that enables you to do first
things first-~to give priorities that provide for meeting deadlines.

"Honesty, good judgment, and loyalty to her boss are most important. A
secretary often is ir posseszion of confidentisl information, which she
must never divulge, ever to her husband or best friend.

"A good secretary is alert and has the initiative to carry out her
duties without being supervised closely. She composes routine corre-
spondence and handles many administrative detzils. She maintains good
liaison between her boss and other officials. She screens calls and
visitors so that only the desirable ones get through to him. She often
is expected to handle personal chores for her supervisor, such as making
reservations, buying wife'!s anniversary gifts, balancing checkbooks,
etc. As she gains experience and is more valuable to her boss, she may
become an office manager or administrative assistant, relieving him of
practically everything but the signing.

"Whether or not college or business school is necessary to prepare a
girl to be a good secretary depends entirely on the program offered by
the high school. Typing and shorthand are not enough; she should have a
good basic knowledge of office machines, bookkeeping, filing systems,
switchboard operating, etc.

"You should make as many business contacts as possible and begin looking
for a job early. Any experience in part-time work looks good on your
application for full-time employment. Many new secretarial jobs are
created each year with the expansion of occupational fields. Opportu-
nities are excellent for a secretary who wishes to specialize in the
fields.of medicine, law, research, etc.

"Salaries range from $50 to $175 a week, varying with local prevailing
wages and your own ability. Salaries in federal government are general-
ly somewhat higher than in private induwstry. Also, fringe benefits such
as leave plans are -
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greater. One reason I have chosen to remain as a government secretary is that
I get uix veeks of paid vacation every year (one to three years' experience -
four veeks; threce to fifteen years - six weeks; over fifteen years - eight
weeks), besides thirteen days sick leave a year, vhich continmues to accumulate.

Secretaries generally work forty hours, five days a week. Sometimes overtime
is necessary, but they are free to take off early during slack periods.

"I am glad I became a secretary and would like to encourage you to learn all you
can, develop your office skills, and even after 'landing that good job', continue
to develop through any additional courses that may be offered on the job or in

the community. I recommend, also, that you apply for membership in the National

Secretaries Association, a fine organization which-further develops a good
secretary."

The following information to be completed by local teacher or counselor.

Wage Scale: per hour ___ per hour

State Local
Prepairation:

High School Subjects:

Private Schools: Yes No

Junior College:

Program Name of Nearest College with Program

Four-Year College:

‘Name of Nearest College with Program
Apprentice Program:

Name and Address of Local Joint Apprentice Committee
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TEACHER

o em—
Do et

At some time during your years in schicol ycu have probably
wished you vere sitting on the other side of the desk . - .
perhaps in your teacher's chair. Perhaps tecoring a teacher
is what you wculd really erjoy for your vecatisn.

=3

How much do you knmow about what a teacher really does?
Here's what Forrest Robbins, who was elected "Teacher of
the Year" bty students &t American High, has to say about
his occupation.

o

e =y
T |

"T personally fird teaching a rewarding career. I enjoy working with people,
especially young pecple, and I get a real sense of satisfaction from helping
guide them to healthy, intelligent, and useful lives.

.

"When I was in righ school, I had a variety of interests and did pretty well in
most of my subjects. Since I hoped to go to college, I was careful to meet the
requirements for entrance by taking college preparatory courses. However, two of
the elective vocaticnal courses which I especially enjoyed were salesmanship in
distributive education arnd technical drafting. When I went to college, I majored
in Industrial and Vocational Education so that I could teach courses such as those
I had enjoyed most in high school.

3

"As you may know, to become a teacher you should attend a college or university
and obtain a bachelor's degree with a major or minor in the subjects to be taught.
Many teachers continue their trainirg beyond four years of college and obtain a
master's or possibly a doctor's degree.

"Some states, including Texas, offer scholarships or loans to prospective teachers.
Your guidance counselor can supply you with information about lcans and can tell
you about colleges or universities where teacher training in your particular field
can be obtained.

"Many openings for qualified teachers can be found throughout sur state and others.
Salaries vary accordirg to the state or areca. The average salary for all secondary
teachers is slightly over $7,000. With a master's or doctor's degree, advancement

to principal, supervisor, or svperintendent would mean better salaries.

"A beginning teacher's salary is somewhat lower than that of other ccllege trained
professionals. However, most systems increiase teacher's salaries for each year
of teaching experience ard for cbtairing higher degrees. Some teachers find it
necessary to seek employment during the summer mcnths. Others spend their summers
teaching in summexr schocl, traveling, oxr taking further college courses to renew
their teaching cexrtificates.

"The work of a high school teacher may be more complex than most realize. Quite a
bit of time is spent in working directly witk stndents during classtime. Much time
is spent in preparing lessons, gradirg papers, making reports, checking records,
attending meetings, and assisting with extracurricular activities for students.

"A good teacher must be understanding and fair with his students. He should have

patience, imagination, and leadership qualities. He must get along well with

others and he interested in the total scheol pregram as well as his own subject |
area.

-57-
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"I like the variety of things that I do each day and the working hours from
8:00 a.m. to 4:00 p.m. in my school suits me fine. Quite a few afternoons
and evenings I have work to do that keeps me at school for longer hours or
necessitates my coming back to the school at night. I like the freedom I
have in my job to organize, plan, and carry out my daily work without close
supervision. In fact, I like my job so well that it hardly seems like work.
Of course, some of those evenings when I'm tired from putting in extra time
or from doing a lot of paperwork, I'm quickly reminded that my job can be a
taxing one.

"I have appreciated this opportunity to tell you a few things about my voca-
tion. Maybe some of you who are especially interested in teaching can arrange
to spend a day with me or one of your teachers sometime. In that way you could
see Jjust what happens all through a typical teaching day.. You might want to
Join your local Future Teacher's Asscciation and also visit a college education
department. Teaching may offexr you a career. Good luck in your future."

The following information to be ccmpleted by local teacher or counselor.

Wage Scale: per hour per hour
State Local
Preparation:

High School Subjects:

Private Schools: Yes No

Junior College:

Program Name of Nearest College with Program

Four-Year College:

Name of Nearest College with Program

Apprentice Program:

Name and Address of Local Joint Apprentice Committee
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VELDERS

Steve and Joe were walking dovm the road
tovard the site of a bridge building project. The
nmen were just coming off the job. A big husky man
named Jim was taking off some protective equipment
as the boys approached. The boys introduced them-
selves and began talking to the man named Jim.

Joe asked, "What is your job on this project?"

"I'm a welder," Jim said. "I put together the big steel beams that
hold up the bridge."

"Do you only work on bridges?" asked Joe.

"No," replied Jim. "I help in the construction of big buildings
and even do some welding on our machinery and equipment."

"Where else do welders work?" Steve wanted to know.

"They work in factories, shipyards, and construction jobs. In fact,
anywhere metal needs to be put together by the welding method.™

"How long are the working hours each day?" Joe inquired.

Jim answered, "The working hours vary, often depending on a union
contract under which a welder works. Usually, it is about eight hours a
day. Sometimes we work overtime to complete a project by the deadline."

"Are there very many educational requirements which welders must
pass?" asked Steve.

'"Well, it is necessary to take training provided by the company if
you don't have any experience. Courses such as agriculture and shop or
high school courses in weldinz are very helpful. A good welder usually
has vocational training which can be acquired at community colleges,
technical institutes, or trade schools. In any case, a high school diploma
or better means more pay as you become more skilled as a welder."

"How much is the pay, anyway?" asked Joe.

"A welder makes from $1.70 to $2.50 or so pexr hour if he is just a
welding machine operator," Jim replied. "If he is a class B welder, he
makes about $2.15 to $3.25 an hour. The class A welder makes from $2.50
to about §4.00 an hour. It pays to work hard to become better skilled."

"It also pays to talk to nice fellows like you, Jim," said Steve.
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"We've just gctten our information for a report for our Introduction
to Vocations class, and we've hecome interested in your occupation.”

"Thanks for the interest, boys. I enjoyed talking with you. There's
a lot more you should learn about welding, however, so you.'d better look
up more facts about ny job," said Jim.

The boys thanked Jim for his time and as they walked away Joe said,
"I'1l look up welding in the Dictionary of Occupational Titles and in one of
the career kits.'":

Steve broke in to say, "and I'll look it up in the Occupational Outlook
gandbook and the Chronicle File."

" s Doea their conversation sound familiar? Maybe it's time for you to
get busy.

The following irformation to be completed by local teacher or counselor.

Wage Scale: per hour per hour
State Local
Preparation:

High Scheol Subjects:

Private Schools: Yes No

Junior College:

Program Name of Nearest College with Program

Pour-Year College:

Name of Nearest College with Program

Apprentice Program:

Name and Address of Local Joint App: cntice Committee
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FILMS (16im)
P.S.J.A. MEDIA CENTER

"Bookkeeping and Accounting" (009) BAl 11 min. J-S
"Bus Driver" (370) 11 min. BMW  p-I
"Duties of a Secretary" (135) BM 22 min, J-S

"Fireman"  (378) BA 11 min. P-I

"Food Store" (379) BA 13 min. P

"Inside the Weather"  (316)  Col. 133 min.  I-J-S
"The Doctor"  (374) BA 11 min.  B-I

"The Farmer" (151 & 1514) BN 11 min. P-I

"The Policeman" (189)  col. 11 min.  P-I

"Weather for Beginners" (238) BAW 11 min, P

"Weather" (Understanding Pricipitation) (257)  Co1l. 11 min, I-J

REGION I
"Airplane Trip by Jet, An" (3xd. Ed.) IVE’OC_)8 11 min. Col. P-I
"Community Services" MP1170 Col. 11 min, I
"Dairy Farm, The" (2nd. Ed.) MPO591  Col. 14 min,  P-I
"Dairy Farm to Doox" MP1173 Col. 11 min. I
"Duke Thomas, Mailman"  MP1205  Col. 16 min. I
"Essentials of Drafting" MP1126  Col. 23 min. ~ S8r,
"Food Store, The" (2nd. Ed.) MPO739  Col. 13 min, P

"Helpers at Our School" MP062} Col. 1l min. (Elem.- may be adapted
for 5th. grade)

"How Weather is Forecast" MPO89T Col. 11 min. I-J

"Job Interview: Whom Would You Hire? Three Young Men" MP1120
Col. 16 nmin. J=S

"Job Interview: Whom Would You Hire? Three Young Women" MP1119
0010 17 mino J-S

A1




"Ocoupations and Opportunities-Bookkeeping" MP1091 Col. 15 min. J-S

"Ocoupations and Opportunities-Drafting" MP1092 Col. 13 min. J=S

"Policeman-Day and Night" MP119l, Col. 11 min. I

"Policeman-Rain or Shine" (revised) MP1193 Col. 11 min. I

"Seoretary, The-A Normal Day" (2nd. Ed.) MP0219 Col. 11 min., J-§

"Secretary, The-Taking Dictation" MP0220 Col. 11 min. J-S

"Seoretary, The-Transoribing" (2nd. Ed.) MP0221 Col. 11 min. JS

"Take a Letter...From A to Z" MP0O506 Col. 15 min, J-C-A

"The Policeman" (3rd. Ed.) MP0188 Col. 16 min., P-I

"Transportation Maintenance" MPOLSO Col. 11 min. I

E=3

"Iyping Skills-Building Speed" MP0868 Col. 11 min. §-C-A

3

"Typing Skills-Daily Job Techniques" MP0869 Col. 13 min. S-C-A

TEXAS EMPLOYMENT COMMISSION

There is an excessive amount of '"Red Tape" when ordering films from
the State Library at Austin so we are asking you to simply call us

about 3 weeks prior to anticipated showing of the film and we will
order and deliver your film.

"Careers in Health Ocoupations"  (Col. 11 min.

"Cooks and Chefs" Col. 7 min. 9 sec.

"Drafting" Col. T min, 23 sec.

"Opportunities in Sales and Merchandising" Col. 12 min.

"Opportunities in Welding" Col. 7 min. 11 sec.

"Telling Your Story in an Application" Col. 11 min.

(32

"The Fruits of Our Labor" Col. 28 min.

"The Neighborhood Youth Corps" Col. 7% min.

"The Story of Dudley the Dropout' Col. 12 min,
"There Must be a Catch" Col. 12 min.

3

"Your Job Interview" Col. 1l min,
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E.J SCITHYWESTERY DELL TELEPHONE FILMS
"The Operator Color 1Ly minutes

" RESOURCE PERSONS

Advertising Personnel
Chainstore Cashier
Cosmetologist

County Health Nurse

Distributive Education Coordinator

Dietitian, Mrs. Parks (P.S.J.A. Food Services Director)
Electrician
Farmer

Industrial Co-operative Training Coordinator

Interior Designer and Decorator

I Local Businessman

Local Grocer

Nurse

Personnel Director

Police Officer

Restaurant Owner
School Counselor
D Social Secuﬁrity Administration Office Speaker (Mr. Martinez)
, 'Texas Employment Commission Representative
-  Vocational Agricultural Teacher
Ci Vocational Counselor
Vocational Office Educatioﬁ Coordinator
Welder

o | 113
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FIELD TRIPS (DFSTINATION)

Airport

Automotive Repair Garage

Canning Plant

Car Agency

City Hall

Construction Site

&3

Dickie's Slacks

Dry Cleaners

==

Farms

Furniture Store

Haggar Slacks

=3

Hospital or Dental Lab.

Hotel

Laundromat
Meat Packing Plant

Newspaper

&3 O3

Packing Shed

: Post Office

P.S.J.A. High School Vocational Building
Public Utilities (C.P.&L. and R.G.V. Gas)
Restaurant |

Retail Store

San Juan Beauty College

Sexrvice Station

{L} Shopping Center

P Southwestern Bell Telephone Business Office

t Southwestern Bell Telephone Plant (McAllen)

r’] | Texas Employment Commission |

” | Vocational Office Education Classrooms at P.S.J.A. High School

-
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FIIMSTRIPS
P.5.J.A. MEDIA CENTER

G-6 Foundations and Occupational Planning

(#4) "What Are Job Families?"

G-16 Mammers Make a Difference

(#2) "Table Manners"

G-17 Occupational Education
(#1) "The Job Interview
(#3) "The Waitress"

(#8) "The Nurses' Aide"

S-108 Basic Intermediate Science Group I

(#4) "Finding Out About Weather"

§S-113 Exploring With Science (Shortstrip)

(#7) "Wnat is Weathex?"

$5-126 Community Helpers Series Set I
(#1) "Bus Driver"
(#2) "Grocexr"
(#6) "The Doctox"

55-127 Community Helpers Series Set II
(1) "The Dentist"

0s. AA5




S5-125 Community Helpers Series Set III

3 =

(#5) "our Post Office"

SS-134 How Ve Get Our Foods
(#1) "The Story of Milk"
(#2) "The Story of Bread"

(#3) "The Story of Fruits and Vegotables"
(#4) "The Story of Meats"

SS-135 How We Get Our Hemes
(#1) "Planning the Heme"
(#2) "Building the Foundation"
(#3) "Building the Shell of the Home"
(#4) "Finishing the Home"

S55-139 The Neighborhood

-1 OO 3O 05 &2 €3 3 &3 3

(#6) "Trucks at Work"

n

il

- SS-143 School Helpers

< (#1) "The Teacher"

m (#5) "The School Nurse"

116
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- MAGAZINES

American Homes

McCall's

Red Book

*¥Sullivan Reader (Book 10)

Texas Outlook

A Guide for Occupational Orientation

Book of Knowledge

BOOKS

Compton's Pictured Encyclopedia

Dictionary of Occupational Titles

Encyclopedia Britannica
Job Guide for Young Workexrs

Occupational Outlook Handbook

Rio Grande Valley Telephone Directory

World Book Encyclopedia

*Schools using the BRL Sullivan Reading Series will find this book useful.
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ADDRESSES FOR ADDITIONAL INFORMATION

American Trucking Association
1616 P. Stre(—‘t N.V.

Washington, D.C. 20036

Associated Master Barbers and Beauticians of America,

537 South Dearborn Street
Chicago, Illinois 60605

Association of American Law Schocls
1521 New Hampshire Avenue N.W.

Washington, D.C. 20036

National Association of Barber Schools Inc.
750 Third Avenue

Huntington, West Virginia 25701

Resource Center
Texas Education Agency
201 East 11th. Street

Austin, Texas

Texas Committee on Careers in Nursing
434 South Main Avenue

Suite 205

San Antonio, Texas 78206

The American Bar Association
1155 East 60th. Street

Chicago, Illinois

A18
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