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ABSTRACT

The document is a response to the evidence indicating
that the majority of workers who lose (or are unhappy in) their jobs,
do so because of factors other than lack of job skills and that those
seeking employment must possess more tham just job skills to be
successful. Since the task of vocational educators is to prepare
students for successful employment, it is necessary that vocational
programs include instruction and activities that develop koth Jjcb
skills and personal and leadership abilities. This instructor's guide
is intended to assist in the development of a curriculum which will
meet these objectives. A personal and leadershir instructional
package for vocational students makes up three-fourths of the guide.
It is divided into four sections: personal develorment, sccial
attributes, leadership skills, and job knowledge. Within each section
the material is presented in four columns: performance gcal, required
knowledge, learning activities, and references and aids.
(Author/sh)
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INTRODUCTION

Leaders in business and industry tell us that 80% of the
people who lose (or are unhappy) jobs, do so because of factors
other than lack of job skillsl!! They further emphasize that
those seeking employment must possess more than just job skills
to be successfull

What then must the individual possess to make him more
employable and better assure success and advancement on the
job? Leaders in industry call it many things. Some of the
attributes given are:

l. Good attitudes

2. Poise

3. Friendliness

4. Responsible

5. Positive "self concept"
6. Cooperative

7. Good "listener"

8. Teamworker.

9. Communication skills

10. Appearance
11. Problem solving ability

The vocational educators mission is to prepare students
for successful employment. It appears the vocational program
must include instruction and activities that develop both job
skills as well as personal and leadership abilities.

This document identifies various aspects of personal and
leadership development desired by industry and provides acti-
vities and reference information to develop student capabili-
ties in them. It is intended as a guide to assist the instructor
to develop his curriculum to meet his program objectives.

There may well be other activities which are important
and useful in personal and leadership development. The refer-
ence aides listed are only a sampling of the numerous resources
available. It is our hope that local teachers will critique
this document and supply us with additional information for the
reference section so we can include them in future printings.
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WHY? PERSONAL & LEADERSHIP DEVELOPMENT! !

Every T & I program should include an active VICA program as an
integral part of instruction.

President Nixon, in a February 1972 letter to the Executive
Director of VICA, said: '

"Several reports on the Vocational Industrial Clubs
of America have recently come to my attention, and
I want to tell you how impressed I am with the
activities of your organization."

"The young have a special vision of purpose and
idealism which America will certainly need in the
future. And America also needs the skills which
VICA members are learning and applying -- not just
for a better life for themselves but for the good
of their neighbors as well."

The National Advisory Council on Vocational Education, in their
7th Report in November 1972, said:

"For many years, Vocational Student Organizations have
typified the cooperation between education and the
private sector which is being so urgently sought
today. These student organizations have supplied
their members with incentives and guidance which we
recognize now as essential to bringing relevance to
education, and which we accept as an integral part

of the emerging career education concept."

"We must provide - at every level - a welcoming
climate in which these vital organizations can
grow to their full height. They must be given
every reinforcement."

Reference is made to the policy statement by the former U. S.
Commissioner of Education, Mr. James E. Allen, Jr., dated
January 29, 1970, entitled "Vocational Education Youth
Organizations:"

"The purpose of the Office of Education in
encouraging youth organizations, which are related
to instructional programs, is to improve the
quality and relevance of instruction, develop youth
leadership, and provide wholesome experiences for
youth not otherwise available within the schools."

U. S. Commissioner Marland regarding vocational youth groups
at the AVA Conference in'December 1971:

"I enthusiastically support all vocational education
youth groups."




In December, 1972, the Washington State Advisory Council to
Vocational Education, SCR-23 Report to the Washington State
Legislature, made the following recommendations:

"The State Board of Education should include within
its existing occupational education requirements
substantial attention to the development of good
work attitudes and habits and human relation skills
required in the working world."

"The State Board of Education and the State Board
for Community College Education should see that
good work attitudes and habits and human relations
skills are given increased emphasis in the
vocational training programs under their juris-
diction."

On September 25, 1970, the Coordinating Council for Occupational
Education adopted guidelines for vocational education youth
groups. A quote follows:

"Vocational education youth organizations should be
used as integral parts of vocational education
instructional programs in public and private schools,
and should complement and enrich instruction.”

Quotes from the Washington State Plan, Part I, include:

"The use of vocational education youth organization
activities as an instructional vehicle in preparing
the vocational student for his career objectives.
Such activities will be co-curricular when they
complement the vocational instruction offered and
are supervised by persons who are qualified as
vocational education teachers and supervisors in
Washington."

"The program of instruction should include activities
of vocational education youth organizations which are
an integral part of the vocational instruction
offered and which are coordinated by vocational
education personnel."

Superintendent of Public Instruction Form 72-5, "Criteria
for Vocational Education Programs," states:

"Leadership development through planned activities,
providing for transition from school to job, is an
integral part of the program. The vocational
education youth organizations are designed to meet
this need.”

"Student leadership development activities are an
inseparable part of the total vocational learning
experience. The program proposal narrative will
specifically indicate how leadership development
will be provided. This will include objectives
and estimated classroom time."



VOCATIONAL STUDENT ORGANIZATIONS

How do vocational student organizations relate to job
preparation programs? These organizations are designed to be co-
curricular with the vocational program. They concentrate on self
concept, leadership, initiative, teamwork and involvement. They
place emhasis on directing student leadership to work toward
their goals, positively, within the frame work of the establish-
ment.,

Participation in a formal organization offers opportunities,
challanges and benefits not generally available in the classroom
setting. Some advantages are:

1. Group identity/status (State and National)

2., State and National activities
a. leadership training
b. competitive activities
c. State and National officers

3. Recognition by industry
One way of visualizing the relationship of vocational

student organizations as an integral part of the instruction-
al program is:

Certain activities and exercises as described in the out-
lines in this document are "built-in" to the instructional
program for all students. The student organization is then
used to reinforce and broaden these instructional concepts.
Membership in the organization is voluntary and those chosing
membership can avail themselves of the additional services
and activities offered by the State and National organizations.

You could liken it to the fact that everyone eats the
meal and those who have cleaned up their plates get desert!



PERSONAL AND LEADERSHIP DEVELOPMENT INSTRUCTIONAL PACKAGE
for

VOCATIONAL STUDENTS

The instructional program for Trade and Industrial
Education students should develop characterisitics in
the following catagories: Personal, Leadership, Social,
and Job Knowledge. Skills and Knowledges in each of
these catagories will equip the student to better
function and succeed in his work and lead a full life.

It is suggested that whenever possible in using the
performance goals in the following section, the teacher
put himself in the position of an employer or manager
from industry and the student in the role of the employ-
ee. Emphasis should be placed on making the instruction
relevant to the employment field for which the student
is preparing.

Each student completing his course of study will
have developed capabilities and skills in Personal,
Social, Leadership, and Job Knowledge areas, to
prepare him to succeed in his future job and lead

a full life. The program will place emphasis on
student involvement and embrace the concept of '"take
the person from where he is and develop him to the
extent you can."

tX>Oon



PERSONAL DEVELOPMENT
for

VOCATIONAL STUDENTS

The Trade and Industrial Education student needs
to develop certain personal characteristics which will
prepare him for situations he will encounter in both
his employment and everyday 1life.

This section identifies performance goals and methods
the teacher can use to develop important personal attri-
butes for each of his vocational students.

As an integral part of the instructional program,
the student upon completion of his vocational
training will have developed personal attributes
sufficiently to enhance his ability to cope with
situations he will encounter in life and his work -
for a successful 1life.

>0 0
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SOCIAL ATTRIBUTES
for

VOCATIONAL STUDENTS

The Trade and Industrial Education student needs
to develop certain social attributes which will prepare
him for situations he may encounter in his everyday
life as a functioning member of society.

This section identifies performance goals and methods
the teacher can use to develop important social attri-
butes for each of his vocational students.

As an integral part of the instructional progranm,
the student upon completion of his vocational
training will have developed social attributes
sufficiently to prepare him to coge with any
situation he might encounter in the future as a
functioning member of society.
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LEADERSHIP SKILLS
for

VOCATIONAL STUDENTS

The Trade and Industrial Education student needs
to develop certain Leadership Skills which will prepare
him for challenges he may encounter in the future and
afford him the opportunity to advance to the fullest
extent.

This section identifies performance goals and
methods the teacher can use to develop important leader-
ship skills in each of his vocational students.

As an integral part of the instructional program,
the student upon completion of his vocational
training, will have developed leadership skills

to enable him to accept leadership challenges he

may encounter in his job or other facets of his
%ife and use this leadership ability to be success-
ul. .
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JOB KNOWLEDGE
for

VOCATIONAL STUDENTS

The Trade and Industrial Education student needs
to develop certain skills and knowledges about the world
of work to prepare him for situations he may encounter
~in job procurement, maintenance, and advancement.

This section identifies performance goals and
methods the teacher can use to develop needed "job know-
ledge" in each of his vocational students.

As an integral part of the instructional program,
the student upon completion of his vocational
training, will possess skills and abilities to
identify, secure, and maintain employment in the
field for which he has been trained.

s N o Nop]



Anysnput Tecoy
soTouabe Juauiorduy

saATyRuosaxdax Anysnpur

_ An3snpur
sotousbe quaulotdi® TeooT

Anysnpur
sotousbe JuauwoTdu® TeOOT

Axysnpur
sotousbe Juanfordi® TeOOT

uetd e dotaasaqg
suoTsSsnosTp dnoxn
Fmsg woay xoyeads
stepour Apmg

Anysnput Aq
3}ORqPS9I RTA ISUPEI
Aq pefuerze saTa
~Tout JuswdoTdus Terngoy
saoyeads Axysnpur
UOTITISAUDD YOIA
furierd stog

o1doad Anysnput aaToaux
wTITISdmo YIA
Wy anbrytao-Anysnput

Teo0T uDxy sordues

Ino BUTTITI SoTioeid

asodxmd suTTIn0
Juaumoop Jo uoTieredald
Ansnput woad sxoyeads
9SANOD UOTILDTUTUNIY)

soTdures Apn3s

SSOITUMDO AXOSTADY

ssero Aq senbrjtIo

pre furitam aunsay
Axysnput upxy saeyeads
samsax atdues Apms

uoTyooTes

uoTyeoTTddRe
Kxbut

yoIeOSay
UoTIED

~TITUSPT JUDBINO0II

nmun J03 uwerd e SuUTTINO

: ssaoons
103 sanbrupen
arox anok

¢3T ST Jeym
MOTATUT

J0F JOOT
sxafordm sbumiy

uoT3ednooo

pPo3ooTes e utr Juawlordud
futureqqo 303 uetd Te03
e urerdxe pue doraasg

MITA
=xout qof e ut Syedrorixed
03 ATITqe SeTysucua]

spoyiamt -

asodand
soue3xodint -
uoTy

-exedaxd uoryeotTddy

JuaquUO)
aT&as
osodmg

asodard

umogy xadoxd

¢3T Ut ST Jeym
wTieredaad aumssy

uoryeoTIdde qof
e aredaxd A1xsdoxd o3
ATTIge SR SjexIsuciBg

wrt3eoTidde ool e
J0J UWOTIONPOIJUT JO I933I[
a3etadoxdde ue axedarg

Jusuotd
- SuturE3lqo UT 9SN IOJ
amsax Teuosxad e axedaag

SPTY 3 SaxXABIDITY

SSTITARNY Suturesy

abpoTmowy partnboy

sbpaTmouy qop LINAN TYNOILONILSNI TYNOILVOOA -

TEOH BOUBMIOIIDI



sbuTisau YOIA

UOTSSTOSTP dnoxo)

butrXerd atoy

soTpMmS 9sY)

saafo1dug sxoxeads ATysnpur

qol uwo 371302d JO 30933
3130xd WO 038
‘sbertods ‘3youn ‘awry
uoT3IoNpoId-uou

‘sensem 3o 3093Td

Sanoq  TeTx3stpur

SUOTSSNOSTP dnoxo
sroyeads Arysnpur

TauTeyp 9933 UKD
ISPEST JULLIAA0D JUSpPN3s
TeuT3RU
sje3s
o001
OTIJO WIA
a0y dous
Sutferd sty

souexeadde

I3sBM

drysueup{Iom aFesun
TuTeTAIO STUDIO

spnaTiae aarjebou

KTeloTsTP

: IFom
uoTIRUTPpIOqNSUT
souepuaije Jood SOURDTITUDTS
: sJo Jo xspao ut gol ussop
JuawloTdin uo 309IFH JO SsOT uT 3ITNSaT 03 47
Sprepuels pue ‘senx =TT ISau SOTISTISORILYD
'syuaupITnbax oL pUe S3TRI} SSOUR S3EOTPUT
a1ox ok szoloTde
TaloTde pue seafoTdi® w 309339
‘nok w 09330 pue soue3xoduT S3T pue
é3T ST JeyM ATysnput UT SOTUDUOOS JO
SOTUDUCOS oL soTdroutxd sz urerdxy

SUOT3ETaX IOCeT-
S3TNSSI poITSIp~
pepsou STITYS-
ssTox- uorjenaTs gol peget
spoaul- ~TUITS B UT SIS0 IsTATSdnS
uorsTazadns STdTOUTId /pesT 03 ATTIqe S3exysucusd

SPTY 3

SSOUSIDFTI SOTITATIV HutuTes]

abpaTMouy paxtnley : 10D SoUBUIOIIDg

abpaTmouy qorf IINN TYNOILONYILSNI TYNOILUYDOA O

4
2



SIXT} SOTWOUCOT
saTueduD

SIXT] SOTUDUCOF
soTuedicD
suoTup

sxaloTduim

buryzes TeOH
suoTssnosTp dnox
smo} Axysnpur
stoyeads Arysnpur

sbuta
TebeT pue sprepue3s
snotaaxd Jo Apnjs
SUOTSSNOSTP dnoxd
staued

‘saonfeads ‘/sreUTUDS
uﬂ@bmﬁﬂﬁﬁ:mg

steob axmany anox
qof-ut srox MoK
ssaoons
03 seNJTIUoo Les
a1doad ngysssoons Jeym
qof = 3o
ameu Syl puelsaspun

JoqeT pue juswsbetrent
Jo a1ox aaTyoadsay
é9Tox anok ST Jeym-
¢l mok
30933 3IT SOOP MOY-
éiT ST Jeym-

:BuTuTROIRq SATIOSTTD

suorjezTuebIo

ut uorjedrorixed-
ATaTioR TeTOOS-
STTDs drysIopesT-
sopn3Tie TeuosIod-
STITS ool-
UOT3O09TasS 29
~fotdue ut juejxodurt

PutT3y PTSTF USsoyo
utr sxafotde JeyM

- eaxe JuawioTdue uSSOuD ut

SSaVONS O] TeTiussse Jsaul
S3TeI] pue ‘sSOTISTISoRIEYP
‘STTTYs souejxodurr 3o
I9pIO UT 3ISTT pue urerdxy

eaIe Juauiordse
Ternotixed sty ut shetd
bururebireq aATIOSTLoO
drysuotaerax a3 3o burt
=pue3lsIsSpun Ue 93eI3SUaBSg

seofoTdi® ITaU3
Jo 30adxe PIoTl USsOp

ut smfoTde Jeym urerdxa

SPTY 3 SsUI=I93sSy

SOMTATIN BuTures

abpermouy paxmbay

Te0H SoURULIOIISg

abpaTmouy dof IINN TYNOILONMILSNI TYNOIIVWDOA



LIST OF REFERENCES

Personal Development
Success Unlimited Magazine, Combined Registery, Co.,
The Arcade Bldg., 5335 Broadway, Chicago, Illinois 60660

Local Officers Handbook, Ohio VICA, State Office Bldg.,
65 Front Street, Columbus, Ohio 43215

Toastmasters International, contact your local group

American Vocational Journal, 1510 "H" Street N.W.,
washington, D.C. 20005, September 1971

Social Attributes

Etiquette Books
Communic¢ation Skills Texts

Fraternal Organizations

Leadership Skills

Leadership Handbook, Vocational Industrial Clubs of
America, Falls Church, Virginia, June 1970

Leadership Training - Conference Leadership, Louisiana
State Vocational Curriculum Development and Research
Center, Natchiloches, Louisiana, 1976

Junior Chamber of Commerce, contact your local group

Job Knowledge

Employment Offices
Labor Organizations
Employment Security

Vocational Counselors




