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ABSTRACT - ' _ - . . R '
o o . The major purpose of the pre-occupational track of
Manitoba's ABE program is to enable students to get first~hand _
information about the world of work and to get information about = -
themselves that will assist them in crystalizing an c¢ccupational

choice. The program is designed to move students from an Avaremess

stage through an Exploration stage to a Preparation stage. Unit I
consists of activities where students become aware of the L
implications of different occupational choices, where they explore a
~ series of career clusters, and where they learn decision making '
‘gkills and use them in expressing an occupational preference. Unit
11, the exploration stage, enables the student to find out first~hand
‘whether the role required by a worker in the occupation preferred is
one that he/she would want to adopt. In Unit III, a student who has
_crystalized an occupational choice will be given assistance in =~
implementing that choice by helping him find a job, obtaining .
on-job=-training, or emrolling in the necessary training program.
Those implementing this program are urged to experiment with the
activities suggested and adapt them to meet the needs of their
particulas students. (Author/PC) - - C -
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~ INTRODUCTION

“The major purpose of ‘the Pre“occupational traok of Manitoba s f; e

» _iABE program is to enable students to vet firsthand information about the

. phuman development. Knoll (1970) suggests that tareer development is a

| 'World of Work and to get information about themselves that will assist
them in crystdllizing an ocoupational cholce, The program is based on the
| model contained in Figure-Iowhich_represents a developmental approach

to career decision making.

The Model

The model is based on the assumption that ocoupational choice is '

| *fpart of the career developmental process which is viewed as or= aspect of '

1,continual process of compromising between the limitations and reality
A,opportunities of the world of work and the knowledge one has about one' s

self, Bailey (1971) states that career development includes all work~relevant |
v_~experiences and activities before and after entry into an occupation.ff |
Occupational choice, therefore, is only a part of ;he process. Proponents
of the theory of career development as opposed to those who support the
trait factor theory of occupationul choice suggest that in every oocupstion
there are people possessing a variety of personal traits, while every person
is equally suited to a variety of occupations (Zacoania, 1970). Trait
factor theorists maintain and operate ont the bésis that for each individuel
,there is one specific ocoupation for which he/she is especially sulted and

the purpose of assistance in occupational thoice is to determine what this

LA od s Bkt i




» Aoccupation is., | _
| The purpose of this program is to assist the petson in finding
' ~an occupation witn which he/she will be satisfied and which will meet
,his/her needs. Vor most people there will be a number of possible occupationsy
“;available to Lhem at the time they will be in. the program._ It is3hoped_ 1
’ ;:that this’ occupation will not.be viewed as the ultimate but'rather that'-th
it is seen as a part of the individual's ongoing ‘career development process.

The program is designed tolmove students from an Awareness stage hﬁ

'through an Exploration stage to a Preparation stage.: Unit I consists of

- ,four main areas of activity, 1) students first will become aware of the

Hf

;“T implications of different occupational choices through an examination of

-iithe 11ife- style or role required by various occupational choices, 2) Students N
'Jwill gain -an understanding of their strengths and weaknesses, 3) concurrently
dstudents wili explore a series of career clusters which will provide them

;_vwith an understanding of the World of Work, and 4) students will learn

K decision making skills and use them in'expressing an occupa wional preference.i,«'

. Crites (1969)48uggests that an occupationai prefernnce is an-expression'of | :

-what a possible future occupation might be and differs from o ccupational

y-_choice which is an intention ‘to enter a specific occupation and from

occupationai aspiration which is fantasizing'what’anvoccupation might he._
- Upon expression of an occupationai choice arrangements will be |
made for students to engage in a real exploration of an actual work situation.
ihe major purpose of the exploration is for the student to find out firsthand
whether the role required by a worket in the occupation preferred is one.

that he/she would want to adopt. This will be done by assigning students




:hto a specific worker on a buddy system and having the student observe

12,;the worker and the role required of him/her for a three to five-day period.

‘}Students may also be given the option of exploring an occupational training
i‘program in a similar manner subsequent to the work exploration if they
;_wish to find out what is involved in training for the preferred occupation. a
This exploration system is based on the concept that real experiences
,are a great deal more meaningful to the student than'the vica*ious experiences
cT_- reading pamphlets and,other sources of occupational information, listening}
to tapes, v atching films and f£ilm strips, etc.~ that are usually the major
1 part of career decision programs. |
| Upon completion of the occupational exploration activities thevf}:’”
‘5 student should be counselled on an individual basis by the person who is
| primarily responsible for thiS-part of their programr ;Examples of,those
| who'uould counsel'are the teacher in a rural area, pre-occupational_track};;
coordinator’in anaurban setting, a coliege.counsellor;cor a combination R
i possible. The purpose of this counselling is to ass!st the student
ajin determining if he/she is ready to move towards an occupational choice,
either the o~cupation explored or one’ that is from the same cluster and
“gimilar in nature. The student who is ready is then at the stage where he/she
‘has made-a tentative occupational choice and proceeds to study job search
techniques on a; group basis and to make indepth study of the occupation |

o pematabedery 4 s .

on an individual basis. The student who is not ready to make. a tentative

2

' occupational choice will return to Unit I and study another career cluster

and engage in the exploration of another occupation.

T ' .
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Upon completion of the job search\technique and ihdepth study
7jof the occupation activities the student should have either crystallized
| jher/her occupational choice or else be recycled through the" process."A

'.t'student'who has crystallized his/her occupational choice'will,then be

'”"given‘assistance in implementing'the choice. This will consist of helping |

" him find a job, obtain on—job—training, or enrolling in the occupational
-"training program needed to help him develop entry skills into" the chosen o

,occupation.v Another important part of the process is giving assistance

T to the student during the first three months after he has left the program. o

hThis assistance will be mainly supportive in nature and is designed to
‘help the student overcome any difficulties he might encounter in coping _j”*
 with his new occupational situation. : ., .
o The model suggested is a tentative_one,and the order o£~the”

~ activities uould“appear to be a logical one. Implementers, hoWever. should

_ feel free to experiment with the activities suggested and adapt the program

. to meet the needs of their students.

Points to Consider o .

iThe following points should be considered in operating_the programx |

peVelhping‘awareness. If-possihle.before starting the students into the

. progran their awareness of the world of work should be increased. ‘This can
be done throuﬁh the use of films, film~strips, television or field trips

to large plants or businesses which feature a broad'sbectrum of occupations.
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The focus should be on the broad speeteﬁm; of occﬁpacions aoanam rathe't
ftnan*on'a'ébecific”Occdoation.- Development of awareness will vary from
ilocale to ]ocale and should be suited to thexstudents and the locale.'i‘
vThe Awareness stage should not be viewed as a one shot effort.,-
ﬁfMethéds.i The methods selected for use in the program are based on the concept”? 
'that the type of student in the program will beneftt more from active rather |
iztthan passive participation.‘ Discussions‘andnreal enperiences are featored,
The program ineludes some group'workbvsome Individuai_work, and out of - .

school work., - . | ;H d
. . . - :\\ .
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-'Time frame. Theﬂprogram‘is designed to‘run‘for'approni%ately 50 hours?in f
' school and at least ‘one. week out of school. The 50 hourp in school will be

spread over a number ‘of weeks and will be offered concurrently with the other

elements in the ABE program.~‘

w; ;nstruction orientation. ‘Teachers who will be involved in the_deliveryfofr_ f;

the_program'will_partioipete in a two to three day orientation to gain an

undersgtanding of the program-andrto’beoome familiardwitﬁ the_materials;~

i

Materieis used in the proggggn. The focus of-the‘program was to develop.a;' .
conoeptualAmodel‘that is”appropriaterfor ABEvstudents. Little,attembt”was:-;l
made to’develop original materials'or resourcee,but rather the’prdgr;m is
designedtto utilize meterials that have alreedy been developed. Some of

these have been adapted in an effort to meet the needs of the ABE students.




*Purposéiof the program. The'major-purpose_of-thefprogram:iE’to aeéiStfthe ff';

!"':student to become gainfully empioyed and to remain employed. The majority
fiof students in ABE programs have not gone on to occupational training ’5fj’
courses at institutions and the program should not. focus .on further B }"
:'finstitutional training but rather on the many occupations that are availab1e7
}ﬁ S f__ to students on a direct entry basis from an ABE program.' Remember the
fbest thing that can happen ‘to a student is for: him/her to get a permanent ‘._
' job in the occupation of his/her choice. This ¢an occur at any time in the ;

program - the completion of all parts of the ABE program should not be “:;?l

:_peen as,a_necessary‘pre-requisite for_graduation.v
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" Activity

- Coneluslons:

Relaied,
Materials:

origins

.".

2.

" To work or not to work -

‘To work or nof 1o work?

Tb pVOV‘dB‘an-oppbrfUn‘*y.+9 discuégf*he mer‘*s‘, .
of Workfng/nof worklng. '

To de1ermine whether 10 remain and work in the cqmmunlfyf;'

or 10 mpve and work away from the communlfy.

| Source: Life Skills COaching Manual

2.

pp 109 = 123 A
_Adap#ed by L.M, Larson

ijq:' " Approximately. | hour
| see Appendix 'A!
T&‘sfay or not to stay?

Source: ' L.M. Larson

o Time: . Approximafely 50 - 80 mlnu*es

gee Appendlx g

_As appropriate

mr

‘20

Lite Skills Coaching Manual
LM, Larson |

v
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y ; Appendix 'A'
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‘Activity I: - TO WORK OR NOT 0 WORK?

//"r " .

?:?-e’i. Raad the sfory of alen*ine Ha?es His Job aloud to *he

class. Discuss the question raised at 1he end. Use 1he:"
video tape, if avallable. |

r/ . W S S

'2;; Ask the students some: or all of +he followlng ques?ions. .
some of whtch ‘could Iead 1o class dlscussion.. L ;

’a)_ what do you get out of a Job besides monev? | --f fg

. b) wWhat satisfaction is 1here from knowing 1ha1 you
have done 8 Job woll? . - A

¢) How lmpor*anf is it to.do wha1 you raally wan+t ?o do?

d) - What happens to people you knov who enJoy/do not. eany
' thelr work?

~ . Why do those who do not en joy fheir work continue to wdbk?f 
~ Where do they get their satisfaction? ‘

3. Suggest that each parson cons | der who‘her ‘he/she
wants to work/not work, and why,

: J‘ . 'a

l“ﬁ
/
W



Activitx

Ltvson nohuting the Topic: To Work or Not. to Work

- Script for Audio;tape:' Valentine Hates His Job

As he stood béside the dusty road thumbing a ride, Valentine
wasn't suro he had done the rlght thing in dQC1d1ng to look for a
JOb in the city.. - Tt's true he had often been on welfare 1n the 1ast

“fow years, but he lovod his small~town.A

| .“But I am-a damn good worker," he said strongly to himself as
'yét another car roared by, coverxng him with a ‘cloud of dust. "i
| may be' poor, but [ llke to be my own boss. What do. those guys from
v-twelfaxexknow? They aren't even their own bosses, but they tell me I

got to work\-~ at anyoold job. My wife don't even understand.ﬁ |

He became so gloomy that he almost turned to go back home when a

s farmer stoppod and otfered a}rlde. He hesxtated gulped and got 1n. R

Valent1ne eventually found a place to stay and regxstered w1th
the Manpower offxce.' Wlthln a few days they phoned and said they had ‘; 2ﬁ'f"
a 1ob sweeplng floors. Valentlne took 1t and showed up for work the L

next mormng. |

His supervxsor gave hlm a broom, showed him where to begxn and
vleft. No one paid much attentxon tu him after that, except to yell

at hxm. The constant”n01se bothered him and he dxdn)t lxke_taklng

o BEST COPY AVAILABLE




orders from everyone. The pay wasn't much, compared to other Jobs,.

but it was bctter than Wolfarc. And it was n1ce to ‘be able to say,
"I have a Job at the Mill," even though he didn't feel he was d01ng,j-'

“much,

As time went on, Valentine decided he wasn't really happy.v There'~ ;;i
Adld not seem to be much purpose in hlS work; besxdes, he felt his job - o
was looked down on by those same people who had told him he. must work.:‘ -
Flnally he dec1ded that they must have made a job for him to get h1m &
- off WGlfare. Funny though, he thought, “They didn't make any JObS B ‘-;.-n
hlgh up. G In his mind he would shout at the Welfare Worker, VWhat
kind of lousy’ Job is thxs’ You creeps can have it,. It's no good for

me,'" R
. I

But Valentine plUgged away at it; He fmgured he'd 11ke1y nGVer
be promoted, since he had hardly any educatlon, but he wasn't go1ng to
pack it up yet. ‘The way he figured it, the guys that he saw running
around in the white shirts maklng all the money weren't very happy
" either. He heard them.complaznlng that they 'had no say', that thetr'.‘ .

jobs were boring,  He notited,they had to follcw-orders just like he did,

"What is everybody killing themselves for,”‘he wondered, "if they
don't even feel that what they are doing is worth something besides a

pay cheque? There must be something good about steady work that I '

E S




~ don't understand yet." He kept'workihg for the money, still trying
. to figure out the whole thlng, but he mlqsed hlS friends and fam11y

ack homo

: One day, at the bctlnnlng of summer, he watched almost sadly as he |
saw some men getttng ready to go. f1sh1ng._ Someone even teaued hlm |
about "making’ good in.the b1g c1ty.” "To hell w1th 1t,” he thought Qu"
suddenlv,h”why should I Sthk at thls lousy job? Perhaps I could get
| another job, one " 1'd like!" But Valentlne worrled that any job he |

'could get wouldn't be much dlfferent. The thought of staylng 51ckened |

him, but. he was undec1ded He dzdn't lxke bexng called a bum and havmng~f o

~1h1s W1fe and frlends nagglng h1m about belng lazy.

_ | Just then Valentlne notlced a frlend looklng at h1m curzously.
He dec1ded to tell h1m his problem and ask his advice, He explaxned _
| - his thoughts about ot 1ik1ng the job in splte of the money .o and about

- how he liked being on his oun much better.

""Do you thinkI. should stay here at a JOb I hate, or should I .

1 pack it up? I've got to decide pretty quick.':

7If you were hisffriend, what would you adviSe? i

SOURCE: ~ Life Skills Coaching Mghual
pp 116 « 7. -




Unit |

Item A

loy
Actlivity 2
Method

,2}

. 3.‘

~ Appendix '8

TO STAY OR NOT TO STAY

Break'In*ovgroups of three or four

Lis1 the reasons for staying in the communl?y to work

,(approxima*aly 10 minufes)

Dtscuss the advan*ages and dlsadvaniages of remalnlng

- (IS - 20 mtnufos)

4,

5.

List the reasons for Ieaving *he communl*y

Discuss the advanfages and disadvanfages of Ioavlng

" (15 = 20 minutes)

6.

Each person take flmo to consider hls/her own. posl*lon

with respect to remalning ln/leavlng *he communl*y

o work,

; -
/.,
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Sub ect ! PERSONAL_ROLES

- gbjective: - To provide an oppor¢un11y to identity varlous roles and

| ?he way fhaﬁ Time and money are spen* as *hey are related, .

’Formé* of
- activitles

- Ac#lQi*ies L -3 lden?ifying Personal Roles.

Source: TRANDS. cnu'rme A CAREER , JULY y 197h

' Time§;~ Approximafely-s - 50 mfnufe'sesélons
ﬁ”ﬁfZ{See Appendix A -
 conglusions: As appropriate

. related

"&g*eéiats:V

| Oriain: | l.‘ TRANDS, CregtinLa Caree, July, 1974.
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Activity  Exercise '!: Ten Persons | Am .

e

SR I : The ins#ruc#or firs? explains that The “"ercise will help
' ~each student to answer the question, "Who Am 1?". He should-—-as
explain that all people f111 several roles as they pursue the
activities of their everyday lives, A man might be employed in.
a garage: to the owner he is an employee, to another employee
he may be the foreman; at home he is. the husband and father:
his friends see him one way, work associates yet another, The
students are to develop a list of the different roles fhey flll
in their daily lives,

2. ’.', Each student tears a sheet of paper into 1en pleces abou? 1he
same size and then writes on each a rote he considers lmpor*an* '
in his life, in 1he form, "I am a ", .

3, Each student examines the ten sheets on whtch ls listed one
~-of the persons he has ldentified as one of his roles, asking whlch
~one would cause the least disturbance if he removed it from his

life. The slip of paper is to be placed face up on the table or
desk befors him.  From the remaining nine he is to make the same
choice and place this slip on top of the other and so on until -
he has the role which is most important to him on top. The -
ins#ruc?or should also do the exercise with the s#udenfs. '

4. - When all students have: ranked their roles, 1he lnsfruc#or ‘asks !
,1hem to form a close circle. The instructor will model the behaviour
esired from each student by reading the first role he himself - -
oiscarded ‘explaining to the group why it was first discarded,
- then moving to the next, stating why it is where it is and so Qu. .,'“
until all ten roles have been exposed and explained. The =~ .
- Instructor should display a feeling of trust and emphasize the
‘Importance of each role to him. He should display real concern
for the roles in his Iite and the order In which he ranked +hem.
*hus helping the students to follow hts example,

5, Each student In turn explains his series of roles from leas+ to .
most impor1an1 as the ins1ruc¢or has model led, _

Durlng the exercise. ?he ins*ruc+or shoutd draw a+*en+ton +o o
feelings about the stated roles, about fnvolvement, about concern .
for the right answers, about making cholces, and about what has
happened in the group. He should support those students who
hesitate to read their "Ten Persons" or who have |ittle 1o say
about their feelings when they do read their slips. He might
.say sumething |ike, "We would |ike to meet the persons you' are.
Remember, we will not Judge the persons you describe and the
order you place them in, Your |ist may help others 4o find
assump*ions ihev make about +hemselves." _

o | . B




6, After each person has introduced fhe ten persons in
his tite, he should Iist them, placing the most important
one at the top, on the form, Who | Am and What | do that .
Shows:|1. (PFE ). (Sfuden* forms are in. 1ha Career g!annlng
WOr‘kbOOk, ) -

. ' The lists are 10 ald the sTudenfs in undersfanding re!a?ionships
in their own fives and how these help or hinder in attaining their goals.
~ For. fhns reason cach student should be encouraged to make final changes in his
-~ liet which will make it more useful or accurate, by changing the order, adding
Conew roles, or rewording them if they wish to do so. The finalized llsts will .'ff]f
“help them *o\udenflfy some of the strengths and inconsistencies in their lives,

1
i
1t
i
1

102 X

A»Aciivli! 28 \ﬁ' | Ten Ways | _Spend My Time- and
S Ten Ways | Sgend Mx Monex

I Each student will need fwo sheefs of nofebook paper. At the top
of one he writes, "Ten Ways | Spend My Time" and on the other
"Ten Ways | Spend My Money". These lists can be made at the same
time, as working on one reminds the person of answers to the other.
The list should reflect the person as he usually uses time and
money. |f he is working toward a goal in his. studies, school e
might be a very important expenditure of both. The students should-
be told *hey wull not. have to 1e|l oihers of the behavlour 1hey ,
‘record. : . ..

0 2. After their lists are compiefed, all s*udenfs should rank fhem,'
i not by their importance to the individual but by how much *ima or'
& - . money was spent on them during the last monih. »

3, Atter they have completed both llsis and ranked them, “the sfuden?s-
- should record them on ihe form, Who | Am and What | Do That shows .

l‘t.

¢
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Ac?iVu#y 3¢ - COmparison of Roles and tiehaviours

I, on fhe,form, Relating Behaviours to Roles, using the information -
from the form, Who | Am and What | Do That Shows It, each siudenf

oy

lists his ten persons in order in the first column,

-2, Then in the spaces following each role, each student writes in
the second column the number of each way he spends his time in
support of that role. Some behaviours support no roles and
should be recorded at the bottom of the torm opposite the |
heading "Supports No Roles". o R :

3. In the same way, each student fills in the third colum with -
: ways he spends his money in support of each role and at.the . ..
~bottom if no role is supported. . o '

+ The students then study the relationship between their -|isted

- roies and the ways they spend their time and money to note it

- the roles they listed as most important in their lives are

- | - supported by time and money, They may note inconsistencies and
- - make comments like, "I+ means | have some wrong views of myself;

| might have to change some of my behaviours; | have learned

some things | did not know; the exercise took me by surprise,"

They should be congratulated and asked.to consider ways of - -

-changing their behaviours to fit the roles that they consider

important.  Some students may want to change their rank

ordering of "persons they are" as a result of the exercise,
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|, Subject: © ROLE ANALYSIS

| Obiec11ve: e To iden11f9 desired roles and to analyse
| ‘supporting and hindering behaviours;
2, To iden*ifyIWays of chénging béhavtours to

‘make a chosen role possible.

 Format of

| 1Aé+ivi§z o Aidenfifyfng Dested%Rolés

‘Source: 'TRANQS? Orenting a Cafeef, July, V1974

Aw

Adapfed by L.M, Larson
Time: Approximafe'yi'50“minufes

~ See Appendix A

Activity .2. Role Analysis . |
Source: TRANDS, Cpeating a Career, July, 197

Adapted by L .M, Larsén
Time: Approximafely 50 minutes

‘See Appendix B
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RELATING BEHAVIOURS TO ROLES. N
\: ‘* o ’ o - '

o T e
1 | | N THINGS I SPEND MY MONEY

TEN PERSONS THINGS I DO WHICH | ON WHICH SUPPORT EACH . -
. LA | SUPPORT EACH ROLE . | ROLE

at

—— — - = |

o
”
.

-
-

Q
I

LR

. ’
2 L]
C ) : )
i % N ' i e
JAruitoxt provided by Eric Y
c .
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. l [ ]
2.

3.

R

IDENTIFYING DESIRED ROLES

Each person lists ten persons he/she wants 1o be.

Mumber the roles In order from the role he/she could

most easily live without as number 10, to the most.
important role as number |, : ' v

Enter the roles in order on the form provided,

- Relating My Behaviours to My Future.

Complete the last 2 columns using the form from the

- previous lesson as to the behaviours and the ways in-
which time and money are spent to support the desired .

roles.

Fompare the lists as to how the desired roles and the
ways:-time and money are spent to see if the behaviours

support/don't support the roles.

1)

.




PFE V-1

{ e

|

> RELATING MY BEHAVIOURS TO MY FUTURE -

? A.c,‘,'v‘,t:: l........‘,..‘ .Q | v . e b e e ' L me i A semes @

E

'

L

. . B ’ : ‘ . " - '>
" TENPERSONS | - THINGS I DOWHICH  |THINGS I SPEND MY MONEY ON | -
"1 WANT TO BE ~ SUPPORT EACH ROLE | WHICH SUPPORT EACH ROLE.

6.9 LA

7,

80 o

,9..7 |

10,

¢

Sugports.no roles | B F S |

g

. zx £y
. -
. )
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[}




\TEM_A e
103
Aetivity 2. Role Analysis

In this ex.rcise students will be given the opportunity to list forces
for and against progress tewards achievement of a particular role they .
would like to fill, and they will consider ways in which they can change
the course of their lives into more personally satisfying and fulfilling
ones. - - , co . T

‘1. Each student selects his most important role related to family
and his most important role related to occupation,.- If any two
* family roles are closely related, such as "I want to be a husband"
or "I want to be a father", they can be combined-into "I want to
be a family man", for example. .When the two main roles are selected,
the students will use the family role in the rest of this exercise
and retain the occupational role for use in Topic IV, Unit 3.

2. On Role Analysis Form 1 (PFE IV-1) each student writes in his
. chosen family role in the space following "I want to.be a x
"+ Then from the form, Relating My Behaviours to My Future,
completed in Exercise 1, he records those behaviours which are - o
"Forces for Progress" and "Forces Against Progress". In addition, .
he shouid try to identify other behaviours as strengths and weak-
- hesses which may aid or oppose the satisfactory achievement of '
the role he has chosen for analysis. ' - ,

3. On"Role Analysis Form 2 (PFE IV-1), using the family role chosen
- in Step T, each student then identifies thdse things which can
_and cannot be changed. The instructor should first discuss the
, following points with the class: ' '

a., Some factors in the lives of all persons can be changed
while others are more or less fixed, They may.-be fixed-
because the person-physically cannot change them or

- because he does not or will not change them, The purpose
~f the form is to help each student identify and classify
“these {tems. | o |

b.. Students may begin the list by looking at the forces |
which are against progress, since they may make the goal
unattainable. Students may want to consider changing B :
some of them. - S SR

¢. As factors are identified which can be Chaﬁged; the
. student should ask himself, "What will it cost to make
~ this change? What will I gain if I made this change?",

d.  For the forces which cannot be changed ask, "How will
- this affect my goal? 1Is there any way I can make this
| factor work for me?", - - o J
4.  Each student then Tists the things that he has decided he can change :
| on Role Analysis Form 2 to Role Analysis Formn 3 and 1ists ways of
changing them. He should consider both advantages and disadvantages

in making his choice of ways to change.




" PFE IV

ROLE ANALYSIS FORN: 1"

puve _ .

- | ‘f"ﬁi’wantto be a

Problem: " In what_waysf might 1 make -
progress towards my roles? -

Things for Progress -~ Things Against Progress

*Strengths. 1 Have | Weaknesses 1 Have
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ROLE ANALYSIS FORM 2 ™ ™' =

K
. =18

NAME oo e " DATE

|twant to be a _

Problem: What things can I Chari_ggf to P |
o make this role possible? . = ./ . ¢

" fhings That 1 Can Chanae Thines That I Cannot Change

v

|

I

4

t

—y
Full Tt Provided by ERIC. )

3 Q . ' : ‘ : I . R "wd-'l:’ . . i
. vy ‘ .
ERIC . . o | ; “
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. NAME . - : :

=] 9m

ROLE ANALYSIS FORM 8 ™"

DATE

1lwant to be a

~ Problem: In what ways might I change the
| “things to help me reach my role?

“Things That 1 Can Change _ . Mays I Can Change Them

|
|

[

@

-~ atvo——




.go;' 

5 =
184 —
K —3
> .

,-

2

f

.

Subject: - SETTING CRITERIA

Obiec*iVe:' To examine questions whic¢h can Influence occupational
, _ cholce, | » '

Format of -

Activities:

Activity |, Understanding Criteria

Source: TRANDS, OCreating a Caxeer, dJuly, 1974

| .uf.fﬁAdapfed.bv L.M,.Larsoﬁ SR
© Tine: Approxlma*elyASO'mlnd*es. |

See Appendix A

Activity 2. Establishing criteria
~ Source: TRANDS, Oveating a Career, July, 1974

Adapted by L.MsALarsbn
Time:  Approximately 50 minutes

See Appendix B | o I

Conclusionss  As appropriate,

Related

Matorials:

Oriaing I, TRANDS, Creating a Career, July, 1974,
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o a ' | S . appendix A
LTEM A

Activity I:  Setting Criteria,

'Method: l;. Each person shoUId.wri*e or verbally discuss-the
_meaning ot 'cri%e;ia'.
2. Ques*nons 1o answer:
a) What are crn?erta used for?
by  What can each person use to help in setting crlferia?
'3;. QUes?lonsm*o be ahswered‘individuallyaor discussed'in'groups:
s .'a) Wha; are=fi§ed‘1hings in my»lifé.yhich | would be
| unwnllang to change? R
b) Is there any person or place | do not wish *o leave for _
| ‘short or long periods of 1ime?
- ¢) |s there any region where | wtsh 10 remain or would n01
~ be happy.*o live in?
d) What do | went from Ilfe?
e) Lo | want to do |ight or heavy work?

'f) Do | prefer 'ndoor or outdoor ac*tvo*aes?
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ITEM A
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104

RV IONP N

Activity 2:

Method:

1,

2.

3,

5.

n22= R
" Appendix B o

+

Have a briet‘ 'ilvcussion of each of the catogories on the
o at tached sheet, ‘

© Ask thmm to list v xdpr each c.czmp'cry the desired factors to -
* look for in 4 ~,,ot in point fom" :

'Aa.k the students to keep the sheat in thelr' file to be used aa a S

general guiieline in choosing «n oncupation.

Mention nm thewd ovd tcl‘irl are :subwct i change and sbould be
7 moiified ag chanyes ev¢ made in the person s life.

.

BEST m AVAILABLE

Give ons copy of the sheet establishing criteria to each person.

oy




Aopendix B -

TS | | '
ITEM A o ‘) | B L
J‘gﬁv B . - N . ' :
Lo Physical, This could dpbly 1o yan@ral'ph;éical glze, winrdaw A

- ctrength or eniurance. preuence of a physical disability Aaeac uf"'
*cknesq, loss of somebody member, or any physical facter erim
maat bo ccn‘iﬁcrni before making a choice. '

_,.'2, 'wct4cn11 This concerns one's emotional balance and evennaﬂs of
malie -up and the mhilltv to "ithvfand pressure, noice. crowls. anu
1’ I"'Jn“'mao '

RN .
e
- - [ w

_ 3¢ Socials This includes the human contacts a pefson wisheg to
St nalntaln to the extent that  they determine decisionSs'“They
" could be contacts with family, {riends, groups of asbooiates,

~or even the decire to ‘be remo’ad from social contacts., |

e Zocation, Thé"cdnsiderétion ot wherefthé person ﬁants’toAlive:

the east. vest, populated south, or isolated morth: oity or 1

farms; whether he wishes to be indobrs_qr{outside most ofitbe time, -

5 Returnge  The tonsideration of what one expects to receive ag &’
r#sult of his activities. For work, it might be a salary of a |
certain. level, satisfaction of accomplishment, or social status,

~ From leisu*e activities also most people expect some type of |
‘return- for inveatnnnt of time-and energy., ’

’

6. Phyaical Activities, 'Thé cons idoration of the amount of physioal
© " enerpy one wiches to expend at work or leisure. The range can be
from heavy liftinp or a strenuous activity down to where one may |

be reauired to uge only light physical efforts.

7o Fueation and Training. This incliter a vonqidnrati05 of the
" possibilities for the level and type of cducat*nn and training
vhich lo attairable L the student. '

BEST COPY AVMILABLE . oy,

P I YYRU PIE PHTVPT SPRR

I Y
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UNDERSTANDING _OF _ SELF

oy




UNIT |
ITEM B

N YR S

| Vb

Subject: Terminology for Self Understanding and Job Selection, |

Objective: To become aware of the terminology used for gelf undersfahding'

_and job selection,

'Forméf of

, Ac+i§i1jesc

NOTE: = Activities are suggested in order of usage.

Ac*iQi?y .. Defining *erﬁs _ - .
| j‘source:"Pébnell; Dale et al Teacher‘gzeuidé +¢§916£' 
. pp 14 = I5, objective | = o
Adapfed by L.M, Larson
Time: Approximately 50 minutes

See Appendix B

~ Activity 2.  Questions fo Consider o . R
Source: Parnetl,'oale ef'al Teacher‘s guide'*o SUTOE | "
Adapted by L;M. Larson
 Time:. Apprqximaiety.So.mtnu+es

See Appendix B




Conclusions: " As appropriate -
Related . | )
Mé't.erials_: " )
. Origins | o v 1. Teacher's Guide to SUTOE
| (Adapted by L.M. Larson)
.

.'.-") t ’/
LW {




Activity |:

© Method: 1,

- wa8e R
Appendix A

- DEFINING TERMS

Form groups qf'4_-‘6 énd ask each grouwp to discuss and

record their definitions of the following terms:

a)
lb)

¢)

d)

o

B

2,

g)

h),

succoss -

: =y . . ) ) TS
aptitudes
interests

personality traits

| phyéical’aése*s_'"’

values |
physical llmitafions L

achievements or acc&mplishmenfs

Each’ group appoint a spokesman,

~ Have éach-grodp Join one other group and the spokesman |

read fhevdeflni*fbns'alOUd.

3. Discussion about ;he definitions of both groups.

4,

Try to compile a list of similarities and differences

from the |ists,




L

o Aciivi*y'Z: ~ "Questions to Consider -

Method: 1. a) Form groups of 4 ~ 6,_preferably'peo§le you have not -
worked with before. |
b) Diécuss and record in some way the views of the group on. .
| §he.follOWih§;quésfions. ‘Use a 50 mlndfe session. for the

‘discussion of each set of three questions:

set 1. a) How does aﬁ individual's aptitude influence job selection |
o and success? | | |
:rb) How do a person's tnferes*s lead 10 occupafional oppar*unl*ios?v:
| c) What effac* do values have on safisfac*ory Job selecflon |

~and success?

591_11," 'a) Why is self undersfanding of personalify traits imporfani

| 1o wise Job selection?

b) How does awareness of physical assets and |imitations
qonjribufe to sui+able Job choices? ‘_‘ 1' o S

¢) In what way do pasf achievements contribute to finding the

right job and succeeding in i1?

2.  Each group appoint a spdkesman. Two _groups Jotn and *he

Spokesman reads aloud the vtews as recorded. :

3, Goneral discussion of the views of the two groubs.
P
AR o '
Q Mefhod 2. The +wo se+s of quzqfuons in Mefhod 1 could be answered verbally

ot in writing by each tndtvtdual




Subject:  Self Appraisal
ObJective:  To differentiate, identify and define individual»ihbergsts,»valuas
| personality traits, physical assets and limitationg and_acﬁievemén

Format of
Activities:

NOTE:s . " Activities are suggested'in order of usage.

Activity 1.  Find Your oun Interests
. ' Source: Parnell, Dale, et al
" * . Teacher's Guide to SUTOE, June 1969 :
pp 161 -3
Adapted by L. M. larson
Time: ~  Approximately 50 minutes
See Appendix A '

Activity 2. Self Evaluation
: Source ¢ - Parnell Dale et al
~ Teacher's Guide to SUTOE
pp 165 ~ 7
tlapted by L. M, Lavson
Time: Approximately %0 mimtes
See Appendix B |

Conclusioné:_ As appropriate

Related
‘Materials: ' \

0hﬂg§d} Parnell, Dale et al; Teacher's Guide to SUTOEﬁ
Adadted hv 1. M Tanean
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- '_Aégendix A
Ac*iVi?y s FIND YOUR OVN - INTERESTS - :
 Me+hqd'!. o Disfrtbuia nne copy 6f.*he attached Survey of lnferes*s'
| to each individval. |
Method 2, ©  Ask each person to keep the completed form in hisfher .~ -
| -own file folder (which should bg;stpllad)yT Lo
o
i ’




INIT L 30 , .
|TEM B Appendix A
1oz | o
SURVEY OF INTERESTS !
CMame__ | __Sex | o Aee_
TI. When at school last my two favorite school subjects were:
1) S B
II. My three favorite hobbies ;m ,
1)
)
3) _— - _ a——

IIT. The skill T feel best cualified to perform is:_

B IV, The cou,réq-of study or special training that appeals most to me iss

amaea s L S

-.n . ; - - ———————— o

V. I have been told by _ |
~that I am especially good at

VI, Merbers of my family and/or friends have suggested a career as o
me, and T feel it would be _ _ .
A betanson . e -. i SO S w
VI, The work I would really like to do for a living is L .
- Why?_ A iia o . o
- — - —

/ m‘



w3 hm

' Survey of o : ~ Appendix A
Interests - _ :
o continued, ' _ ' ‘

VIIT,Members of my family and/or friends who have done this kind of work
are | K : L '

" IX, Jobs that I have held in the past aves
1. | |

2.

3

-

s

|- liked job mumber _____ the best,

" Job number paid the best., | | | |

© It geemed 1 was most useful and learned the most on job rumber __m;“;;‘
© A, My favorite radio station is

Y

B, The programs I listen to most often for pleasure ares
- l. B , . R .

Lo N
e
-

| XI. The T.V. programs I prefer aré:_-
1. - |

o ddte aradbbidihadiidide b ini e il PN R v _ . L s

-7

3




ggrvex of
nterests

w34m

L i v Mot s i
contined,
mmm

31T,

. 1’

2,
3
- b

. 5;

EAY
.
10,

11,

12,

13;

Check the appropriate column for the following:

Am- I the type or person who can fbllow instructiona to the

1etter?

Do I mind beinp told how tordo a ceriﬁin thinp?

Do I like doing a task exactly the same way each time?

Am 1 exact in the thxnps I do?

Do 1 always remain caln wheng.

.. Taking. a test in school?
Be - Having plans suddenly changed?

C. losing an argument? .

~ D. Losing something important?
-E. Participeting in a sporting event?

Do I state my ideas clearly, verbally, dnd-in writing?

Am I accufaﬁa in my oral and written work?

Do I enjoy writing?

‘.Do I enjoy speaking?

Do I most enjoy workirigly myself?
bo I most enjoy working with others?
Do I prefer working outdoors?

Db’I en joy meeting new people?

Aphendix A

]

=2

in
.I-1
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. ﬁ!’!el of . o | |  Appendix A
A nrerests _ , A S
: _continued. S '

Do I enjoy working with my han“g?

Would I' rather design new products ra?her ?han
- repair old ones?

When I take a permsnent job, the beginning -
salary will be more important than possible =

future raisese
Advancement , to me, means increasing pay

more ﬁhan status or social acceptabilxty.

- Short hours and "good" vacations have more appeal to me than
concern about security and retirement. o

Am I more concerned about what I think of myeelf than 9! what
“others think of me? o |

. ’ ”~
v

fDo I feel more challenged than threatened vhen confronted with
decisions and responsibility. -

';Doee having a job and family appeal to me?

« Does it seem important that my wife/husband'should hold a job
. outgide the homé in order to help the family'e standard of
living? '




Method 2.

~Appendix B

SELF APPRAISAL

Distribute one copy of *he a??ached Salf gvalua?lo

form to aach individual,
Ask that each parson ‘keep the comple?ed form ln hislher

own file folder (which shou!d have been supplied for
Activity 1), - .

Uebtes AAAS. b deh aaledbes e

B e T T > TP VLt 8




' Consider the following 8ix areaS°'

‘Appendix B

A
SELF EVADUATION

Besides obtaining information about careers, occupations, and Jobs and tba traininp
they require, you reed to consider vourself before you can make a deciaion as to
what kind of a career you should choose, - It is very important to UNDERSTALD YOUR«
SELF as well as possible. How can vou? The answers to two questions would: be mo*t.'
helpful., ' :

What do T né%d to know about myself?
How do I find out?

1, Your achleverrents or accomplishments
2.  Your interests
3. Your aptitudes
L. Your persomality
| 5.,  Your values |
- b Your physical assets or limitations

y

’Appraise yourself in terms of these personal characteristios; Here are Ttwo ways.

1. Egnerience. The following check list is for your
use in evaluatzng yourself. It is not a test,
neither is it complete, but it does provide &

way for you to. get before yourself on one page
some of your own ideas about yourself.

2. Other people's observation of you. Your ‘parents,
~ your friends, olassmates, your teachers and. others _
‘can be very helpful in sharing their appraisal of
you.  They may evaluate the record you have made. i
They may also tell you what reaction they have to
; you as a person, Perhaps you will want to show them
: your completed check list,

# Adapted from State of Hawaii, Department of Bducation,

I‘.
A
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- Well liked by most people

One who treats others 8a their
fanlings are not hurt

“Rern %ﬁ‘ a "gales" Lype .
‘7 ccept ceriticism and

succeed

Bothered by Tears that T’”‘or

 — ~¢h'§.u-u~-. Do
.

do them

10ne who doés things well and
promptly even if I don't like to

b@nﬂﬁt by it " -
- Able to tackle tough problems
and succeed s mmstne

Je BEST COPY AVAILABLE

Rey

"38” 4
UNIT I .
IT‘EM 8 ‘ '
o7 . .
-
M{ ACHTEVEMENTS
How well have T Very : “ihe 'i-ig;;"@el,l have | . veryl .-......r .
dore ins Well | Welll Fair |Fxp,! done in: Well) Well | Fair{ Fws,
Seierce _ - Local government IV DR
_Mathematics Specify other o
. Sports activities _
- Communications Mechanical work AN
/ OffIce jobs RSS! R
P Selling jobs X —
— | Warual Iabor | "
"M INTERESTS |
“How well do T 1iket [ Very || Very [ o Tiow welT do 1 Tike: [Very T Tvemy Tho
o lwueh | some{Little|Bass| | Mueh Some [Little Bar*'-_w-.
L meery 4y .. _|Serving People " -
| Mathematics . Persuading people — |
Musie, art, and Planning and - i ‘
- literature _ .organizing‘
. Hobbieg =« specify N
- MY_APTTTUNFS
- How good' am I at: Very I 1 Yo luow aood ﬁiﬁ at:  |Very{ f T
L , ' o Good | Good |Fair Fup. How goo ' 'Good | Good |Fair {Fxp.
JForming mental pictures ' [ . - Readi.zg anfl writ.inp RN —
“Eizing up a situation Solving proﬁems by . _ SO
ouickly . _J reasoning | | - "
“Using figures and " Speed and Gceuracy — Y
_Symbols . i _‘_in assemblin
“Speakmg before groups 1 Drawing and ainting , )
MY PERSONALITY | E C
- I believe that I am: - rYes No | | believe 'tha* | am: | Yes | No
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.

MY VALUES

. impo t : 1. .
Hou important | v | some | Littlefr donrt | HOW 1™ROFTAM Hory | some| Lattle| T don's
_ know - ) ' g know
Money ' ' - : Holding offices ’;“
Security . Personal =
o | appearance .
Home life ( | “Reeping o
"Service o | o standards of
others ' o ; personal
- conduct

MY PHYSICAL ASSFTS OF LIMITATIONS

) . . b
I ghould consider the following physical assets or limitations when selecting a vocations

- . . - . . -
PAruntext provided by eric - L et A
. . - - S " " . . .




Sub eci: ' Surveying Marketable Skills,
Objective:  To list jobs, hobbies, Interests and analyse
B them into skills, |

- Activity 1. 8urveying markefabIé skills

_Sourpe:._Lifé Skills Coachin Manuai» pp'458--:65 o
. Adapted by L.M. Larson | | .
Time:  Approximetely 2 - 50 minute sessions,
| see Appendix A | .
Conclusions: Which of fhe'marke?able skills had you considered _,’}

marketable before this analysis?

Related
Materials:

Origing Life Skills Coaching Manual




R

“Activity I,

Methodi - 1.

S 2)

: .4'.".

Appendix A

Surveying Marketable Skills
Read aloud The Case of Karen
(pp 461 = 2) on.a*%éched sheets.

Use ?hese ques?icns for dtscussion-

a)- What did. *he counsellor see In Karen e sﬁorv?

b) Wha* skulls does Karen have?

¢) what JObS or *ratnung mighf Karen s skills quallfy '

3.

' z;her for? | |
d) IWha* skills are common 1o several Jobs?

'e.g. - working with other people, arganizing facts

Dis1rsbu¢e to each sfuden? a copy of #he furm

 Anajysing Jobs into_Skills and suggesi that the lef1fhand | e

4,

- column of each section be compla*ad. {;}“

e.g =~ Jobs, hobbtes, communlfy in*erosfs, home inieres*s,
Machines

_Bréak up into groups of 2 = 3 (préferabfy-wlfh ppople you know)

and try fo complete the right hand columns of the férm.

(34

4
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108
Method
cont'd.
5. As a class, list skills which apply to various
students, I |
6. -Suggés# that the small groups'complé#e;ihe lés1'-f}%,w*
section of the form, My Marketable Skills, |
O,




Appendix A

The Case of Karen

Karen, aged 32, is married and has four children aged 14, 10,
8 and 6, Her husband, Ken, has a steady job; but his income is bately
endugh for an ective family, Now that the children are all in school,

" Karen would like to go back to work to help him out.

N She has dften thought about going back to work--but wbﬁdefs where
she could get a job, She quit schodl-when she was in Grade 8, She
worked as a grocery clerk for awh11e, then as a dlspatcher at a tax1~‘

. cab company, but that was years ago. Since then she has been a housef

o wife, Karen wonders what ever happened to her dream of becoming a nurse;

.;,ﬁfthéﬁ's Whet she had wanted to be from the time she was'a_very'youngigirlt

'A.KarendecidesWShe-feallw'wants to go back to work. She thinks - W

oAl

- Manpower-might have some ideas of what ehe could do, or at leest tell her'
| 'where\to look—fot a jbb. She makes an app01ntment and goes to the Canada” _
- Manpower Office. The counsellor asks her a lot of questlons‘ "ihat work = -
"»exﬁétience do you have? Do you have any hobbles? Any special interestsf
What have you doné since leaving school? Karen tells about her family,
She tella about her interest in children. She explains that she often
helps out at the Communlty Club when baby51tt1ng is needed or when
teenagers want help with a progect. Karen tells about her efforts at
hano1crafts, SUCh as sewing, knitting, crocheting, and mak;ng etuffed

‘toys.

0y




As she tells about these things, Karen feels more. and more depressed. .

How on earth could her 1nterest in children or handicrafts be of concern

to the Counsellor’ Any mother could do those th1ngs. How wpuld that -
help get her a Job° Karen is surprlsed when the Counsellor sounds 1nter-.

» ested She 1is even more amazed when the Counsellor asks her to come backo;i
another day to take some tests to find out ‘more about her abxlltzes and | |
skills, The, Counsellor even tells her that ehe could probably apply for o

several dlfferent k1nds of JObS or could take. tra1n1ng. ;

Karen starts home, feellng more cheerful, surprxsed that the Counsellor

- sees so many p0551b111t1es, when she thought she had .s0 11ttle to offer.,

At home, she sits down and makes a list of the sk:lls and- advantages .

o WhICh the Counsellor might have had in mind, She starts. out thh "I can ;;
rcook, plan menus and budget household money. I can drlve a car and use a
sewing machine, ;,can be depended upon to do things 1 oroﬁised tp-do, o
vlike.babysifting at the CommUnity Club: I supposefl-codld-say'l can handle :
. emérgencies-iike keeping track of taxi-cabs or phoning-ghe doctor when a
child falls ill," Karen decides maybefthé’list'might be useful as a start |
for a‘job application or job interview, Since the counsellor showed Lnterv‘

“dest, maybe she should take a better look at the skills herself




Aruntoxt provided by Eic

Vi

KILLS I PERFORMED WEL"

. ' B
o
y
‘- v Ty :
B 11
3 . .
~ -
N
" v . )
. KN
. " ;
' - W a) :
B ! a N
o : .
N O sy
[ al
n i . .
.
T
)
. A
,
. = [
o . ' .
. v
. . ' i
iy ' v
. .
.
:
. R .
: it e s+ A At banke




i v N 4 ' d ) ' fv
e : B . . w46w i o
| i
s , ' - . ) . Lo
s ! . ¥ - H
T ' . ! : )
N ’ ' )
‘ £ N : S .
] v . : . ' .
. ' ‘ . [ \ H H " . .
| L L .
. , : B i ‘ - ., : <, .
' o ' ) . . ‘ '
' W, R . . .
1} 1 [ . " | ' '
| S SKILLS OTHERS HAVE TOLD ME I DO WELL ~ . '
LA ‘-T"’"""'“ . . V. ’ . N ’ L i N ¥
. Lo . Co .
P - * " SPLAR— . o TN
- u, B ' i ‘i. : . . ; . o
* : ' o i ’ : N " \ N '
. i C ' C . .
. i o ,\ - ) ‘: . g . ) . B : 5
) et RSt - ,
! , 3 D o . v ':, ' ot ' o M n Ty
) ) . a ; L ., . S T
C ‘" e " ‘ ‘:l . e - _— . : K '
. : L B RS : v . y .
. o : ; i . L . .
L ¥ . o . SRR ‘ . - '
. . . ; ‘ ‘ R
- ! R T o : . Y - . . B
. t ‘ ‘ b - ‘ T L) RS ”
. ‘ : : N * : voore, ! ! v N 'A j e v - ’
P A o oo C ‘ cl ;
) ' ' 8 a Lint v v H
' ( ; r . . I‘ . ? . .
. . Lo N o . '
) _ .V.M.““‘ Coe e . “ f Vo ‘- u ) v, : . . . .
. MINS ILIKETODO | - A o
©° AROUND THE HOUSE - |- "SKILLS I PERFORM WELL et
‘ ' ! o CoR : . - ) :
' . o e : N ' o I '”,‘ .
‘ . ‘ ' ) N P Lo R ( * B
i . ' AN -
. ‘ s . X o L e .
. ! . i fre I8 ’
oo : o .
' i ) ,. . < . v
{ S e e N
' . , ' , N
1 ) A ‘ E ! .mu *
[] . , ' * ' . ' K I
. - . N ; J y 1, 5 i ;
, s N : R '.- ’ 4
' . ' o R ! " : ;
et o G




"R N
Appendix A

MACHINES. 1 CAN OPERATE __ SKILLS I PERFORM WELL _

" Look at fhenSkiliéjycu listed. Copy the onés ydu tﬁiﬁk-might
help you 8“'6{‘, keep a job. R | |

MY MARKETABLE SKILLS =
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Y
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\ 'Sub,_..iecg: o Asses’sma‘nt 61‘."'S‘e1£" Appz?aisal FOr'ms

yf. Objecfivé: »_ To provide an opportunitv for each. individual to assess the
| e | ,pla,anpraisal rorms completed in the previous lesaon.

Formt of
 Aetivities:

[ e

 NOPE: '»‘Activitfes abeAsuggésted in order of daage.;t '

Activity 1. - FValuatio' of Firms
- _,Source- Par1=l’. Lale et al _
j_Teacher s Luide to SUTOE :u;ﬂs’
N p. 19, Implementation_#l
o | Adapted by L. M, larson
Time: _Approximately 50 minutes

-

See Appendix A o

 Activity 2 .consultamon
- o Source° Parnell Dale et al
o ~ “Teacher's Guide to SUTOE B
. ”'._.p. 19, Implementation #h .
. MAdapted by L. M, Larson ' | ~
Time ¢ Approxﬁmabely S0 mimutes, perhaps more as activity'would be
conducted outside of class time, .
_Sep Appendix B

~‘Activftv 3 Composing 8 ®rofile
~ Source: Parnell, Dale et al
’ Teacher's Cuide to SUTOE ‘
P 20 Implcmentation e urder Obiective 3
’.Adapmed by L. M, Larson
Time: Approximately 50 minutes

for Apperdix € - by




continued.A'

Aétivitz;g.'

Activity 5.

- Self Understandinp and ‘the Effect on ‘
_Interactmon with others -
" Sources. Parnell Dale et a8l

| Comclusionsii

" Materials:

Opiging

|

Strengmhs and Weaknesses

- Sourcet Parnell Dale et al

Teacher's Guide to SUTOE
~op. 2, Obaective by Implementation #e .
_ Adapted by L. M. Larsor s

o Time::_'Approxjmatelv 50 minutes e

- See Appendix D

'”Teacher's Cuide to SUTOE
p. 22, Objective 5, Implementation _
, _,Adapted by L. M. Larson - ~ - ,]5_.
Time: Approximately 50 mimtes | |
| See Appendix E

As appropriate i L .

fPerhaps some general discunsion as to any aimilaritiea and/or o
_'"differences between self appraisal and the three consultatives.. .

This might be done in small groups L -6) R

Parnell, Dale et al
Teacher's Guide to SUTOE

Adapted *y L, M. Larson




.Spbﬁect:

Method ¢

w0

Appendix A

-vaaluation'of Forms

1,

I
\‘j\

Provide uime for individuals to review the :

Survey of Interest form and the. Self~EWa1uation form.

Class discussion to evaluate thé'fbrms aé to whetherv o
- or not all necessary aspects are included for an
adequate self-appraisal. ‘Compose a list of aspects S

which have been omitted.‘

W :

Wy
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109

L Activity 2.

Subject: - ongultation

© Method: 1o SuggeSt'that each individual'consult with thfee ‘other

people who know him well in order to discover how others _
view his aptitudes, interests. personality traita, valuee, L

| phvsica1 assnts and limitations and achiavements.

| parents, close personal friend of his/her own aga, o
‘minister. family friend, employer, etc.‘_ '

2., ‘Developﬂ a check list ratin'g shéet . smuar to form B,
 using the same basic categories to help the student in’ o
gathering 1nformation on how others view him., One
'copv per person consnlted. |

-3, Return completed rating shpets to file folder with

_appralsal forms. .
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) Appendix €

ACt.iVi.tV 3 .

Subject s Composing a_ nrofile

Method:  This activity conld he don-e,'indsviduany or in smali .g.roup,sf(_e- - 3.

1. ‘Using all of the information collected in the file to this
point, ‘
e.wg. Survey of Interests . e
. felf Fvaluation o | S .
 Three Consultation. Check Lists E

S

2. Place the"cf;m,;ieaeaj sroile i the file folder,




5, My values indicate that I:

l;-6.vaviphysical assets or limlfa#tons yttl alloW/nof‘allowgﬁe’ibz T |

3 '.]: N,C El? -oﬁiyi‘i&: et e Iv: -7 ‘
A FullText Provided by ERIC .

 Indivigual Profile.

;‘3; My ap*fiudeé are:

4wy personaiity ‘indicates that | coulds

n53n ’ '
. - Appendix C

ONAME

|+ My achievements or accomplishments are:

:2;‘ My'inferqsfs are; .

C
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109

Subject: -4S#rengfhé and Weaknesses

i
Method: This activity could be done as an individual one or -
"'hl"OUgh Class di sgussion . ‘ _ , ‘» : '\\,\i

b ccmp{efé in narrative form 1hayafiached page of
ujqués#ipns.-_'ﬁu
2. Ask. that the answers be attached fo'jhé“unSfion sheet

and included in the file folders.




PPNy

Activity 4. ¢

2.

44

:!‘ N

Questions to Consider .

'?;~B Are #here some. *haT [ would like 1o pursue if l could?”

;
M L
o .

b .3.

Wha* courses am | 1aking now or cduld | *ake to develop

- my preseni ap+i1udes and- in#eres?s?

A, Wha+ hobbies or’ in#erests do I have *ha* could lead ?o

a career?

1

v /’ '

What ex#ra-curricular programs and organiza*ions are -,ﬁ

"avaulable in *he school or communify #hrough which I could

'develop myself?

A, What expertence have | had in the past through vo‘un*eer

: work summer Jabs. odd Jobs, full~+ime Jobs, homb

frespons.bilifies, to develop my occupational 90*9"*'3'37

B, _What such.experience could | take advanfgge of in the

. future?

- QOther:




.A'Ctiﬁw 5.. |

Snbgeét: - Self Understaniing and the Lffect on Interaction with others.

Method:  This activity could be done individually or in small groups (l = 6
~discussions. - o o T o L .
1, Distritate a cony cffihe;éttached sheet 6f;hﬁéstighp ﬁé,éaéb individual,

Lol

2, Atk that the ansuers he vecorded on paper and attached to the auestior

~ gheet,.

" 3. Tncliide this information in the file folders when completed, -

BEST COPY AVAILABLE

S




5. .

~ understands his own strengths an_d weaknesses?

1.
b e
3
S

QUESTIONS

Review: what hasic kn knowledge is needed by anv pemson t‘or ‘

o )uc'ce.»s ina 1ob dnd in o society? How can thia be aoquired?

‘Review: What skills are needed by any person for suoceea in a Job
_'in onr c:ocietv in emeral? How can. these be acauired?

. that atitudes are needed f‘or 1obs and for 1ivinp in society? = o

Houw are thev acquired? ( mscussion ophionﬂl)

What haths are nee'ie'i f‘or success in a ;job and auocess 1n oux'

socmetv in gmeral'? (Discussion optional)
mymwanmuﬁmugwam@%amrmmhmuu;fm

Why does a person gpt along bet.ter with others if he ,

understanfis himself? -~ L

nssT COPY AVALIBLE e




KNOWLEDGE OF THE -~ . =~ " » .
WORLD OF WORK THROUGH A
~ CAREER CLUSTERS

i . . . . A




- subject:

'"gbiec+ivaev*

z .
o]
=
(21

. Awareness of Caﬁeer3C1U§jér§gf'fff?? o

| -‘;way

31_1han an individual. cap reasonably explore,
~ over 35,000 are listed in the U,S, Dictionary of OCcUpa*ional
Titles.

"x; a number of different cri*eria.

Nl

~I1linois and contains five occupational clusters «= Applied:

 Blological and Agricultural;

} Hea ' ."h ]

" ‘Details of occupations and training activities within each cluster
. are contained jn the book Vocational and Technical Education,

" Desgriptions, Definitions and O0.E, Coding.

‘ knowledge, skills and activities, L
- 16 be used ig up to the individual who is responsible for conducting . -
~ the program -~ choose the one you feel most comfortable with,

'

_”-To deveIOP an awareness of *he PU'POSQ f°' and fhe ’~,-

Use of Career Clusfers in Oc__pa?ional Preferance

“ One of +he problems faced by sTuden?s in choosing an
occupation is that there are more indjvudual occupa*ions ‘
a total of

One-method. of reducing-this task -is through explorlng
clusters of .careers.on occupations which have been put *oge*her -
because of similarities, - These similarities may be based upon
€1) classifying occupations
based on common knowledge and. skill elements, (2) c¢lassifying

occupations on the basis.of similarity of activity or behavieur - S

elements, and- (3) classlfying 0ccupatlons in *orms of baslc o 'ﬁ
human a*cribu?es. _ ..-“.,“

Two cluster sys*ems have been selec*ed bacause *hay pfovlde

1 5a‘reasonable base for occupations which are attainable in the *lme-J fiii2

frame people in an Adult Basic Education program may. reasonably

. expec* to be in training betore engag‘ﬂg in an °°°“P°*‘°“'_

The first cluster system s the’ one used by the State pf"
Business, Marketing and Managemen*;
Industrial Oriented; and Personal and Public Service.

The second cluster

system utilizes a tree cluster mathod and contains six occupational
clustwi s =« clerical related; health serviue; . machinery; .
mechan i cal and repair. ‘sales; and personal service.» .

_Both sys*ems are. based o classifying oceupa*tons on common
The choitce of the cluster system

)

in whuch career clus*ers are grouped., S e T




| 1t e sdéQeé*ed?#ha*:manv A&gﬁiﬁéé§?¢'saﬁca$m
- Wil start the program with an occupational -preferen

.. " .variety of occupations,

A

. activity 1"

R
o

L
et T

et

x,;~0onc|u§i0ns:A_.As‘gppc9grla*a. ?jftni ;‘ " SR |

 Related - Lo L Ty s

Vs

o paterlslsy N

' | ccupational preference.. The
. use of career clusters should broadan their outicak as Yo ..

what is available and that their needs.can be met through 2

:,gh;fgf-‘ﬂfi;lliSouréq;g{G;ga-Sgtniv andeLgMdeargdﬁQ:wﬁijfgjfffﬂ??”f4~4»H
“'fi;-, ;Ttméff-‘QAbDrdxtm?*elY 27»éﬁO,ﬁfﬁqfe¢§esslqﬁéfo%*3"‘;'

0. sesAppendix A o htw o




Developlnq Awarenass of Oareer Clus*ers _1 fL‘

W ) (7

-fMay be done indivtdually 'r‘in_smatl groups (3-4).

2 ’Ask each person'(or groub) *o explain 1he reasons behlnd fhe ' ?1; "x:'H
me*hod of clus*ering used above.§1, #gv_A C o

'f3£ tn*roduce “the' ideawthaf in sndusfry *here are *hree broad mefhods
i USed in developsng oécupa+i¢nal clus*ers or groups. '

e ,n' o.common knowledge and skllls o
;classifyingtdobs on 1he basis of s&milar ac*ivi*tes or
b R :

basicgap*l*udes, lnferes*s, ;f e

. (1his me?hod holds the mos_rpromfsa for ?hls program% "
COmpare %he above fhree groups used in Indus?rv wi*h *hoga developeu
by the- s*uden*s.7 BN “ _

. 2nd_sesslon ‘|, Show proJec*uals on display shee+s cn *he flva or six clus*ers
e -~ (of either cluster system). lnforma*lon abou* each follows. .
- (See Appendix B and C).
2. Stress that the clusters are based on simllarl*les !n the work
performed, in the skills and knowledge required of the worker, in
the tools, machines, instruments, equipmenf used. and '‘In *ha role L
(life style) of the worker. , - : K
S 3. Have *he group form smaller groups of members who aro ln*erea*ed
R B 1he same career cluster, - : ,

4, Ask the groups to discuss from *heir own vieWpoln* -

a) What are, 1he roles requlred of workers in +he cluster?
.~ 'How are these roles similar and how do they differ?
esg. wages, free time, hours, travelling involved,
soclal life, cammunt*y tnvolvemen+ |

b) - Which of the occupa*inns in he cluster are available In *helr
~ home tocailon. or in the Ioca*ton *hey wish *o llve ln? ‘
L | .

;
R I
.

(€] ' o "

T T
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.

 GLERICAL RELATED (GCUPATIONS

B I' J.l / "= late Yrocies) iy Equipzmziat- Qpez':ator.': .
, & er...pa-'—-\/ e
°hipping Receiv:ng Operator -

Recent mnist -\ C

Ca*hior-‘-\‘~

o !.!‘ookkeeping |
" St_enpg'x"éfslhez‘ .
| /“*momce Machi hé 'ope'rg'tor :

" e \

”Teléphbne”bpéééfcr':'f"Jm

o -- 'I‘ypist

. Post Office.
Clerk  Hotel
’  Information

Mle Clerk




ST heperdex i

L
[

TU .. HEALTH SIICE OCCUPATIONS T
' /ﬂ""‘"" Optiéul".!‘_er.ia..icj:nz;_

LI

- lecensed Practical Nurse

: V)
i ‘oo
1 .
:
i 1
s i N}
i
i
i
i
4

| o é/ T Lavoratery Technician '
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 MAGHINTNG OCCUPATTONS

Tool and Dis Maker -

‘Machinist

- Mac.hine.'seﬁ Opera“"

,-.Machme‘Qperatpr.“;_m -

...‘ (‘W'.“‘“‘M‘l“"'-

' / o T Draftaman

ool Room A.tte‘xidah"o "
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 MECHANICAL AND REPAIR

, . Auto Machamc_ ""’M. _
o Autn "I'.i’e'-"f'?._.-':‘;-:“.- Hepniy

g, BUSiNESE Machine Repair -

s

Air <corditioning Repair -

(‘.

. I - elevisionvnépéir ";}‘;E
Auto-Body Repairman w‘\\ T R

o . —, B
. 5"‘-?; LAt i-&'.p'ec';:‘ flli “t ‘ ot x«m“J .

 Service Station Muchuidt < ) B \ B TR
o e N \L Hadio Repatr .
SR Service*Statioa'Atte,Qa?tf: /fA_:- | A

F

o AntO‘JOQKeyn :

SS9 tar vasher
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RIS )

L B o

oMM e
e b

Ho . oALES QOCUPATIONS . v
' Appliance Sales o | S
S . Automobile Sales. -

f _,»Ret.ail} Stbre Clerk

) Department Store
’Grocery o
Dry (‘le?nirg
"Bui]dmp Supply
VA

- ﬁ ~ - Counterman
Auto

Hardware o

construction .
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Appendix B6

[}

[N

-8 . PERSONAL SERVICE OCCUPATIONS .
L R
Hairdressing

o o ' Barbering
L Assistant J0ck e, C

. . Shorteori.v Gook e “<_,'%5‘

Ceoden
3

. Waiter-Waitress -

' .
CE L e




]

'Floriculture
',~Landscaping

69~

Appendix C A,

UNIT |

SRS Sy

ITEM C

vt

- 1o

e e

Atp1~t i3 olorlcal and
Agriemltaral -Occupations

Veterinarian Aide '

" Kennel Attendant’ . :
Farm Mechanics - Machine Operator
,_Agrioultural Mechanics S

= Serviceman
Partsman
Ebunpment Mechan1c

1Agricu1tura1 Products

- Product.Gradcy
_PrqductvSalesman

. Grounds Keeper

_-"Busxness Marketin§ and
_ Management Gﬁcupat on

File Clerk

ClerknTyplst o '
Transcribing Machine Operator
General Office Clerk

Display Worker

Yales Correspordent

Key Punch Operator -

" Stenographer

-Salesperson

"~ Window Decorator

. Demonstrator -

Health Occupations
Dental Aide’ .

~ laboratory Aide
Kealth Alde

Mirse Alde

T Geviatric Aide -

Tantal Assistant

andical laboratory Aide

furse Acgistant
Occupa*ional Therapy Alde

- Floral Desigrer

'."Watch Repa:rman

»fOOCupa ons

~ Butcher.

L1SIING OF TYPICAL JOBS IN_EACH OF THE OCCUPATIONAL AREAS

Industrlal Oriented OCFQPathHS}' : . wf

Auto Mbchanic ',
Diesel Mechanic

. Radio-Television Repairman
H,vGraphlc Arts - Compositor -

Job Printer -
0ffset Press Operator
_ Photographer ~
Plate Finippsr |

Flectronic Occupations

- Metal Working Occupations
Flectrical Occupatipna

'”fCobk'

Baker
Chef o
Food Service Worker .

-~ Desk Clerk . . -
_Bellman C | . :
. Recreational Aide o Er

Child Care Aide -

.. Day Care Assistant
-Garment Factory Wbrker

Alterationist

. Library Assistant |
‘Teacher Alde

Coungelor's Aide

Waiter Lo
Cosmetologist

Jaundry Operatcr

Source' Board of Vocational Education and Rrhahilitatxén.

- An Articulated Guide for Goo erative Career Education '
(Gpringtie noiss DivIsion of Vooational and Teohni¢al Eduoation) p~33h

e .,..,'.\J, E

‘_ El{llC BEST copY AVAILABLE
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e

subject:

Obiecflve:ﬁl\
. a8 decusion as 10 what occupa*ion 1o choose.-
”fomﬁ#d? o " | -

AAcffVi*ies: |

?Ac?iyffy_ I,

The:Decision=Making Process

< Source: .

 Activity 2.
',Concluéidns;

: hela*ed

Matoriale:

- Origfﬁé'"

T

rgeciéion4Makinq';

:ciTn follow 1he sfeps of 1he dec:sion~making process ln maktng

T
[ S

;1Danisﬁ, S,J;' et al

i
[h]

. The Self=Hel

- (Southern |1linois Unnversi*y-
and Tes?ing Cen1er) ‘ e

'Adap#ed bv G E. Sainfy
Timo: Appro»ima*ely 2 hours
o See Appendix A

N;B;fi -*TSpecIfncally rela*e the decision making process ?o 1ha

ﬁ  . Chclce_of moving,,plaqping.;n)*he communl*y 1o_work,~r' T

gsewpstlon o L

As apprOprla1e o

|, Adapted from Danish, 8.4, et al
(Southern. |ilinols Universi¢y Student:

$tudent Gounselling.
..and Tes*ing CGn*er) A - P
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‘ ~THE DECISION-MAKING PROGESS o

i

"

One. of thn purposes of this course 16 to belp prepare you ror tho oooupational
and educatlonal deoiaions that you will have to make, Too many atudanba mako
A’<choicoo based upon the 1mmediate necessiby of making a deoision withoub giving very
".Q;much attention or thougbt to all or tbe factors that are involved 1n a dooiaion. -
H;]’, - A gocd decision is- defined as’ ‘one: ﬂin which the person has considered the
) ?‘”Vpossible dlternative actions, the probable outcomss“of each, the prnbability of
| .igisuccess of each. and is wi)ling to ‘take: the responsibility for tho dnni§19n." o
' ;mﬁJSatisracto"y eduoational and oocupational decisions cannot be proaoribeq for’ sou by o
L .Aj:ZSOMnone else youhmust work. towards your future through a. realietio look at youraolf
o and by booomin_ are of eduoat*onal and occipational opportun biea. ';; R
- To help you thh yout decisions it is advisable for you tp follow & atqp by .
_ )vﬁ;step prooedura that has ‘been trled by many people and’ has. been he;pful to them.v“.'vﬁ Yo
L Phgd process, whoﬁ understobd and used can ‘assist you in making a vouatinnal, an .f
“educational, or any t.ype of deoiswn. One thing to remomber is that YOU are in '- o
. charge of any decisions to be made. You may seek help and advige fvom chqr poople 0
and other souroes, but the final deoision mist be made by you. .- REE e L
) | There are 'several steps involved in the deoision-making procegss
g ’Defining the problem | | :
'b2;"7Gathering ioformation
;13.,ﬁ“w91gh1ng the evidence ”b
- l. Choice of a plan of action
6, Taking action on. your plans
6. Clarification and review of f plans

‘ ﬁp,ul. y;Defining the problem , S | A o

,,‘ N A deoision point is raaohed when you become aware of a spec*‘ problem
‘and see the need to make a decision. Before you can solve a problem, mowover, |

© you have to know what the problem is. You must be able to interpret the entire

pleture so tbat the problem-is clearly understosod. The prdblem you are fbcad with’

18 to ostablish a caveer poal and to make an oooupation prererenco that uill holp

you move- toward your rareer poal.

lAdapbed {rom Danish, 8. gt al, The SelfsHaelp Vooabional Deoﬁoion-ﬁhking Booklet.
Soubhorn Illinois Un;versity, Student Coungﬁllmng and Teebing Geann.
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’nhich should be-investipated are:

| ,2; Gathering nf‘ormation | , , o
C . Now the pnoblem is dei‘ined. What 8 the next step? ',I’nis 18 the in. huu { o
o activity oi’ deeisionvomakinp in which. you think about all of the possibilitiea R
related :tq- the problem and tne decision. You mst’ look for all the alternativee

‘open t0 - you gei‘ore you mke a decision.. This is done by collecting relevant o
”i_information. Some areas important to educational and vocational deoieion-makinp o

'”*(1) Physteal . attributes: and health e
(2). ‘leisure expemences o

- (3 Wonk expertenees SR C .

o (h) é(;_Opinions of. parents, re’ atives, frienda, etc.
“'”5(9)“fValues and- standards i o . . . y
-(6) .:Studv--the amount ot‘ time and efi‘iciency of‘ your studying
- (7). Needs - T S TR SRS

| :(8)"- Acadanic ability and achievement | . A ¥

. ~»u(9) cPersonality traits’ )
(10) ~~£nterests o . N L ”
~(11) . Occupational and educational facts (infbrmation about occupations -

requirements of different 'kinds of jobs. educational level neceeeary,ete )

'"31_." Wei@ing the eVidence . ,

, Ybu ghould consider all of the alternauivea open and. how they are
related to. you, This step is the one in which each bit of informtion gathered
s eoneidered separately and then as a whole. “You should be able to evaluate
" where you etand concerning the above individual areas and to the_totalApicture.

e Choice of a Plan of Action | |
N .? Cw In this step you choose between the alternativee open to yeu. rememberine
that the int‘ormation ‘you gathered will vary in importance to you. In this step you
should be able to answer the following. eueetions- S ’
a. Vhat is the best vocational choice you can make?
b What are other good shoices?
S 6. Wnat is the begt educational conrse to follow?




B ;akimj Astion on Your, Plans o e T |
T In this step you take action on the plans you,made in step numbev b' oo

SR Hnw ran vqu wmplement these plans° (education, training. immediate employment, . ’ﬂf4l

,.gu”‘ 6. Clart ‘cation and Review of PIAns

s (U
. K RPN o 1
. |

it - In this stnp you make periodic examinations of your ohoioe and plans. R
' ’ﬁgwou&should continually check to make sure your decision ia the beet one posaible

.

Remmnber thaf there are ménv factors'inVolVed 1n making a deﬁision; Some are ,
of mora sipnlfmcanc@ than others, bt all @honld b@ considared as they relate to you.

Az an individual von may plare dlfferenb amouutg of" ﬁmphasis on bhe variaua fhctbra _ _
d»pending upon how thny relat@ to Vdu. waeveé, all shauld be looked at before & ,‘f
cleap p‘c‘ﬂ“ﬁ can be saen.x.As you :nvestipate the various factors, mke sure that

you do not reach a dncision unt il you consider a1l fuctors anl how they relat» tn you.

.




o Th@ ;equq for including thls lesaon wag'" to acquaint you with a procadurﬂ ro»,
,re«olving p"nbleB which you may have. In the next two untts you will 1earn mucb E
‘more abou* yﬂu"self and about occupations, Aa You study theae units keep in mind

. that what vauuare 1earning ( remember, step 2) is part of the informntion which you L

_ “-will nge in unit four when you decide on a tentative career prererence.__
",APPLIOATION RN

Now lﬂt's sSee how well you understand the process of dec1sion-makinp, Bnlcw |

. you will read about a person named Joe who has a problem. Once you have read tbe cage
e 57§3study,,qomplet, tnefexugemse;on thg next page.. Glass d:scussion‘will follow. _

| Joﬂ wh; is 25 has always bepn abig to work well ﬁith
 ,  ”:hls hanis.A Joe le‘t srhool at 18 durlnp grade 11 and aince
K 'T3 then he has had many dmfferent Jobs, mogt o them requiring
' ' :.very little skill, Joe usually found that he could do his work
faster than his fe’low worke e Two years ago Joe got mrried
and 1 months later bacame tha fabher of a boy, who 13 now his |
- pride an? joy. . : I
. Three months agc after being unemployed for two months,, 
. Joe got a job making cardboard boxes with eight other men» He
‘is well paid and en foys the work. “Joe finds that he can eaaily
make twice as many boxes in a-day as anvone elae. it a1) the
men get paid the same. One of the other men has suggested to
‘Joe that he slow down and not make as many boxes. What ehould
Joe do?

LU L
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5. ‘nking Action on. Your Plana _'

- In thxq step you take action on the plans you made in step number h.,;'
-Hnw dan ron nmnlement these plans’ (education, training. immediate amployment, ’

w

" 6, Clarification and Review. of Plans

In this step you make Permodic.examinatlons of your choice and plans. SR

You should continually check to make sure your decision ia the best one possible}

_at the. timn. You may. have to review your decision due to new inrormation and new .
chpﬂriences. Therefnre, at times, you may see the need to alter ‘your- plans. Also, _
réviewing will help you coe that the: decision-making process 1eads ‘to sound plpna -

” and vou will ‘hzve lorical rear sans why you decxded upon the educational and v¢cationalf

V__ohiectivaﬂ fha won Aid, o : - : o R
. Arnthe. 4""15.on~makinp stap" clear? Listing them may help you to remambere

(Trv to wrzte the steps wﬂthout referrinp back to earlﬂr pages) |

1.

2.
h.v:. . )
- -~50.
If everything is not clear, po back and review the process and clear up the

~,,uncertainties.

© SUMMARY
- Pemﬂnb@r that thprevare many factors involved in making a decision. Some are o
of more simificance than others, but all should be considered as they relate © you.

A an individual you may place diffevent amounts of emphasis on the various factors
,‘depending ypon how they relate to you, However, all should be looked at before a - -

oleayr picﬁﬁ“o'can be seen, Ag you investipate the.VArioué fastors, mke sure that

o

| ‘you do net peach a decision until you consider all factors and how they relate to you.




Th@ neqﬂ“ﬁ for 1ncluding this 1esson wasg . to acquaint you with a procedurﬂ Lo
 reqo1ving p‘ﬁblpms which you may have. In the next two unita you will learn muﬂh¢j' N
more. abou* jﬂu“self ‘and - about occupations, -As you study these units keep in mind

" that what you are learning (remember step ?) is part of the informa tion which you
'<§f- will use in unit four when' you decide on.a tentative career preference. |

o APPLIGATIQN -

| | Now lat's ﬂne hdw well you understand the process of decision-making.; Bnlww_ e
. you will read about- a person named Joe who has a problem.- Once you have read the case‘"”
| study, completn tue exar:ise on the next page. Class duscussion will fbllow. _'

| Joe, wh is ab. has always heen able to work well uith
_“,_;hls hands, Joe le 't school at 18 during grade 11 and since
~ then he has had many different Jobs, mo st of them requiring
- very. little skill, Joe usually found that he could dd’his work
 faster than his fe’low worke S. Two years ago Joe got married
- and 1) months later bocame the father of a boy, who iu now hie
1pride an? Joy., . , ST
Three months ago, after beiny unemployed for two monthe,
. | Joe got a 1ob making rardboard boxes with eight other men. He
" i8'well paid and enioys the work. Joe finds that he can easily .
make twice as many boxes ina day as anyone else. but all the
‘men get paid the same, One of the other men has. suggested to-
Joe that he slow down and not make as many boxes. What ahould
wJoe do?.. ' '

BEST COPY AVAILABLE
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: : " o . ; — : e

g Yduﬁ.ideaa

L. What is the problem?

‘{'.*?« wﬁanlfnformgtioh’do;younhave? s

P R o O e

B | 3. How do you evaluate thig
e : ' informtion?

L. Vhat are te posstble
- alternatives for Joa?

5, What are the conseouenéesvof
| these alternatives for Joe? -

4, Wmat action do you think Joe
- should take? |

b or A+ 100 G TV ’ BTSN | ke ’ " S 0 g i
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blect: | Case §*gdies_

L ,5"0b1ec+iva! ,"fTo provide an Oppor*uni*y #o rela1e informa#lon abou* case ; 111
- | :hls*orles ?o occupa#ional possiblli#ies. : |
'qumat_pff.

"ZAgfivffiesﬁ o

Activity . Case studles . e

" source: Counsellor' s Resourca Book for Small’ Grougs in
: Gundance :

Uni+ 3l2 p 8, #4b Sa, b, ¢, & d
Adap*ed by L M. Larson

. Time:- ‘Approximafely 50 minu#es

o See Appendix A
Conclusions:  As appropriate

. Reléfed'

. Materials:

origin: |. Counsellor's Resource Book for §mall groug
| . In guidanc

Ja
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| Activity

Method:

’20

3'case sludles. f

"down because he usually does a goad Job,

Césé‘Sludies l .
TBreak Inlo small groups (2 4) +o discuss lhe fOIIQWlng

.Brlan has always been lﬁléreslég in mechanlcal 1hlngs. Hls,f»
'frlends and famlly always ask-hlm to fix 1hings thal break

Brlan has dlfllcullv
preparlng speeches and wrlllng papers for Engllsh qnd olher _'

_subJecls. He does nol wanl lo allend a unlversl*y or a

Rl

communlly college.

‘Can you lhnnk of any JObs relaled 10 Brlan s lnlarasl in

~ mechanical Things which he mlgh1 invesllgaf@? Whero can he E ,

oblaan lralnlng for lhese Jobs? How long wlll lhe lralnlng

'+ake? What salary could Brlan axpecl to gef when he beglns worklno? e

‘Barry was bored with Adult Basic Education and left before. . -
~completing Adult Vlll. He subsequenlly has had a series of Jobs

which have included stock boy in a super market, ‘farmehand and -

matl clerk. Now Barry ls marrled, has a famlly and i il lrvlng ; :f'

to find +he "rlghl Job", Barry has’ wished many +imes lhal he had

lralned to become a drattsman or an accounlanl.

&

;IWhere ¢an Barry oblaln lralnlng for these Jbbs? Nlll he have lo

“quit his present Job? How much Wil the lralnlng cost hlm in each
Job? What are the emp loyment posslblllllas? -What salary-could he -

make in these Licurations?y




3,

E fJoyce regardung these occupaflons?

Joyce'is verynfaienfed in art, She ls an excellen* pos#er-,"

'designer, sk llful dressmaker and accompllshed caok. She
' wouId lcke fo benome a fashion daslgner. Jovce comple*ed ,;L |
Grade eugh1 before she lef1 school and cannoi *ake furfher"
'.Tralnlng.- o |

rn whaf occupaflon mnghf she find safisfacfion for her

apTITudes and inferesfs? Wha1 lnforma*lon could you give _if'_ R .

_ , ~]ﬁ. S
Kevun is havang difflculfy in his Adult Basic Educa*ion subJoc*s

and has decided to quit. ‘He llkes aihleflcs and ou*ddor

acfnvafies and la51 summer before refurntng to school was a FEREE

_camp codneellqr. Kevun gefs along wel | wifh all peOple, |
incppding-his'weachers. He ts prestden1 of 1he s*uden* Associa*lon- s
‘and eﬁnénber ef‘fhelsChool newspaper sfaff. He enJoyed selltngu_d .
jadver?lsemenfs for fhe newspaper. Kevtn is no* ln*eres*ed in |
.affendlng a universify or a communl*y college. .

Are 1here any +ypes of further educa*ton he could *ake? ln'whai;ﬁ

,ftelds of work do you think he migh* be successful?




. Objective:
. Format of

Activities:

C o ctivity 1.

 Cheosing a career cluster

B

To. select a career cluster to explore.

' Choosing a_career cluster

/

. Time: - Approximately 50 minutes

" Conclusions:

| Materials:

‘seo Appendix A

‘Arrangements 1o:place the student In an occupational
~ exploration situation ‘should occur as soon as possible

- after this activity.

l. G. E, Sainty

T T
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‘Appendix A

r
’

.  Ac1ivl1y 4'. hoosing a_Career Clus?er

o ﬁél!9§£ ,,fl)  Have sfudenfs_review~indtviduailv fheAfdfofmaffbh#éééﬁuﬁfafédfgﬂ4?

- Themselves. | | o | | :»;h» |
2) Have sfuden#s look at ?his knowledge in the lighf of 1he/caroer

. ciusfer sfudied and decude if they wish to furthergaxplora |

that cluster in a real si*ua#ion. - | S | e

o ?- 3) Arrange wifh lndnvldual s#uden*s ACY +heir placemen+ In a ;gﬂ_:f? ¥
o ”work safua?ion wlfhin fhe clusfer - if posslble, 1he specific

_'occupafion preferred. This should be done by the person -
'responsible for coordina*ing the occupa&lonal explora*lon aeiivt*y

’«in ‘the specific locale, n
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ITEM A
o gubject: Occupational Exploration ..
I L ldenllfylng'Explorallohlsléllons :

The ldenllflcallon of approprlale occupallonal explorellon L

"jbslallons in. busoness, nnduslry, or. governmenl should be done ahead of ‘the

'~,‘ff t1me’ sludenls have declared an occupallonalpreferehoe. This should be an 'f

?Mauongolng process wllh new slallons being conllnously ldenlified._-Whlle

1heorellcally ll is desurable 1hal lhls be done by a special co~erdlnallon,

";;nn many locallons lhas Wlll nol be praollcal and lhe selecllon of the places f,“, f'a;;}

"‘hjwill have lo be’ done by - lhe leacher who us responslble for lhe sludenls. Thei"",
*‘vlypes of places selecled wlll depend on the specuflc locallon and lhe co-
| -operallon recelved from proSpeclive empleyers._ in approachlng employers, lhe :

' followung musl be slressedo : (a) The purpese of the explorallon ls for _
fsfudenls to galn an underslendlng ot The lype of behavlour required lo funcllon

ln lhe occupellon./ The focus should be on. lhe alllludes needed and lhere should
N be a minlmal efforl to oruenl sludenls lo lhe skulls needed ln lhe ocoupallon.\
It should be slressed lhal the sludenls are nol comlng to work bul ralher to _vﬁ
observe. - ‘. S S o A
(b) The exploraluon witl work besl 1 each student s asslgned lo observe a "buddv" '
7V“vho'ls a regular worker‘ The explorellon wlll last for a week. Any ellempl
- by the emp loyer lo'make the explorallon a serles of speclal tours - ehould be .
‘di scouraged, However, a qulck tour fo the planl wlll ehlp the student lo seo how J
hls/her buddy's JOb ti4s into the lolal operallon. M

(o) Sludenls witl allend for tive working days and durlng reguler working hours. },;)f

(d) The sludenls ehould not be pald by the employer for the explorelloh.




‘fkef( l If a proSpecllvo employerzshows lnferesl ln parllclpamlng, glve hlm
L coples of 'lhe fol lowing three forms'; |
ﬁ}'ol)‘ smudenf Quesllonnalre of Employer/Supervlsor Expecfoflons -
~-lll smudenm Quesllonnalre of Employee Oplnlons ) |

'“f;eilu) 'uEmployer*or Supervlsor's'Evalqallon of Sluden*;'

- lf an employer lndlceles an lnmeresf in perllclpellng ln lhe

",'v>progrem, record defalls of 1he flrm - name of the conmacl person, phone 1;; |
.lrnumber, occupamlonal areas lhef can be explored and eny other relevon1 delolls “e ﬁ
;e;'on a card and pul lnmo a cerd flle. Before sendlng a sluden1 oul for hls o
h“l’occupellonal exploraflon, be sure mhe employer is sflll lnleresfed in parllolpallng..f; ’
| A list of posslble sources of explorellon sleflons followe. lf‘_ L

'zi lnoludee (a) Employers in the provlnce who have perllclpaled ln On~Job4Trolnlng

| with. Canada Manpower | |

¢B) sLlsl of manufac*urers in the lnlerlake Region

A f you need asslslance ln locallng poselble explorallon slellone
'ln Your area, contact the Adult Basic Education supervlsor at your oollege who B
will assist you, Your. locel Canada Manpower manager or locel ‘sranch of the

Chamber of Commerce may also be eble to assist you ln flndlng sulleble sfelqens.
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Agricultural Tectnicians | [ High Sehool $.000+10,000
Stenogtaphers 1Hgh Schoed play
shoethamd & typing .. 14,006,000
;Phatm Lahor, Flontentiry plue 7 J4.00042,000
1 Mamtenance Staff ttade ekobly in snme ) ;
l ' : positions ) ' . :
o MNVAWA '
- Atomic fnerry of Can, | Fogineeringomast ‘ .

L 1 diseiphines . 0.8¢, and higher ‘| avoilahiein most R,000 min, Yoo Yo
SedeneeChe,, metalhgy, . fields from tinte : :
buslosty, binchemiatry M.Ge, Ihhy, to time : 1 inin,

Techiulugists Lieneral #.5¢,, .
: . Diplomy Technology 1,000 iy,
PISNAWA Technicians G, Matric i 4500 min, ;
Attotise Fnergy of Moat Skilled trades Joueney niep :‘?l::: ;::’:" :n::‘
Cangds (cantinued) ) = Ustitficnte to time
_ Clotieat Jumine Matric RS0 min,
PORTAGE LA PRAIRIE | x RS «
v e Teatitg Mg, Ltd, | Sewing Machine Oparator - - .
CREERIRK
Manitoba Rotling Ml Lahnt (Genstal and v
: T | Skited) Fimvited S 2ht. .
Frenieeting Personnel i : i
Cletical
Teades
Elactre Kot Fables Knittig Techndligy Univitie, bl 2, Deehs, Yes No .
Dyt Yechnedy Unh..ll.s..vv% : : .
\ : Cheteal g, Good
‘ Gt 12 amt nthepy
Fintshing Technnlngy Univ, Degreee
’ Textiles, tip, §2
Cttnaney
Wi oo Enarbssting Yer | Yes ) .
(R YT * tachnningty fiegpes Manine b, deeh, Nu Niy
Yot Camnaey . Clwinienl Vueh,
; ) ot Lechnntogigg .
! taginsen BT *Hnang, Chentleal,
M ' Cisal Fagineee,
i tiseslogim
! .
= HJ BEST COPY AVAILABLE
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.. o Vo .
. +
s .
, Employment .
. Y : Oppartuniles ) T | wopke - o
Company Type uf Wark hluculnm I(emmed ©NOW . Salary ‘[Experience | (hservating
INCO International Skilled Trades Jnmnoynu,v; o Mﬁlnt.Meuhwlc 437ht, ' B
Nickel Compuny - Yicket 1% and Elecirician 448/,
(continued) ' Semi-akifted trudes OuitheJoh : : - B
Undergroung Gro 82 peeferred - ribler ‘| 3.94/be, )
. - Master 91 hes
N . Scoupiram Operator | 3.91/he; .
Milt N Grinding Mitl o '
L Operatar 4.0%/he,
St lter : butnncetan RELTITH
Refinety ‘ Kiliv and ceusher ' .

, upetator ERITIIN "
WINNIPLG 3 _ R S R ,
Marah and McLennan Gencral nsurance ) Nane ot present . Na - S Ve

; - v ee : % ane v 5 "
W!nnlpu Trib\une- » .A«(l»vurlixlnu High Setii) A, CYew ) Vas
i Co : Wipusting University: 4y R L
l'mmm. Faty l‘rmusmg Higl Sehon} - ! -"\
N Stergots plnu Grade Schimt N
oneer Electic . Flectrical and Mechantcal ' o
. Engineering - WEE og, tited 3
River Cotmmunity o
. College) . i :
Deafting/Bedign LeetVae, (IRIKC) o
Weldees TechifVoe, (RRCL)
Metal warkers Teelhi/Voe, (RRCC) N
Fitters) Asseinblers Gr. 01 and Shaps -
Pineer Flecteie Wiremen/Fillers Groy
(euntinued) . - - _ Oftice Ktaff )
Conadian Westinghouse | Cletival L ' | Management Opp, Yes - Vos

o Salus, Fechisiclin Gr 12 & up (tech) . . . .

~ Atomie Energy ui Civit & Electeicad Enge . [Degree )
Canado ‘ : '
Roynt Bunk of Canady . ir, 12 tiond
Wihnipeg Free Ivess . |Cletks 8¢, Matric Oppotuniy is pior
Whiters Hegree mo.-'mud fur all. May inprave
. Mechunles St Matiig fut whiters and elorks
! Sufetinen It Colb g i yeats
| Crattsimen 10 Matric
Winmpeg Supply” Sules Gt Nunv ab present Yes
uned Fuel Production tit. 11 ] . X
Greb Industry Fuclary Help . : NIL Yoy -
ShetwinaWillism Ca, vt Job fraindng 1LS. sufficieny o None Neo - - No
vaLept for statlonnry alnust all b - v
vhptheers " ) N )
M Adininisttation tit, 12 min, Lamited Yo Nu
Supeterete Lid, Lngineers, Acconitants, ' Yo s
(Concteie) SuleAnien, Cletioal Siaef '
| Spechilists 1 the concete .
< Fitaduction ferd, 1 c
JUJ
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; ) .
8 WA
+
mplny ment :
) - . Oppuisrtunities ' . Watrk : ’
Coinpany Type of Wark Faucativn Reyuired - NOW Salary Faperience § Qbservatinn
. Superceefe Lid, ; Laborers, wmbskiiled o
" (Concrete) (cuntinned) | and skilled workers, .
heavy equipnient - . ?
aperators. truck deivers, '
‘ boilermen, nnintenance
men. <
Canadian Broadeasting | Radio Technician Gr42 & Teshinicsd Gnod Ni No-
Corp, LBC Inst, o
N TV, Techniclan G2 & bechnical Uood
! - ] Training & k.xpetience|
Announcer . WA, N Limited
Stenns & Clerk Typists | fie. 01 ar 1 2.prefetobly tiood
. -] ane years oftice N
A - " expetience ‘
7 Hudson's Bay Lo, - - Management Trainee | Convinerce, Arts i ' . Yes N
. Repil Store o Home be, . 300 to seart S . .
T Junior positions and up - - G 12 oot
Cit Telecommunivations | Blectronic Techniclan ) Min, Grs 12 Nu vacancies LY
(Utandon agency also). Clerks Min, Gr, Bt & typing | o
. - ’ Stenographers 4o | Mingtin, 11 & typing
] 70 1 und shorthiand i
- Line Canstruction Min, e, 1 3.00/he,
up to- k0
weekly
L
E4t, Price Manufeciuting | Sheet Metalund Sturting tate Yes " Nu
Diviglon . L Aluminunm ) BITLIN :
Lxteusiun Axsemhly ; "[r o
"1, Eaton Co, L, Management o “Yea Yo
Sales. Merchandising Min, of G, §2 -
Persnnned, Opetabing
Canadian impetial Clerical and Munagemenit Min, of G, 12 No Nu
- lignk of Cotnmetee tssitinng :
Public Setvice Accounting i Lot hacellunt 1300 th No .
Commission 1 Admitisteation Univ, hégree 6400 b
(Canadian Covernment) | Feonomics/Statistics MA ot MSL, sioo
o o Cimputer Selence: M.Se, 8128
= | Mudicing: duetor, dentist, | Professional umd
- | uese, dental hyglemmst, severnt othet typesuf Fel X
medival fah, technologist  [lechnolngist
Investors Syndicate Accoutiting WA Yey Yus
: Cletlend Stenny Ty piets, tit, 12 Min, .
Limputet Opetatorns,
t omputer Progtatmets,
Koy Ineh tipetaluts, ete,
'~ y anagenwent §famney G0 2 ds well dadome | ypiets, Teilers
) hmm.w Hutnlnian Btk :1,::‘?%:.:.,_1‘|()f|m- l:.(lum. :'mi"mu -‘.'h":wul |'0I!|.".l;||$ und "f"’m
\ Adton, frum 1 Manageme Wil
“”"m“ Confunanity College uwm"l'm"?um‘. thof nme
s bk DS MBS M RS Mibr A,
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) ‘ Employment W S
L S Co R Oppurtunlllu }q\;\_ i Wk L T
Company < Type of Work: fducation Requiréd | NOw Sa \‘\'{‘ .| Expetionce |Qbservatinn
Arnold bros, 'mmpnu Cletks, Mechunics, ’ > ‘- W
Ltd, [ H3ighway Deivers, - ’
Rookkeeping High Schoot -
Machine ()m_-iMnfs . .
Monarch Wear of Sewing Machine )
Canada (Reanches, Opatators, Warehnuse
Stelabach, Partuge, Helping « cutting room
Beausejour, I'eguis Plant) |- peessing dept,
Pautin Chanihers (.o. Non-skilted Femate . -
Ltd, , . 3.34/he, No . No-.
Mule - : ’
a1 A fhe -
A =
Canadisn Liquid Aty Sales/Qffice . G )2 - [Limited due to ani). Startingaatary § - Yeb. . ]| -
(branch in Thompson) - | Shipping, Fruck Drivers G 10 stafl turnover 2.88/he, . . -
o Penduction Plant : N L .
City of Winnipeg C’Iwicn'l_(u mst) Gro 12 few ‘Jj'slmt».- :
Civil ot Electrien) Fng, [ R TORS ) S hew 139/mo,
' Labater (tesmporaty) Nonie 15ome Opportunities | 3.07he,
. allcemen : Ge, 12 Some © |64 mo,
Bank of Monteeal Clerical and Management Min, Ge., 81 T Vatles )
R - et v y .
Butns Yoods .| Butchers, Laborers ‘ ) Nn Nuo
Atistod Amwuu(t%a) Mechanlcn and Hecmea! 0, ¢y ut M, S¢, Varlable 7800
(Ltd) Engineeting :
-1 Mechanieat and Flecteleal 2.8t Vechnotugy 6Joo
Technology i cite T ;
Typing und Steno G 1 und 12 a_.mt_) _
Dominton beidge Civit g, e . N No
Acenunting A, .
Deaftsthen Ge. 12
L(lnmuclmn G0 ot 11 but will -
Shoy +Foreman 1 Lider practical
| experience and
| initiutive,
Teadesmen o Fitters, L
| Welders, Iron Wotkers
) \innl.nha ‘lelephune Eieeteient o ngineeeing HSe Lk,
symm klectrontes leslmulugy Fuchnival ¢ nllcuu(.rad.
Clork TG L)
Cletk Typist Giey 11 with typing,
) Ceaft Apprentice TR
Telephone Opeeatne tit. 10
Macleods Office Clerical Gt 1 Eand up 280 und up Yoy Yes
T Wuretinusing ) _ 324 und up :
Shnpean Sears Feonomics, Matketung  High Schw 1 M, Unlimited Yes Yes
‘ . ) Hue, Admin, Commegee |t amd ncluding .
Desigh Coblege graduates
Cantdian Nationat ‘Yo Nu
Ratlway N . L )
BESI' OOPY AVAII.ABI.E i --‘ !
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The followmg tabla lists the manhu-
Hacturing aind processing industries in
-the Interiake region. The Qctober 1971

-9l-

NTER-LAKE REGION

Manufa@wmg and Pmces

~industry and commerce, The. July flg-v
. ures were tabulated by the Interlake
Development- Corporation. - The - fact

'may bea cause of cmplovment dnfior-
_encos in some .industries, It is signif.

icant to note the changos that have )

E KC du MBJ Octo‘wr 1972

-3 - —t
EvORRWEGRO

oo

- figuras are those 'of the department of - that the. study was carried-out in July ‘occurred gt
R i :
. Indystrial - Employoes‘
a - . ' ; . Classification - Qct,  July. -
Location - Mandtacturing Firm Products: © Code - 1071 - 1972
- Arborg North Star Co- op Assocmtnon _Cheese, butter, bacon, cured meats  FC o1 '
© Office T e B
Cheese Plant - "
Creamcry -4
Locker - : . 3
Scientific Feed Limited - : . LwestOCk fecds . " FC. . 6. 8 .
Arnold's Hatchery & Feed Mlll - Chicks, poultry, eggs, feed ‘ FC 2. 2
ArborqBakery A Bakery products , " FC 4 8
o ~ Vidir Supply . : Pre-fab houses _ ~RCM-. 10 15
Arnes . Sigurdson's lce Augcrs dcé augers, jiggers for fish nets CR . 2 ¥
Ashern “Ashern Creamery - " Butter FC 2 3
- Chatfield Chatfield Creamery Butter - ' FC 1 7
- Clandeboye Heath, J.R, Co. Ltd, & " Fish meal, fish oils, pet food SRR . o LY N B
' Briksdale Eriksclale Creamery & Locker Co, Ltd. Dairy psoducts _ . FC - 2. 3.
- Fisher Branch - Fisher Branch Creamery - Butter - - e FC 2 -2
Frazerwood . Frazerwood Creamery Ltd, Butter FC 2 . 6
Gimli - Calvert of Cahada Ltd. Distillery - - FC 110 125
.. Gimli Bakery : ‘Bakery produets TRCT e 8
., : « Gimli Construction . , - Transit Concrete “RCM . §-
’ Saunders Aircraft Corporation Lid. Aircraft ME. 80 304
Alwest Marine . Housecruisgrs CR.- - 26 »
Danforth Estates Ltd, - Wines S FC 5
Duha Plastics ! Plastic proclucts S . CR N <
Gimli Furniture Furniture - : - CR 4
o Johnson Boat Works Shipbuilders CR- 12
Inwood Inwood Creamery  Butter - FC .2
©. Lockport Red River Brick & Tile Brick RCM - -26 - 82
- Lundar Maple Leaf Creamery Butter FC 2
S Lundar Bakery Bakery products ~ FC -2
- Peguis Indian _ RS : o S /
- Reserve No. 1B, Peguis Indian Reserve Garment Plant ‘Blue Jeans - TA - 20 - NA
Riverton ~ Riverton Co-operative Creamcry : o
: 5 " Association Ltd, ~ Butter FC e
Thorarinson, Kris Dressed lumber, sawdust RCM 2 0
. ’ Riverton Bom.-Wc-rks Steel fishing boats, barges ME = 12
St. Laurent- St, Laurent Co-operative Wood products RCM 12 N.A,
‘ Rice Sportswear Quterwear TA 25 29
Selkirk Freshwater Fish Marketing Corp, Fish processing FC 140
: Ideal Wooderaft Ltd, ' - Furniture, store fixtures . ' CR e -
*Interlake Woodcraft Ltd, - Furniturg, store fixtures . CR. - . 3
Purvis Boat Works | Metal boats CR 20 16
Universal Woodhwork Woad furniture, windows CR 4 ‘4
Manitoba Rolling Mills Ingots and rolled stoel RCM 550 - 650
Abex Inclustries Ltd, Steel castings RCM 177 189
Eloctro-iKnit Fabries Canada Ltd Fabrics TA 125 176
Selkirk Redi-Mix Co. Ltd Transit Concrete RCM 16 10
Selkirk Silica Co, Ltd. Refined silica sand RCM 31 35
- Sekirk Machine Works . Steel vaults, commercial boats, :
steel fab, ' ME 1 20
Manclak Metal Processors Ltd, " Metal Shredding RCM 10 - 40
Park Furniture {Crown operated) Park furniture CR 25 26
Lakeland Dairies Dairy products FC 15 - 16
Selkirk Pulilishars - Printing _ CR - 7 13
South View Bakery Bakery products FC 8 13
Selkirk Lumber Co, (Bloek Div.) - ahedote blocks RCM 4"




Jing Industries by ‘Location

leon Car Indv ' o Liquid air 'A ' RCM 6. 2’

6
Weme R, Barnes Company - -~ Foundry sands, mdustnal mmorals RCM - 8§ N.A,
, Doarvvood Pross . Printing ‘ CR . 4 7
Stonevaall ~ - S eyt Bokery v Bakery producte’ - FC .2 . 9
: o Bristol Aergsnaes 11, . ~ Rocket propellant - . FC 66 - 60 -
C {6 mules suuthieat of town) o R . SRR B
Interlak Publishing Lt 7 Printers- . oo T CR. " 110 3
MrsoK's & . S Pizza o v FC NS 12
Cavoliar Campors, L "o Cuaper trailers o CR e T
= . Flexon Industries Lrg, -~ L Plastic products . RCM 12 % 12
“Teulon . Sheer Mg Hosiviy . - ° -~ Ladies seamless nylons : LT 60 30
. Teulon Bakeries L, - o Cread and allied: moduvn Y o2 4 3
Teuion Creamery ' Butter - FC . 3 5
* Ellison. Fovd Mill & Hatc‘hcry .+ Chicken and turkey poult - o ’
© . oristand feeds S FC - 3
_ 800/“!‘ Lumber Commmy . Pro-Fab Homes - ° oo '!»RCM D SRR
- Dominion Hat & Cap Ltd , Hats dnd caps , TA 710 51
Coce ta Industral Classiticatron: it '

FC — Food progucts and chemiears (m/r!udmu L mills, srr\d cleaning) - ’
ME -~ Machinery, cautnmert ang ¢ ectiorics (meiuting trangpartation and larm cquipment)
CR ~ Consumer eoads and 'cz:rnnhonal Droducts (ngtue ing mobite nore 108, traders, Boals, print mq, ete. )

RCM -« Rosor LrCe angd construction s mtm WV (mctuding cancrete, metal, tre-faty nmmmj)
TA < Textdes and apparet -

* Name Ctmnqc - t<u.al Woodgraft Lid. ( l"ll) ta Intertane Woorgralt Ltd, (1973

IR BEsr corv nvmusus

| Empioymem by (‘iassmed
Manufacwrmg and Processmg !ndustrles

; Employees July 1972 R " o R A Embloyeef‘t‘o’ta!.'
Eand P >d i léhchinmv, Consumar Gootlis . i l — - S o B
00 rotucts quipmeént - L esource anc Te tules and . R I . ;
e e | | S| TR | o o sy 1972
~ Arborg 39 - - 15 - 25 . B4 -
Arnes - - 2 = - 2 2
- .4 Chatfield 7 - - - - : _1 - 7 ,
| Clandeboye 7 - - - - -4 a
- ' Eriksdale 3 - - - - - 2 .3
Fisher Branch % . - - - 2 :22 , g :
Frazerwood - - - & :
Gimli 139 304 36 23 - 239 507 \
Gunton 5 - - - - - 5_ _
Hnausa C - - - 2 - - ,' 2
Inwood 4 - - - - . 'g 4
“Lockport — - - 32 N 25 ' 32.
Lundar , 10 | - - ~ - _ 4 _ 10
Pequis Indian - : A _ '
Reserve No, 18| - - - - N.A, 20 NA,
Riverton 0 6 - o . - 16 6
St. Laurent - - - N.A, 29 37 29+
Selkirk - 387 - 20 68 I 906 176 - 1164 120’
Stonewall 74. - 16 12 85 102
- Teulon "o - ~ 1 Y 80 63
Winnibengeach ;4 » o i - - J ‘ - ! - | 4 NE
Totals 348 330 122 026 245 1700 2041 |
: 8 6111"6 " MBJ) O(.‘Ir)/)t.'F 1972 5-'67_ )

Interla_k_e Development, Corporatic-in Ppb6=ty
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:1i,42 elllng s#udenls wha4 ls Exgecled of Them Durlnqolhe Aclual Work
' lluallon Exglorallon. . . |
:;_”' ; j'?; o is essentlal that students know what they are expectad o

‘ hdo durlng lhelr S - 5 day explorallon. Before lhey go out lhey musl be glven' -
5p:lhe same lnformallon whlch has been gi ven lo the. employer, ae oulllned ln
lSeqllon l. (ay Purpose - underslandlng of- lhe type of behaviour expecled
S ‘i:%(b)' wOrk on a 'buddy‘ system - | |
(e) wtll be for 3 =5 worklng days and for regular worklng heurs‘

.[ (d) Wlll nol be paid by the employer

Sludenls wlll be glven coples of l. lnformallon 10, be

w

© gbfalned by the Student and 2. Student Evaluallon o the Actual Work lluallon j' o
and ‘thé forms explalned to lhe student. | ) g

N Sludenls wlll also be glven a copy of the form xglorallon Slallon _
.f,ﬁ.gacl §hee lilled in with ‘the lnformalion whlch applles lo thelr speclflc slallon L
vlsll. | | ' T | |




gName of Compény |
. t?Address of Company |
:Name of Supervusor 10 Repor1 To
V”Da?es To Repor%

- erkung Hours

‘Lunch Arrangements

“TransporTaflon Arrangemenis '

. Dress to be worn

Special Instructions

: ~94w -

_ EXPLORATION STATION, FACT. SHEET.

S?uden%'s~Name

\\.

(you will work the .

~ regular working hours)

(*o gef there)

" Who to nofufy it absent '
~or late .

Phone No.

lﬁ;\J -




3. Informing the Employer

»’,_ The supervisor musi be informed lwo or. ihree days aheed |
'ihai John Doe will be reporiing. Preferably this should be done in person.
| f ihis is noi possible, lhen a phone call ‘may be appropriaie. At this
.:,flime obiain all the informalion necessary lo fill in ihe siudeni Exgloraiion
- Siaiuon Fact Sheel. | ” B '

E R Con'lacl During 'ihe Week

Per,onal contact wi*h the employer should be made during *he

. week the sludeni is pariicipaiing in +he exploraiion, it atall possible. Sl

__‘-This Wil provlde an oppor'iunu'iy for a review of 'ihe objec'iives of 'ihe

| exploreiion end also highlighi any problems that mighi have been encouniered.

- As_more and more siudenis go ihrnugh the program, the need for ihis personei :
;;coniacl may be reduced, During lhe visii +he supervisor should be given ihe
migmploxer or Supervisor Evaluation of Siudeni form. it the: visii is noi made -
ihis form should be mailed or delivered io ihe employer.. Arrengemenis should |
also he made at ihis iime for ihe iorm io be picked up ai ihe end of the o

" exploration period.

5. - {ndividual Counselting | _

p~ | Upon compielion of the 3 = 5 dav exploreiion period, the siudeni
“wlil be in a posiiion where he/she heeds "o get i+ all iogeiher“ Some students
j.wiil*be in a position where 1hey will be'sure.ihei the occupation iheyvexplored is
the one ihai ‘they would like to entor and are at the stage where they have nade

a tentative occupational choice. Others will have decided that they are not




7 lnleresled in lheloccupallon explored, nhlle'olhers will be undeElded;

‘All 1hree groups of sludenls should be lndlvldually counselled by lhe person .

‘i_;_who was in charge of their exploralnon experlence. The purpose of lbe

: counselllnq session lS 1) assusl the indlvndual to come to a declslon aboul

ohls nexl step., ‘ ' " ‘ ' -
' 1f he has already decided lhal he wishes lo enter a speclflc .

occupalnon he ls ready to proceed ellher to explorallon of the ?ralnlng

:lnslllullon or ‘to Unll lll, which consists of an |nd|vldual ln-deplh sludy of
‘-dlhe occupallon concerned and group study of job. search lechnlques. Sludenls
-may have made this 1ype of a declslon but have recelved a very poor reporl from‘
employer concerned with lhe explorallon. *hls report must be ‘discussed wllh |
“the lndnvldual and a declslon reached as lo whether: the sludenl lS ln louch -
,wrlh reallly. Sludenls who eppear to be oul ‘of touch wllh reellly sheuld be T
'referred for professional r~oz.anselllng, uf lhls\ls avallable. Af professlonal
'counsellnng ls not avallable, dlscuss 1he case wilh your supervlsor as soon
as possible and arrive at a Jolnl decision on whal to do next. |

lf he has decaded lhal he is not |nleresled in enlerlng lhe |

. OGCUpallon explored, the reasons for this should be discussed with him, Use B

‘vlhe reporls the sludenl has made out and the E mgloyer s Eveluallon of lhe

- Sludenl to asslsl the student ln galnlng a reallsllc picture of himself. :

Perhaps his opposulnon to the occupallon is really an opposillon 10 work llself
or a plclure of hlmself as a person who is not golng lo be eble t0 succeed.,
Deal wllh the person who is undeclded in a slmllar mannar, Remember ‘the maJor'v
"opllons open. to the student are: -

Iy to sludy ln deplh the occupation explored |

'2) to study ln depth an occupation from the same cluster to the one explored
3) to explore an occupallon from another c¢luster

'4) to participate in an exploration

1.0




; 4" Some counselllng hints, The following are a few suggesllons that

nmay help you in counselllng sludenls.

(a)

(b)

'”v(c)

- (d)

Cte
LW
gy

~ (h)
(i)

W

Do not pose nor pretend that you have "the ansners";'

Try to be warm, honesl sincere and genuune.

All counselling situations. are based on the ldea of rapporl - “.I?:’ |
a good working relallonshlp. | |

Focus on lhe presenl problem (the occupellonal chelce process) and

try 1o help lhe person solve ll.

Focus on whal the client has learned from the process.

ste lerms underslandable lo lhe cllenl. ,;’!

Discuss beginning jobs,

‘Inlooking al olher occupallons, stress sumllarllles end dlfferences.

Remember the sludenl chould be planning his own occupellonel

development ,

:Focus should be on rhe process of choosing and nol on the llle long cholce.

7_'Slress that both the sludenl and occupallons will conflnue chenglng end’

(k)

.
o Am)

his reacllon«lo the slluallon._and hls ability 1o make use of his

)

chooslng. Process is dynamic and not slellc.

Stress that sludenls' self appraisals ln two years wilt be dlfferenl.
Student's picture ot himselr ‘should be in touch with realllv.,

Put the emphasis in the interview of,lhe\lnolVldual‘s;self~acceplence.

polenllalllles.
Don '+ lalk 100 much, Koy skill ol a coungellor is belng able to LlSTEN.

1l.u




o6 Training Institutions
vlnslllullon should be consoderably simpler than organlzlng +hem wllh o .

| gpployers. Baslcally the same steps should be- followed as. for the

'-employer, and the purpose and operallon wlll be slmllar. .

{sludenls. A turther counselllng sesslon wlll be required upon complellon of

nGBw

et

Organizing explorallon experlences within lha lralnlng

lhe sleps are°
(a) Identifying lralnlng sources
- (1) Explain purpose
(i) Explain buddy system
(ii1) Length of time = 2 days ‘
Civ) Show forms = Instructor's Evaluallon of Sludenl R
L = Student Questionnaire aboul TralnlnguwisJ
~ Institution B o i
- (b) Tell students what is expecled of ‘them and glva B

detalils of report llmes. otc. |

{c) Inform instructor when student wlll reporl.

,,(d) Obtain lnslruclor s Evaluallon of Sludenl.
Decislons abou+ whelher or not students wlll explore lhe

lralnlng lnslllullon will be made durlng the counselllng sosslons with lndlvldual

this phase. It is nol anllclpaled, however, lhal lhere wlll be a slgnlflcanl .
numbervol-changes-ln-ocGUpallonal choice at this slage. The two days wiil |

primarily tend to serve as an orlenlallon to the occupational 1ralnln9 course, .

, liu
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Training lns*i*u*ion Exglor jon

| It s assential that s?uqen*s know wha*.*hey are axpeéfed

{o do dukiﬁg“*heif iwoﬂﬁayexpldra*ion,i Before they go od* they must Be |
: givéh ?hé'séme informailon which has been yiven 1o the *réinjng?insii%utlbn
| Insfruc*orfas oﬁflined in Section 6. . - |

. a) Pdrpose-~ unders*anding of»%he,?ypé of behavldur expeciéd. :
| b) work on a "buddy" system. - o

(c) wtll be there for two days and for *he regular number of hours _‘5 

ot *ralning. - | ' -

4y wall not be paid by ths training :ns*t*ufion.';

Sfuden*s-wllt'be,qiven copies of fl. s+udenf guesilonnalre abou+ *heu ,

raintng Ingtitution and 2.‘ Job Tralts Dlsglazed by Buddy_in *h |
 1Iralnlng lnsfl*u?ion and the forms explained 1o the s*udenf. s*uden+§ wfllrt .

" also be glven 8. copv of ?he form Iralning lns*t*uflon Fact §hae fllied ln |
~ with the SpOCIflc information which applies to fheir occupa*lon. . |

114




”'-_ to report to

o“'oo-

TRAINING INSTITUTION FACT SHEET

- $tudent Name

~ Training lhs*ifuﬁion

AddreSé

Dept.

" Course

Name of person

Dates to report .V

Howr s

(You will remain for ‘the |
regular class hours) h .

Lunch.arréngémenis 7'

“Transportation arrangements _
(to get there) ’

Drass‘*o-beﬂworn

Who to notify if absent or late

| Phone'No.u

special Instructions
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e O UNIT L : '

Ogcupational Exploration

" Job Expectations - What the Emplover Expects

v

The fu]lnuing are onulo'er expectal ions of emnloyees. cmployees -
who mect these expectations are nenerally conswdcred to be "good"
and that a satisfactory amploynsnt situation is the result for
both 9mp1ovcus and emp]qyors. Dascuss‘each of these,

1, ASk111° The knowl edge and tho abilities to perform dsqigned

* tasks are known as skills.. AT jobs require different ) A
skills at different levels., Knowing and being able are the -
‘basis for any employment, They are necessary to get and
»keep any job, 3 :

S 2. 'DoLondubi11*v. An employer who prov1des a person. w1th a
- JobTis paying for some type of productivity. One of the
tore important things that he expects of an employee is .
dapendabil iy, oe the willingnese of that person to produce
. what he has agreed to. Dapendability can be displayed by
being at work regularlys being on time; sticking to an
assigned task; abiding by company policy; making an
honest account of company monies and mater1a15 and meeting
work deadlines and scnedules,

3, Industr1ousnesa. Industr1ousne s is knOW1ng your own job, :
- and getiing at it without being prodded or constantly watched.,
~Pn dindustrious person is a self-starter who can work with a - -
minimum of supervision and can uae 1n1tiat1ve in starting
and fin1sh1nq a task, | _ _

‘4, Enthusiasm. Enthusiasm is & genuln@ interest in the JOb that

LS G ahunanss i o DGt

causes a person to enjoy the job and to make his assocwation
pleasurable to those around hnm.

5. Decis1on-Mak1ng. The ability to make a decision and carry

. 1t through 1s the mark of a mature individual, It {involves
getting the facts, consideriny the consequences, and applying
judgement before one acts. Employers may give directions,
but no matter how detailed directions or procedures are,
employees have to make decisions. Employers expect good
Judgement in decision situations. ' ’
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 NOTE:

Sourceo:

~ These polnts can be used as a basis for doclding.uhofﬁof’dé'ﬁ;;

|02~

Working labits. The quality of work that a person produces
~ Js often related to his working habits. Good employees
maintain habits such as ncatness and accuracy. o

friendliness,  The employee who is friendly by nature and
o can get along with others makes his work and the work of
thosé around him easier. Most emoloyees are-going.to spend
about a third of their day at work. They appreciate this .

time being spent near a friendly person, rather than 2 grouch. M‘f

Toamrork.  Closely allied with the quality of friendliness
‘s the ability to work with other people toward the
accomplishnent of an assigned task. One person who is .
“uncooperative can destroy the effect of a large team of
people. Teamwork involves: R ' ‘

(1) MNot shirking one's portion of an assignment *
- (b) - Respecting the work and the contributions of other - -
7 members of the tean. ' S

(c) -Not seeking personal advancement or recognition frdm | o

the work of the entire team.

A:tention to Safet; Factors. M- & nan is working with

a group of peopie, his actions a..i observations might not
only keep him from being injured; but other members of the
staff as well.  Carelessness to safety factors can disrupt .
entire oprations, cause injuries, and cost employers

- unnecessary expense.  An employze should remember always.

" to leave his working area in a safe condition. '

Appearance. The-first mark of good appearance on a job

75 to be dressed appropriately for the job you are to do.
Some jobs require a business suit, while others require
heavy close~fitting clothing., Good grooming is also
important. Appearance involves dressing and grooming 1in
such a manner that you do not secm out of place while you -
are on the job, . - T L

. .

the actual work situation would ba satistfactory to the student,

TRANDS, Creating a Career, July, 1974,
| Topic Viit, Unit t."Egarglso 2, pp 525=6
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UNIT I

Job Exgeéfafionf - | Wha1 the g_g_oxee Exgec1

The following are 10 things that emp!oyees expect to find and
experience in‘any- job, Not all jobs havé all these. characferis*lus,
but these things can be thought of as average condif!ons and ones ‘which

probably result in a satisfactory Job from the employee's point of view.
These points may serve as a basis for deciding

.- Discuss each of the %en,
. whether or not a particular work situation would be satisfactory to the

2.

o

's?uden* or no*

The Na?ure of %he Job., Employees fnnd that the |deal Job is
" one that matches their persona! qualifications with those

required by the job. The match should include physical
abilities, inferes.q emotional - needs, ap+i+udes, ablll*ies and
fragning. N .

worknng_Condufion S One of 1he first condi*ions that an employee:

“can expect on the job is to-be provided with a safe, clean place
~ to work, Although some types of work will be associated with-
~certain hazards, it is the responsibility of the employer to see

that unsafe conditions are reduced to a minimum and that each of
his employees. is provided with the proper tools and equipment

to Perform qutckly and efficien*ly the tasks ha is hired to do..

‘u‘urs of Work. Employees prefer Jobs that have regular’ worklng

hours. Jobs that have regular hours (even though shift work

" may be Involved) that alfow for a well~-balanced tife including

time for family activities and recreational; :activities are
usually chosen even when the Oppor+uni+y to earn more goes
wi+h longer hours. :

Pay,and Other Benetifs.. It is qui*e normal for jobs to be

 evaluated in terms of pay and other benefits. The pay should

reflect the employee's skills, abilities and training. sometimes

“benefits provided by the company are worth more to the employee

than the actual salary. In examining a prospective job, a
person should become as familiar with the benefits associated
with the job as with the basic pav schedule., Benetits include -

‘such things as vacations, pension schemes, stck laave, profl*

sharing- and others.

11y

i >




6.

8.

10.

Source::

"

Advancements at Work. One aspect that often affects a:
person's outiook toward a job is the opportunity that .

the job affords him for promotion, Horkers are usually:
better satsified if they are fully aware of the basis
on which promotions are made. ~Often, emplovees expect -
employers to seek people for management positions from

* the existing staff before looking outside the company.

- ‘ ik .. » v
Future Prospacts. Closely associatéd with pay and other
“Tmmediate benefits is . the consideration of what future. |
prospects the job offers its employees. ‘Employees.ask, =~
"Wi1l it provide steady employment"? "Is it reasonably
certain that the job will be able to provide for the - -
future, for the growth of my family, and for my "

retirement"?

"Working Associations. Most jobs provide employees with

benefits that have nothing to.do with the salary. ~These™ Ll
include off-the-job. recreational and social activities for ~

the staff. Our work life occupies-a major vart of our -~

 time and the people we associate with at work form a

social group which is very important to job satisfaction.

- Besides the informal associations, there are often

" company social ¢lubs, recreation clubs and in some cases
‘professional or trade associations. .

participation. An employee 1ikes to be able to make

Suggestions o solve problems which arise in his work. ‘In
this way, he can contribute to the success of his group, his

Jjob and the firm he works- for.

Supervision. Conscientious and fair supervision where an

at heart are essential for employee satisfaction., He must be
“able to feel that he can go and discuss his job and any.
difficulties he 1s having on the job with somebody in
authority. : S Sl

The Company. A worker gains presﬁige as the company he works
“for gains and holds prestige in the community. In order to

: have ‘the maximum benefit, an employee needs to pick a company B
- of which he can be justifiably proud. , E

TRANDS, _Creating a’Caveer, July, 1974,
Topic VI1l, Unit |, Exercise |, pp 323=4

© Adapted by LM, LérSGn

enployee feels that the supervisor maintains his best”interesfsf_

¢
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. "I'EM . EMPLOYER OR SUPERVISOR'S EVALUATION OF STUDE NT
| Dates ____ - : lame of otudent | .mgm;;q:

Name of busines.

Addreas Of b\‘Sll‘l-..m )

“hone o.

liume of contact nerson

'fcsitinn, . s , “hone 104 i
 Please check one of the columns fqr auch of'the.following yuestions. '; ‘
n . AN ’ B N SR S £ 3
: i / ' : : - - ! IR
N R | - s 1o | wms
1, ifas dependable o " le ] |
2. Directions wcre iolloxed L0 the letter . £.] ”
3+ Accepted being told how Lo du & sertain thing e
ke The task was performed exactiy - T e
—— l. . i Y Lo EEE ..
5. Personal appearance was neut ari cppropriate . S
6o The person was on time . b, H
7o Responsibility for assigned jobs was.shom = 7.
8+ Directions were followed willingly - g .
9¢ Constant supervision was unnecessary | 9
; 10, Was he/bhe pleasant to worlt with? 10,
| 114/ S:owed friendliness to the other members of the 1l.] “ S B '
gtaff o _ N R N
[ AR - sk . 9

11




~106=

12, Sheied friendliness to the employer

ils lere jobs comploted when started?

Lye Willing to learn new skills?

15, Worked without bocoming bored or discontented 15,

16¢ Could stand up to pressure | .16, |
17, Basily upset - | |
18s Nervous o : o e a8, | -
19. Respected fellow workers and their jobs . - - 19, | ‘
_ — - — ' . e freeem——
20s Cooperated with fellow workers C T 20,
© 21, .Usually understood divections given 2.

22, If dmrections wers not understood, was ulllina 224
' to ask for more ‘details

23. Bespected supervlsor and the JOb he hus to do 23 _f ]

<l Cogld accepﬁu;;gticism , - | b . T

.25. ,coulf_accept_praisei | ’L | 28,

24, Geve rotice bofore leaving - _26s ) -f-'_-

27; ltissed for reasons other than mllness o " 27, . | K
£6a Anger aflect d the wcrkigg_;bmlitj 1 28, | —

29, Iraeffective on the job due to alcohol and/or . 29} \ ] |
ﬂm‘;‘h .
bt oot sk ié e bl - dinptlid dobidebis - " B g — ARSI

1.inJ




30, Failed to do Job. well and resulted in
- yerrimend and/or dismissal -

, 2;, Accident cauged duc to carslossness 3l

Summary of performincs

- Recommendations

Source? . 'TRANDS, Creating a Career, July, 1974,
Topic VIIl, unit 2, pp 3289 |

Adapted by L.M. Larson . o ' ‘.
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 STUDENT FORMS_FOR THE ACTUAL_ WORK

SITUATION EXPLORATION. . E

Y

i
. i
PR Y
AN

1. Information Yo be obtained by the student.

A".‘Z. Student evaluation of the a.c‘tual‘y wdrk_si'tdaﬂ'o'n..‘

VN




«| 09w

 INFORMATION_TO BE: OBTAINED BY STUDENT
‘Note: This form is to be completed by the student as a result of
interviewing the employer and recording the answérs.' .
~ part L Student Questionnaire. of Employer/Supervisor's Expectations
Name of Student _ -
‘Name of Business
Address .
~Name of employer
1. What skills do you expect the empléyeés,in this occupation to have?
2, How important is dependability in qur‘employéegf
3. What qualities would you expect in a dependable employee? .
4. Do you expact your employees to work without a lot of supervisioh?-
. *(. . Yes No B .. " .
It Yes, in what ways?




1. . . Lo - Lo
-EU'O'" : , o ‘ o a b

5, How much inifiaiive do you expéct,frcm your employees?

6, |s enthusiasm a'desireable-quali1yuln.your,employées?_:"*~ :
Yes o ‘ ’ No

av—————— . ———O—

How is it important?  (for a yesiénswer)

7. Do you expect your employees to make decisions?

Yes I Y ~ No

L

If Yes; how and in whaf-wayé?

8. What work habits do you expect your employees to braciicé? o

9, 'How‘lmporfant:ls friendltnéss’amongsf,eﬁployéas?

-y e Svite

4 .
- : - —~—

~ What effect does it have on fhe'work? .

ovod ' a ‘ PSR

U P

10, what teamwork would be involved in this occupation?

i ol S e - o IPTOROw

19T

o

bid b




o,
¢

Iy What safety precaufions‘do you expect your employees 1o fol low?

12, How do ypb expect your employees to dress on the - job?

1
b 5




| |2

Part B  Student Questionnajre about Employee Opinions

No?e:f This fbﬁm is to be comple*ed by the student as a'result of

. in#eerewing-fhe contact person in the actual ‘work situation -,.u1

and recording the answers.

“Name of business”

Address. f | SRR " .
Phbne No. .

Occupation “7;

Cdnfac*”person?wa L Phone No.

1. What does the job consist of generally?

2. |s the workichiefly-manual. mental or a combination?

oo

3. Do job tasks vary or is the work repetitive?

——




| -l 13-
4, What types of equipment are used ~ e.g,'?oois;'machtpes,vma*ebials?

1]

PRI PSR

5, What are the working hours == regular,?over1ima..holidays,'etp;?i'

“5Qf~Doé§ the w&rkinvolve chleflyisif%ing or s*andiﬁg? |
S . -~
7. Is *he‘pay sa*fsfi&kory? o |
| '...........Yeég . I N
I No, why not? 3 e op——
o

. 8, What are the average earhings of people whé'are’experlenqu‘ln'*hli

“occupation? e R _ —
9, -is *he'wbrk seasonal or on a year rdund'baQIQT
y 1 ‘i..

—

10. Are there ffequen+ lay-offs due fo work inierrupfldns or strikes?

- . . b " ey

1120




e

. . | | RPN
I, what benetits are included? (e.g. pension, sick benefits, etc,)

 amtg

e “ -
— PELTERE

12, What off=the~job racreational and social activities are provided

G

for the employees?

‘13.. What clubs (sociél,»recreaflonal, trades) are part of this job?

- | — . -

14, How much are you involved In solving problems related to work? =

"L '.L;'J"A"_'j.ML .

S o : | Coren v o Laed B

R AR L
]

A5 How.much and wha1 kind of supervision is there in.this job?......

oot naw gt el W

b samde b o o biied ol g ambAd

16, What advancements are possible? |

BRI R WE TR SN

by )

[T ) L v YT

Vet a Lo ee oo arbicthbehd - dendise

R T Y TV Y VT VI T T VPOV AT AR e vV T )

Vow anlatyr e _'

g
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LD

17, what are the future prospects of this Jdb?

source: TRANDS, Creating a Career, July, 1974,
. Topic VIll, Units |, 2, pp 323%9

Adapted bQ'L.Mc'Larson




§1gdent_§yaluaﬁioﬁ'gf Actual Work Situation . -

3
i J
‘1
-+
>

~ This form is to be completed by ihiSISTUden?_while he/she
is out for occupa*icnal axplora*jéh experlence'in'an

actual work situation.

a— - . . . [} . . . LY

-§tudent Name -

Dates involved in an’ exposure sl#uafioh:

- Name of jndds*rv’or ausiheSS' ' I .' 5 - ' e "a
Address _ ——
Phone No. _ ‘ '_?

Name of Buddy | .
Position L e . Phone No. —
‘Evaluation of exposure situation (s) (check one)
. Valuable in deciding occupational chofce '
2. Require more exposure in a particular area (specify)
‘“‘: L B . . .___. ) - i ”v ‘-' -—gw' »

_ 3, Roquire exposure in other area (s) of the same occupation (specify)

e ]
LI
amae —— atbodutbinguelindy rﬂ)
[ .

. " o " . . . " " . Amanend




.' . ‘_-m-

4, Would 1ik- to exn]ore other occupat1on (s) (specify)

s ol

wuee of the u -‘-~ qeneral outline of tho worP performed, no.
- of poople comnected yittiy this job directly. ‘ _ ,

. . '
4

Morking conditions - inside, outside, temperature changes, noise o
“and Vi ratwon hazards, ventilation, noure, light1ng SO

»

Advancemenr poss|b111tips - 11ne of promotion,  wages, rate of
-'promofwon.. o o=

| Future prospects == trends, rate of change

=
SIS

Pay_and other benefits 44 vacation, pension, jtck benefits

140




Work organizations;

(a) employers -~ furiction, purpose, size

(b) employees -~ function, entry requirements, social time o

@

Particylar qualifications:
(a) for male and female
(bg age _ |
| (¢) physical, mental, social, moral
. - {d) special skills B o
e) special tools required . - o
; (f) Tlegislation affecting occupation . | ENSRIEE

. . Certificates, diplomas.and other credentials required:

- (a) general education
1. necessary

II,' ~desirabie

(b) special training
L necessary
11, desirable
111, training centers, - schools, on the job, other

(c) experience
1. - necessary

1. desivable |




‘Other:', L “ll9- I ‘ : | R . o

methods of entering
use of special employmant agencies

1{
) 1ength of time before skill is attained - o '
)
)
)

P

-union or apprenticeship rules

participation in solving problems rclated to the job -
supervision, amount, kind, someone to talk to

workinq for a company of whwch an employee can_ be ornud

é
(
(
(
(

-+ 3O Q. QT

PartB  Each student is o complete this part of the- form based on .
~ his/her observafuons of the contact person n *he ac?ual |

work snfua?uon.

fF9?<? ._,Ag;;;.f_

e WaS‘his/her perSopaf’abpearanCé’nea*? ” B P S 7f .
T2, Was he/she conscious of-apptdpriatéfdréss? ,‘ 2, | ‘";%;1 o
3. . Were his/her work,haﬁifs neat and orderly 3, )
4, | Was he/she usually on timer - ’:' o . _4.' - —
5. Did he/she feel responsible for JObS asslgnad |
to himself? = S - 5. ..
6. Did he/she fry to perform jobs assigned fo N
to the best of his/her ability? S N
7. Did he/she follow directions wtlltngly?/ To b
8. vcould he/she work without constant supervislon? 8 N N
9. - Wae he/she pleasant 4o wo.x witht 9. ;_,_.~;;i+;_;
10. Was he/she friendly to other members of the f_‘ o .",,
statt and the employer? | , 10, | | . i
i1, Did he/she complete jobs which were started? ", ';:::::::I:::::::::

134




12,
13,

14,
15,

i7;

8.

79,

. was he/she willing fo ask for more details?

21,
22.
23,

24,

.25,

26.

Was he/she willing to learn new skills?

Could he/she continue to work without becoming

bored or discon?enfed?

Could he/she stand prassure?

Was he/ahs easlly ppset or nervous?
Did he/she respecf fellow workers and

their jobs?

Could he/she cooperate with fellow workers?

Did-he/she_usually_undars*aﬂd ins*ruc*fohs'
given to him/her? -

1¥ he/she didn't unders*and instructions,

Did he/she respect the supervisor and the = |

- 20,

job he/she had to do?
Couid'he/she accept criticism?
Could he/she accep* praise? | _ -

Did he/she ever qulf w'thv41 givlng 1he

' SUpervi sor notice?

Did he/she ever mlss work for reasons o*her

than i lIness, which pui 1he employer in an

uncomfortable positior?

Did -anger make a marked change ln his/her

‘working abnltfy?

~ Was ho/sie ineffective on the job due to

drinking? ;

12,

13,
14
15,

16,
7.

19,
21,

22,

24,

25,

26,




o?

27.

28,

29,

i)

Was he/she lneffec1ive on the job due 1o drugs? 27,

 Was he/she scolded or dismissed for not doing

a job well? | - 28,

Did he/she have an accident on the job due

to carelessness? | B 29,

s

source: TRANDS, Creating a Career, July, 1974.

~Topic VI, Unit 2, pp 528-9

" Adapted by LM, Larson
p: o
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INDIV IDUAL COUNSELL ING

1. Training Institution Exp!ora?ion.
o 2. In Depth Study and Job Search Techniques.

3. Looks at ano*her career cluster.




Instructor's Evaluation of Student
~ Name of Student — e
Pates ____ | ) »
Institution _ L
Dept. - . Phione No. e
 Course ' - o i
‘lné'rruc'tbr IR o
Confécf person ' . | . Phone No. R ' |
Please check one of the colums for each of the: following questions: * . S
S Taa ] . . ma |
1. Was depehdable - - - 2, AR
. 2, Directions uere followed to the letter | 26 S |
3. Accepted being told hov to do a certain thing 3. B e
4e The task was performed ezactly o he| S |
5. . Personal appearance was neat ard appropriate = 5. B B |
64 fThe person was on time b | a | ' |
7« Responsibility for assigned jobs was shown - T o A
8, Directions were folloved wiilingly - _ 8 | RS B
9 Oonstant supervision was unnecessary 96 3 IR N i_%
10, Was he/she pleasant to work with? 100 | 3 IR B |
1. Showed friendliness to the obher members of the 1l. | |
WO Py ). o 140 L

e



19,

29,

drugge. . .. . .

12, Shqwed friendliness to the employer 12, I ¢
13. Vere jobs completed when started? 13 N -
. — e e B
Ao “ﬁilling‘to learn new skills? jlhw |
15 Worked without becoming bored or discontented iy , R
16 Could stand up to pressure 26e | I 1
17. Easily upset 17 - | |
;Respectedkfellow workers and their jobs 19, o B , f
| 20, Cooperated with fellow workers 20, | L ,
21, Usually understood directions given - 21, |
22, If directions were not understood, was wmlllno -22;7, S i
to_ask for more detsils ' o SR |
3. VRéspected supervisor-and-the job he has to do 23;_ . N o :
2L Could accept criticism - 2 , |
25, Could accept praise R5¢ 1 1
26, Gove notice before leaving 26,
27, Missed for reasons other than illness 274
28, Anger affected the working ability 28&
Ineffective on the job due to aleohol and/cr 29,




NO SOME

- | I TTHES
30, Failed to do Job well and resulted in 30,

reprimand and/or dismissal
31, Accident caused due to carelessness 3% )

Surmary of performance

- remt—
hnd 'm

Recommendations _
. e e
_ e |

~ Seurce:

TRANDS,‘_Creating a_Career, July, 1974,

Topie VI, uUnit 2, pp 328-9
Adapted by LM, Larson -
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 student Forms for

L

Training'lné*i¢d{ioh Eledbé*ion

I, 's¢uden* Ques1ionnaife abou*'Téa(njng

lnsfiiuflon.,

2, Student Evaluation of Training Institution Visit,




Note: This report will be completed by the student during the

- exposure to the training institution, o

Student Questionnaire about the Training Institution Visit

 Part A The student Wwill interview the instructor and resord the answers

on this rorm,

Training Institution

Dep’f .

Course name _

Instructor i -

Phone No.

Length of course

~ls . What skills do you expec* your s*uden*s to have before en?erlng
the course? -

‘ 2, What skills do you expect from your students wheb +hey have finished
' the course? ' .

3. How important is dependability in your students?

-




‘lzs“ ” ) . . . | ¢
4, Do you éxpec1 your students to work without a lot of superyision?-,

Yes No | S

L L

If yes, in what ways? .

5, "How much:lnitja*lve'do_you expect from your s*uden*s?'

6. Is enthusiasm a desireable quality in your students?

Yeos T No

If yos, how is it Important?

1. What work habits do you expect your students to develop?

8. 'How'iMpof*an* is friendliness amongst studentis? -

9. What effect does it have on the learnihg sifda?lpn?




10,

b

12,

13,

14,

15,

16,

29w

What safe1y'precau+ions'do you expect your sfuden1s‘10 fol low?

o

How do you expect your students +o;dréss?,

)

How much time is spent on related academic subjects?

How much time is spent in the lab or shop situation?

How are the merks allotted?

oy 4

I there time provided for Individual help where needed?

-t

~

e

I+ you wore going to tacomménd a student to a prospective employer,

whaﬁ‘charac*eriéfics’would you stress?

e




Unti 1)
(TEM C

Par1 B - This part is to be complefed by 1he s*uden* as he/she

inverviews h:s/her buddy in 1he ?ralning ins*i*u*ion‘

Contact person

'Phoné No. -

" ’Whaf are the conditions of 1he 1raining si*uafion like as far asf
you are concerned? o .

2, Whéf‘aﬁgAfhe hours of tralning in this course?

3. How much and what kind of supervision Is there in this course?

pronees

e

4, s individual help avaH:able it you need it

5, How much time is spent on related subjects?
6, How much time is spent in labs or a shop situatient
o —— s 59200 i - - - b oA dioatsilis it
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70

8,

9,

10, -

12,

13,

w3 -

4 4

I f accomodafion'is\necéssary'for training, is any available through school

" contacts? | ' | '

Yes N

L o

Where is the Information available from?

PP

What does the instructor eXpeci_from you as a's1uden1?

How much and what kind of supervision do you have?

What skills are you expected to have béfore’én*erln§¢+ha*céﬁfse? |

What skills will you have at the end of this course?

What credentials will you have at the end of this course?

How are you expected to learn? |

Group instruction Y

Individualized instruction .
Other (Please specify) _ ' e




i4,

15,

|32

What aré the Job prospects atter this course?

Can this training be obtained in other locations?.

Yos

e NO

lfiyes, where?




b) special training

i) necessary
i desireable
Vi) training centre
= location
‘cost

time inVolved 3
special equipment

¢) experience

i) necessary
ii) desireable

-|33m

Other B .




Student Evalua?ioh of Training Institution Visit

" Part A This part of the form is to be completed by the student while
: he/she is out for occupa?lonat exploration experience ina

training institution si?uafion. )

Dates in #he ins*i?ufion

Training institution

Address

~ Phone No.

Dep*.

Coaurse

lnstructor

Contact person

Phone No __ et

S évelue*ion of;exgosure,si*eefion-(sz»(check‘one)

. valuable in deciding'eccupe*Ipnal eheiee

. Require more exposure in a particular area (specity)

.

E—— . i e

3. Require exposure in other area (s) of the game occupation (speclfy),i

140




P

4, Would like to explore other occupation (s) (specify) °

*=ture of the training -- general ou?llne of the work performed,. no. of
people connected with 1hss *rauning directly

i

wOrknng condi1ions -- Inside, outside, temperature changes. nolse and
vibrafion, hazards, ventilation, hours, lighting

o, Parficular qualificafions -

a) for male or female '
- b) age '
¢) physical, mental, social, moral
d) special skills
@) special tools required '
f) legislation affecflng occupa*ion“ |

cer+ifica+es;-diplomas and other ¢redentials réquirédz
\_ &) ‘general education
' | i) necessary

i1y desireable 1’1’; N




Part B This parf of the form will be complefed by the squdent based

on his/her cbserva?ion of hisiner buddy in 1he fralnlng

ingtitution,
| | ves |no
.. Was his/her personal appaarance neat? I PO R
2. Was he/she‘cdnécious of appropriate dress?'?- R '.  i |
-3, 'Were'his/her work habi?s:neaf and ofdér%v? :" | B;fﬂ _"Tyn' -
4, Was he/she usually on fimé? L T | 3 4:'if ‘7t;7 '
5. Did he/she feel responsible for Jobs assagned to . ] ' U A .“fF
| hum/her? o | . % L S 7
6. Did he/she try to pertorm Jubs assigned to- 1he ~;*f}~~1_”55a,: ‘:“' -
. .best of his/her ability? . | | TR I B -
7. 0id he/she follow directions wlllingly? | e 7 ;;_;;___;;;;_;\ /
8. Could he/she work without oonstant supervlslon? - ' 8. - ) ﬂ
9. Was he/she pleasant fo work with? . LT I I
10, Was he/she friendly to other mnmbars of “the class and | N ”
"~ the lns*rucfor? . A R B T
11, Did he/she compiate Jobs which were stortedr ML |
l2.‘v _.HWas he/she wiHing o learn new ski“s? '_ o 02. L
F-3 Could he/she continue to work w:+hou1 becomi'g o !
bored or. discontended 7 . | . P W ——
14, Could he/she stand pressire? S 4, 4----
I5. Was he/she easily upset or nervous? - “is, .
16, Did he/she reSpec{ feiloy workers and their Jobsz_ ';:ia. _
17, Could he/she'coopera*e wi{h fellow workers? B | RELY U W — y
lr“}.tﬁ)




18,

19,

20,

25,

- 2,
27,
28,

Did he/she usually undersland instructions given lo
him/her?

If he/she didn't understand instructions, was he/she
willing to ask for more details? : .

Did he/she respect the instructor and the job he/she

had to do?

Could he/she accept criticism?

Could he/she accept praise?

Did he/she ever leave fhe class for the day wllhoul
glvlnglhe instructor nollce? _

pid he/she ever mlSS classes for reasons olher :
than {lIness? C ;

Did anger make a marked change in hls/her worklng
ablllly? : .

Was be/shefleeffecllve in class due 1o drinking?

Was he/she ineffective in c¢lass due to drugs?

Did he/she have an accldenl in class due to

carelossness ?

‘Source: TRANDS, Creating a Career, July, 1974,

~ Topic VIil, Unit 2, pp 328-9
~ Adapted by L.M. Larson
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20,

21,
22,
23, |
24,
25,
26,

g ,27‘,_

- No




-] 38w

LE

ENTATIVE
OCGCUPATIONAL

.C_HOICE







J0B_SEARCH_ TECHNIQUES,

-fn*roduc*ion | o

The sec?ion on *eaching specific Job search fechnlques may be
hand!ed in three ways: .= = ; - | BN
l. Use the Life skills Coaching Manual = ggéi!lﬁg fdr a7ggbv5 ‘pp;$99r63 >"f E
| 559 Appeﬁdix’A R : T T

2. Refer 2 {~)

_‘Sfudenf Personne| Servicas, gggnggllg;_g_gggggggg_gggguigg_ggg_J
. ,Grougs in Gufdance |
jSoe;Appahdix.B L “

R COn*act Iocal branch of Canada Manpower Cen*er and ask fha*-
a) Someone from that departmen# come- to the. class and dallvor the
. fedaral Crea+ive Job Saarch Tochniques courso. | f*f_s;il;'f
b) The C M C train the classroom teachers io dellvor ‘the course o B

'-*hemselves.

The use of vtdeo *ape and role playing 4n a Job ln*ervlen sl*ua*lon A
should be inves+iga*ed and used |t prac*tcal.; Try *o obtain as an tn+ervlewer :
"someone who has been lnvolved in htrlng and ‘have *he s*uden*s tn*arvlﬂwod bv
*his person as if *hey were au*ually applylng for a Job. “A replav of *hd S
. _tn*ervtew using video +apa ‘can be vary reveallng for 'rhe swdén*. l,tsp o.f g ]

persannal officers in the local se*fing can of*en be arranged.;‘_‘f

- _-‘*3‘,&.'5;&':‘




. o EA ndix A
wir i - - JOB_SEARCH_TECHNIQUES T 5

o o T o
T on:  Applying for a Job | '

o Time: 14 hours

Overview

1In this lesson. students practice skillsiused in'applying .
,for a job: using "Help Nanted" ads , -completing application forms. .
'writing letters of application. writing resumes. and interviewing o
'employers. They use their skills to apply for-a JOb or for further

l-'training placement.

- Resources Reguiredd7 N

,9Helbgw§ﬂted" sectionsffrom‘current.nEWspdpers,

Projectual: windegg Mining Co. Ltd,

| A copy of Letter of Application Outline for each student

- JmA copy of Sample Letter of Application for each student

"fAjcopy of Joe'Letendre s CaseiStudy‘and'Resume for each_student;r o -

: Advance arrangements with staff members or employers for the B

simulated interv1ews. .

Lite §kil|s Coachlng Mgnual. | Life SRilI Series.

Depariment of - Manpower and Immigration, saskaichewan Neusiari.

Pllnce Alberi. baskatchewan. i9/3. - o PP 549 - 563.
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Advance arrangements witn staff stenograpner to act as ’

pub11c stenograpner

Video equipment

C Objective

| The student completes an apb11Cation form, writes a letter

-~ of application, writes a_resume of education and Job eXfe rience.:utift, B

m

o grectices 1nterv1ew1ng an employer, 1nterv1ews an emplover. to -

‘practlce skitls of orgenlzing,and presenting data.

.Stimulus

Lol

. The coach states the lesson obaective. students practiee ‘ppiyinOtfil.i;f
for a Job by, filling out application forms , writing Tetters of appjica_id e_n;¥
tion and resunes, practicing interyiewing skills and mterviewms an

| employer about a job or arranging for furthar training. "eit§1]s thef -

| students they spend a week on these 1mportant skilIs.

 The coach distributes "Help Wanted“ sections from current newspapers. o
He asks students to study the advertisements.; o o :

* MBI R RTINS M bt b 55 1 e P el L T S VPP
c ° .




w|4i

Applieatiqp_ o Time: 3 hours

~ The c0ach‘asks the students to collect all the writtén
.materlals they have completed: appllcatxon forms, letters of .
' Qapplxcatlon and.resumes, He asks students to read the matertal

' ;and make alterations for‘a f1na1 draft.

The coach says, "'Some ’Help Wanted' ads request hand )
written appllcatlon forms letters and resume5° “but i they do
not, you could have them typed.” The coach asks students to
name persons 1n ‘the communlty who maght do thlS. He makes sure

they know about the servmces of a publlc stenographer. He

-.,_,suggests that to fxnd out how to use the services, one. of the

students visit a publxc stenographer to have hrs appltcatzon, , f.rf k

B lettér and resune typed and to report what happens. ‘The coach
makes axrangements with a ‘staff nember to act as a publ:c
‘. stenographer for the rest of the group. Students visit the steno-

?grapher~andekplain what they_want'done. |

The coach tells the students-that to practise'an interview,
he has arranged for staff members or employers to 1nterV1ew them.
) He reminds them of TIP, The coach V1deotapes the 1ntervxews. )

‘vaaluation I .j. - Time:' 2 hours

When each student has partrcrpated in a sxmulated 1nterview

'\with a staff member or an employer, the coach invites feedbaek from ’

6

'lf};imd




the interviewers, He plays the videotapes. The coach 1nvites each

student to comment on his own skills or lack of them and to invite
feedback from others. When the student 1dent1f1es the need for 3

practlse of a spec1f1c Sklll the coach stops the tape and helps tf'.

. the student try alternatlve behaviors for that situation, Afterl,f“

analysls of each student's 1nterv1ew, the coach asks the studentf“ |

to identify his strengths and weaknesses in ‘the interview situation. id?7

He prov1des further practlse of sk111 tralnlng as required. e

When students feel they can handle a JOb 1nterv1ew, “the coach 5?:f
'encourages them to make arrangements for a real JOb lnterview cr ,"' f

) an. 1nterv1ew for further tralnlng they ma11 thelr letter of

| _’appllcatlon or phone for an interview; they check their- application_'f;

~ form and resume and carry out the 1nterv1ew.

Students who do not get a JOb from thelr 1nterv1ew report
'fon what happened.. They complete forms and letters for other jobs
~and: continue to practlse 1ntervxew skills. The coach encourages

..jthe students to support each other unttl all hame made arrangements

- for Jobs or further traxnlng.




~such as these* facts about the job, facts about the applicant,

Evocation

The coach asks, "What facts do the ads glve?" As students |
“respond to the questlon, the coach watches for them to take T | -"‘l:_]
1eadersh1p 1f thlS does not occur, the coach says,‘"Someone should o
record these facts on. the f11p chart." The coach contrlbutes to

lthe conversatlon to develOp a llst of 1tems such as': age, o
| educatmon, health references marxtal status, hours of work,

- special certlfxcates, special 1nterests ablllty to meet people.

»energy and ambltlon, company beneflts male or female, refsrences, |
| date avallable, apply 1n person, telephone apply in wrxtlng. . »«l ft

When the group has complled a llst, the coach seeks 3 E h
summarlzlng behavxor from the students. He trles questlons llke B
'these. 'What facts do we have?, What can we do wlth a 115t of
Facts”" If no one responds he’says, "When we have a llst of

unsorted facts we usually classify them." He prOposes categories |

how to’ apply. “The coach says, "Mark each 1tem about the JOb

with a 'j,' each one about the appllcant wmth an a,, and each

~otie on how to apply WIth an 'h e If some ltems do not fall 1nte |
_any of these categorles, the coach asks the grou ‘to create a ’;;;:'

R

new category., . . \.Vﬁlqw

ity e AR ks Al bl i
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© The coach remarks, ”Wé'found these facts from a'study of
many ‘ads, Most employers require these facts even though a a
‘single ad may not qpoc1fy all of them. In this lesson, we
practise ways to p1osenr information the cmployer wants' - we
: complete appllcatlon forms erte 1etterq of appllcatlon, write |
".resumes and practlge Jjob 1nterv3ews." The coach posts a llst “ .

of these act1V1tnes

“Objective Enquiry

P

‘.;;Part'1~- égplication Forms ’_: | Time:311‘1/2 hours "*:i'}

N The coach moves the lesson dlrectly into practlse. "Let's -
~do the flrst 1tem, appllcatlon forms, To satlsfy the employer.f ”
"fwe must[meet these cr1ter1a°' o '

| 1. | ‘The form must be accurate. |

;2 The 1nformat10n must be complete.

© 3. The 1nformat10n must be honest.

“4: The form must be gggg. | _
5. The written directions mist be followed,
6,  All responses must be typewfittéd or in péﬁ«and ink,
The coach dmstrlbutes a var1ety of appllaatlon forms. He
| asks the student to compare the different ways the forms ask the
. same questlons' for example, forms request 1n£ormat10n about

marital status in ways like these! 'Marital Status g

or Chéck items which apply to you Sin’gle’,' e Marri.ed. .

Widowed, _‘ Separati | _Divorced." He

n“"(
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initiates questions about the parts of the form they find dlfflcult°_
.- '"What does LhrORLC ailment' mean° Do you put 'T wear glasses'
x -undex physical- dleablllty'? If you live common law, do you say
: you are 31ngle or marr1ed° How "do you answer, 'Why did you leave

~ your. last job' or 'Reasons for 1eav1ng 1ast Job'V"

‘After 'this discussiqn,'the'coach aSks'eaeh student to take

" one of the formg, "Complete the form as wéll esfyOu can andhpﬁt.:
“an 'x! be51de those 1tems which trouble you, Trv it‘ycurseif |

| 'finst,:then"get help from another penson‘ Help each other flnd | |

.”~seintiens't0fthe difficulties. Use the multi-media kit as a

. resource." The coach dra\s partlrular attent1on to ‘bond

'-:]appllcatlons, noting that many companles require thls. He poxnts

.'out that the John Howard Soc1ety or the Nat10na1 Parole Service

v oCan sometxmes arrange bondlng for appllcan;s thh a8 crnm;nal

- record, He ‘tells them that not all employers may know of this

'-,ﬂ7p0551b111ty, and therefore the JOb appllcant should have the
'nlnformatlon. He suggests those concerned should get this

. information from one of‘these,organlzatlons. :

" The coaeh'asks each'student to get application fdrms fer :

'ﬁ”further training or the job of his choice, The student may

'have to make a spec1a1 trip to get the forms, or write a letter |

requestmng them. When the student has these, he completes one

form for criticism by the group and saves the second for later

-in’the lesson.,

10




)48

Part 11 - Letter of Application | Time: 1 1/2 hoursv

| The coach says, 'We' 11 do the next 1tem oh the 11st, wrxting
i,letters of appllcatlon." He refers them to "Help Wanted" sections
" ‘from current newspapers asklng the students to recall the facts |
?they c1assmf1ed in the evocation. He shows the pro;ectual, -

-_.W1ndego Mlnlng Co, Ltd. "Look-at this ad. If you wrote a letter

 of applzcat1on to answer this ad, what points would you refer to?"

The coach recoris what they tell h1m on the flzp chart.

i

' The coach dxstrlbutes the Letter of Applicatlon Outllne

“hhand the Sample Letter of Applzcatxon to each student. He explalns | »

how to organlze the letter. "As you see on the outllne, thls

© “letter of application has four paragraphs or parts. a statement

| i1dent1fy1ng the posltlon applxed for, a statement of the /ﬁ- .
“'qualexcatrons of the person applyzng, a statement about enclosures.'
,f‘:and a request for a personal 1nterv1ew at a convenxent date." |

* He says, "We.can wrxte a letter of appllcatxon for one- of the jobs o

at Windego Mining Co.. Ltd., following the pattern ‘shown in the IR
*sample., we can work on the f11p chart. Each person can come. up |
in‘turn and add a part.~ I'11 start by puttxng my own address |

~on the letter." The coach directs the group to contlnue working

in this manner unt11 they complete the letter, He encourages

‘..questions and comments
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The coach asks the students to wrlte a letter of applxcatlon

.l.‘fur themselves. "harlrer 1n the lesson you fllled out an appllratxon

' form for a job, Now write a letter of_appllcetlon for the same_Job,

»lf you feel unsure about writimg.the letter of‘application,"get

help or use the materlals in the multl-medla k1t." After the

students complete the letters, the coach asks . the students to
_;exchange them., "Look at the letter as if you were the employer
receiving it. Does it tell you what you want to know? Apart

. from the words, what does it tell you about the person applyrng?

, .- Would you give thls appllcant an 1nterv1ew?"> ollowang the exchange j
-.of- feedback, the coach tells the students to make any needed changes. |

He tells them to keep ‘the letter for later in the lesson.;

~ Part II;;- Resumes  ° " Time: 2 hours' el

"The coach tells the!students that "Help Wanted Ads'' sometimes ?’

. .ask for a resume. The”coech writes the word resume on the flip i

-+ chart and explalns that a resume is sometlmes called a work hlstory.,»

- .ora work profrle. He explalns that a resume glves “the employer 7

a short summary of a JOb candldate s quallfxcatzons and exper:ence.

. The coach Shows the projectual,-yihdego Mining;Co. Ltd,_A He

- distributes copies of Joo Letendre's Case Study and Reswe. The

;. coach. asks the students to read the case study and resume.. He

'.Zlhhelps them discuss what skills the JOb asks for, Joe $ skills, and

how he shows these in his resure.

16
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- The'coach asks each Student to describe his education and -

work history by wrltlng a case study about hlmself ‘Using the |

Case Study and Resume for Joe Letendre as a model, as well as other

.samples in the multx-medxa kxt ‘the coach asks ‘each student to

prepare a draft of a job and educatlon resume for~hls own case

. study,

The coach asks, "In what ways might you .present a poor work

_history to impreve your chences of getting a job’" He mdght suggestr o

nIf you held a number of different jobs, you could say,"I gained

etperlence from a series of temporary JObS" or . 'I hawe experzence

ina varzety of dxfferent JOb 51tuat10nso'or you could tell more

_about the JOb you had the longest or in which you had the mmst _ a',f B

success, If you never had a,Job, you might list hobb1es and

| 1nterests and tell the employer you have skills related to the o
N JOb you want, If you were f1red from your last Job because you

doften came late to work, “you might say so, addxng that your rec0td |

'_1n the past month shows perfect attendance. If you lost your Job

L]

because of- dr1nk1ng, you mlght te11 what steps vou have taken to

.
b7
G

overcome your drlnkxng problem 3

'wnen each student completes a draft of his resune, tne'eoech o

- asks the students to form trxads. "Compare yeur resumes-anddesk

" for feedback -and suggestlons. Use materzals in the multi~media kit

to help you," The students amend the1r resumes after crztxcism and

prepare a draft for typlng.




Part IV - The Job Interview . Time: Z'hours .

The coach wrltes these words on the £11p chart“ "When an
employez 1nterv1ews you for a JOb he looks for someone to do a JOb

for him. He does not hire you because_you need a Job. You.must

show an employer that herneeds.your services as,mmchéas you need
‘the job." | : - |

’ The coach says,,"we've talked about applyxng for a JOb for
. some days now. You' ve prepared an appllcatlon.form, a letter of
| appllcatlon and a resume to help you get a job, Now, what happens
..when you go. for the 1ntervxew° Let' s have a role-play to see what ;J,f'
‘we know. I'11 be the employer! Who volunteérs to applv for the
| Job° Who volunteera to video us”“ The CeiCh prepares the volunteer

for the role play by talklng ‘about what job the student wants. .

| | Following theirole-pley,"the‘coach»writes this acronym on
,the f11p chart. | -
T Tlme

o Introductmon

P - Prove

He says, ''In an ihterview you have to come'on'time; you.mu5t~
1ntroduce yourself and prove, to the employer you are the person -
‘for the JOb The coach plays the vxdeotape of the role play. He
encourages students to comment on the 1ntroductxon, "What 1mpressxon 1 o

would the, employer get from the 1ntroductlon?" He. plays the rest of

the skit, saylng, "In what ways did __ show the employer
" he should get the job? Did he -prTig}}imself,by showing his skills?
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What about his posture? What about his voice? Would he dress
~ this way for a.real interview?' The coach also asks about his
‘part, "What did'I do as an interviewer? What else might I |

have dOhe?H\

The coach suggests each student practtse 1ntroduc1ng
thlmself to an employer. He asks students to choose partners,

taklng turns ) each student acts as an employer and as a Job

‘c;~app11cant. The coach v1deotapes each student role playtng hzs

'1ntroductlon to the employer., The students examlne and

e 'cr1t1c1ze thelr actlons as recorded on the v1deotape and practlse

_the sk111 until satlsfled Some students may requlre more

. practrse than others.,‘

The coach refers students to the quotat1on and the acronym
| he wrote on the f11p chart at the beginnlng ‘of the session. JHe"
. says, 'The 'P' in TIP indicates the 1mportance of prgxigg_to the
‘employer that you have the skills he needs " The coach tells the

- students to work in triads to dlSCUSS tl» * role PlaY how they C°“1d

.

PROVE to an employer that they have the skllls he needs. He suggests ;«.{

they use the materials in}the multi-media kit for ideas. He tells
.thevstudentsrthaththey practise the whole interView in.a simalated

" interview later in the lesson.




Lessoni * AQP1Yihg;fog;§”jpb'--';,f e L ‘f : f']“hl'-i;

Z_Vame of Employer

 Letter of Application Outline

"Your Street Address o
o City, PrQV1nce
: Date :

- StreetAddress or Box Number :
City, Province o K
Dear-+e-smeeenenst "

”J ;P° 1t10n Applled For pf“

. Qualifications

Enclosures

 Request for an interview

Sincerely yours,

3'@5‘j . Your signature
SRV W ) _

S 4 1

I I I TP




' | " . /‘ ( ) .‘
“iu Lesson: Applying for a'job

- Sambie Letter'of.Application;'

<410 - “Tenth Street East, |
- . Prince Albert, Saskatchewan, :
. November 9y 1970.

Personnel Manager, .“
- Electrical Repair Shop,
Saskatoon, Saskatchewan.

[N

~ Dear Slr°{' o _
e Please consider my appllcatlon “for the Job of Electrtcal

~my. training and expertence have prepared me to handle the Job
‘ to your satlsfactlon. B

. )

- For the past four: -years I' have been enployed by Mr. J. Doe as
a helper in his Repair-It-Right Electric Shop. T have also |
worked as a tran31t operator and a maintenance man. o ”f_'"

o Enclosed you W111 f1nd a‘tomplete JOb and personal resume
wh1ch 1nc1udes references. S | e
oo C
1 would apprec1ate an opportun1ty to- dlSCUSS the JOb W1th

you at your vonven1ence. | | o

f _ Sincerely yours, .

Aoond 7

Robert Smlth

-
RV

repalrman, advertised in Friday's Star Phoenix. . I believe. that >j:1off-f

~ 1 am 30 years old, marrled and have two chlldren. I com-
- pleted my grade ten at the Prince Albert Technical High School = . -
- in May of 1964, ‘Since then, 'l have taken a 32 week Electrical |
‘Construction course at the Prince Albert Technical High School. = -




: Le‘ss_o‘n: N :AQpIYing"for a Job o L

| Case Study'v of | Joe .Letéhdre’ 4

Born in'a small commun1ty, Deep Lake, Saskatchewan, 1n August, s

~1942 Joe Letendre grew up in that settlement with his parents, -
t\nnand and Marle - and 4 brothers and 3 sisters. Joe's father eamed

_}us 11v1ng by flslung, trapplng and wood cuttmg. Joe attended the

o settlement ‘school and completed hJ.S grade 8. Joe learned to play Sy

the flddle from his grandfather. o |

o Lunng m a comnumty of people with several cultural back*

Al

In 1962 Northern nghts Saw Ml.ll Co. Ltd,, ) opened a plant
' near Deep Lake, and Joe got work as a pulpcutter.‘ In 1963, he marrxed-

~ Rose Simard, & local girlfriend, In 1964, on April 18th, Joe and

Rose had a baby boy named Thomas Armand Letendre. In 1965, on
 July l7th Joe and Rose had"a baby g1r1 ‘Marie Rose.r

Joe worked for Northern Lrghts for 3 years, starttng asa
cutter, then took the company traming program to become a skidder. :
After. another year with Northem Lxghts, Joe tried to work as g :

- _grounds Joe was able to speak French, Engllsh and Cree £air1)' well._«-- R
T Joe 10Ved to go huntmg for. ducks and moose 1n the fall. R - i\!\?"D (} B

prwate contractor for the Great West Saw M111 Co., but had difficulty -

makmg }us JOb pay enough to buy equipment.




In 1967, Joe enrolled in a Manpower Tralnlng Program at -

y Ieeney.v A year and a half later, he recelved hlS grade 11

?better JOb

certlflcate.

Joe returned to work as a m 11 helper for Great West Saw =

Mlll Co. but he is not satlsfied thh his JOb or pay. “He can't

 move into hlgher payxng employment there and is looklng for.a

ymrwemat
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' Lesson! ’,.Appiying'fér a Job o

- Resume_for Joe letendre <

w §AMEL o | Joseph Armand Letendre

| f'wADDRESS: . _Deep Lake, Saskatchewan | R | i_”/_. TR S

CIELEPHONE: 68 AGE:. 28 | MARITAL STATUS: ‘Married

»DEPENDENTS 3 _’ S ST
.SOCIAL INSURANCE NO. & 30,8'@665-22‘3?1 o
S e S0 |

o mem s

| AT f'Goq‘d-

" EDUCATIONAL RECORD:

Locatlon.w - f-Grade»Completed:

 Adult Upgradlng Courses, = D R S
- Feeney Technical School, - = -~ - Vocational Grade 11 (1968)
L Feeney, Saskatchewan EEEE R P R

- St, Joseph's School T
 Deep Lake, Saskatchewan - ~ Grade 8 (1960)

”"EMPLOYMENT RﬁCORD S S
Great West Saw Mill Co, Ltd, -~ May 1966 - June 1967
Deep Lake, Saskatchewan = - .

- Position! private contractor for -~ = June 1969 -

- skidder operaf1ons m111 helper : | - ~

Notthern L1ghts Saw M111 Co. Ltd.,, | _ September 1962 . April 1966w
Deep Lake, Saskatchewan | . \ .
Position: cutter, skidder, operator

PO




=] 58

| \rmand Ietendrc,
'Uapr@ Saskatchewan,

- P051t;on.: fxshlng, trapplng, cuttxng N

LANC’UAGES' | |
;Spoken, French hngllsh Croe |
'“Written.. Engllbh V.‘ |

iHOBBIES ANI) RECRhATIONAL ACI‘IVITIES'

. Big game huntlng. duck h“ntlng |

. -Fiddle playing

o 'REFERENCE_S,:' -

“Mr, Henny Jeanneau,

- Cutter Foreman,

~ Northern Lights Saw M111 Co. Ltd.,
Deep Lake Saskatchewan.

3 Mr. Mlke Mannlng, R
Mill Supervisor, |
Great West Saw M111 Co. Ltd.,

- Box 221,

‘ Deep Lake; Saskatchewan. |

My, Ed R1chardson, :

Educational Upgrading InStTUCtor, SO

Feeney Technical Schooly
'Feeney, Saskatchewan.

Source: “Life Skills Qggphjbg.Manual

.‘ "

 'Juhe 1960 - August 1962

-
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_COUNSELLOR'S RESOURCE BOOK -~ . . .. . " ..
', ¢ _FOR SMALL GROUPS IN GUIDANCE
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‘Unit 312 After High School, What!

. Entering rhe:erld.of Work
: Agglxingﬂfor'a7Joh’ .
bjeccive tE ,

To prepare atudents with all the factual knowledge necessary
for the world of work - how to write letters of application,.
£111 out a job application form, prepare resumes and conduct
oneself during an employment interview,

. Preamble'

;j”Applying for a job 18 one of the most imporcanc events {n .-f'

the average person's experience, for the ohvious reason .

- that his attitude and techniques for job application could -
determine the entire future of his life, Yet most employers

_are continually. amazed at the number of applicants who
drift into the job interview, fill out application torms,- v
write letters of application, and resumes without any apparent. @4 '

- thought or preparation and only the vaguest idea of what
rhey want., '

. v N . (
In the foregoing seceion -at lease one lesson should be apent ﬁ_, .

on the following: (1) how to write letters of application ang, e

£411 out job application forms; (2) how to prepare a resume./

";.’and (3) how to conduct oneself during an interview..-

: Counsellors could work with English and Business Education
teachers to 1ntegrate this rection with these subjeecs. ;;"'

I

A How to Wrice Lettera of Agplication S

‘1. a) Ask the scudenrs to choose a ‘Job advertisement in
' thedr local newspaper and bring the advertisement

S -',;,to class.. Distribute letters of application outlines . .
. o and samgle letters of agglicacio to each scudent.-v '

b) = Explain poincs to eonsider in wrieing che'lecter.
: The following could serve as a guideline for correct
:scyle and formula for contenc. _




69 Hanovetr Avenue
Winniper, Manitoba
o uay 2, 1973

e

\) RS

e, 1.J, McMillan‘ " Vt‘
wrine st Persomnel Directot..
yeaet Canadian Manufactuving .
[XV2
FFases

Y Useicomplece‘
‘Y title and
address -

g Cémpany
14 St, James Stveet - . o
\\\\gfnnipeg, Manitoba (correct zone) .
Noy. , B v >

Use the name, if you know’
it rather than "Dear Sir"
Open paragraph - State why you ave writing the le

the position for which you are applying, and how,
you heard of the position (want ad,‘ggiend), ‘

‘Dear MF, McMillan:
B

e
i

Middle paragraph (a) = Fxplain vhy yJﬁrarEiiuceéthéé‘g,
in working for the employer and specify your reasop’
for desiring this type of vork, /Point out your . -
particular achievements, experiences or other - .
qualifications in this type of werk, 7 S

2

Middie parégfaph.(B)‘i_Réf

3.
as a resume, portfolio or

- B 4, Closing paragraph - Pave the vway £
~ o - asking for an appointment, by giving your phone
" .number, or by offering some sugges
~ facilitate a favourable reply.  Ending your letter .
- with ‘a queetion.norMally-encpugagesfaureply.gﬂ" i
‘ ' R PN

Yours sincerely,

Sign your letter--y B. / v

: 1 : r;-l.'.‘,~~'(M£as)fngvet1y'nqhd-:'
L - . 1f there are eﬂClOBdf@B,v( ‘ Do . .
k “note here AR o
o .. Enclosure , -
| \I; N /} ‘ ! - 1{3,}4 v “
gL vh' . 4 ) ,.'
y \ 4
E | | | i |
¥ \l ' ol \: :\'f"'_' ,\‘ i

P T e

s
S b R STAEALEY AT
teep, ¢
P ;
n
. 1 e
ie fler R TE .
! TR TS
! ]4 R o o
i . : .
. B .
o e i i

er tq any enclosures sugh . - . 7
other media you ave using = - '
‘_.tpjilluszggge yqu:-graining, experten¢gs.andv1nzgrégq¢w'

or an 1ﬁhexvieﬁﬂb$ gf ::; S

tion which 9ouldg_.ﬁ'[,;fJ.} 
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)

) After the various points of the letter of application
_have been reviewed, ask -each student to write a
~ practice letter of application for the joh advertisement
which they brought to class, .
- While the students are working at this aasignment AN
the counsellor should move about the class offering -
constructive criticism to the students. The letters
could be collected at the end of the class, evaluated
by the counsellor and returned to the student during
the next guidance class. , .
‘The students could work in pairs (time permitting) to
evaluate each other's letters, L
: oot o '
The letters could bhe given to personnel officers,
~ employment agency counsellors, members of the staff
or friends employed in the field so that they could
evaluate the letters, This techniqne could prove to
be very effective.

: fNote' Provide students with a samole letter of
‘application.

&

B The Application Form o

l

,f a) Discuss with the students ‘the do's and don'ts of
" completing application forms.. They could be listed
.on the board. For example: '

‘Do's ' . _ Don ts

- Read the entire form first " .= P11 out the.
-« Note any special 1nstruct1ons - ~ application form
« Fi11 out the form as iustructed in peneil,
- (some employers prefer type- . = Do not write "Anything"
written responses, others- . . down fo¥ a question
printed in block letters, -~ that asks you what
. others in handwrittng) R : kind of work you can
« Answer every question that © dos
- applies to you~(if a question . = . = Use a "nickname"
does not apply, you may write when aigning the -

"N.A." meaning not applicable i application form,
or draw a line through the : : o :
‘space to show that you did hot

- overlook the question, '

~ Spell correctly

- ‘Prepare in ‘advance, notes
regarding specfal dates, such as-
work experiences and schools attended
as well as addresses and so on, +

- Be ‘prepared to list several pood references..

Ask permission of those you.nlan to list,
‘= Be honest

- Be accurate

- Be neat -




¢ The Resﬁmé (or“Peréonal Data Sheet)

b) Sample copies of application forms are avallable
from local sources, Fach student should be requived -
to complete.a sample form which could be marked by
someone in a personnel office, ‘When a representative
of the business world evaluates the application forms
the exercise could be more meaningful to the student,

¢) The evaluated application forms could provide a basis
for class discussion, If possible, the employer who
' marked the forms, should be invited to.the claqs.co‘
- discuss, with the students, important factors to
- consider in completing application forms as well as
- _other job search skills, ' Sl

A

personal, educational and ekperience qualifications intended . -
", to demonstrate fitness for a particular position or positions,
-1t focuses attention on the candidate's strongest qualifications
- and develops them in the light of the particular demands of the
position for which he is applying. T o

“a) Questions such és the following could.béfasked4dt'£he o
“beginning of thé class: AR

resime is an individually designed, written sumﬁdry of

1) ~@ﬁ;ﬁki§.é.f§%uﬁe? What other térme are frequently
- used to describe this digest of your qualifications
- for a job? o ‘ S ‘

" 2) How does a’resume differ from thappliéétion form?

b)

A letter of applicatiion? A portfolic? - .

) What could you omit from a resume which could not be -
* omitted from an applicatlon form? : IS :
4) What could you include in a resume which might not

- be included in an application form? T

5) Could you improve a resume by "slanting it" to the

. employer's needs? If yes, how?, == L

6) Can a resume be prepared in quantity? I1f yes, how?

[\ L

Have the students prepare a rough draft of their qualifications.

The following could serve as puidelines,

1) Things they have done well fstudies,‘héﬁbiés;

, -volunteer work, part-time paid work). e R
2)  Things they like to do (eg. reading, playing tennis,
. fixing cars, ete.)s - = ' o .
3) Skills they have acquired (eg. playing the piano,
driving a car, operating a tractor, swimming), -
4) Thinps they do not care to do,

5)  Jobs that they have held‘(part~:1me'orrvolunte§r Jobs),




c)

)

T T L g T Y Y T PO A YR T R

164"

i

Pass out sample copies of resumes to each student aﬁd ask

them to prepare a vesume which should be "geared" to a

-specific job ~ imaginary or.real, Since the class periodiv

will not be long enough to complete the resume, ask the
students. to complete their resume for the next guidance

-¢lass o

During the next guidance class, ask the students to form
triads and compare their resumes, They should be

encouraged to give one another feedback and suggestions,
Following this they should be encouraged to amend theiy

- resumes and keep them for future reference,

)




¢ DEPARTMENT OF MANPOVER ANDMMIGRAT:ON R @ .

RESUME omae

A anune is somecimes called a Oualification gheet, a Data sheet. or.

a hrag sheet. Most people are overly modest about their persomal - . - . R
‘.hicvenencs and a well prepaved resume enables.them to put forth o AU SV 2
to the prospective employer their best poincs in the fivst five ' : b
nlnutca of the job 1nturv1ew‘ ,

— . dowe = Lo -

x YoUR NAYE, - Anmizes ~ TELEPHONF B Y A

2
‘ 35& WORK,ERPERIENCEir MONTH ~ YEAR. (START WITH MOST. RECENT WDRK
. R ST EXPERIENCE)

NAME OF COMPANY ADDRESS TELBPHONE '

OBJECTIVE TYPE OF POSITION DESIRED

POSITION‘ (TITLP)

,DUTIES: (GIVE DETATLED mascnxp'non OF WORK nom RIS
wnovzns SUPERVISED IF ANY: uow MANY? e @ i
\ o .-'nnrmnca. (NAME oF supsnvzson. MANAGER. s'rc.)'fg o

I Ayl

S % REASON ROR LEAVING: L IR RS T S SO

4. WORK EXPERTENCE: SAME AS ABOVE

N A h ]

5. WORK EXPERIENCE: SAME AS ABOVE

6. RELATED expmmcs - us'r IN SHORT ssmncns mamzn zxpzmncn
7. .rquxpwm 1 ea opsmn (cnom» vmous KINDS oF zquxmm) -

8, EDUCATION ~ HIGH SCHOOL GRADUATE = COLLEGE = - DECREES
_ SPECIAL COURSES, EIC. DI

e o -

R
W o

9. ._,mscntmnous mrommm (1r PFRTINENT) (optional)
10, -PERSONAL DATA - I£+over 35 years old, list your age at 30 ' ot v
_ s (lepal fiction), ete. -
| List your hetght , weight, health, married, stngle. ) IR
11, NOBBIES - LIST A FEW oLy T

12, 'REFERENCEY - LIST THREE WORK AND/OR cmac'rnn amnmcss . @ L
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. - K

@"'mrzu.'_bonna.l;_ T

- Portland, Ore.

OBJECTIVE: Grocery Checker - Salesclerk in a'Bekery‘or Variety Store =

CWORK EXPERIENCE: .o
| 1958 to present Type of wor °' Restaurant and salesworL.

‘hostess, bartender, -
Dutie3° -, Oreeted restaurant patrons, directed
- them to designated tables, served meals and drinks,
‘¢leared tables and received payment for the services
,rendered by the establishnent, made change and
prepared charge slips when necessary. Commenced
work in the restaurant trade as a wattress in food |

e ‘ services, progressed to cocktail waitress in order
. S - to inérease my income' from tips. After extensive
{ B N L . - training and experience.as a waitress, I was
R _ o “advanced to thepsition of hostess vhere I had the
L ) P A added responsibility of assuring good performance
@ S of work on -the part of the waitresses. Learned -

bartending as A means of increasing my-income and -
worked for a period of time as a bartender. Evene °
tually, I was, selected for the 1ob of cashier where

1. accepted payments in cash and accounted for them,
In this latter position, I operated both eleotric ‘
and ‘manual cash registers,

.Lodpe 1889
YfTel 646~6116

Tel‘, 234~15‘3

‘.Lr‘

e
|

for Sara Coventry Jewelry; and saleswoman for Baum
Plastic Toys. I booked and held sales parties in -
homes for groups of married women. Maintained my
‘own get of order and accounting books.
" Also worked in a grocery store - as a sales/stock
_clerk where It Stocked shelves; helped customers.
“ with their gelections; operated cash register:
y L _— helped take inventory and prepared day to day
N cL deliveries for dispatch for horie delivery. : ‘ ‘

E| @ .~(Courresy of Canada Ma'npowér)- ’

o206 Mg e%kn, o T

Position: . Waitress; cocktail’ waitresq'cashier, o

Referencest Mr. Louis Qwanson} Mgr., Beavercon Elks o

Mrs. Beverly McEnney e/o Fred Meyer tne,.

LATED  ~ - Concurrent with my duties as homemaker, I was. 3130' m;'f.i
PERIENCE: = employed in the galesfield, as a Fashion Director ‘
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- D ‘iﬁe,‘doﬁ.tntetviqw" S et AT - - @ t o

ISP HaVe-afclésé discusgidq,qn the importanéeﬁdf'cﬁq‘jdb_~:
© 7, ipterview, Include thy following poiptat. * -

U9 -. @) Why is the interview the most 4mpornéht_ba€i'o£ the
' . job campaign? . e .
b) Are first impressions important? . .. ¢ ..
¢) 18 it necessary to (i) learn all you can about the -
- company before going for the interview; (il) to know
- yhy you want to work for the firm: and (iii) what kind.
; . of job you want? - ' AT B
“d) 1s it important to know the inteyviewer's full name -
(and how to pronounce it) before the interview? S
" e) Should you take.a friend along with you when you go '
- for an interview? o o B
~§) There are several things you should take with you vhen .,
_you go for an interview. What are they? (pen or - - -
- pencil, writing pad, social security card, resume, U
. birth certificate, letters of recommendation - optienal), - -
'p) What should you wear for the intevview?. . -~ T o
. k) What factors could cause an interview to be unsuccessful - -
. for the.applicant? .. = . - - . DR e
1) What factors could make the interview a success?

- a list of questions which are frequéntly asked duging - - .
an interview: ask the other two groups to prepare a list =
of why people aren't hired fox = job. Upon completion of
the assignment ask the four growy leaders to write .their
1ists on -the hoard, The result could be recorded, -
miméographed and later distributed to the students,.

2, Pivide the class into four groups. Ask two groups to prepars. - @

(sample on next page)

3, "Show the filmstrdp "Your Job Interview" (if it wasa't uged
- with the same students earlier) available from the . ‘

Department of Education Filp iLidrary, Follow up uith"clésa R |
. digeussion, I [ e R |

i t\\".:-’,//, . o
. 4y a) Bring vant ad sections from ¢urrent hewspapers and
journals to class, Role«play interview situations =
ask the students to apply for the jobs advertised in
the papets and journals, (See Unit 307 =~ Launching i
.0ut), ‘The counsellor could be the employee and atother
‘student volutteer could be the employer's secretaty. ...
The video tape would be an excellent learning tool
for this exercises A tare recorder would be a pood -
sqb.scit“teo ' o . :

. b). After the group has rolesplayed an interview pituation,
‘the clags could be éncouraped to comment on the interviews . -
Correct and incorvect behaviour shown in the interview T
couid be discussed. : ' ' - @

R TP T T VI e R L




" =Are you looking for permanent

uOuestions 0ften Asked During

" Bn_Tnterview,

:-Why would you Like. to work for

this company? -

or temporary work?

_~What job would you. 1ike? |
~What do you want to be doing in

- five years?

-, «What jobs have you. had? Why o

Do you prefer working alone[‘~

~What qualifications do you .

- have for this. job?

~What subjects in; school did -
you like best? Least?

or with others? .

~How do you feel about your
family? .

~What do you do during your
‘spare time? -
~What. kind.of. 1iterature do A

"4 you-like to read? -
" «What are your strengths?

‘did you leava?
~Wthat salary do you expect?

- ~Havé you had dny serious illnesses? '
"~How do you feel about working '

+ «~How was your school attendance?'

" «What grades did you receive in

your ‘school work? -

: 1-When can you begin work?

"
H

.!53.“ |

wSloppy application form,

- «Wants job for short time.
- «No interest in company.

'lg~1ntoleranc. o o
, =Inability to take. cricicism.
~Late for interview e

" Why People Areﬁ't”uireg_‘.

. =Poor. appearance.-"e
. =Overbearing,
.. «Inability to express

overaggressive.

yourself clearly, C
~lack of planning for a
career (lacks purpose and

goals), [
- =Lack of interest and

enthusiasm,
-Nervous. ill-at-ease.

. =Failure to pareicipate
<. in activities, L

. '=Overly interested in moneyo,'
- ~Unwilling to statc at the -

bottom,

' '~Makes' excuses, -
.. =Lack of maturity.,.
- -=Lack of courtesy. R
. =Condemnation of others, -
- ~=Poor ‘social skills,
. =Failure to look 1nterviewer

in the eye.
<Indecigive,
«Lazy, ’

[FN

~without.good reason,
~Asks no questions abouc

‘ . the 1°bc ‘
o -Indefinite responsé eo

queseions.

4e ©) ‘the students could then work 1n tedads to practise
interview situations (employer,’ employee, secretary), -
Each student could have a turn at being an employer,

employee and secretary,
criticize their actions.
-1

Divide'the students into traids.

They could examine and -

The students eould

take turhs role-playing an intetview situation with

one student taking the part of the employers the

second, the applicant and the third the observet,

The observer could evaluate the interview uging a
. tating form such as uhe follawing:

N,
HE
- Weaknesses?
overtime?
Punctuality?.
"
o

A




. .r'l. -

‘Intelligent - Polire S Mature . @

. Serdous .

~ Passive

- loyalty

. =169

T INIERVIEW RATING FORM- . o

AR e e oo ROOM

L )

aminnm g s o -

\ry Good Good Average Fair Paor

’,fjben;ral ?iréﬁ_impression
| fersonal’Appearaﬁce ‘;rl Avg‘;fif?, ;..” :pfi' ' 5
Physical Appearance | | - §
' lnitiatiVe in Conversarion'" S o - ”“4»‘A_ ) g
' Abtlity to Express Himself f R A' L f”;f: | | | o
Potencial B 'us“;. o '; - p" u,pi ;; "'_U‘ff'jrt o - ' e L ;
Check Appropriate Characreriatica o

o

vesteant Arrogant

] SpTesren
AnpiAps

Timid.

Quiet Confidenr~ e Sense of CL -
' humor : V ; o

-SOMIPHN

Friendly o Nervous

, ?éxéistan;
Awkward '

s

- e

Induacripus

.Alertj Reepnnsible

CAOPErat 1V emmmms
Ambicioue ' moperprt ) T

| 1 5‘! ;i Hi

Leadership qualities

Suggestions £qr;lmprovemenr

0

-
S e eren s o

" L sty § 02 W ! .
v"‘!'.'. R H
. %
i
)
'
. . 1 .
v g ‘-;‘ .»k,
ia )
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-  5} Ask the" scudents ro work in groups uo discuss the cases S

4. . below. o , e ; _

A ) ’ -a) -The Manitoba Company has an: opening for a clark eypist.

N R - Three airls have Just been interviewed for the job. C
!v',gt S T 1) Carole is a cute girl who.has a. pleasing personality.-v~

She cai type 50 words a minute and took one year of

‘ o shorthand at school, Her grade 12 averape is 65, ° =
32 - - She arrived fifteen minutes late for the interview .

q - s . - and chewed gum throughout 1t. N .

A S v .- 2) Mytna was frighteued at .the idea of being 1ntervtewed.
I R -+ .. -so she took her friend along for support., They - -
q T o atrived ten minutes earlx. Although Myrna was -
T Ny o ‘ ‘netvous, she was: clean, neat. and wellw-dressed and -
spoke well, She“van type: 55 words a minute and

B o o she ‘took me-year of bookkeeping at school. '
: ' Her grade 12 average is SJ. : o H
q .o L s
a : '3) Excited at the thought of being 1ntetviewed. Phyllia
P E . = - artived twenty minutes early, She chatted with the
K ... employer's receptiunist while she was waiting to -/ = .-
A T be interviewed, Iiring ‘the ‘fnterview, Pliyllds . - .. .
g @ o +-answered each -quesilon accurately and ‘pleasantly, "
q: S She can type 48 words a minute, She took one
8 year of business law. Her grade 12 average is 53.
[ LN , ) oy ' )
 £ st v b)) 1) 1f you wete the employer, who would you hire? Why?
7, . . ' 2) 1f you can't decide, what additional information
g o g .would you require? 4
iﬁ v . (9) Aek a member 'of each gtoup to’ advise the claes of
. » ) - . thett deciﬁlons. T
A
= B
A

T T T T T T e R T T
T T T T T T




DEPARTIENT OF MANPOUER AND IMMIGRATION

-~ JOB INTERVIEW

# Accumulate and assemble in an easily availahle ovder all the .

. information and papers you will need to take with you: licenses,

“unfon card, military records, proof of ape if under 18, school _ |
records, -and your resume or work records with names of employers -
and date of employment, SR T -

LI

Learn all you can about the company: product of service, standing - T
4n the industry, kinds of jobs available, and hiring policies e
and practices, o R o -

_ Know what you have to offer: what traiuing you ﬁavévhad; ﬁhgg 9gq. r

~"have done, what you-can do, vhat k;nd of job.you,want,g

Know why you want to vork for the frm,

e prepared to furnish references (not f’a'_mi.iy)'by‘ name, address, - @
and business affiliation, Ask them 4f you may use their mames. e

- =TT et o N

"ﬁéférences should be people who are acquainted with your work and -
- your charvacter, ' C g

P
- Never take anyone with you to ﬁhe interview,
AMlow for as much uninterrupted time as the fnterview may require.
(For example, do not park your car on .a limited time meter), ..
~’Leqrn the area salary scale for the job you are seeking, .
s ' Consetvative dfess, not too formaliandhot.tbo césual, 18 recormended :
. for ahy job interview, S
Neatness ;n'gfoomiﬁg is éssencialg | ' : Co
) v , .l" l
. \ . {

" _‘:ﬂ:“”"“‘ [
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" The employment intervicw serves a dual purpose,
“employer opportunity to make a critical appraisal of your
‘qualifications, appearance, and general fitness for his job.

~ opportunity to appraise the employer, the job, and the firm.
" enables you to decide if the employer and the firm are of the

. ¢areer needs and incerests.

T difficult and will require your petsonal

“w. Be natural.

'; let the employer conttol the interview.

- 1n discussing previous employment and work situations, avoid

- llf the employer does not indicate when a furthet contact will

& ‘Thank the employer for the intetview.

It'provideslihe

opening. - Additionally, and equally important, it provides you -

It

type and caliber you want to work for' and if the job meets your -

Since the interview is, in: effect, yout showcase fot metchandiaing N
your talents, youvr primavy’ concetn is to.present your quslifications RN
to the best possible advantage, Although each interview will be

.y the. followina
Buggestions may be helpfu1°‘ .

" When invited to sit down, sit comfortably without
_ slouching..,- . ‘ .

- Be pleasant and ftiendly but businesslike. f

Give frank answersz
, btief but complete without rambling, Avoid dogmatic ststementa.
=~ Stress your qualifications without exaggeration. The employer 8.
‘questions or statements will indicate the type of person he is , :
-geeking, Use thesé.clues in presenting your quslifications..,:Q-fgx S
For example, 1f you are being interviewed for an engineeting job
. and the employer mentions that his job will require some
customer contact work, use the clue to emphasize any work or & =
vocational experience or courses you have had in public contact .
- or telated work. _ '
- Present yout resume, work recotd, references, personal data,
. work samples, or other materials to suppott ‘your statements
vwhen the employer requests them,

,criticizing former employets ot fellow workers,

«- Keep your petsonal domestic, or financial ptohlnms out of the ”'-kﬁ"
conversation unless specifically asked about them, . S

= Be ptepared to state the salary you want, but not until the
.. employer has introduced the subject. Be teclistic in.
discussing salary.

ba made, ask when you may call to iearn his decisdon,

« 1If the ‘employet indicates that you are to call or return for
another interview, make a written note of time, date, and piaca.

1£ the employet :
indicates that he cannot use you, ask him to suggest another
employer. :
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. ‘Remource Miteriall

- . Pamphlets and books put out by bankg, insurance CO”PﬁﬁieS;

¥ department stores, Canada.Manpower and so on - (eg.
& + "How to. Get Your Job", "Your Job Interview"),

Gt L2y
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Source: Sfﬁdenf Porsonnel Services,
| Counsel lor's Résouéce Book for
small Groups.in Guldance.l
Unit 312, pp 14~ 28
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llguﬁg,t: ‘vf o In Degfh-Sfudg ofvodéuga%lod “ '

s

s _ §2§i2£1 'OccugainnaIAresearCh ,-f'

Objective To provide an oppor#unify fo sfudy in depfh *he area  f,}
. Tenfafnvely chosen. |
' Formet of

Activities:

 Activity 1, JSbecifi;.odcupaTqual‘rgsearch:p'7'
|  source: Péfnell,;oale=gf'a[ | | o s
- PP"37“43» PP !599701J11 f ; »;“uf 'ff o ,.ﬁ.’

Adapted by L .M. Larssn"; :1:f | ':, ”;, .,jf |

P
!

Tfma: Apprdklma*ely 4 -‘50 mlnu*e sessions L
“HSee Appondlces A B, C
| cohéluslongg U fUr*her explora*ion is needad, refer +ho sfuden#

%o the kind of occupa*lona! explora%ion desirad. |

2, If the sfudenf has made an occupa*lonat chotce, have
| | him/her go on *o complefe an in dep*h sfudy of
N} . ; ~the OCCUpa*lon.
3. | ‘lf _personal counsell!ng/iesflng is required = refer to

| counselltng dep..

4, I f ftr‘aintngv on .-me Job. e r'equ'tred‘, see the co-ordtija*br
rssponslble-fof Job'placemenft
. ll a"‘.“
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Lo Materials: - -

AR .
4

l« . Learning RQSQUrcesﬂden*erq- forqbaoks;'magazfneé, _ . v;
B pamphlets on'various»QccupafIQnss '  | | s

2. Canada Manpower Otfice = for details about occupations.
3, ':,Canéel(rnngep*; .

4 ‘ Newspaparg'- for articles dnﬁvarlous‘dccupa*lohs qﬁq--

" “.epecitic information from the want ad.section.

Onigin:-’ |  PérneIl,-Dalefei.al. ‘Jeacher's Gulde_fo SUTOE.
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UNIT 1L
LTEM A

. Activity 1.

"Meihod-;rv{.‘ Give”each é*dden# a'copy of Aggendix'a. You and xou
- yocation and ask hin/her to compla*e itas it rela#es

| +o\1hevchosen.occupafional area.

2. Give each sfuden? a copv of Aggendix C. "eaningfu 'n f;_ |
‘ r
.TOccuga+ional Re:earch and ask them to ccmple?e 31 as i?

| ‘gj{rela*es fo fheir fentafive occUpafional choice. |

L 3. Allow 1imé'fof dischssioﬁ‘of the completed farms’ (smal |

' groups of 2 = 3),

.?. 4, The’a1udeh#s’migh* wish to contact the person ‘they vorked
“with in tndds*ky'and/or *fatnfng'*as*‘*“*iﬁha"Thay~migh+'f

also find informa%ton in #he Iibrary and/or counselling

dep#.

[KC B O
: wd by



‘vﬂgg'gehqt;ﬂa, o

This form. ls *o be comple*ed as ggendlx

is betng done.

(o T4
S ‘

fj_K Acf1vifv L You and Ybur vOcafion

,3& X . -

‘ ;_There are various steps which you may consider in choosing .
vocation, You wili want to review the many vocations in *ho o
- different major occupational clusters and in the different . .
" industries.. You may do this by studying the job leaflets in
_. your class, library, or counselling offices, field visits, - . -
. __meeting peopleswcareer days, and films. Your, llbrarlan, P
. '*eacher or counsellor can be of help. ' BT

Another step is a comparison of your qualiflca*lons wl*h Job
 requirements; and of your hopes, values and aspirations with =~ = -
" what specific jobs have to offer. . On.the next page you will find

a check list which may be useful “to you in making such cbmparlsqns. v
_ Here is how a sugges*ion could be used: A o

.l. Af*er you have read or studied about the fields of , .
‘work, select one that you believe might be appropriate .
~ for you -and enter its name ln *he blank space a* *ho : "
*op of the page. ' _ . |

,‘2. On the basis of what ls learned about *he'fleld of
~ work by reading and from information you may have
from your own' experiences, -from other people or from
observation, #iil out the first part of the check E
- list to indicate how well you can meet *he requlramen*s SR .
- of the voca*tcn._ S e

{.

3, similariy, £111 out the second par* 50 you may aveon
| idea of how sa*tsfylng the work would be for you. -

4, Repea* the process ‘tor other vocational fields, elther
by erasing what you already have written or by copylng
*he form on separate shee*s of paper. .

T 5, Discuss the finfshed check Jists with your paren*s,

' your friends, your ‘teachers or your guldance counselor,
Then try to arrive at a conclusion regardtng what fleld - °
would seem best for you. : o

# Adapted from gtate of Hawaii, Dapar*men* of Educa*ion
K } L |
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(Study the previous page carefu]ly before completing this one) T"'_ | }‘ 

” :;. _ wbu]d_;_‘j.

be»a[goodhfield,of WQPk:fOr'me?f,

“HOW WELL CAN T MEET THE REQUIREMENTS?

D] Fairly S
I T : Hell - Well | Pooirly ;'I'donft Know

. Basic abf]itiGSa(you_list tham) | | T R

. >3Per,ona11ty charactet1st1cs .-.f?g ¥

e {You dec1de wh1ch are: 1mportan ) -# o

' ‘/-Necesééry;training | j
Physical requirements .

3 ~Capital requirements - ) o

MO wELL HOULD. THE ORK SATISFY ME? i
raietyl | A
- . , cwell"‘_ Well Pooriy| I don't know -

" Duties involved ' m——
Amount of travel

N”..Pay and other ftnancaal benefits »
'0pportun1ty for advancement ' *

i Opportunity for recoqn1t1on- ,
Opportunity for service —
Security of employment | T—

‘;JWOrkingAconditions | ) )

.l ;}m




“lBle B
e pppendix ¢

"f:,‘ c*lvify I. f' gecffidfOeeugaflonel Cholce

Oareer c!us*er

OccUpafional choice .
*;Look:for_anu'record ?he_followlng[lnforme*lon 06 vour:ocoupa?Joﬁei3eholcegff”h”a*"”f, o

" Descripfion of the. ocoupailon .’uf.v

1. General nature of the work == Is. i similar to ?he ared RERR S
y ',explored? = ' o | |
'””j2:Z'Who does the worker deal wifh on ihe Job?
3. HowW does this lnfluence on-Job ac*lvi?les? |
. ~Prosgec*s and irends o e -”ft'fﬁ-" -

"l.lals the naed for workers in %has area Inoreaslng or decrees)ng?

2, lmmedia?e Job oppor*uni%les
- a) Total numbers neaded

.”" b) Turnover ra+e in +his oecupeiion == oW or hlgh
‘43. 'Flexibiii*y e wha* ofher releied “Jobs could a worker
"“;1; . adap+ to or from? I - ,,;f~' B ' ‘.ei
4. In what geegraphicel regions are %hese Jobs *o be found?
a) Urban areas - |
b) Rural areas | : o
5. What industries are using workere with *hese akii!s? f' - 7':
a) type of industry L
b) size-of industry .
¢y union / non unjon




,Educa*ional needs
_e)’ formal |
1) generai rdurses
li) required courses :
b) lnformal o
3$~uWha* spectfic training is needed a- Iocaiion, leng?h of *Ime, , _":
o S . cost, equlpmen* R
a) Jcommunliy college - o
b) apprenticeship frelning o :
¢) : ih~plen+1+refning, formally organized
‘;'g;f}d) Von-Job-freining, under a supervisor |
) essen*lal related work experiences |
4.V.Wha* skills are needed as de*ermlned by employer?
| e) demons*ra*ion "
b) Job performence |
5%"whe*,*emperamenr Is needed for success on dhe_Jeb?
6. What are the phys!cal'demends for requ!redfac*lrlttee?.'

Quallfications

b

:;‘;' 5

Cowigge

‘Personal factors

‘Aa) age limits |
“‘b) male or female Iimi?aiions

_wc) speciai 1ools, clofhing or equipmenf needed

a) physical requirements

b) physical capacity to meet the demands




7 Wha1 regula*ions applv?

a) governmen*

: "b) union ,

'vc)‘iindué*ry “

- 'B.V‘WOrking condl*lons (physical environmen*)
| CH lnsida, ou*slde, or both
'"b) exfremes ot femperafure changes o
i) cold
00y heat

Vf!,c)  noise and vibration
i) consfan? B |
ii) changing
. d) hazards (risk of bod!ly InJurv)
e) fumes, odors, toxic |

$) hours ~~_day,_swing,~nighfs;‘weekenys,'holidays. etc.

9, Obtaining the Job. . | | o
@) How It Is found (initial contacts) B
1) Hearsay =~ friends, relatives |

11) classitied ads

i) Employmeﬁf offices == Federal, provlnclal, - | -
‘ | . private, institutianal, unlon |

iv). Formal no*lce (as resul* of previous appllca*lons)

b) Applying for the job

1) Personal application == by appoln%men* ln*ervlew
- == waiting in line

1) Formal application == Letter and/or resume :
. o we Filling out application forms_ :




; 0. 'Combensatfoﬁs in fhié wofk
éi _Advéncémén#'possibili+ias'~‘ |
| ii f Tncreased'r95p6n33b313+ies ’j'
;fii) tncreased s+a?us and/or posifion -
b) Funancial rewards | u  o .
3} Payi. | | | |
i) »VSecuri*y~of'+ﬁe Jdb “e sfeady lncome

T'—- seasonal charac*arls?lcs .
- #enure~s+ablli+y L ‘

ﬂf» Leisure #ime preparafions | .
a). Whaf hobbies or. non-work acfuvnfies cobld be. helpful 7  ﬁ?¥ 
"5‘ #owards enfering this occupa*ion? |
b) Whaf par#-fcme work axperiance could be he‘pful?
| ) Whaf raading material could be helpful? A‘ |
: d)yIWhaf ofher occupa*!ons are slmtlar?

) What other occupations have slmtlar en*rance '
requiremenfs? S

| £) For what other occupations' would 1his +ratning and -
experience prepare me? N , A o
'I2. Recapi*ula+e and evalua+e +hls ‘career tor yourself
a) Advan+ages (summarize in some de*ail) S g
. b) Disadvanfages tsummarize in some detail) ;

¢) Tentative dacislon regarding fhis career or occupa*lonai
¢luster

ok PR
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A

 Assistance In lmblemenllng'Qooogallohél cho:¢e o

| A number ol educallonal lnslllullons assume responslblllly for

'Ahwhal happens to 1helr students when lhey complele lhelr eduoallonal progrom.”
_,Counselors and leachers in high schools as:lsl sludenls lh enrolllng ol lhe o

"posl~secondary inslllullon of lhelr cholce, unlversllles and collegos

A-‘operale placemenl services 1o asslsl graduales ln gel*lng employmehl ahd

| many occupallonal leachers asslsl in oblannlng Jobs for thelr sludenls. 1.7‘ :

3A comnllmenl to asslsllng sludenls ln the occupational explorallon program o

| fflo lmplemenl their occupallonal choice must be an’ lnlegral parl of the

| “flrprogram. It is the responslbllllv of lhe people prlmarllv lnvolved n the j lhl‘;T.”mﬁ

program lo asslsl lhe ‘student 1o ellher obtain employmenl oF enroll in lho ffc ’

occupallonal training program of hls/her choice. Thls porson could bo an
‘occupallonal experlence coordlnalor, a counselor or a leachar - lho localo :

. and lhe slluallon wlll delermlne who should be responslble.

1n esslsllng‘lhe sludenl’ln_onrolllng lnVeghralnlngllnslllqllon.":
'.‘lhe followlng should be consldered" . ;}" ’ | -
| l)' Arrahgemehls for an lnlervlew at lhe lnslllulloh
2) Fllllng in the eppllcallon form |
%) Obfaining student ald
| 4) jFlhdlhg_accomodallon |

5) Obtaining lransporlollon




e : T ‘4f

ln assisfing sfudenfs in obTainlng employmenf ei*her ln a

-vdirecf or On-Job~Trainnna sifuafion, *he following should be
“'{1considered°' . | 5 :: .
-;;_l) Idenfif:caiuon of possible Jobs /
RO ‘f2)’ Arrangemen?s for an_ interview - |
'3) Assistance of oiher agencies in Jdb plééemen#,:.__ =
~e.9., Health § Social Development, Canada Manpower,
‘ Depar*menf of Indian Affairs . ,
4). chqmodatlon, it nacessqry S .Q”q |
.5); Transporiaf}on,fif_hécgséary o

7 \6’}'Obfai“ing‘Wbrk“clofhing. .

It must-be sfressed that +he asscsfance given mus* be suppor*tvo:

.;fin na*ure rafher than dlracflve and con?rolling.

\'.
LR .
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1State of Illinois, o L
~ Board of Vocational Education_and .-

 Rehabilitation, Division of

. Vocational and Technical Education,
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,Springiield, Illinois‘ 62706

'“Board of Vocational Education '
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Dr, Franklin D. Yoder, Director,
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Bdvard T, Weaver, Director,
Department of Children and Family Services.

“Richard Ehrman,
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Robert Friedlandet,
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':!lawful occupation that has been identified or.is identifiable by employ- L

- PREFACTE

. This booklet contains current course titles, descriptions, and -
code numbers which have been categorized in the five broad occupational_

.. fields; namely, Applied 'Biological and Agricultural Occupations; Health

- Occupationss Industrial Oriented Occupations;-and Personal and Public - :

- Service Occupations. The Technical Education. code clagsifications have -

. been listed with the most relevant occupational field ag determined by.
~ deseriptions. It should be cbserved that the Technical Education codes -

~ (16.0000) should not.be related to secondary students, but used only for s

,post-secondary an373r adult enrollees as ig pertinent.

R
l :

"Occupational field" means a group of recognized, new, and emerging

'-_a_occupations having substantial similarities common to all occupations in
‘the group, e.g., similarity in the work performed; similarity in the abil=

ities and knowledge required of the - orker for successful job performance;
similarity in the tools, machines, instruments, and other equipment used;

1'_and similarity in the basic materials worked on or W1th.r

"Recognized occupation or "new and emerging occupation" means &

ers, employee groups and governmental and nongovernmental agencies and.

- Persons in positions of supervision and administration as well as
vocational teachers will find such information useful in program planning,
program operation, and pupi] ‘accounting. : o ‘s

The information contained herein is compiled from information supplied

by the U. 8. Office of Education, The ccde system supersedes all previous
_coding systems and numbers and will be used for reporting all vocational~
.technical student-enrollments, .

« This booklet has been compiled by the Fiscal and Statistical Unit
of the Division of Vocational and Technical Dducation. '

This booklet contains two indexes. Pages i through vi relate to

. occupational area index. Pages vii through Xi relate to alphabetical

listing of all areas.

- institutions concerned with the definition end classification of occur “,h
i ~__pations.v- ¢ | o

¢




01,0307

01,0300
- 01,0305

01,0301
01,0400, -

. 0%, 0600"
01,0302

01,0200

16,0002
01,0101 . .

01,0401,

o 0L.0104

01,0103
01,0202
01,0204
" 01,0502

- 01,0700 .

16,0603
01,0601
.- 01,0503

01,050k

01,0703
01,0402 -

- 01,0500

01,0102

01,0203

. 0L.0603

01,0303
01.0506

. 01,0304

01, 060U

01,0704

0L.0201
01,0306 .

- ‘coNTENTS BY
weonon  OFFICE OF EDUCATION

‘i”ﬂ%; L

INSTRUCTIONAL CODES AND TITLEb
(By Occupationel Area) o

"APPLIED BIOLOGICAL AND AGRICULTURAL OCCUPATIONS

Ag Chemicals ¢

Ag Construction & Maintenance :
Ag Electrification .
Ag Mechanics

Ag Mechenics Skllls

- Ag Power & Machinery
01,0100 - R

Ag Prodiuction

- Ag Products . .

- Ag Resources (COnservation, etc.) | S
- Ag Structures & Conveniences . = = ¢
Ag Supplies & Services : . Ty

Ag Technician -

Animal Science

Dairy Products

' Farm Business Management

Farm Mechanics ' v

Feeds . » . ] C ot
Fertilizers (Plant Food) I - '
Floriculture

Forestry (Prod., Processing, Mgt., Mktg., & Services
Forestry Technology : .

Forest Conservationists .

Greenhouse Operation & Management

Iandscaping - -

Logging (Harvesting & Transporting)

Nonfood Products (Processing, Inspecting & Merketing)
Ornemental Horticulture (Prod., Proc, Mktg. & Services)

Plant Science
Seeds - :
Soil (Ag Resources) COnservationist .

. Soil Management

Turf Management
- Water Management

Wildlife (Includ., Game Tarms & Hunting Areas) Conservationist' |

Wood Utilization

qqrm?qwmmmé¢m¢4awwwmm@§mwmmmpw:¢##ugey3,egn;f;nny
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© 17,0000
1T.0k02
o 1T.02000
77,0302
17,0300
16,0004 -

17,0301

16,0105

. 16,0106
. 17.0700° ¢

17,0900

17.1501.
- 17.1901
. 17,1000

17.2308
17.1200
. 17,1300

17,0201

. 17.0600
17,1001

INDUSTRIAL ORTENTED OCCUPATIONS

~ Air Conditioning
 Aircraft Maintenance

Aireraft Operations o
Aircraft Operations, Ground - -
Appliance Repeir

"Architectural Tecbnician (Building Construction)

Auto Mechanics:

- Automotive Services:
‘Automotive. Technician

Body and render
Business Machine Maintenance

. Carpentry .
Chemical Technology

" Civil Technician

17,1002

16.0107
17.1500
16,0108
16,0100

C17,1700 -

17,2301
" 17,1009

17,0002

" 17.1003

17,1401
17,1502

16,0111 -

16,0112
17,1402
17.1903
17,2302

17.2303

17,100k
16,0113
17,2309
17.230k

.Commercial Artist

Commercial Pilot Training.
Commercial Photography

“Cummunication. Systems - Instali & Maint.u
' Composition, Makeup & Typesetting o
- - Congtruction and Maintenance Trades

Die Sinking
Diesel Mechanic

‘Drafting

Electrical Appliances Repair
Electrician (Construction)

Electrical Technician '

Electronics Occupations : L
Electronic Technician o o
Electromechanical Technieian
Engineering-Related Technician
Foremanship, Supervigion, & Management Development
Foundry

Glazing

Heuting

Heavy Equipment (cOnetruction)
Industrial Electrician

Industrial Electronics

- Indugtrial Technician.

Instrumentation Technician

Lineman

Lithography, Photogrephy & Platemaking
Machine Shop

Machine Tool Operations

Masonry .

Mechanical Perhninian

Metal Patternmaking

Metal 'frades, Combined




;" ,.>. V . . .‘ . . . | ‘ ' ‘ ) ' <Y I - . ) ' mge

“ 16,0117 , Scientific Data Processing o 16
¥ . . 14,0702 . Secretaries - - 20
4 1k,0503 Shipping & Rece1vxng Clerks g 19
. 1k,0703 ‘Stenographers’ o | L 20
14,0700 Stenographic, Secretarial & Related Occupations 19
14,0800 Supervisory & Admin, Menagement Occupations L 20
- 14,0204 - Systems Analysts - - ~ s
14,0105  Tellers , 7 K 1k
© 04,1900  Tyansportation (Sales) . - S e 1-
04,3100 - Wholesale Trade & Sales - : , _ .13

- HEALTH OCCUPATIONS o ) e

b 07.0906  Community Health Aide o : .26
. 07.0100. Dental Assistant o . S L3
07.0101 Dental Assisting CAE : . ’ - & T
07.0L02- . Dental Hygiene (Assoc. Degree) Y - SRR
07,0103  Dental Laboratory Technician | o 2
07,0908 Food Service Supervisor S - et
. 07,0900  Health Occupations Education . 26
' 07.0202 . Histologist o o . L 24 -
_. 07.0903 Inhalation Therapy ‘ o - 26
07.0904 - Medical Assistant (Ass't. in FPhysician's Office) ' 26
07.0203 Medical Iaboratory Assistant , : ‘ S 2
07.0200. Medical Taboratory Technology - : - L -
07.0801 = Mental Health Technician o . 26
07.0909. Mortuary Science : : _ I - a7
. 07,0300  Nursing o ol
07.0301 °~  Nursing (Assoc. Degree) | o . ek
07,0302 Nursing, Practical (Vocational) A 2l
07,0303 Nursing Aide - : B " . 25
07.0401  'Occupational Therapist s o - 25,
07.0603 Optometrist Assistant ' . - 26
07.0402 Physical Therapist - ' ' 25
07.0403 Prosthetics S 25
07.0500 Radiologic (Health Occupations) (Genera.l) | : . 25
07.050L . Radiologic Technology (X=Rey) . D 26
07,0400 Rehabilitation Assistent : 25

07,0305 Surgioal Technician (0perating Room Technician) o - 28




14,0101
14,0100
- 14,0801
- 04,0100

ok, 0300

© o 1b,0102
- 14,0200

14,0103

- 14,0803

14,0901

- h,0k01
14,0201
14,0203
-1l 0402
- 1h,0804
04,9900

14,0301

14,0701

14,0302

14,0300

o4, 0400
04,0600
o%,0700
04,0800

14,0303

Oﬁ.0900

04,1200
1% ,0400

oh.13oo
14,0602
14,0202
14,0104
14,0500
14,0405
14,0805

16.0400
14,0603 -

14,0600
ok, 1.600.
14,0502
ol , 1700
1k, 0406
o4 ,2000

NP

BUSINESS, MARKETING AND MANAGEMENT OCCUPATIONS

‘Accountants

Accounting and Computing Occupations

- Administrative Assistants

Advertising Services
Automotive (Sales)

~ Bookkeepers-

Business Data Processing (Also introduction to) -

Cashiers

Clerical & Office Supervmsors
Clerk~Tprsts :

Communication Systems Clerks & Operators
Computer & Console Operators
Computer Programmers |
Correspondence ‘Clerks '

P

Data~-Meth~ds & Systems Procedures Analysts
. DlSt. Edo Mktg. - General
. Duplicating Machine Opprator

Executive Secretary - \n.

File Clerks’ S '

Filing, Office Machines, and Gnneral Office
JFinance and.(Credit .

* Food Distribution (Sales)

Food Services (Sales) & Distributlon '
General Merchandise (Sales)

General Office (Clerks

Hardware, Building Mat., Farm & Garden (Sales)

“Industrial Marketing (Sales)

Information Communication Assistant
Insurance (Sales) -
Interviewers & Test Technicians

~ Keypuneh, Coding, & Peripheral Operators

Machine Operators: Billing, Bookkeeping, and Computing

. Materials Support Occupations (Tranc., Storing, Recording) '

Messengers and Office Boys and Girls
Office Managers & Chief Clerks

Office Technicien -

Personnel Assistant :
Personnel Administrator T
Petroleum (Sales) o
Quality Control Clerks

Real Fstate (Sales) :
Receptionists & Information Clerks
Retail Trade & Sales




16,006

16,011k

17,3601
17,1005

17.0901

17,1007
©o17.1902

17,0703

o 17.3202

17,1503

17.3000

 17.2305

17.3402

17,1905
17,3100
17.2307

17.3500

17,2102 -
0 17.2306

17.2900
17,2601
09,0201
09,0202

17,2902
17.2602
17,1100

17.3301

17,1601

- 1h,0601

16,0110

17.1600 -

17.2801

(09,0203
- 01,0601

e

09,0205

17,0700

Metallurgioal Technician
Millwork & Cabinet Making

- Painting & Decorating

Petroleum Technician

Photographic lab, & Darkroom Occupationa
~ Plastering .

Plumbing & Pipefitting ,
Printing Press Operators -
Product Designer

‘Pumping Plants .
Radio/Television. Repaix

Refrigeration Maintenance & Repair
Sheet Metal Worker :
Shoe Repair

- 8i1k/Screen Making & Printing
‘Small Engine Repair, Internal COmbustmon

Tool & Die Making

 Upholstering

Watchmaking & Repair
Welding & Cutting_

FERSONAL & PUBLIC SERVICE OCCUPATIONS

“Baker =
Barbering .
Care & Guidance of Children

Clothing Mnnagement, rroduction, & Services (Gainle)
Cook/Chef - . | o |
Cosmetology

© Custodial Services

Dressmaking ,

" Dry Cleaning -

Bducational Assistants & Training Specialists
Environmental Control Technology '
Fabrie Maintenance Services: ' : '
Pire & Fire Safety Technology

Fireman Training

Food Management," Production, and Services

Forest Conservationisghs

‘Home Furnishing, Equipment and Serviees

Hotel & Lodging Services '

- Institutional & Home Management & Supporting Services

- Interior Decorating

8




17,1602

- 17.2802°

17.2903
Ol,1500
16,0605
© 01,0602

04,1800

17.3300
- 04,1900
17,2904

01,060%

Laundering
law Enforcement Training

Meat Cutter

Personsl Service |
Police Science Technology

Recreation Director (Park Ranger S Manager)'
. Recreation & Tourism ‘

Talloring
Textile Production & Fabrication

Transportation Services

Waiter/Waitress

Water (Ag Resourées) Conservatmonist

f}if\)
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* APPLIED BIOLOGICAL AND AGRICULTURAL OCCUPATIONS

Applied Biological and Agricultural Occupations is comprised of the.,_

- group of related courses or units of subject matter which are organized

for carrying on learning éxperiences concerned with preparation for or -
upgrading in occupations requiring knciledge end skills in agriculture
subjects. The functions of agricultural production, agricultural supplies,

agricultural mechanization, agricultural products, ornamental horticulture, A

forestry, agricultural resources, and the services related thereto, are _
emphasized in the instruction desigmed to provide opportunities for pupils

~to prepare for or improve their competencies in agricultural occupationg,
_An agricultural occupation may inclvde one or any combination of these

functions,

Technical education is concerned with that body of knowledge organized

in a planned sequence of classroom and laboratory experiences, usually at S
' the post-secondary level. The program of ingtruction normally includes the

study of the underlying sciences and supporting mathematics inherent in'a’
technology, as well as methods, skills, materials, and processes commonly

‘used and services performed in the technology. Technical education piee

pares for the occupational area between the skilled craftamen and the prow
fessional person such as the doctor, the engineer, and the scientist. .=

 ‘Ineluded in this subject matter areé are the items of informatioh

- vhich identify various aspects of applied biological and agricultural oceus
pations. L T ' e Rt

01.0100 Agricultural Production -~ Subject matter and learning active

o ities which are concerned with the principles and processes
involved in' the planning related to and the economic use of
facilities, land, water, machinery, chemicals, finance, and
labor. in the production of plant and animal products, . Active
ities include classroom instruction and laboratory exper= *
lences in and out of school, including farms, ranches, and
other agriculturally related establishments, :

01,0101 Animal Science «~ Planned learning experiences which
are concerned with the study and operations dealing
with theories, principles, and practices involved
in producing (breeding, feeding, care, and housing) .
animals and animal products for economie and other

Couges, E ‘ ‘ A '

Representative oceupations are: Kennel Attendant,

Livestock Farmer, Kennel Munager, Specialty Animal
- Farmer, Herdsman, Trainer, Artificial Inseminatot,
-~ Veterinarian Aide, Farvier, ‘ :




01.0200

01,0102

01,0103

01,010k

Plant Science -- Planned learning experiences which
are concerned with the study and operations dealing

‘with principles and practices involved in the culture
and produotion of agrioultuxal plants.

. :
Represpntative occupations are; “Cereal Grain
Farmer, Fiber Crop Farmer, Forage Crop Farmer,
0il Crop taermer, Specialty Crop Farmer,
Vegetable Farmer, Fruit Farmer, Ornamental
Crop Farmer, Plant Disease Specialist,

Farm Mechanics ~- A combination of subject matter and
practical laboratory experience designed to develop -
knowledge and skills in the care, repair, maintenance
and adjustment of farm production machinery.

'Réprescntative occupations are: Machine Operator,

Machinery & Equipment Repairmen, Soil & Water
Manager, Construction Maintenance Man, Electris
fication Technician, Herbicide Applicator.

Farm Business Management - Planned learning activities

Which are concerned witn farm resource analysis, =

accounting, production, financing, resource acquiaition,ﬁ_,,

_ purchasing, farm inputs, performance records, contracts,

farm marketing and maintenance. The results of these -
learning activities are applied to'formulating decisions o,

 involved in managing & farm or ranch operation.

Representative occupations are: Farm‘Manager, , :
Farm Record Ahalyst, Farm Organization Specialist,
Farm Loan Specialist, Rural Real Estate Salesman,

- Farm Loan Manager. _

Agricultural Su ply & Service =« Subject matter and learning exper- -
Tences concerned with preparing students for occupations involved
~ in providing consumable supplies used in the production phase of

agriculture, including proceSsing, marketing, consulting and other -

- services.

01.0201

BAEE T L R
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Agricultural Chemicals ~- The study of a variety of
chemicals, drugs, and related products which are
asgociated with the production of animals and plent
products. - Usually included for study are various -
types of chemicals ugsed to prevent, control, or cure
animal and plant diseases and to control pests,

Repregentative occupations are: Pest Exterminator,
Weed Inspector,_Salesman, Applicator,




oL.0202

01,0203

oL, 020k

Feeds -~ The study of the business of processing and

distributing feeds and feedstuffs., - : '

Representative occupations are: Salesman, Mixer,
Custom Operator, Quality Control Technician.

Seeds == The sﬁudy of the businegs of producing,
processing, and distributing seeds.

Representative occupations are: Analyst, Inspector,
Salesman, - B

Fertilizers ZPlant Food) == The study of the.principles o o

concerned witn the analysis, sale, and application of
chemical elementg known to be necessary for plant growth,

| Represéntative occupations are: Salesman, Custom
Operator, Dealer. - ‘ :

. 01,0300 'ﬁg;icuitural Mechanics == A combination of subject matter and

sotivities designed to develop abilities necessary for assisting
~ with and/or performing the common and important operations or . .
 processes concerned with the selection, operation, maintenance,

and use of agricultural power, agricultural machinery and'equip-”"“'~"'

ment, structures and utilities, soil and water menagement, and -

agricultural mechenics shop, including kindred seles and services. :

01.0301

01,0302

Aggiéulfural Power tnd Machinery ~- A combination of
subject matter and experiences desighed to develop .
in pupils the abilities to (1) recognize and identify

‘the fundamental principles of selection, operation,

service maintenance, repair, and safety in agris

. eultural power - engines, electricity, andrhydraulicafr_'

and (2) plan, install, service, assemble, adjust,
operate, and repair farmvmachinery; e

RepresentatiVe'6ccupations are: Farm Equipment .
Operator, Equipment Mechenic, Serviceman, Seteup
‘Man, Partsman, Salesman., : |

Agricultural Structures and Conveniences == Learning -
acbivities designed to assist pupils in developing

the ability to plan, select materials for, and construct
and maintain agricultural structures and.conveniences.

Representative occuﬁatiOns'are: Farmstead
Mechanization Serviceman, Service Supervisor,
Office Manager, Local Dealer.

€
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01,0304

Soil'Management == A combination of subject matter

and practical experiences designed to develop

- knowledge and skills concerned with surveying and

classifying soils; determining cropping systems
and fertilizer; conditioning; and cultural prace
tices that will result in efficient agricultural
production.

Representatmve occupatlons are* Conseivotioh"'
Technician, Conservationist, Agronomist. -

water Management we A comblnation of subject matter :
and practicel experiences designed to develop
knowledge and skills concerned with surveying,
plenning, laying out, constructing, using, and

maintaining irrigation, drainage, water conservation,—'”

runoff, and erosion control systems, and with main=

’1_ taining proper soil-water-plant relationships.

01,0305

01.0306

o 01.0307

Representative occupations are: COnservation o
Technicman, cOnservationiat, Agronomist. '

égricultural Mechanics Skills -- Planned ‘learning.
experiences desigred to develop skills, abilities,

and judgments necessary to select, use, and maintain B 1-ly

hand and power tools, arc and acetylene: welders,

~and to plan and establish home farm shops.'f.

Representativeloccupatiqns ﬂret-,Machinery
Repairman, Service Manager.. *

Agricultural Construction and Maintenance == A

~ecombination of subject matter and experiences

designed to develop skills and abilitieg nee= —jV
essary in the planning,’ layout, fabrication, and

maintenance of farm and other agricultural equip= R

ment, eepecially small, custom-butlt devices._”? :

-Representative occupations,are: Farmstead
Planner, Equipment Set=up Man, Deliveryman

Agricultural Electrification == A combination of
subject matter and experiences designed to provide

- opportunities for pupils to. gain the knowledge and

understanding necesgary to make effective use of
electricity and electrical equipment on farms,

. ranches, and other agrieultural establishments,

Included for study are the principles of elece
tricity, maintenance and operation of equipment,
and safbty factors related theretoo _ :

Representative occupations ere: Serviee Co.
Repregentative, Safety Technician, Ingtallation
Serviceman. .




01,0400

01,0500

: ¥6r0102 Agricultural Techpician -- Specialized classroom and

laboratory learning experiences in physical gciences,
mathematics, and gpecialty courses dealing with farm
machinery and equipment, farm structures and cone
venlences and/or rural electrification systems as
applied to planning, designing, estimating and/or
manufacturing to prepare the graduate to work in
direct support of the agricultural engineer,

Agricultural Products (Processnng, Inspection and Marketingl -
A combination of subject matter and learning experiences

designed to teach information, processes, scientific principles,
and management decisions concerned with agricultural competencies
‘in the food and nonfood technology occupations. The groups of
food products include (1) meat, fish, poultry, and eggs; (2) dairy
products; (3) fruits and vegetables, (4) cereal grains; and (5)
other foods and beverages. The nonfood products include.cotton,

tobacco, and wool, Instruction may be provided in any or all
groups of these pro’ucts.

01,0401 Dairy Prod.uis == A combination of subject matter
and experiences concerned with the information,

scientific principles and processes associated with
consumable agricultural products.

Representative occupations are°' Laboratory“
Technician, Buyer, Product Inspector, Product

Grader, Product Salesman, Quality Control Manager,.”’
State Inspector, Appraiqer.

. 01,0402 Nonfood Products -- A combination of subject matter

and experiences concerned with the information,
scientific principles, processes and marketing
funetions associated with nonfood products such ag =
cotton, tobacco, and wool, as well &g the industrial

- nonfood uses of grains and oilseeds.- '

Representative oocupations are: Laboratory

. Technician, Buyer, Product Inspector, Product o
~ Grader, Product-Salesman, Quality Control Manager,

‘state Inspector, Appraiser.

Ornamental Horticulture Production Processin
Services) -~ Organized subject matter and practicel experiences _
concerned with the .culture of plants used principally for ornamental
or esthetic purposes. Instruction emphagized knowledge and unders

standing important to establishing, maintaining, and managing
ornamental horticulture enterprises.

01.0502 loriculture sw Organized subject matter and practioal'
. experiences whieh are concerned with prineiples and
practices involved in field or greenhousé production

of flowers and the arrangement of such flowers for
ornamental purposes.

1L
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Representative occupations are: Tloral Designer,
Flower Shop Manager, Indoor Plant Manager, Retail
TFlorist, .

0l. 0503 Greenhouse Operation and Management -~ Qrganized
subject matter and practical experiences which are-
concerned with the principles and practices involved
in producing plants under glass and in other
articificial environments, -

Representatlve occupatlons are- Wholesale
Nurseryman, ‘Retail Nurseryman, Plant Propagator,
Indoor Flant Installer, Shipping Foreman. S

Ol.OSOh landscaping ~- Organized subject matter and practical
experiences which are concerned with the principles
and practices involved in 1ocating, planting, and
maintaining turf, plants, shrubs, or devices for the -
beautification of home grounds and other areas of
human habitation and recreation.

Representative occupations are: Iandscape .
Gardener, Grounds Keeper, Landscape Designer,
Landscepe Congsultant, Landscape Contractor,
Pest Control Specialist, Landscape Foreman, :
Parkway Supervisor. .

01.0506 Turf Manggment -~ Organized subject mstter snd 1 prace
" tical experiences which are concerned with the prin=
ciples and practices involved in establishing, managing
and maintaining grassed areas for ornamental and/or
recreational purposes. :

Representstlve occupations are' Turf Supply
Salesman, Turf Resesrch Technician, Greenskeeper, L
Turf. consultant, Commercial Sod Grower, Sod
Cutter, :

01.0600 Agicultursl Resources QCOnsemtion, Util.izstion, and Servicesz
A combination of subject matter and planned learning experiences

concerned with the principles and processes involved in the con= _“ j
gervation and/or improvement of natural resources such as air,
forests, soil, water, fish, plants, and wildlife for economic
and'recreational purposes, Instruction also emphasizes such
factors as the establishment, menagement, and operation of forest.
lands for recreational purposes and & study of practices involved

" in the preservation and/or improvement of a natural range lands.

01,0601 Forest Conserviationists «~ A combination of subject

‘ matter and experiences concerned with forests as
1iving communities of plants and animals in which
‘trees are the dominant species. Emphagis i8 on the
multiple use of forest lands and resources.

Representative occupations are: Crew Leader
- Timber Scaler.




01,0603 Soil Conservationists -= A combination of subdect

matter and practical experiences designed to provide
opportunities for gaining knowledge and understand- -
ing concerning the principles and prectices involved
in maintaining soil stability and productivity, -
"~ including the prevention of erosion, pollution, .
waterlogging, exhaustion of plant nutrients, and ‘the ,
) accumulation of toxic salts., : S

 Representative occupations are: Soll Cone
- servationist, Range Manager, Water Control
Specialist, Industrial Waste Inspector.

. 0L.0604 Wildlife (Including Geme Farmg erd Hunting Areas) ==

01,0700

A study of the principles and practices involved in .
the preservation and/or improvement of wildlife auch
- as game, fowl, and fish,

Representative occupations are; Game Keeper,
Trapper, Guide, Figh Hatchery Qperator, Fish
Farmer, -

Forestry (Production, Processing, Management, . M’arketinga and

Services) ~- A combination of subject metter and experiencee cone
cerned with the multiple use of forest lands and resources, in
-cluding their management and protection. _ ‘ :

01..0703 Logging (Harvesting and Trengportingl - Study; including
observation and practical experiences concerned with the
initial collective activities involved in harvesting trees
as a crop and in terms of not interfering with other desir-
able uses of the forest,

Representative occupations are: Log Buyer,
Field Men, Logging Contractor, Chief Cruiser,
Crew Maria.ger, Timber Buyer, Log Scaler.

01,0704 Wood Utilization == Organized subject matter and prace
. tical activities concerned with the many wood products
of the forest. ' Emphasis in ingtruction is on- the study
of production, selection, ‘grading, and marketing of
- forest material (wood) for multiple uses in conversion
to congumer goods, e.g., paper, plywood, wallboard,
plastics, and preservative-treated wood products.

Representative occcupations are: Pulpwood Buyer,
Pulpwood Contractor, Pulpwood Grower, Forest
Chemist, Field Man, Yard Man.

16,0603 Forestry Technolo «= A gequence of clagsroom and
Taboratory experiences, ineluding appropriate physical -
and biological sciences, designed to prepare the student

4o function as & technical specialist in the utilization
of our timber resources. The program is planned to

r > / .
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’ it . .
enable the student to acquire competency in one or
more -0f such areag as: harvesting of timber, wherein
- he surveys timber lands, draws topographical meps, =
’ selects trees for cutting, and plang the transportation
of logs to mills ‘or loading sites, conducting or agsisting
“in research involving the preparation of wood for commer=
cial use, and the preservation and utilization of wood
.-and its by-products; developing, improving, or determinins
<methods of handling, curing, shaping, and treating wood in
the course of manufacturing wooden products; investigating
~ and assisting in setting up chemical or mechanical process
- for converting wood into various commodities and tegting
wood for such properties as strength, ‘elagticity, and
endurance, and recommending proper utilization._ '

01 9900 “Agriculture, Other (Specivy) w== Include here only other organized
subject matter and experiences emphasized in agriculture which are
not listed or classifigble in one of the above categories.

PN

Representative occupations are: Agricultural o
Agent, Agricultural Occupations Instructor,
Biologist, Entomologist, Farm Commodity Market:

- Reporter, Product Researcher, Radio~TV Farm
Director, USDA Specialist. -

o
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BUSINESS, MARKETING AND MANAGEMENT OCCUPATIONS

. {E“»
' Business, Marketing and Management Occupations include, but are not
- limited to, those activities involved in the systematic distribution of g
, products and services to the consumer. .

Activities include organizational supervision and management, sales,
distribution, communications, record keeping and others needed to support
and evaluate these functions, excluding speculative and manipulative .
marketing practices. Sales-supporting functions. are buying, transporting, .
‘gtoring, promoting, financing, marketing research and management. Emphasis
is on the development of attitudes, skills, and understanding related to
marketing, merchandising, and management, Also included are a variety of
activities,; such as recording and retrieval of data, supervison and coordi-
nation of office activities, internal and external communications, and the
reporting of information in the area of communications and record keeping.

: ‘These activities are found in such areas of economic activity a8 ,
. retail and wholesale trade, finance, insurance, real estate, services and

service trades, manaufacturing, transportation, utilities, and commune
..ications. L , o .

Included in this subject matter area are the items of infbrmation which ~

identify various aspects of business, marketing and management occupations.

04,0100 Advertising Services -- Organized subject matter and learning
experiences related to planning, development, placement, and .
evaluation tasks performed by distributive employees and -
management personnel in demand creation and sales promotion
activities utiliziug displays, merchandising aids, and mass
media in such enterpric:s as advertising agencies, display

~ houses, retail and wholesale egtablishments, and Pro=-
duction industries. n ,

Representative occupations are: Copy'WTiter,
Advertising Layout Man, Advertising Production
Manager, Display Manager, Public Relations. Man,
Account Executive, Media Buyer, Layout Man,
Meiler Specialist, Advertising Salesman, Sales
,Manager. '

Oh 0300 Automotive == Organized suhdect matter and 1earning experience
reiated to the variety of sales and sales-gupporting tasks
~ performed by distributive employees and management personnel
in retail, wholesale, and service establishments engaged in
- selling, renting, storing or caring of cars and trucks, and
in selling automotive parts, accessories and equipment,




ol OMOO

ol . 0600

ol , 0700

. Representative occupations are: Automobile Sales-i
- man, Service Manager, Parts Manager, Field
Representative, Service-Management Specialist,
Automobile Appraiser,. Car-Rental Clerk, Car Wash
Supervisor, Rental Car Menager, Parts Salesperson,
Parking Lot Attendant. , .

Plnance and Credit ~- Organlzed subject matter and learning

experiences related to the tasks performed by distributive
employees and management personnel in 1nstxtut10ns engaged

in deposit banking and related services, extending credit in
the form of loans, services allied with the exchange of secur=-
ities and commodxties, or consumer credlt and -collections.

~'Representative occupations are: Bank Cashier,o
-.Credit Analyst, Financial Service Salesmen,
Investment and Tax Coungeling Service Salesmen,

Brokerage Clerk, Broker's Floor Representative.

Food Distribution - Orgenizeddsubdect matter and learning

experviences related to a variety of sales and sales-supporting

- tasks performed by distrifutive employees and management per- k
~sonnel in establishments primarily engaged in selling food,

for home preparation and consumption, or selling a general oY ;
commodity line of food products at wholesale.‘” . e

Representative occupatmOns are: Manager, Cashier, -
Livestock Commission Men, Checker, Salesman, '

Selesperson, Buyer, Route Supervisor, Supermarket. .

Department Head Cashier-Checker, ‘Bagger.

Food Services =« Organized ‘subject matter and learning exper=

iences related to the sales and sales-supporting tasks pere .

former by distributive employees and management personnel in - -
-establishments serving prepared foods and drinks for consump-

- “tion on their own premises or at a plane designated by the

ol 0800

customer.

Representative occupations are: Food Concession

' Manager, Catering Manager, Restaurant Manager,
Food Checker, Salesman of Equipment and Supplies
for Food Services, Steward, Coin Vending Machine
Collector. _

General MerchandiSe == Orgenized subject matter and learning
experiences related to & wariety of sales and sales=gupporting
tasks performed by distributive employees and management pers=
sonnel engaged primerily in selling various types of merchans
dise at retuil in department stores, junior department gtores,
variety stores, general merchandise stores, discount stores,
end catalog houses.

39 -
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Representative occupations are: -Store Manager,
Merchandise Manager, Trainee Manager, Marker,
cashier, Collector, Adjustment Clerk, Salesperson,

.Sales Clerk, Demonstrator, Buyer, New Account

Clerk, Department Manager, Dellverymen,

Hardware, Building Materials, Farm and Garden Sugglies and

Egui]

oment -- Organized subject matter and learning experiences

- related to various sales and sales-supporting tasks performed

by distributive employees and management personnel in establishe .

ments engaged primarily in selling one or more of the following
product lines at retail, at wholesale, or to contractors:
hardware, paint, wallpaper, lumber, building meterials, supplies

and equipment for home construction, or farm and garden. supplies

rand equipment’,

01&_.-1200 ‘
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related to the tasks performed by sales and menugement per=-

0l,1600

\Reﬁrgsentative occupations are: Service Department

Maneger, Salesman -of Building and Construction
Equipment and Supplies, Salesman of Hardware
Supplies, General Hardware Salesperson, Farm and
Garderi Equipment Salesman, Contract Clerk.

Indusﬁrial‘Marke%ing --~Organized‘éubject matter and learniﬁg g

experienceerelated*toythe tasks performed by sales and manage-,.>

ment personnel in establishing market potentials and selling
goods and services to business and institutional'buyers for

uge in their operations. :

‘ Representative occupations are: Sales Manager,

Branch Manager, Industrial Organization Menager, -

‘Technical Service Mansger, Industrial Relations

Salesman, Salesman of Paper Products, Chemicels

_and Drugs, Plastic Products, Rubber Goods, Foundry
" and Machine Shop Products, Metals, Lubricating

Equipment, Safety Equipment, Textile Machinery,

Welding Equipment, Printing Supplies and School

Equipment, Manufacturer's Representative.

Ingurance =~ Organized subject matter and learning experiences

gonnel for insurance carriers of all types, or by agents repre-
genting carriers and brokers dealing in the sale or placement

of insurance contracts with carriers.

Representative occupations are: Special Agent,
Insurance Examiner, Estute Planner, Underwriter,
Insurénce Menager, Ingurance Office Manager,
Investigator, Placer, Claim Adjuster, Hospital
Insurance Representative, Insurance Salesmen,
Claim Examiner, Life Examiner. :

Petroleum ~~ Organized subject matter and learning experiences
related to the variety of sales and sales-supporting tasks
performed by distributive employees and management personnel

S A S
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in retail or wholesale estab]ishments engaged in the distribution
of petroleum products., - . -

Representative occupations are: Contracts Manager,
‘Field Representative, Bulk Plant Mansager, Store .
Manager, Leasing Manager, O0il Field Supplies and
Equipment Salesmen, 0il Dispatcher, Automobile
Service Station Attendant, ILeaseman.

Real Estate -~ Organized subject matter and 1earning experienoes

related to tasks performed by persons who act for themselves or

as agents for others in real estate brokerages or other firmg

engaged in buying, selling, appraising, renting, managing and o .
leasing of real property. - o

'Representative occupatlons are: Industrial
. Development Manager, Property Rental Agent,
‘Real Estate Agent, Apartment. House Manager,
Property Manager, Building Superintendent,
Business Broker, Right-of-Way Agent, Real
Estate Appraiser, Building Consultant, Real
Estete Salesman, Sales Representative.

‘Transportatlon -= Organized subject mattér and- learning experiences
related to the physical movement of people, personal. -effects and -
products, and the sales, storing, and sales-supporting tasks per=.

- formed by distributive employees and menagement personnel in entere
.prises engaged in passenger and freight transportation, publiec
| warehousing, and services ineidental to transportation. = .

: Representatiwe occupations are: Distriet Sales
. Repregentative, Manager of Operations, Regional
~Manager, Airport Superintendent, Chief Dispatoher,
Stetion Manager, Terminal Manager, Traffic :
- Manager, Warehouse Manager, Salesman of Aircraft _
' Equipment, Salesman of Boats and Nautical Equipe =
ment, Salesman of Railroad Equipment end Supplies.

Retail Trade, Other §SQeci£z2'~- Include here other organized -
ngtructional programs and learning experiences, emphasized

in sales and gpales~supporting tasks performed by distributive
employees and management personnel in establishments engaged.
in selling merchandise purchased for resale to customers for
personnel, household, business or farm uge, which are not
listed above, o -

Representative occupations are: Solicitor,
Stores lLaborer, House-to-House Salesman.




04,3100 Wholeaale Trade, Other (Specify) =- Include here othér instruc- - o
tional programs and Tearning experiences emphasized in sales - .
~ and sales-supporting tasks performed by distributive employees
 and menagement personnel in places of business engaged primarily
in selling goods to retailers, industrial, commercial, insti- '
tutional and professional users, or bringing buyer and seller
" . together, which are not listed above. A

- Representative occupations are: Wholesaler,
Distribution Warehouse Manager, Fuel Salesmen.

04,9900 Distributive Education, Other (Specivy) ==~ Include here bther
_ organized instructionsl progrems and learning experiences,
emphasized in marketing functions performed by employees,
managers and/or proprietors in establishments engaged in
selling products or providing sarvices to individuals and
business establishments, which are not classifiable as
either retail or wholesale in nature and function.

< 0 ' Representative occupations aie: Pufghaéing Agent, -
‘ ' ‘Sales Development Clerk, Contract Clerk, Public
. Utilities Salesman, Soft Water Service Salesman,

14,0100 Accounting and Computing Occupations -~ Planned learning exper=
~ Tences which inciude & combination of courses and practical
o expériences’concerned-with'systematizing information about .
- transactions and activities into accounts and quantitative
. records, and paying and receiving money. : f

14,0101 Accountants ==~ Programs concerned with the paras .
. professional duties supporting the accountant in _
organizing, designing, aud controlling numerical
and firencial data. TR o

Representative occupations are: Estimator, o
Credit Analyst, Utility Accounts Director.

- 14,0302 Bookkeepers == Programs concérned with computing,
- : classifying, and recording numerical data to keep -
financial records. T
Representative occupations are: “Account -
Information Clerk, Insurance Clerk, Account
Classification Clerk, Audit Clerk, Bookkeeper,
pistribution Accounting Clerk, General Ledger =
Bookkeeper, Gommodity Loan Clerk, Fixed - -
Cepital Clerk., - . ' ‘ AN

14,0103 (ashiers -- Programs concerned with receiving and .
disbursing money in establishments other than banks,
and ugually involving the usejbf‘m&chines,'including _
cagh registers and change makers. ’ . P




Representative occupationg are: Cashier, Teller, :
Money Counter, Cashiers Supervisor,. - !

4, Oloh Machine Qperators- Billing, Bookkeeging, and. Computing .-
Programs. concerned with operations and procedures utilizing
office machines for billing, posting, caleulating, adding,
ligting, and mechanining data (other than business dets
processing equipment). ‘ ;

if'

»Repreeentative occupations are: Billing Maehine
Operator, Bookkeeping Machine Operator, Payroll
Clerk, Balance Clerk,  Adding Machine Operator '
Audit Machine Operator, Calculating Machine .
Operator, Proof Machine Operetor, Transit Clerk,

| ,7lh.0105 Tellers " Programs concerned with disbursing and receiv-
' ing money in & bank and recording the transactiona.

j;m‘“ Representative occupations are:.. Teller, Collection t'nl
o ' and Exchange Teller, Note Teller, Head Teller.

lk.OEQO Business Data Processing Systems Occupations == Planned learning .
. '/ sctivities which include a combination of courges and practieal

o Tj‘.experiences concerned with business date processing systems and -

N ;;operetions. ' ,

U (

L , Representative occupations are: Prodect Direetor
PETNAS - Business Date Processing, Manager Electronic Date
R Processing, Machine Records Unit Supervisor,

o1, 0201 COmputer and (ongole. Qperators - Programs eoncerned o
. with operation of an electronic data processing eomputer.
 including reviewing program instructions, determining
procedures for & specific run, veadying equipment ‘fop
operetioh, and menipulnting and: monitoring eontrols
S | - during operesion.;,. e | , :
Representative o2 cupat*ons areo COmputer Operetions L
bupervisor, Digitel Computer 0perstor. S h

a 1&,0202 K“gpunch, COdingfand Pegigheral Eguigmen+ gg ratore e
. Programg conterned with ‘operation of equipment which
. is muxiliary or peripheral to the operntion of the
- electronic data computer, Included are the operation
_ of alphabetic/numerical keypunch machines, cardetos
‘tape converters, high speed printers and machines -
that print identification codes on wize, tape anu
‘ other materials, and related equipmenu.

¢)
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.and inclusions of interval checks and controls; writing

Representative occupations are: Card-Tape-Converter .'

Operator, Computer~Peripherale-Equipment Operator, -

High Speed Printer Operator, Keypunch Operator, Date .
Typist, Verifier Operator, Tabulating Machine Operator,
: Sorting Machine Operator. :

Computer Programmerg == Programs concerned with converting
gymbolic statements of business problems to detailed
logical flow charts for coding into computer language,
Including analyzing all or part of a work flow ahert of

* dlagram representing & business problem by applying
 knowledge of computer capabilities subject matter, algebra,
~*and symbolic to develop the sequence of program steps;

conferring with supervisors and representatives of depart=
ments concerned with programs to resolve questions of
program intent, output requirements, input data acquisition,
extent of qutomatic programming, coding and modification,
detailed logical flow charts in symbolic form to represent
work order of data to be processed by & computer system,
and to desecribe input, output, arithmetic, and logical
operations involved; concerning detailed logical flow.
charts to language processable by computer; devising

~sample input. data to provide testing of program adeqnacve_.i -

preparing block diagrams to specify equipment configure
ation; observing or operating a computer to test & coded
program using actual or sample input data; correcting .
program errors by such methods as altering program steps
end sequence; preparing written instructions (run book)
to guide operating personnel during production runsj
analyzing, revising, and rewriting programs to increase
operating efficlency or to adapt to new requirements;
compiling documentation of program development and
subgequent revisions; and specializing in some instances
in wrlting programs for one make and type of computer,

Represgentative occupations are: Chief Programmer,
" Bugilness Progremmer.. “ '

sttems Analgsts “e Programs concerned with analyzing

and designing commercial systems, date methods, systems
and procedures, and processing business data: Aetivities
include analysis of business problems such as the des
velopment of integrated production, inventory control
and cost, and the formulation and refinement of an
analysis system for conversion to & programmable form
for application to an electronic data processing

system.




Activities frequently involve conferences with

(1) the project director of business data processing
and department heads of units involved to ascertain
specific output requirements such as types of break=-
puts, degree of data summarization, and formats for
management reports; and (2) management personnel o

- operating units to revise plans for obtaining and -

gtandardizing input data.

Among other responsibilities of the system analyst
are: the study of current or the development of :
new systems and procedures to devise workflow sequence,
the analysis of alternative means of deriving input -
data to select the mogt feagible and economical
method; and the develojment of process flow charts - }
in outlineg and detailed form for programming, indicatingaf
‘external verification points such as trial audit printe -
outs. Responsibilities may also include directing the
Jpreparatlion of programs, but does not include major re-"ﬂ
.spongibilities for technical, scientific, or exotic
mathematics applications. ,

Representative occupation is: Business Electronic
~ Date Processing Systems Analyst, o

16 cu17 Secientific Data Processing "o A combination of subdect

13

matter and experiences, ineluding scientific principles -
and methematical concepts, combined with specialty

courges and applied laboratory experiences necessary
in preparing pupils to: convert scientific, engineering,,
and other technical problem formulations to processible -
forms by computer; resolve symbolic formulations; pres =
pare logical flow charts and block diagrams; encode
resolvent equations for processing by applying knowledge -
of advanced methematics, such as differential equations

and numerical analysis; and gain understending of
computer capabilities and limitations.

The program is designed to provide in the pupil the
capacity to perform such functions as: eonsulting
with engineering and other technical personnel to
resolve problems of intent, inaccuracy or feasibility
of computer processing; observing the computer during

testing or processing rung to anslyze and correct pros

gramming and coding errorss reviewing results of computer
for determining necessary modifications and reruns de=
veloping néw guberoutines or the extcnsion of the applie
cation of available programs; and the development of
gcientific machine languages to simplify programming
statements and coding of future problems,




Repreaenfative becupation is: Engineering snd
Sclentific Programmer., ‘ : :

14,0300 Filing, Office Machines, and General Office Cleriecal Occupations =
 Planned learning experiences which include a combination of courses
and practical experiences concerned with the recording and retrieval
" of data, including classifying, sorting end filing correspondence,
" records, and other data. .

14,0301 - Duplicating Machine Operators =~ Programs concerned
with reproducing handwritten or typewritten matter
by use of duplicating machines and devices.

~ Representative occupations are: Duplicating

' ‘Machine Operator, Offset Duplicating Machine

~ Operator, Automatic Typewriter Operator, Copy
Operator, Chief Clerk, Print Shop.

14,0302 File Clerks == Programs concerned with ﬁhe recordins ' -
{ - and retrieval of data,; including classifying, sorting,
: and filing correspondence, records, and other data.

Representative occupations are: Classification
Clerk, File Clerk, Record Clerk, Recordo Custodian.

1&;0303 General office Clerks - Programs concerned with per- ,
Torming & variety of clerical duties utilizing knowledge '
of systems and reports, including copying data, and
compiling records and reports; tabulating and posting
data in record books; providing information and con-
dueting interviews; operating office machines; and -
hendling mail and correspondence,

@

Repregentative occupations are: Account Analyst,
Actuarial Clerk, Billing Clerk, Budget Clerk,
Coding Clerk, Auditing Control Clerk, Data
‘Processing Control Clerk, Dispatcher Clerk, _
Insurance Clerk, Letter of Credit Clerk, Sorting
Clerk, Statistical Clerk, Timekeeper, Traffic

Rate Clerk, Accounting Clerk, Cost Clerk, Reinsurence
Clerk, Posting Clerk, Hospital Ward clerk.

14,0400 Information Communication Occupations == Lebrning experiences
' which inelude & combination of courses and practicel experiences
' - eoncerned with the distribution of information, €iley by mail,
telephone, telegraph, and in person. .

14 . 0401 Communication SXStemsACLerks and ggeratore == Programs
concerned w operating telephone switchboards and

gimilar equipment for relaying incoming and interoffice

“1700
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calls; establishing connections between subseribers; :
supplying information; caleulating charges; operating '
telegraph and similar equipment for transmitting and )
recelving messages. ' L '

Representative occupations are: Central Office

" Operator Supervisor, Route Clerk, Information .

. Operator, Switchboard Operator, Telephone Operator,
Telephone Answering Service Operator, Telegrapher,
Telegrapher Agent, o o

14,0402 Corregpondence Clerks == Programs concerned with come
~ posing correspondence and related items for the purpose
- of obtaining or giving information; o ‘

‘Representative occupations are: Correspondence
Clerk, Correspondence Review Clerk, Sales
_ Correspondent, Policyholders' Information Clerk.

14,0405 Messengers and Office Boys and Girls -~ Programs cons
' cerned with running errends; sorting and delivering
~ letters, packages, and messages; furnishing workers ‘
with clerical supplies; end performing similer routine -
tasks in an office. - , e o

Repréééntative occupationg are: " Telegraph “
.Messenger, Copy Boy, Messenger, Office Boy,
Runner, L . - S

Receptionigts and Information Clerks =-- Programs =
concerned Witn meeting the public through (1) answers
ing telephone and information requests; (2) locating
offices and employees; and (3) keeping records of .
callers, making appointments, interviewing people

to secure required data, e.g., hospital admittance
data, insurance data, and similar information. |

Representative occupations are:; Appointment
¢lerk, Hospital Admitting Clerk, Information
Clerk, Receptionist, Registration Clerk, Oute
patient Admitting Clerk, Medical Records Clerk,

14,0500 Materials Support Occupations gTransgorting% gtoring and
Recording) =~ Pienned learning activities which include a combina=

 %tion of courses and practical experiences concerned with (1) ree
ceiving, storing, issuing, shipping, requisitioning, and accounting
for stores of materisl or material in use; (2) assigning locations
and gpace to items, including verification of quality, identification
condition, and values (3) preparing or committing stocks for ghip=
ment; (4). inventorying stock; (5) replenishing depleted items; and
(6) filling orders and issuing tools, equipment, or materials to
workers.

RBida
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b, 0502 Qualitv Control Clerks =~ Programs concerned with
verification of quality and quantity specifications.

Representative occupations are: (Claim Examiner,
File Room Custodian and Stebility Program 01erk,
_ Metal Release Men,

1k, 0503 Shipping and Recelving 01erks - Programs concerned
with assembling, packing, addressing, stamping or
recelving, unpacking, verifying, and recording
incoming merchandise or materials, -

Representative occupetions are: Rate Supervisor,
Shipping Clerk, Receiving Clerk, Receipt Clerk,
~ Route Return Clerk, Receiving and Shipper Checker,
Sorter.,

14,0600 personnel, Training, and Releted Occupations == Planned learning
, experiences which incliide a combination of courses and practical
experiences concerned with personnel administration of ah organ~
' ization and the facilitating functions of scheduling and gon~
duction clerical work, management, and operations of orgenizations.

14,0602 Interviewers and Test Techniciang -- Programs concerned
© _ with interviewing and administering tests to individvals
to determine their appropriateness for employment and/or
. advancement, Also involved are the uses of appropriate
‘measuring devices, and the edministretioncscoring, and
analysis of individual and group progress.

Representative occupations are: Job Analyst,' |
Position Classifier, Test Technician, Placement -
Officer, Personnel Recruiter.

14,0603 Personnel Assistents -~ Programs conrerned with formus
lating policies relating to the personnel administration
of an organization, Emphasized are the conduct of pro=-
grams of recruitment, selection, training, promotion,
welfare, safety, compensation), separation of employees,

~and recreation involving personnel. A practical back=
ground in psychology is required for some occupations in
personnel research, and in the administretion of testing
and counseling ‘programs,

Representative occupations are: Benefits and
Service Records Supervisgor, Employment Clerk,
Identification Clerk, Social Security Clerk.

14,0700 Stenogrephic, Seoretarisl, and Related Occupations «= Plenned

learning activities which include & combination of courses éend
practical experiences concerned with meking, classifying, and
filing records, including written communicetions.

- &m:%)
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14,0800 Sup: rvisory and. Administrative Management Occupations we Learning

.~ adminigtrative practices of organizations such as governmentel units,

‘budgets submitted by operations personnel; (3) preparing reports

‘vising and coordinating activities, determining work procedures,'

14,0801 Administrative ASsistente “e Pregrems cuncerned with the

¢
[}

14,0701 Executive Secretary -= Programs ccncerned with secreterial '
coordinating, expediting, and facilitating functions of _
the office for alding the executive under his direction and
in a confidential relationship. (See also 14,0801 Admin-
istrative Assistants under Supervisory and Administrative Lo
Management Occupations, )

Representetive occupation is: Administrative -
‘Secretary. ) T

1k, 0702 Secretaries == Programs related to occupations concerned =
: with carrying out administrative and general office
duties, in eddition to taking and transcribing dietetion. -

' Representative occupations are: Soeiel Secretary,
Legal Secretery, Medical Secretary, Secretary.

14,0703 Stenogrephers -= Programs .concerned with teking shorthend
: : or special writing of notes by hend or mechines endutrenecrib~
ing them, - : : . .

Representative occupations are: - Court Reporter,
Stenographer, Stenotype Operator. .

activities and experiences concerned with various responsibilities
such as (1) studying policies organizational gtructures, and ’

industrial firms, and nonprofit groups; (2) reviewing periodic

summarizing findings and recommending to line management changes in
policy, organization, and administration; (U4) consolidating budget =~
egtimates and preparing financial reports for comment; and (5) supers

and assigning duties,

~ coordinating, expediting, and facilitating functions of
the office for aiding the executive, under his direction
and in a confidential relationship, in the discharge of
his duties as related to personnel, the budget, records
control, housekeeping, conducting studies and analyses,
" reviewing reports, and other respongibilities. (See also
14,0701 Executive Secretery.) :

Representetive occupetions are: Administretive
Agsistant, Health Fecilities Manager.
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14,0803

Clerical and Office Supervisors =~ Programs concerned
with supervisory occupations involving the facilitating
function of an orgenization, rather than & scientific,

technical, or administrative specialty.

1h, 080k

'Representative occupation is: Clerical Supervisor.

Data~Methods and'SXstem-Procedures Ana;xsts?-- Prdgrams
concerned with studying policies, onganizational structures,

and administrative practices of an organization for the
purpose of recommending and installing systems procedures

14,0805

16,0400

and methods improvement.

" Representative occupations are: Clerical
~ Technicien, File Service Worker. '

Office Managerg and Chief Clerks =-- Programs concerned
with the facilitatingﬂfunction.of the office involving
supervision of the budget and management enalysis staff .
of an office, scheduling and conducting work, ‘end other
adminigtrative specialization. '

Representative occupations are: _ChiefACIerk, Office'
~ Manager, Operations Officer, Credit Union Supervisor,
Disbursement Clerk. -7

office Techhician =~ That part of the office occupatiohé~

fileld which requires the application of gseientific knowledge

and methods combined with technical skills in support of
office occupations. Persons prepared in this technology
are a part of the oftice team which includes the skilled
worker, the technician, and administrative menagement

- personnel,

14,0901

Representative occupations are: Office Layout
Service Man, Space Analyst. ‘ .

Clerk-Typists == Programs concerned with the performance

of general clerical work requiring the use of a typewriter
in & majority of the duties, ineluding compiling ami typing -
reports, &pplication forms, shipping tickets, and other data -
from clerical records. Activities algo include filing _
records and reports, posting information to records, sorting =
and distributing mail, angwering telephones, computing
with adding machines, and other similar duties. .

Representative occupations are: Clerk-Typist,
. Borderesu Clerk (insurance). '

2o,
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HEALTH OCCUPATTIONS ED[JQATI ON-

"~ Bducation for health occupations compriseg the body of related subject
matter, or the body of related courses, and planned experiences designed to
impart knowledge and develop understandings and skills required to support
.the health professions., Instruction is organized to prep:re pupils for occus
pational objectives concerned with assisting qualified pc.sonnel in providing -
diagnostic, therapeutic, preventive, restorative, and rehabilitative services
to people, including understandings and skills essential to provide care and
health services to patients, ' .

 FEducation for health workers usually is conducted by recognized education
agencies and appropriate health institutions and services that can make gvail-
able the quality and kind of experiences needed by the trainee in developing
the competencies required for his occupational goal,

. Instructicnal programs which prepare persons for occupations, that render
~ health services directly-to patients provide planned instruction and experience

in appropriate clinical situations, For occupations that render health services
which do not involve direct services to patients, planned instruction and exper=-
ience in laboratories‘and/or'appropriate work situations are provided as an
integral part of the instructional program, : L

Included under the heading, Health Occupations Education, are items of
information which describe selected aspects of education for health occupations.
‘In the following definitions the term "subject matter" includes theory that
may be given either in & gchool or in a clinical getting, and the term “exper-

- iences" includes the applied subject matter which is provided in & clinical
setting, ' ’ ' N : T _

. Included in,ﬁﬁis subject matter area are the items of information which
identify various aspects of agriculture, '

' Licensure, Certification, and Registration

_ Pechniques for the regulation of workers in health occupations have been. -
developed and administered, either by appropriate professional organizations
‘or by legally constituted authority in the respective States, as & means to
safeguarding the public against unqualified and/or unscrupulous persons.
Therefore, regulatory procedures such as licensure, certification and/or
registration in certain of the health occupetions have been estdblished,

Licensure ~~ Under the authority of a State, laws are enacted’
setting forth the minimum qualifications for persons and the
standards to be met for practicing in an occupation., All
physicians, nurses, dental hygienists, and a ‘growing number
. of paramedical personnel representing these groups have gought
and helped to establish State laws for licensing practitioners
in their fields, They have also found that mandatory regulations
of these occupations under State licensure laws best serves the
publice interest. Umployers, too, have come to rely upon the
legal licensing agency -for agsurance that a practitioner is quals
ified in his field. ' : ' '
12 BRI
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In Tllinois the regulatory agency for licensure is the State
Deparpment of Registration and Education. ' : -

Certification -- Professional societles endeavor to improve the
quality of services provided by supportive personnel in health
fields through voluntary certification of individual workers., . -
- Standards pertaining to educatlon, experience, and personal qual.=
ifications are determined by the professional society, usually in
cooperation with the auxiliary group that is subject to the cers *

. tification procedure. Applicants wishing to become certified under
thege standards must make application to the certifying board of
the association and comply with the certification of standards.

Registration-~ The term registration is .used by certain occu~
‘pational groups interchangeably with either the term licensure

or certification, "Registered" nurse connotes & nurse who is
licensed to practice as a professional nurse or as & technicals-
level nurse., A"registered” medical librarian is certified by and
registered with her professional association. Registration mey be
interpreted in specific instances by placing after it (1) when
"licensure” applies or (c) when "certification" applies:~

NOTE: . In situations involving designation of "licensure,"
"eertification," or "registration" for record and/or report
purposes as applicable to selected items in this subject=matter -
area, the following symbols may be used: (L) for Licensure;

(c) for Certification; and (R) for Registration. - :

07.0100 Dental --.Inciuded in this category are occupations concerned

with supportive services to-the dental profession.

07.0101. Dental Asgistant -~ A combination of subject matter

B and experiences designed to prepare a person to
agssist the dentist at the chairside in the dental
operatory, to perform reception and clerical .
functions, and to carry out selected dental labor-
atory work, fThis is the dental assistant,

07.0L02 Dental Hygiene (Associate Degree) == A combine

ation of subject matter and experiences designed

 to prepare & person to provide services to patients,
such as performing complete oral prophylaxis,
applying medication, and providing dental health

education services, both for chairside patients
and in community health programs, under the
supervision of the dentist, - This is the dental
hygienigt.,




07. 0103 Dental Laboratory Technologx “e A combinationcof
_ subject matter and experiences desigied to prepare
* & person to execute the work in producting restorative
appliances required for the oral health of the patient
a8 authorized by the dentist. Some representative
occupations are: Dental Ceramist, Contour Wire
Specialist, Dental Laboratory- Technician, Orthodontic
Gold Bandmaker,

07.0200 Medical Laboratory iechnolcb; -~ Planned eubject matter and 1ab~
oratory experiences concerned with bacteriological, biological,
and chemical tests to provide data for use in diagnosis and N
treatment of diseases -- using microscopes, micrometers, and
other instruments. Persons prepared in this ares usually work

under the supervision of medical technologists, clinical pathol- ,1,ft

. ogists, or physicians,

- 07 0202 Higtologigt ~=- A combination of subject matter and
experiences designed to enable & person to prepare, .
section,~and stain tissues for microscopic study,
usually Ly a pathologist or other clinical scientist.
A representative occupation is tissue technologist.

- 07.0203 Medical Laboratory Asgisting -- Avcombination of -
subject matter and experience designed to_preparej,y
a person to work under the supervision of medical. -
, A technologists, clinical pathologists, or physicians
. , .o perform routine clinical laboratory procedures, . '
: - "+ Some.representative occupatioys are Biochemistry
Technologist, Medical Technologist, Microbiology
Technologisgt, Mepical laboratory Assistant Aide, -

07.0300 Nursing ~= A combination of. subject matter and clinical exper=
. AT ‘ iences designed to prepare & person to provide nursing care to
[ ~ patients in hospitals, sanitariums, clinics, or other ingtie
tutions by administering medications and treatments, assisting
the physician during treatment and examination of patients, or
performing related auxiliary services. : ‘

07.0301 Nursing (Associate Degree) -« A combination of

"~ general and nursing education and clinical exper=
iences designed to prepare & person for general duty
nurging under the nurse supervigor or physician, or
with other members of the health team, - Bone '
representative occupations are: Nurse Anethetist,
General Duty Nurse, Private Duty Nurse, Industrial
Nurse.

07.0302 practical (Vocstional) Nursing ~= A combination of
gubject matter and supervised clinical exveriences
designed to prepere a person to give dlicet nursing
care under the supervigion of & nurse or physicien,
The represented occupation is Licensed Practical
Nurse.




07.0303 Nursing (Aid) =~ A combination of subject matter.
and experiences designed to prepare a person to
perform simple tasks involved in the personal
care to individuals receiving nursing services.
These tasks are performed under the supervision

of & nurse, Some representative occupations -
are: Nurse Aide, Nurse Assistant, Cottage Parent,
Orderlies. .. ‘ , o o T

07.0305 Surgical Technician gggeration Room Technician) -
A combination of subject matter and experiences de=
signed to prepare & person to serve as & general

technical assistant on the surgical team in the
operating suite.

¥ 07,0400 Rehabilitation Assistant -- A combination of subject matter and

_ experiences designed to prepare a person to help thoge with
physical or mental disebilities, by directing their physical,
gocial, or daily living activVities, under the Supervision of &
physician, to repair or compensete for, the damage caused by
illness or accident.

07.0401 Occupational Therapist -« A combination of subject
. matter and experiences designed to prepare & person - .
to agsist the occupational therapist-in implementing
_ the plan of therapy for & patient as prescribed by &
" physician. Some representative occupations are:
Occupational Therapy Assistant, - Occupational Therapy
Aide . ' ‘ » to

07.0402 Physical Therapikt ==~ A combination of subject matter
and experiences designed to prepare & person to
. assist the physical therapist in implementing the
- plan of therapy for & patient as prescribed by a
physician. Representative occupations are: Fhysical
- Therapy Aide, Physical Therapy Assistant. ’ :

07.0403 Prosthetics ~ A combination of subject matter and
experiences designed to prepare & person to wirlte
‘gpecifications for and to meke and fit artificial
1limbs, following the prescription of a qualified
medical practitioner. Ingtruction includes the
gtudy of anatomy, biomechanics, engineering as
related to prosthetic appliances, and shop exper-
ience in prosthetic construction, This is the

- Prosthetist. ‘

07.0500 Radiologic =~ A combination of subject matter end experiences de=
. gipgned to prepare & person to apply roentgen rays and radio=
active substevces to patients for diagnostic and therapeutic
purposes. Instruction may include the study of anatomy, physiology,
radiation physics, radiogrephic techniques, chemistry or processing
and darkroom technique, rediation prqgggggon, and equipment maine
tenance, ,
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07,0501 Radiologic Technology (X-ray) == A combination of '
‘ subject matter and experiences designed to prepare
a person for the safe uge of X-ray equipment in
clinical settings under the supervision of a -
‘radiologist or other physician, A representative
occupation-is Radiologic Technologist.

07 0603 Optometrist Assistant -- A combination of subject -
matter and cxperiences dcgigned to prepare to assist
an optometrist in making tests to determine defects
in vision, preparing and fitting eyeglasses or contact
lenses, administering corrective eye exercise, or
other treatment that does not require drugs or surgery.

07,0801 Mental Health Technician == A combination of subject
matter and experiences designed to prepare a person
to assist nursing and medical personnel in rehabile
itating mentally ill patients through recreational
and occupational activities, training in new patterns
of living, physical care of patients, and giving
prescribed medication.’ qome representative’ ,
occupations: Mental Health Worker, ActivitiesﬂAide.

07,0900 Miscellaneous Health Occupsations Educetion_-~ Include here programs o
- not elsewhere classified which prepare a person to prQVide speeified ,
medical and health services,

07 0903 Inheletion Therapy =~ Preparation includes ) combination
of subject matter and experiences designed to prepare a
person to perform procedures and operation and maintain
equipment used in supporting respiratory functions, ine
cluding the administration of oxygen and other sustaining
. ' ' gases, &% directed by a physician. Some representative
_ - . occupations are: Inhalation Therapist, Inhalation Therapy
Aide, .

07,090k Medicel Assistant (Asgistent in Physicien's Office) == A
-~ combination of subject matter and experiences designed
to prepare a person to perform fur<tions and follow prow
cedures concerned with diagnosis and treatment of patients
in a physieian's office. Instruction includes physical .
examinations, laboratory tests, x-rays, measurements, and
medications. :

- 07,0906 Community Health Aid =« A combination of subject matter
and experiences designed to prepare & person to serve
as liasison between professional health workers and the
recipients of health services. Instruction emphagizes
bagic understanding of biology, communicable diseases,
environmental health, personal hygiene, infents, medie
cines, and family and community resources., Representative
occupations are: Community Aide, Urban Health Aide,
Neighborhood Health Aide. ‘ ,

"‘_926-
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07 0908 Food Service Supervigor -= A oombination of subdect R e
- matter and experiences designed to prepare & person k \
to widerstand the nature of nutritional diseases and . L
dimportance of controlled diets in the treatment of Qﬁ;ffﬁu.ﬂﬁf i
patients with such diseages in & hospital or other = =~ o0
" health institutiong under the supervision of the - . efj~_<”&¢£’”
dietitian,  Instruction includes inspection of speci&l
‘diet trays and evaluation of patient's response to ...
diets. . ‘ L

- 07.097%9 Mortuarg Science == A combination of subdect matter
and experiences designed to prepare & person to
- perform the sanitary and embalming preparations for .
" interment in conformity with legal requirements., -
Some representative occupations are: Mortician
Investigator, Embalmer. a :

>
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" INDUSTRIAL ORTENTED OCOUPATIONS = - . I

. Industrial Oriented :Occupationg is the branch of vocational education .
which is concerned with preparing pergons for initial employment, or for
© upgrading or retraining workers in a wide renge of trade end industrial
" opcupationg. -Such occupations are skilled. or semi=gkilled and are concerned.
‘with layout designing, producing, processing, assembling, testing, maintaeining,
_‘seryiging, or repairing any product or commodity. Instruction is provided (1)
in‘bagic menipulative skills, safety judgment, and related occupational ine
. formation in mathematics, drafting, and science required to perform successfully
in the occupation, and (2) through a combination of shop or laboratory exper-
iences simulating those found in industry and classroom learning. Included is
ingtruction for apprentices in apprenticeable occupations or for journeymen o
already engaged in & trade or industrial occupation, Also included is training
for certain semiprofessional occupations considered to be trade and industrial
“in nature, = R R ' - '

Opportunities are frequently provided both during and outside regular
class time for pupils to develop interests, skills, and knowledge in selected
~aspects of industrial occupations as .an integral part of the instructional
program. . e

 Technical education is concerned with that body of knowledge organized

in a planned sequence of clagsroom and laboratory experiences, usually at

. .the post-secondary level, The program of instruction normally includes the
study of the underlying sciencee and supporting mathematics inherent ina - |
technology, as well as methods, skills, materials, and processes commonly used.
and services performed in the technology. fTechnical education prepares for
the occupational area between the skilled craftsman and the profeggional
person such as the doctor; the edgineer, and the scientist. o

. fThe englneering technician will be capable of performing such duties as '
assisting inithe following engineering functions: designing, developing,
testing, modifying of products and processes, production planning, writing
reports, and preparing estimates; ‘analyzing and diagnosing technical problems
‘that involve independent decisions; and golving & wide range of technical
problems by applying his background in the technical specialties -~ science,
mathematics, and communicetive and cltizenship skills, | S

Included in this subject matter ares are the items of information which
identify various aspects of industrial oriented occupations.

17.0100 Air Conditioning -« Clagsroom and shop experiences which enable
the student to become proficient in the installation, repair and
maintenance of commercial and domestic air conditioning systems.
meluded is ingtruction in the theory wnd application of basie
prineiples involved in conditioning of alr = 2ooling, heating, :
filtering, and controlling humidity; the operating characteristics
 of various unite and parts; blueprint reading the use of teche
nical reference manualss the dlagnosis of malfunctions, the
overhaul, repair, and adjustment of units and parts such as pumps, .
compressors, valves, springs, and connectionsj end the repair of \‘)
 electric and pneunatic control systems. :

“ 28 .
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A representative occupation is: Alr Conditioning S
Mechanic, Commercial (eny industrial). :

17,0102 Heating == Learning experiences specifically concerned
with the installation, operation, testing, and trouble=
shooting of various types of heaiing equipment, in-
cluding the controls needed for: operation,-

Some representative occupetions are: Oil Bnrner t

Installer and Serviceman, Ges Furnace Insteller end '
Repairman. .

17 0200 égglience Regeir ~-. Classroon and shop experiences concerned
with the.theory of electrical circuitry, simple gearing, linke
ages, and lubrication in the operation, maintenance, and re-
-pair of components including releys, time switches, pumps, and
agitators used in- appliences such as washers, dryers, vacuum
cleaners,: toesters, water heaters, and stoves. Related train=
ing is provided in the use of familiar tools, test equipment,
and service manuels, end in making cash estimates for repeirs.

it
A representative occupation 18‘ Household Appliq
ence Serviceman. '

17 0201 Electricel Aggliances e Learning experiences specifh
: ' “Joally concerned with the repair, installaticn, and -
servicing of electricel eppliences.

Some representetive occupetions are: Electric f;
Applience Repeirman, Smell Applience Repeirmen.

17.0300 Automotive Services - 01essrocm and’ shop experiences which in-'
' , cluﬁe training in all phases of sutomotive maintenance repair
. work on all types of automotive vehicles, Included is treining
in the use of technical fanuals and’ variety of hand and power
tools, Instruction and practice is provided in diagnosis of -
malfunctions, disassembly of units, parts inspection, and
repair or replacement of parts involving engine overhaul and o
repair, ignition systems, carburetion, brakes,. transmisgion, . .- ...
front end alignment, body and fender repair, and the instellation-uji
of a variety of accessories such as redios, heeters, mirrors end 3
'windshield wipers. L ,

~ Some representetive occupetions ere' Muffler In- o
staller; Brake Adjuster;. ‘Tgnition System Analyzer;.
Auto-Seet Cover - COnvertible Top Upholsterer. i»w-

17 0301 __gg end Fender wa Specieiized ieerning experiences
~ eoncerned with all phases of the répair of damaged
bodies and fenders, irieluding metal straightening by
~ hammering; smoothing areas by Filing, grinding, oy .
sanding; condealment of imperfections; paintings and
< rep’ecement of body components, including trim.

| j 2‘341,)
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Some representative occupations are; Shop
Egtimatory Auto Body Repairmen and Finisher;
Auto Body Painter.

Auto Meonenics -~ Learning experiences concerned with
the components of the vehicle, including engine, power
trgnsmission, steering, brakes, and electrical systems, -
Included is training in the use of diagnostic and testing
equipment and tools used in the repair process.,

Some representative oceupations are; Motor Rebuilder,‘
Tune«Up Man; Transmissxon Specialist,

Automotive Technicien =« A sequence of classroom and
ieboretory experiences including the study of gseientific
and mathematical principles which lead to understanding

. of the design, development, and testing of internal -

combugtion engines and related component parts of the

motor vehicle, including transmissions, electrical
-gystems, and braking systems, This program is planned

to prepare the graduate to perform duties concerned with
designing, testing, and development in direct aupoort

_of the automotive engineer. '

Same representative technical occupations are:
Automotive Tecnnician,.Diegnostic Analyzer,

Clagsroom and shop expcriencee concerned th the iné'
spection, repair, servicing,. and overhauling of &ll -

~airplane parts,including engines, propellers, ingtrus

J17.duoe

ments, airframes, fuel and oil tanks, control cables,
and hydraulic units. Learning the use of teehnical

manuals and various kinds of testing equipment aleo
is empnasized.

Some representative occupations are: ' Airframe
and Power Mechanic; Assembly Mechanic; Elecw
trical Equipment Tester; Hydreulic Systems
Tester, -

‘Aireraft Operationg == . ¢lassroom and practical éxpers

iences concerned with the in-flight operation of come
mereinl airplenes, including piloting, navigating, and
pessenger services.

Some representative occupations are: Flight
Englnheer Asgistantj Tower Flight Control.




17,0600

17,0403 Ground Operations -- Classroom and prectical expere
lences concerned with the ground support of commers
. cdal planes, including passenger service, aircraft

preflight service, and flight control,

Some representative occupations are: Air Traffic
Coordinator; Airport Serviceman.,

16,0601 Commercisl Pilot Training -~ A program of classroom
instruction and practical experience, ineluding mathe~
metics and the appropriste physical sciences, designed

- to prepare the student to pilot and eventually assume
command responsibility for aircraft carrying passengers
or freight, The program is planned to enable the gt

~dent to acquire competency and knowledge in such fields
as: alreraft structure, behavior, and operation, and
. controls; radio communications as applied to aircraft;

- meteorology; navigetion; airways safety and traffic
regulations; and other aspects of a pilot's duties and

. responsibilities. The student will be expected to be~
come conversant with governmental rules and regulations
pertaining to piloting aireraft and will be expected to
pass any tests prescribed by the Federal Aviation Agency

- Tor & Commercial Pilot's Certificate upon satisfactory
. completion of the designated sequence of courses.

A representative?téchnical-océﬁpation is:
Commercial Pilot., ) o -

Business Machine Maintenance == Ciassrdom and shop e#periencea
concerned with maintaining and repairing a variety of office

machines such us typewriters, dictation machines, and ealcu~

‘_1700706

lators; date processing equipment used for recording and proe-
cessing data; and duplicating and mailing machines, Instrues
tlon includes diagnostic techniques; understanding of mechanical
principles such as those involved in gears, cams, levers and.

power tools; soldering; mechanical drawing; principles of elecw -
trieity and electronics; uses 'of testing devices; and business

‘procedures and customer relations,

’ .A“reﬁreéentative dccupatibn is Office Machine -
Serviceman. S |

COmmercialfArt,OcCu tiong ~= Organized specialized learning eXw -
periences which include theory, laboratory, and shopwork as they
relate to the design and execution of layouts and making illustyra«

tions for advertising, display, and instructional manuals, Instruee =

tion ineludes advertising theory and preparation of copy, lettering,.

' poster -design, fashion illustration, silk sereen, air brush end

toucheup, inks and color dynamics, package and product design,
drewings for line and halftone reproduction, and other display

devices and exhibits,

¢ S
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gome repregentative occﬁpations are; Airbrush
Artist; Commercial Designer gign Painter;
Engrogser; Display Designer; Window Disgplay.

17,0703 Product Deslgner == Organized subject matter and exper=
{ences concerned with the application of knowledge of
" commercial art to the design of commercial products for
“the purpose of decorative, gesthetic-effects and current
“styling consistent with utilization value of such '
products, Occupations in this area also requirve knowledge
~ of products and production methods. ' . :

So:e representative occupations are: Industrial

Designer; Ornamental Metalwork Designer; Product -
Designer, R ' , , T

Gomme: 2l Photography Occﬁpations w= Orgenized épecializéd learn= -

ing experiences which include theory, laboratory, and studic work
as each relates to all phases of camera uses and photographic

processing, Instruction includes composition and color dynamics, -

aontact printing, and enlarging; developing film; air brush and

cameras, meters and other photographic equipments portrait com= .

mercial, and industrial photography; and processes such as micro=

filming and preparing copy for other printing and grephic arts
processing. Instruction also emphasizes the development in '

planning, developing, and producing in guch areas &s audiavigtaln N

materials and telecasting.

Sbme-répresenﬁatiﬁe_occupatibns are: Fnotograph
'.,Developer;-Photostat Operator Photographer Helper.

17,090. Photographic Laboratory and Darkroom Qccupations ==
- §ubject matter and learning exper ences-concerned '

-  primarily *rith developing and printing photographic
8till or motion picture film; controlling resultant -
prints} touch=up of negatives; and finishing, colors -

 ing, restoring, and copying prints.

.Somé repfesentative occupationé are: Phdtbgraph

Rebsounhery Projection printer; Print Washer; Copy
CaMeraman;-Phatostat'Operator; Print Inspector.

Constructisn and Maintenance Trades == Clagsroom and shop eXe.
periences concerned with the erection, installation, maintenance,

and repair of nuildings. highways, airports, missile sites,

anrhi, and ouher giruchures uging assorted meterials such &8
metal, wood, sione. brict, glass, concrete, or composition sube- |
stances, Instruction is provided in a variety or activities
such.as cost estimatingy cutting, fitting, fasteningy end finighe
ing various materialsi the uses of a variety of hand and power
tools: and bluep=int reading and following technical specificae
tiong., Pnowledre roncerning the physical properties of materials

also is enphasized.

&
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17,1002

17,1003

17,1004

Some representative occupetione are: House
Repairman; House Builder; Bridge Builder,
Maintenance Men, Building. '

Carpentyy we 01assroom and shop experiences involving

layout, fabrication, assembly, ingtallation, and re-

pair of structural units. Emphagized in instruction

are the care and uge of hand and power tools, equip=-
ment, and materials: common systems of frame cone

‘struction and the principles involved; and drafting,

blueprint reading, applied mathematics, and meterials
estimating.,

" Some representative occupations are: Finish
Carpenter; Rought Carpenter; Cabinet Meker;
Maintenance Carpenter; Form Builder; Shipwright;
Carpenter Helper; Leborer, Cerpenter. ‘

Flectfician -- Classroom and shop experiencee concerned
with the layout, assembly, installation, testing, and
maintenance of electrical fixtures, apparatus, and
wiring used in electrical systems. Instruction is pro=-

. vided in the readiug, interpretation, and industriel

wiring besed on controlling electrical codes. r

"Some representative’ occupations are: Electrician, o
COnstructionel and In&ustriel, Electricien Helper

Heavy Eguiggent §00nst1uction and ggeretion2 -e 01&33-
room and practical work experiences concerned with the
operation, meintenance, and repair of heavy-duty equip=
ment such as bulldozers, cranes, graders, tractors,

concrete mixers, crawler-mounted shovels, trailers :
mounted compressors, and the gesoline or diesel engines '

s powering the eqpipment.

Some representative occupations are° Heavy Equip-
ment Maintenance; Equipment Oilerj Construction
Equipment Mechanic; Bulldozer Operator; Drag Line

~_ Operatorj Motor Grader Operator; Dredge Operator;

. Congrete Paving Machine Operator; Asphalt Plant
Operator; Stone Crughér Operator; Earth Boring

. Machine Operator; Pile Driver Operator; Truck-Crane

Qperator‘ Hoieting Engineer. : :

Masonrx “a Specielized elagsroom and shop experiences
concerned with the cutting, chipping, and fixing in
position of conerete blocks, brick, and glass blocks

wsing bonding materials and handtools. Ineluded is
training in reading erchitectural plans, plenning,
and estimating. |

gL
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17,1005

Séme representative oceupations are: Brick Tayer;
Stone Mason; Ceramlic Tile Setter; Block Tayer;
Marble Setter. o . :

Painting and Decorating -~ Specialized classroom and

shop experiences conceérned with the preparation and
finishing of exterior and interior surfaces by the
application of protective or decorative coating ma=-
terials such as lacquer, paint; and wallpaper. Ine
struction includes experiences in scraping, burning,
or sanding surfaces; making, mixing, and matching
paints and colors; and applying coating with brush,
roller or spray gun, or by cutting, pasting, and

. hanging wallpaper.

| 17.1096

47,1007

‘gome representative occupations are:. Painter;
Paperhanggr; Painter Helper. '

Plastering ~=- Specialized classroom and shop experiences

concerned with the application of plaster, stucco, and

similar materials to interior and exterior surfaces of
structures. Instruction includes the preparation of
surfifces and the smoothing and finishing of them.

. Some representative occupaticns are: Stucco Mason;
~Permastone Dresser; Plasterer Helper.

Plurbing and Pipefitting -~ Specialized clagsroom and’

shop experiences concerned with oayout, assembly, inw
gtalling, altering and repairing piping systems, ine
cluding related fixtures and fittings in structures by

 use of pipecutting, bending and threading tools; weld~

;7.1009

B H

ing, soldering and braziug equipmen:; and other hand
and power tools énd equipment ., o

‘Some representative occupations are: PlﬁMbingg'
- Pipefittingj Sprinkler Fitter; Steam Fitter.

Glazing == Organized learning expefiences’ébncerned with
preparing, fitting, and installing glags: in structures

- and other openings of buildings such as windows, doors, f

and partitions or in objects such as display cases and.

- table tops.

17,1200

Some representative occupations aréz Glazief;
. Glass Installer (Auto, Commercial Buildings).

tiegel Mechanic .~- Clagéroom and shop experiences cone

cerned with all phases of repair work on diesel engines
uged to power buses, ships, trucks, railroad trains, elec- -
trical generators, construction machinery, and similar




. equipment. Instruction and practice is provided in
diagnosis of malfunction; disassembly of englues
and examination of parts; reconditioning and replace~
‘ment of parts; repair and adjustment of fuel injection
_gystems, oil and water pumps, generators, governors,
auxiliary and accompanying power units, controls, and"
- trangmissions. The uses of technical manuals, of a
“variety of hand and power tools, and of testing and .
. diagnostic equipment also are studied. _

!

Some representative occupations are: Diesel
Mechanic; Fuel Injection Serviceman; Diesel
Mechanic Helper, _ -

-17.1300 Drafting -~ Organized specialized learning experiences which em= - -
o . phagize theory, use of the drafting room and laboratory and shope .
work as each relates to gathering and translating of date or - .
 gpecifications, including the aspects of planning, preparing, .
and interpreting mechanical, architectural, structural, pneumatic,
marine, electrical/electronic, topographical, and other drawings
and sketches. Instruction is designed to provide experiences in-
drawing; the use of reproduction materials, equipment, and processes; .
the preparation of reports and date sheets for writing specifications; .
the development of plan and process charts and drawings; and the de~
" velopment of models. Instruction emphasizes the development of -
- gkills and knowledgé essential for employment. in ancillary capacities. .
(See also 16,0103 Architectural Technician and 16,0106 Civil - o
Technician) | _ R B

. Some representative occupations are:. Architectural
Draftsman; Aeronautical Draftsman; Marine Draftsmanj
Sheet Metal Draftsmen; Electronic Draftsman; Struce
tural Dreftsman; Piping Draftsmen; Auto Body Design=-
er; Tool and Die Designer; Machine Draf'tsman; civil

. Draftsman; etc. ‘ | o

16,0103 Architectural Technicien (Building Construction) == A
3 program of instruction designed to provide the pupil
with knowledge and understanding of scientific princi-
ples, mathematical concepts, and commnicative and .
‘technical skills combined with laboratory experiences
including creative design, testing, and model building
which will enable him to be supportive to the architect
- and the architectural engineer, The subject matter is
" eoncerned with design estimating, inspection, super-
vision, and contracts and specifications == primarily
in the field of building construction =« with emphasis
on the art of form. .
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Some representative technical occupations are:
Model Makeri Specifications Writer, Structwal
Designer,

16,0106 (ivil Technician == A planned program of classroom and
laboratory experiences including the study of physical
sclences, mathematlcs, surveying, strength of materials,

. and other specialty courses leading to preparation for
- o designing, testing, and superviging the constructicn
. of highways, railroads, airports, bridges and harbors,
. lrrigation works, sanitary plants, and other structures.
The graduate works in direct support of the eivil
engineer. .

Some. representative technical occupations are:
Map Maker; Highway and Bridge Designer, Highway
and Field Surveyor.

17,2401 Industrial Electrician == Specialized classroom,and
' practical instruction related to the maintenance and
.repair of a variety of industrial machinery driven by
electric motors or which are electrically controlled.,,

~ Some representative occupations are' Maintenance -

" Flectr¥iciansj Meter Repairmanj Electrical Controle =
‘ler Installer; Electrical Controller Repairmans i
Powerhouse House Electrician; Street Light Service-' E
man} Trafflc Light Sexviceman.' . ‘

17,1402 ILineman =« pecmalized classroom and prectical exper-
~ lences concerned with the installation, operation and:
" maintenance of local, long distence and rural lines, ‘
- including pole-and-tower 1ine erection and construc-
~tion. :

Some representative occupations-are1 Lineman: -
- Cable Repairmanj Cable Splicer; Line,Repairman. .

16,0107 Electrical Technology -- An organization of subject
matter and laboratory experiences designed to provide
preparation in specialty courses, physical sciences,
mathematics, and general education as applied to the
design, development, and testing of electrical cire
cuits, devices, and systems for generating electricity,
and the distribution and utilization of electrical

- power, These electrical systems incorporate and ree
quire knowledge about the application of electronie
and instrumentation devices.

Phe program is designed to develop in the individual
- the capacity “o perform in such areas ag: model and
prototype development and testing; systems analysis
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and integration including, desigi, selection, ine
stallation, calibration, and testing; development of
corrective and preventive maintenance techniques;
application of engineering dataj and the preparation
of reports and test results in support of the
electrical engineer, ‘

Some representative technical occupations are:
Electrical Technician; Cable Layout Man; Power
and Load~Use Dispatcher.

17,1500 Electron*cs Occugations ~= Organized specialized 1earning exXe=
periences which include theory, laboratory, end shopwork as each
is related to planning, producing, testing, assembling, in=
stalling, and maintaining.electronic communications equipment
such as radio, radar, and television; industrial electronic equip-
ment, including digital computers; new electronic systems, com=
ponents, and equipment; and control devices. Emphasis is on
solid-state devices and components, electron tube characterigtics,
lov frequency emplifiers, ILC and RC oscillators, transistors, and
amplitude and frequency modulation, Instruction is designed to
develop knowledge, understanding, and skills essential form employ=
ment in communications, industrisl electronics, redio/television,
and other electronics occupations. (See also 16,0108 Electronic

-_Technician and 16,0109 Electromechanical Technician)

. Some representative occupatione are: Electronic '
Systems Inspector; Instrument Inepector, Industriel
Electronics Technician.

17,1501 Commnnications -= Specialized classroom and practical
experiences concerned with the assembly, installation,
operation, molntenance, and repair of communications
equipment and systems of all types, e.g. industrial

and entertainment sound systems, data processing,
telephone dial systems, two-way radio, central circuite,
heering aids, and high-fidelity receiving sets.

Some representetive cccupations are: Instrument

Technicians Communications Mans Sound Technicians

Equipment Installer; Hearing-Aid Repairman; o
- Protective Signal Repeirman, Telephone Servicemen,

17,1502 Industrial Electronics - Specielized clessroom, labe

o oratory, and practical experiences concerned with the
bagic elements of vacuum tubes and eircuitrys using
and servicing testing equipment, and troubleshooting
circults; the study of end experience in repairing
photoelectric controls, timers, selector switches;
counters, recorders, and transducers; and the study of
the characteristics and intricacies of equipment end »




components used in industry and research centers,

More advanced instruction includeg study, analysis, and
repair of magnetic amplifiers, motors, motor controls,
electronic heating, saturable reactors, servomechanisms,
pulse circuits, computers, and test instruments -
including basic principles and servicing procedures.
Field trips are taken frequently,

" Some representative occupations are; Instrument
Mechanici Audio~-Video Repairman; Production Repaire=
mans ’ | '

17,1503 Radio/Television -- Specialized theory and practice
- which are concerned with the construction, maintenance,
and repeir of radios and television sets. Training
also prepares students to diagnose troubles and make
repairs on other electronic products such ag high=
fidelity sound equipment, phonographs, and tape recorders.-

Some representative 0ccubat£ons are:;.Rédio Repair-"
mani ielevision Services and Repairman.

16,0108 Flectronic Technician -- Subject matter and laboratory
- - ‘cxperiences or;ganized to provide proparation in the
. specialty courses, physical science, mathematics, end
" gerieral education concerned with the design, develop-
ment, modification, and testing of electronic cir= )
.cuits, devices and systems. Subject matter incorporates /-
solid state and ‘microminiaturization devices and repre- *.
sentative systems such as microwave systems, computers,
and cmtrols. C "/- ' s

the program is designed to develop in the individual '
 the capacity to perform in such areas as: practical E

nireult feasibility; prototype development and testing;
davelopmer’  of maintenance techniques; systems analysis
including design, selestion, installation, calibration,
and testing; and the application of engineering date
and preparation of reports and test results in support .
of the professional personnel in the electronics field, -

 gome representative technical occupations are:
Supe rvisor, Electronic Maintenance; Engineeringe:
Development Technicianj Electromedical Equipment

* Repairmani Master Control Engineer; Transmitter
Operator, S



\ | 16, 0109 Electromechanical Technician =~ A selection and integrae~ .
' | tion of specidlized classroom and laboratory learning

experierices in both the mechanical and electrical fields.
Instruction is planned to provide preparation for re-
sponsibilities concerned with the design, development,
and testing of electromechanical devices and systems
such as automatic control systems and servo-mechanisms,
including vending machines, elevator controls, missile
controls, tape-control machines, and suxiliary computer
equlpment. .

The program of instruction is designed to develop .
understanding, knowledge, and skills which will provide
the capacity to perform effectively in such areas as:-.
feaSibility testing of engineering concepts; systems
analysis including design, selection, and testing appli-
cation of engineering data; and the preparation of :
written reports and test results in support of. meohanioal
and electrical engineers. : _ )

Some representative technical occupations are:
‘Standards Leboratory Technicianj Medicel Apparatus
Model Maker, Experimental Mechenic, Electrioal.

17.1700 Foremanship, Supervigion and Management Development ~~ Planned .
learning experiences designed to assist the supervisor in.
effectively utilizing the men, machines, and materials under his

- gupervision by broadening his background knowledge and develop~
ing his leadership abilities., Included ig the study of human .
behavior; organization and managements oral communication; labor
laws} personnel procedures; Jjob analysisj work simplification;:
employee utilization; the development of writing techniques as
applied to the preparntion of letters, memos, and technical
reports, gpeed reading, and safety and first-aid practioes.

Mo D.O.T. relationship shown because this ingtructional Pro=
gram epplies to the development of foremen end supervisors over
& broad range of crufts, trades, and industrial functions. In
most ingtances occupations require & combination of knowledge of
gupervision and knowledge of a craft, manufacturing process or
operations of an industry.

17, 1901 Compogition, Makeup and ‘Typesetting « Organized
- learning experiences concerned with layout, compo-
. sition, makeup and hend and. machine typesetting
and typecasting. .

~ some repregentative occupations are! Linotype N
‘Operator Photo Typesetter Qperator, Compositor;
Job Printer. ' ‘

R4




17.1902

17,1903

17,1905

' 16,0112

Printing Press: Occupationg- --lOrganized learning ex=

periences concerned.with making ready, operating, and
maintaining printing presses.

Some representative occupations are; ' Cylinder
Pregs Man: Offset Press Operator; Engraving Press
Operator, Prlnter Helper, '

Lithography, Photography and Platemaking « -Organized
learring experiences concerned with lithography, lithwe
ographic photography, stripping, and related plate-
making processes.

Some representative occupations are: Plate
Finisher; Photographer; Print Maker, Photo=
1ithographer.

811k Screen Making and Printing -=- Organized learning
experiences concerned with the preparation of silk
screens and the operations of silk sereen printing,

Some representatlve oécupations are: §Screen
Maker; Silk Screen Machine Operator; Screen
Painterj Sign Writer; Silk Screen Printer.

fInstrumentation Technician = A sequence of classroom
and laboratory experiences, supported by physical

sciences and mathematics, concerned with providing an
understanding in the fields of electricity, electronics,
mechenicu, pneumatics, rud hydraulics as they pertain

to applicationd of the principles of control and ree-
cording systems and autouated devices. The instructional
program is planned to prepare the pupil to design, develop

prototypes, and test and evaluate control systems of euto= -

- mated systems and to prepare graphs, written reports and

17.2102

test results in support of the professional personnel
working in the field of instrumentation.

Some ‘representative technical occupations are:
. Systems Testing laboratory Technician‘ Instru=
~mentation Teehnician. )

Watehmaking and Repair - Classroom, laboratory, and
practical experiences concerned with making, maintaine
ing, and repalring clocks, watches, chronometers, and

. gimilar types of time-meaguring devices. Instruction

includes training in disgnosing melfunctions disassefi=
bling and repairing or replacing faulty partsi cleanw
ing, assembiing, and adjusting parts; estimating repair

20 b0

o
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'costs, replacing streps and bands, crystals, crowns and
‘hends. The various kinds and uses of special watche -

. maker's bench and hand tools, e.g., lathe, staking tool,

~'lonpe, pliers, truing calipers, poising tool, timing
‘machine, tweezers, soldering devices, pallet warmer for

burnishing, and grinding, drilling, and polishing tools

‘and devices are included in instruction. .Cleaning and -

performing other operations are emphasized as well.as

" ‘the types and uses of various materials including

.metsls, plastics, chemicals, oils, wexes and abrasive

‘ powders.pn‘

17,2301

o Some representative occupations are: Wateh and

~ Clock Repairman, Wateh Maker, Assembler (Watch
 and Clcck) N T R

Foundrx - Specialized classroom and shop experiences
designed -to provide knowledge of the theory and appli=-

- . cations of foundry practice in ferrous and nonferrous’
. foundries, Instruction emphasizes Poundry equipment, B
- various sands and refrectories, sand and.machine molding, =
. foundry chemistry" and- metallurgy, coremaking, chipping,

L and grinding.\ , ,

BN

 Some representative occupations are0' Molder,

Furnace Operator; Cupola Tappers Casting Machine ;aj-4-~~?5"

Operator, Foundry'Worker.,'

L .

'Machine Shop e Specialized classroom and shop exper-

iences concerned with all aspects of ghaping metal

- parts. Instruction involves meking computations re=
lating to work dimen"ions, tooling, feeds, ‘and speeds o
of machining, Also ‘emphasized are: work on the bench o

~ and on lathes, shapeis, milling machines, grinders,
..and drills, uses ' of precigion measuring instruments

- of machining and heat treatment of various metals; h,';1;~"

such ag layout tools, micrometers, and gages; methods

. blueprint reading; and the layout of machine parts.

‘Instrugtion prepares the' pupil 40 operate and repair o

m“‘all machines. B

'}*17,23bé

Some representative occupetions ares Machinist; J
" Patternmaker, Metals Production Machine Operator,,
Machinist Helper. -

Mechine Tcol Operation “e Specialized learning exper-

e e e ik &

lenhces to prepare & gemigkilled worker to run only
‘one machine, e.g., .lathe, grinder, drill press,
milling machine, or shaper.; o o .

Q4
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Some representative occupations are; Gear

Cutting Machine Operator; Grinder Operator;
' serew Mechine Operator; Milling Machine

Operator;“TurretuPunch,Press;Operator.

17,2304 Metal Trades, Combined -- 3pecialized learning ex~ .
.~ .. periences designed to prepare an all~-round metélworker
~capable of fabricating and assembling a veriety of
products. in many industries, Instruction ingludes i
“layout- sequence of operations; setting up and operating -
“gbricating machines; positioning, alining, fitting,
‘and welding parts; and designing and construction

~ templates and fixtures, -

.. ''Some representative occupations are: ~Kick Press =~ .
Operator; Bending Machine Operator; Ornamental. . .

Metal Worker; Rivéter, Hydraulic, - C ‘
" 17.2305 gheet Metal Worker ~- Specialized classroom and shop exs .
R . periences concerned with the layout, fabrication, ey
erection or installation, and maintenance of items mede . .
“of steel, copper, stainless steel, and aluminum, such
as ventilating, air-conditioning and heating duets, - '
‘kitchen equipment, 'signs,-furniture, and skylights. . .

* Ingtruction includes the uge” of handtoolsy and machines, - -

"', such.as the cornice brake, forming rolls, and squaring -

" ghears; drafting; and blueprint resding, |

'“Soheéiﬁpi93§nt¢t1Vefgqcubdtibhsvapé: }Shgét i5lfv ST
Metal Worker; Sheet Metal Layouﬁ-man;;Forming;;afi2 }y;.

| Machine Operator. _ )

-~ .17,2306 Welding and Cuttin ~ Gag and Hlectric -- Specialized
T ““classrdbm‘and;shop'experienceS’conCerned with all types ' ."
- of metal wolding, brazing, and flame cutting,  Instrue~.
-7 tion emphasizes properties of'metgls,'blueprint*reading,;?}

~ electrical principles welding symbols, and mechanical . -
sdrawinge . T e

 Some represeiitabive occupations are: Gas Brasingi.
" Flame Cutters Flame Cutter Machine Operatory Spot.
Welder;%Arc_wgider;'Mig'and Tig Welder; Production

7 17.2307 . Tool and Die Muking - Organized clagsroon and shop exe .
ST ;Eperiéhces'concernedgwiﬁh,analyzingwspeeificationa,-lay~'h;
. ing out metal stoek, setting up and operating machine . ..
toolg, and fitting and assembling parts to make and res -
.,g-pair-metalwérkingfdies,~cutting*tools,,Jigs fixtures,
' ‘gages, and machinists' handtools, including instruttion
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‘in the application of tool and dle designs and conw

g

17,2308

17,3000

struction, shop mathematics, metal properties, and
layout, machining, and assembly procedures.

Some represéntative-oécupatibhs‘are: Tool Maker:
Tool and Die Maker; Jig and Fixture Meker; Die

* Finigher; Tool and Die Makér Helper, -

Die Sinking »- Organized clagsroom and shop experiences
concerned with laying out, machining, and finishing
impression cavities in die blocks to produce forging
dies, including ingtruction in the use pf‘blueprinta

- and methods of die sinking,

17,2309

, ..Some.representatiV¢rbccupations}are: 'Die sinker;

Edger Man; Die Sinker, Benchman,

Metal Patfernmakiﬁg,ér oﬁganized'dlassroom and shop
experiences, concerned with fitting, assembling, and

‘handfinishing castings and parts in meking metal
. foundry pattérns, including ingtruction in the use =
- of handtools anﬁ“analysis of speéificaﬁiqqs according .-

~ to patternmaking methods.,

L 16.0mb

_ gSome representative occipations bre: Metal .
 Patternmaker, Benchj Metal ratternmaker,“Fqnndxy, 

Metéliurgiéal:Teéhnician -~ An drédnization~of subject L

matter and leboratory experiences including specialty

. courses, physical sciences, mathematics, and ‘general
. education concerned with the production, research,
and/or quality control of metals, ~The instructional .
‘program is ‘desigoud to prepare pupils for performing

duties in such areas as: conducting tests on the

. properties of metals, pilot and: production plant

. design and development, the devalopment, operation,
" and alteration of test procedures and equipment; and
the collection and analysis of data and preparation .
of comprehensive and detailed reports in support of

professional personnel in the metallurgical field,

" gome representative occupations are: Metallurgical
. Assigtant; Spectroscopist and Tester. _

......

Refrigeration -« (lassroom and shop experiences concerned with
commerc{alichilling and freezing systems, ineluding theory, . .
- applieation, and operating of compressors, expansion and float
. valves, thermostats, and pressure controlss diagnosing overs
hauling, and testing methods and procedures) charging and -
‘discharging systems with refrigerantsi and testing hermetic -

units, relays, and overload devices.
. SRR S ‘ )

DN )
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17, 3100

. 17.3402 Shoe Repair «- OrganiZed clessroom and ghop experiences if,

17,3500,

‘gome representative oocnpations are: Refrigeration
Engineer; Refrigeration Machine OPerator.

Small Engine Repair, Internal COmbustion "o Classroom and shop

experiences concerned with maintaining and repairing & variety
»f small engines uged on ‘portable power cquipment, e.g.,

- lawnmowers, outboard motors, chaln saws, and rotary tillers. S

Instruction includes principles of internal combugtion engine

operatton, reading teohnioal manuals, and customer relations. SR

Some - representative occupations are: Outboard
Motor Mechanicy Gasoline Engine Repairman,
Motorcycle Repairman. ‘

17,3202 pumping - Plants == Organized 1earning experiences o

concerned With the ingtallation, operation, and. e
maintenance of pumping installations handling liquids,

gases, or golids for remote delivery through pipelines

or for local use, Pumps are commonly driven by e
» electric motors, diesel engines, or gas turbines,.
Instruction includes theoty, operation, and maintenance
. of pumps, pipelines, motors, engines, and gas turbines
a8 well as instrumentation and control.v - :

Some representative occupations are: oil Pumper,
‘Compressor Engineer; Pump. station’ Engineer, B
Sewage Plant Operator.

concerned with the repair of all types of footwear,
Ingtruction emphagizes types and care of shoes; ‘
 kinds and uses of tools and machinesj shoe construction,
 shoe repairing, including replacement of worn parts
- such ag heels and soles, and- sewing parts that need
 mending} orthopedic shoemeking and repair; leather-
refinishing and dyeings salesmanship and simple book-
~keeping, Repairing of other leather artieles, such
Y handbags, luggage and beits may be included in -
~instruction, - .

 Some pepresentative occupations are‘ Shoe Repairéa'f
mein; Shoe Repairman Helper.

Ughoistering we Classroom and shop experiences ccncerned with all

aspects of upholstering, ineluding furnitire, automobile geats,

caskets, mattresses, and bedsprings, Instruction ineludes history
and styles of furniture; installing, repairing, arranging and

securing springs, filler, padding, and covering meterifl; pattern-':

mekings cutting, sewing, and trimmingj outside coverings, cushion
f1llings styling and designing, tufting and buttoning, and wcod
refinishing, -




Some representative occupations are: Upheieterer,
. 8eat Cover Ingtaller; Box Spring Meker' Automobile
, Upholsterer° Mattress Meker.

17 3601 MLillwork and cablnet Making == Specialized class and
practical work experiences “concerned with mass production
. of products such as window frames, moldings, trims, and
" panels; and with making such products as furniture, store
fixtures, kitchen cabinets, and office equipment, In= .
“struction includes training in cutting, shaping, and
assembling parts by means of handtools, woodworking
, mechines, refinishing furniture, installing hardware,
-1 - hinges, catches, and drawer pulls; planning
1ayout blueprint reading; drafting, and features of
various kinds of woods. ;

%

 Some representative oeeupetions are! Cebinetmeker, Lo
Mortising Machine Operator; Sticker Machine Operator:
Patternmaker, Wood s COOper, Mobile Home Installer.

16 0100 EngineeringuRelated Technician == That part of the engineering

e
AT RN sv

by prOQESSGSe S v L .y

field which requires the application of scientific and engineering B
knowledge and methods combined .with technical skills necessary in
the support of engineering activities. Persons prepared in this

- .- technology are a part of the engineering menpower team which e
. includes the gkilled craftsman, the technician, and the engineer, o
and work as technicians in cloee euppcrt of the engineer.

_16 0105 Chemical Technolqu ~ A program of instruetion designed

to provide thi pupil with knowledge of seientific prine
ciples, mathenatical concepts,-and communicative and
technical skilis combined with the appropriaste laboratory
experiences which will enable him to be supportive to

. professional personnal in the chemical field., 'The subdeet
‘matter emphagizes qualitative, quantitative and analytieel
analyses in general and organic chemistry. In the unit
operation laboratory, he studies material handling, erushe

 ing, grinding, and sizing, By piloteplant operation, he .

, ., Studies the machinery and methods used in extraction,
*x;pi,fdistillation, evaporation, drying, absorption, and heat

transfer in -chemicel technology. He designs, installs,
o ”nq‘and opetates pilot plants for chemical menufeeturing

W V

ot ‘,"!L i g At .,(v

"5 m”bome representativ teehnical eceupations are:
- Analytical: Researchvmeehnicien, Chemicel Laboratory .

E ¥ ld L *Terhnieian‘ Ceior Man (peper end pulp); Chemiet

L »;¢uknﬁﬂeipéru\ ”uifue‘a e
A;H" Iy ']', ' S .

16 0111 Tnauetrinl Teehnieien o A progrem of inetruction designed
lrnﬁn“ ¢ to develdp knewledge end understanding of eeientifie
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16,0116

- production and planning, The subject matter emphasizes
~*the desien and installation of integrated systems of -
materials, machinery, equipment, and personnel.

'16.0113:~

principles, mathematical cdncepts, and'communicative L
and technical skills, combined with appropriate :
laboratory experiences which will prepare the pupil

to

R

Mechanical Technician == Ajprogram\of ingtruction de=

Tndustrial Fngineering Technician,

be supportive to the industrial engineer in

Some repfesentative technical occupations are; .
Material Scheduler; Production Flanner; Process
Deseription Writer; Maintenance Technicianj .

“STened To develop Rnowledge and understanding concerning -
.geientific principles, mathematical concepts, and commune=
icative skills, combined with appropriate laboratory ex- -

- Mechanical Engineer Technician; Automated Eqpip-, '1
ment Engineer-Technician, . .

~ Specielist. .

periences which will prepare & pupil to become Supportivef[
to . S o

Petroleun Technician == A planned program of classroom - -
and laboratory experiences which include mathematics,.
' chemistry, physics, petrology, sedimentation, end - -
- geophysics as applied to the recovery and use of
oil and gas. Instruction leads to preparation fom: i
oil field exploration; supervision of rig construction

“drilling, oil field services, crude petroleun production,
~ and petroleum refining; und work in direct support of

“the engineers and geologists in the oil industry. . ..

‘Surveyor; Formation Testing Operator; Field - -> 5. ;'

the mechanical engineer,

Some represéntative,technical oécupatibns'are: |

Some~répreséntative techhidai occupationS'aré:f ,-_ ¢{ f
Core Analyst; Computer, Seismographs Oil Well o

1




PERSONAL AND PUBLIC SERVICE OCCUPATIONS

Personal and Public Service Occupations are derived from many of the
traditionally recognized vocational education digcirlines. There is in
addition & social science, public service oriented knowledge needed to

~ perform successfully in public service. Therefore, the vocational educe=

tion system presently in operation,lwith-some'reVisionrand adjustment in
its goals and operation which reflects the additional Yequirements for -
employment in the public sector, is ideal for the preparation of people

for the Personal and Public Service Occupations.

There are bagically two broad classifications of Personal and Publie
gervice Occupations baged upon the nature of the service performed, The
first classification, personal services, includes all those public service
activities involved with meeting the needs of the individual for his own

betterment as & member of society. The second classification, public
‘gervices, includes all those public service occupations involving guardian~

ship, meintenance, and improvement of the public domain for the general
welfare of society. ' ' ' - ‘ ' o

Training,ib presenﬁly‘beingAdone'on'fhe’secondary, post-secdndary :
and adult levels and will continue in this fashion. However, it appears.

- there will be & significant incresse in the amount of training for public
‘gervice at the post-secondary level. “This will be particularly true for

the preparation of the technician and pareprofessiocnal-level personnel.
Formalized relsted and supervised work experience will continue' and ine
creage in importance for the preparation of persons in the Personal and

- Public Service Occupations. .

Pérsonal.and.Pubiic Service OccupationS”include; but are not limited

" to, those occupations which provide gervices desired and needed by the
. consumer in the management of his home and possessions in addition to his
- daywto-day living, In the complex society of today, such gervices may

4inelude those related to government,,education,,health, welfare, safety,

. pecreation, beautification, and others. Entry-level workers, selfs

employed or otherwise, will find themselves in relatively direct cdntact' |
with the congumer using such services. = R RN L

_ Includéd in this subject mafter'dnéa are the items cf'infbrmation;
which identify various aspects of persohgl'and public servigq.occupationsa

01,0601 Morest Conservationists -- A combing n- of subject matter and
- ‘experiences concerned with forests as living communities of
~ plante and animals in which trees are dominent gpecies. Emphasis
18 on the multiple use of forest lands and resources. .

_ RépresentétiVe'occupatioﬁs aret Fire Lookout,'
Fire Warden, Forest Alde, Fire Patrolman,
 Porest Fire Fighter, Jumpmaster, Suppression
_ . Crew lLeader. o
v _i!.i -'  :‘} , T
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- 01,0602

© 01,0605

Recreation Director (Park Ranger) == The study of
recreation as one of the multiple uses of land, includ-
ing emphasis of the prineciples of congervation. Included
in instruction are examples of recreation activities
which can be established, maintained and managed, such

as fishing, picnicking, hunting, camping, and native
study, oL . : o o

 Representative occupations are: Park Ranger,
. Fish and Game Warden, Park Caretaker, Camp
"~ Ground Caretaker, Park Worker, Park Manager,
Hunting and Fighing Guide, . ..~ '

-Water‘ConsérVationist -= A combination 6f subJéct matter

and practical experiences concerned with water éonservationi

- practices such as prevention of goil erosion, sedimentation,

other pollution, seepage, and evaporation, flood control;

"aquatic week control; and the devélopment, conservation,

- and management of water supplies for agricultural, domestic, R
- industrial, and recreational purposes. ) o

04,1200

oh.lsod_

A representative cccupation is: Industrial
Waste Inspector., , o :

Hotel and lodging ~- OrganiZed.subdeét'matter'and learniné'experéfff 

organization's membership, "

Temces related to the tagks performed by distributive employees ... -.:
and menagement personnel in esteblishments which provide lodging, .
lodging and meals, convention facilities, and other services on =~

a year-round or seasonal bagis to the general public or to an

~ P

Reprgéentative occupations are: Desk Clerk
‘Hotel Clerk, Travel Clerk, Bell Captain, Doorman,
Porter, Room Service Clerk, Check Room Attendant,

" Elevator Operator.

Personal Services ~- Organized subject matter and learning

experiences related to the tesks performed by sales and .

menagement personnel in establishments priman;ly_engégedﬂiﬁ -

':providing services, Generally, these services are concerned

with personal improvement end the care of & person or his.
apparel. Included in this category are laundries and dry

' cleaning establishments, shoe repair shops, funeral homes, f'

~photographic studios, and dance or art studlos. -

Representative occupations are: - Barver Snop

' Manager, Beauty Shop. Manager, Cemetery Menager,
Laundry Superintendent, Branch Store Manhager for
Dry Cleaning Establishments, Menager of Photo~
graph Studio, Service Establishment Attendant,

R CEN
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09,0201 Care and Guidance of Children -- preparation for
. ~ Various kinds of employment related to child care

.

Recreation and Tourism == Organized subject matter and learning

- experiences velated to the variety of sales, counseling, and

sales-supporting tasks performed by distributive employees and
management personnel in establishments primarily engaged in
providing amusement, recreation, entertainment, recreational

- supplies and equipment, or travel services. .This instructional

program is also designed for employees and mariagement pergonnel

engaged in other travel serving businesses who assume.responsi- . . -
bilities~for stimulating the local economy through~tourism. e T

* Representative occupations are: Golf Club Manager,
Theatre Manager, Hobby Shop Director, Booking Agent,
Business Agent, mourigt Director, Recieation Center

- Director, Bowling Floor Deskmen, Recreation. -
Facllity Attendant, Recreational Aides, Life Guard, .
~ Crafts Director. S - A

Transpo?ﬁation -~ Organized subject métter;and leéining exper-,'

effects and products, and the sales, storing, and sales~.
. gupporting tasks performed by digtributive employees and
management personnel in enterprises,engaged,in passenger and

incidental»tO'transportation.,

" of child day care centers or nursery schools, assisting

. public places as stores, playgrounds, recreation

lences related to the physicel movement of people, personal -

freight transportation, public warehousing, and services N

i
Y

Representative occupations are: ‘Airplane Stevardess,
pullmen Porter, Bus Hostess, Train Hostess, Baggage-
man, Railway Express Agent, Baggage-and-Mail Agent,
Reservation Clerk, Documentation Supervisor, Bus o
priver, Road Supervigor, Bus Dispatcher, Transporte-
tion Agent, Airplane Dispatch Clerk, Truck Driver,
Freight Handler, Dock supervisor, Truck Loaders,
Warehouse Manager, Warehouse Worker. -

centers and young children, e.g«, agsisting directors

with activities on playgrounds and in recreation
centers, and caring for children in homes and in guch

centers, and transportation terminals, Included as ;
16,0501 ¢hild care Center Agsistant, 16,0502 Hospital = f
children's Division Assistant and 16,0503 Teacher's
Agsistant at the Preprimary Level -under Pechnical

Education. . o :

- Representative occupations are: Nursemaid,
togter Mother, Child Care Attendant, Child care.
Assistant, School Child Care Attendant, Nursery
gchool Assistant. S :

By, .
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Food Managemenﬁ,'Prodﬁctidni and- Services ==

Clothing Management,'Production, and Services ==
Preparation for employment concerned with clothing and
textiles, e.g., fitting and altering ready-made garments,

_custom tailoring and dressmaking, laundry-drycleaning
.work, demonstration work, and technical work in
‘business and industry, ' S

~ Representative occupations are: TLaundress,
“Clothing Maintenance Specialist, Wardrobe
Speciality Worker, Wardrobe Mistress, Wardrobe

" Attendant, Dressmaker, Seamstress, Garment
‘Examiner, Garment Inspector, Costumer,
Alterationist.

Preparation for various kinds of employment related
to institutional and commercial food services.

Representative occupations are: Caterer,

~ 8chool Luach Frogram Director, Cafeteria
Manager, ¥ood Products Tester, Plant Hostess,
Cook, Baker, Chef, Kitchen Supervisor, Food
Service Supecrvisor, Caterer Helper. ’

- Home Furnishxngé;,zguipment,:and Services.~-_Pr6paratidb,

O BESTOOPYNNUBIE

for various kinds of employment related to home furnishe

. dings and/or. equipment., It includes assisting purchasers
"in the selec“ion of -suitable home furnishings and/or

equipment, assisting interior decorators, and custom-
making of curtains, draperies; slip covers, and sim-
ilar items, ' - ' o '

1
P
i

v/

" Representesi re occupations are: Home Lighting
- Demonstrator Suvervisor, Home Service Repre-
sertative Hrme Iighting Adviser, Slip Cover
Cuter, Hord Sewer, Drapery Operator, Slip
. Caver Seamstress, Ruffler-Machine Operator,
 Dvapery and/or Curtain Seamstress, Furniture '
pholsterer., ST

rstitutional and Home Management and Supporting

Services -- Preparation for verious Kinds of employment

related to institutional and home mansgement services.

These include ingtitutional housekeeping, executive
housekeeping, and hotel and motel housekeeping.

”epresentativé Neeupatinng are: House Mother,
Exesutive Housekeeper, Management Aides, Home
ousekeerer, Inspectress, Maid, Hospital Maid,

 uome Heamlih Aide, Aide to the Elderly.,

‘'
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ih.0601

16,0110

16,0602

.

Educational Assistants and»Training sBeciaiists -= Programs

~ concerned with the training of personnel in the facilitating

functions of an organization, dealing with personnel such as
teacher aides in education, training specialists in *ndustry,
and others. .

Representative occupations arez"Teacher Aide, -
"fafety Director in Education, Playground Aide,

School Security Aide, . General School Aide,
'Counselor 8 Aide.

Environmental Control Technology,”Other - Inclnde here other
orgenized subject matter and experiences emphasgized in

v,environmental-contr01'technology which'are not listed above.

Representative occupations are: Air-Analyst,'
Smoke Tester, ‘

_Fire and Fire Safety Technologz - A planned sequence of class-

room instruction (including the appropriate sciences such as
chemistry) and practical experiences designed to prepare the .
student to funection as & fire control and fire safety specialist.
The program is planned to enable the student to acquire compe=

‘tency and knowledge in one or more of such diverse fields as:
- structural design and materials; meteorological factors ime- - -
.pinging upon fire situations, fire fighting and control, wherein

' he inspects equipment and advises as to its proper usage based

upon an understanding of the chemistry of combustion and the
most modern techniques for coping with fires; the handling of
hazardous materials (such as petroleum products, and other
volatile, explosive, or corrosive materials; either routinely

. or in an-accident situation; the inspection of public and

private property to evaluate fire and fire safety econditions, ;f

', wherein he makes recommendations for correction of unsafe

conditions, advising local governments, private industries, and
individual citizens concerning the prevention of accidents and
fires; conducting educational activities, through regular school

programs or special campaigns to promote fire safety and tre
prevention of accidents and fires.

16,0605 Police gLaw Enforcement and COrrections) Science Technolo
- - A planned sequence of classroom instruction and labora ory

experiences designed to prepare & student to function as one

or more of the following: (1) & generalist in any law enforce~
ment ageney concerned with patrol and invegtigative activities,
traffic control, initial contact with the public such ag obe
taining information, preparing reports, and testifying in

court; (2) an evidence technician operating in a crime
laboratory or mobile unit concerned with.the connection,

~preparation, and transportation of physical evidence. «~

e
e
I
-




including the use of skills in photography and report writing
and (3) a technician =~ primarily concerned with delinquency

~or crime prevention == who may be employed by & police agency,

juvenile court, or correctional institution to (a) carry out

responsibilities which may include investigation and referral

. of dependent-neglected children as well as delinquent and youth~ 

17,0701

ful offenders, (b) supervise persons on probation, or (e)
provide rehabilitative services to offenders.

Interior Decorating 4- Organized 1earniﬁg’experiences céncerned

with the application of art principles to the design, selection,
and arrangement of materials and objects .iy interiors or -
regidential and commercial structures, &nd in ships and aircraft

. to achieve aesthetic effects or as a media for conveying ideas.

17,1100

' Representative occupatidns are;‘Interior'Designer
_and Decorator, Visual Information Specialist,
sketcher, Stage Scenery Designer, ‘

Custodial gervices -- Classroom and shop experiences concerned

witn all phases of the care and cleaning of buildings, fixtures, ;"‘

and furnishings, including all types of building interiors such-

a8 linoleum, plastic, terrazzo, tile and wood floorss rugs; and -

"' plastic, wood panel, paint and synthetic wall cpverings.

17,1600

" SKills are taught in the use and care of hand snd power tools
for such operations as dusting, dust mopping, wet mopping, gerube

bing, waxing, and refinishing, and the cleaning of toilet rooms,
windows, and walls. Additional emphasis is on (1) character~

istics of various cleaning agents and protectiveicoatings =- and

procedures for applying them; (2) sanitation end disinfectants;
(3) scheduling work; and (4) purchesing custodial supplies. -

Some. representative occupations are:fQJanitor,
Porter, Floor Wexer, Window Washer, WQlI;Washers

Fabrie Maintenance Services - (lassroom and laboratory experi=

ences concerned wivh &il pnases of maintenance service on all
types of fabrics. Instruction emphasizes identifying, marking

-and- entering, sorting, assembling, wrepping, and bagging clothing

snd other fabrics; a wide range of information dealing with

dry cleaning and spotting agents; detergents, bleaches and dyes; e

effects of heat on various febrics; skills involved in the use
of handtcols and power equipment such as power presses for flat

work, roller presses, washers, extractors, and dryerss and

alteration and repair of fabries, .

R -presentative occupations are: Machine Presser, .

Hand Presser, Form Presser, Glove Former, Stretcher. -




17,1601
~ concerned with theory and knowledge in dry cleaning

ar.602

17.2_601' |

Drier Operator, Assembler, Checker, 7nspector
. Launderette Attendant, Tumbler. Qperator, Marker,
Seamstress, Garment Folder,

Dry Cleaning «- “Clagsroom end prectical experiences

plant management and processes. Instruction includes
receiving garments, inspecting, dry and wet cleaning,

ldentifying spots and spotting, pressing, dyelng,

sorting and wrepping wearing apparel, household

- furnishings, and other articles of textile conatruétion

or leather. Also emphasized are experiences concerned

with various cleaning agents, kinds of "fabrics, altera=
tion and repair of articles, and uses of hand and power
tools and equipment.

Repregentative occupations are: Spotter, Dry
Cleaner Apprentice, Hand Dry Cleaner, Fur Cleaner,
Hend Fur Cleaner, Furniture Cleaner, Leather
Cleaner, Hat Cleaner, Steamer, Silk Finisgher,
Blocker, All-Around Presser, Rug Measurér, Vault
Custodien, Rug Inspector, Cleaner and Presser,

Cleaner.

Hatter, Rug Conveyor Operator, Spot Oleaner, ry

Y

Ldundering o CIassroom and practical experiences o

concerned with theory and knowledge in-laundering

. plant management and processes. -Instruction ineludes

receiving garments, inspecting, washing fabrics,
spotting; ironing and preesing, dyeing, bleaching,

sorting, and folding and wrapping wearing apparel and

household and other articles of textile construction,
Also emphasized are experiences concerned with various
cleaning agents (including detergents), types of .
fabries, and uges. of hand and power tools and equip-

- ment.,

,-Representaxive occupations are: Laundry Foreman,

. fMicket Girl, Flatwork Tier, Classifier, Machine Rug -
. (leaner, Hand Laundryman, ConditionersTumbler

Onerator, Laundryman, Starcher, Patching Machine
Operator, Machine Washer, Iaundry Laborer, Press -
Operator, Shirt Presser, Laundry Operator, Folding
Machine Operator, Extractor Qperator.,

s

Barbering wa CIassroom and practical experiencea

‘concerned with hair cutting and styling, shaving,
shampooing and masseging, Emphasis is on hyglene, .
skin and scalp diseases, and sterilization of instru- =
ments end utensils, Instruction is designed to qnalify
pupils for 1icenaing examinations.,




- 17.280%

Representative occupations are:, Barber, Scalp
Treatment Operator, Hair Stylist. .
17.2602 Cosmetology -= (lagsroum and practical experiences .
" ‘concerned.with a variety of beauty treatmeats, including
-~ the care and beautification of thé_hair,rcomplexicn;
and hends. Instruction includes training in giving
shampoos, ringes, and scalp‘treatmenﬁs;-hair,styling,
setting, cutting, dyeing, tinting, and bleaching; )
permanent waving; facials; menicuring; and hend and
arm messaging., Bacteriology, anatomy, hygiene,
~ sanitation, salon managenent (including keeping
‘records), and customer relations also are emphasized.,
Instruction is designed to qualify pupils . for the
‘licensing examination. = C R

Representative'occupations are: Manicurist,
Make~-Up Supervisor, cosmetologist, Apprentice
cosmetologist, Wig Dresser, Body Make~Up Women,
Make-Up Manj Hair Stylist. - S

Fireman Traihihg,--'speqialized élassfoom'and’practical'eXperiences

St —. . 1 e
‘concerned with the practices and techniques of firefightirg, In-

struction freats the organization of & community fire departments

. the chemiitry of fire; the use of water and other materials in. .. .
. fighting fires; the various kinds of materials‘in.fighting firess
he various kinds of firefighting equipment and eids and their uses, -

“guch ag extinguishers, pumps, hose, rope, ledders, gas masks, . ’

hydrants, and standpipe and sprinkler gystems; methods of entrys
regcue principles, practines, end equipment; salvage equipment

and work; fire and arson investigation; inspection techniques; .

and radiation hazards,

Representative occupstions are: Fire Chief," -
Battalion Chief, Fire Prevention Bureau Ceptain,
Fire Captain, Fire Chief, Fire Inspector, Fire
Marshal, Fire lighter. . “ TR

17,2802 law Enforcement Training --jspecialiéed'élaSSfoém‘and practical
- exper ences designed to supplement the training provided by -~

- officially designated=l&w~enforcement agencies,

‘ , : Ingtruction .
includes acquiring and maintaining the uniforms patrolling on
foot or in an automobile during the day or at night; dealing with

 misdemeanors, felonies, traffic violations and aceldents; making
arvests; and testifying in court. = - . -

Representative occupations are: Police Chief, Desk
officer, Chief Desk Officer, Homicide Commanding
officer, Investigation commanding Officer, Herbor
police Commanding Officer, Motor Equipment

“’-25&‘4




-+ Commending Officer, Motorcycle Squad dommanding o '
. Officer, Detective:Chlef, Harbor Master, Head e
‘Matron, Highway Fatrol Pilot, Precinct Police.
Captain, Precinct Police Lieutenant, Precinet
.~ Police Sergeant Traffic Lieutenant, Traffic -
R S R " Sergeant, Police Academy Instructor, Detective, '
T L S Accident-Prevention Squad, Narcotichs Investigator,
oo patrol Conductor, Patrolmafi, Police Ingpector, -
_ Policewoman, State Highway Patrolman, Fingerprint
-+ Classifier, Matron, Shopping Investigator, Floor-'-
man, House Officer, Store Detective, Bailiff,~
' Deputy Sheriff.x : '

1 7 2901 Baker - Specialized classroom and practical work experiences o
o associated with the preperation of bread, crackers, cakes, pies, . =
pagtries and other bakery products for vetail distribution or for ., =
congumption in & commercial food service establishment._ Instrue~
_ tion includes making, freezing, and handling of bake products; S
" decorating; counter display; and packaging of merchandise, Trein-
ing prepares the pupil as an all-around beker, although he may- be o

~ employed in the. production of any one type of goods such as .
. ,pastries. : .

1_,,@‘f,.‘,_,vﬂg‘” Representative occupations ares Head Baker, Pizza "f*f”*.*"f;;?
L e , Baker, Pastry Cook, Baker, Pie Maker, Baker Helper,. . - .~ .. . -
Tiough Mixer, Dough-Mixer Operator, Cake Decorator, -~ ° .
’Depositing~Machine Qperator, Batter Scaler, Oven—'~ B
Man, . . .
17.2902 Cook[cnef e Specialized classroom and practical work experiences e
. "‘concerned with the preparation and cooking.of & variety of foods. L
a Included is study of the use and care of equipment; food : R
.« ‘itandards such as the selection and preparation of food. and the
. determination of size of servings; sanitation procedures, in-
. . eluding food handling; cooking methods such as broiling and - I
... steaming; and the preparation of special dishes such as- soups, RTINS
M. seleds, garnishes,; souffles, and meringues. “Although the pupil - - . .
- qualifies ag an all-around worker, he may, depending on the size -
“of the establishment, gpecialize in the preparation of specific ‘
types of foods, e.g., vegetables, meats, or sauces..

"~Representative occupations ‘are: Chefl, Pastry Chef,
; SR Executive Chef, Cook, Garde-Manager,: Short Order
e’ . - . ook, Specialty Cook, Combination Man, Second Cook
o . - '~ ahd Baker, Pantryman, Sandwich Man, COok Helper, '
' Pa(ﬂ(er ¢ .




1TV Ty '““%eu~f*on pn i f fqtond et (1 - Classroom and shop experiences

- BEST COPY Avmmé -

17.M,O3 Meat Cutter e’ Speoiali~ed olassroom and practloal work expern

. jences coxeerned with the cutting, trinming, and preparation
of car~acces and oonpumorwsize portiong for sale by wholesale

on,re‘"‘L egtablishments, or for cooking in a food service
eatablishment, Tnetruntion is provided in the use of certain
meatouftlng tonls, identificaticn of and techniques used in
euttirs different cuts of meats, dressing poultry, processing
fish, oounter dxupioy, and. rePriperation of meat», poultry,.

rpa?

.and fishe

'
i

o heprefor ative onoupatlons are; - Meat Butcher,
A o farver,s! ee* ~utter, Meat Cutter Apprentice.
17 Raok Waiter/waltress - 5pec1alized classroom and praotioal work

: experiences in table preparation, food hardling and serving.
- Ingtruction ir provided in’ personal 2leanliness and appearanoe,
‘ganitary handlmng cf focd and equmpment, setting a teble, re~ -
- ceiving and seati g glests, taking orders and interpreting the =~ -
menu, carrying the %trey and dishes, placing orders in the _
- kitchen, serving procedures, making out checks, accepting money
and meking changs for chanks, and proper relation with fellow
emplovoee and customers.

U

o

. o Reoxeeentative occupations are' Counter Supervisor,
'Tqﬂffﬂt'Waiter Faoua 1, Head Waitér, Bus Boy, Car: Hop,
.. Bteam wible Cook, Cafeteria Countermen, Crib -
- Qperator, Buffet Walter,: Dining Car Waiter, Formol
VT ’ wgu*er; Mitgide Delivery Walter, Room: Service
e . Waiter, Camp Waltress, Food and Beverage Order _
STk rcuntain Man, Head W&itmr Waiter, Waitress.

waparrrad with all esmecns of vhe. 4ehricauton of textilsu and
wivdra s materisle, _7““**uct‘on emuhasizes the, fabrication and re~ |
_wnee S rarmenbn oonvtrueued ol cotuon, Wwosl, . synthetic fivers,
. fxrc; syparel ecerqso“mes. &.73., handbags, belts, shoes, end
! QL)VG” wiliite googis . rushe &g ghests and pillowcagessy and v
“Mrn slings,. suoh a8 ell“ covers, drapes, and eurtains.

By _ § ?eoresenta,ire occupatmons are' Sample Stiﬁoher,
’h{ : oerment ﬁl e"etion Examiner.

11.3201 Dressmakinr - pecialized clagsroom. and laboratory ex~
. .peviences cehcerned wibh the oonstruotion, alteration, -

and. fitting of women's apparel, such ag dresses, coats,

T . and sultg.  “nstruetion ineludes sketching; style, line,
. -+ and ‘color in fashion design} patternmaking, cutting.

S fabric to-patternsy drapingj machine end handstitehing
altering firighed garments, including cleaning and

- pressings.and nlassification, identificetion, and
AT ,..ﬂeleofmon of {abries.

S5C e
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SRR _ Representative occupations are; Women's Garment.
St w0 e Alterations Seamstress, Women's Garment Fitter,
e, R - Seamatress or Dressmaker.ﬁ s Ly

S 17 3302 Tailoring - Specialized 1earning experiences concerned .
- e with the fabrication and alteration, hy hand and machine,
o e v of alls types of ‘men's, wonen's, end children's outey -
-+ garments,- Instruction includes taking measurements;. pre-
o paring patternds -cutting, sewing, and fitting; hand -
o and powered machine sewing; hand and machine pressing,
o« . &nd meking repairs and alterations, from-start to
w0 findghy, according to patterns and designer s spec-

Y . ’ ific&‘biOnS. ‘ SE \;.Jn_',»:‘."{i'l)vl,fﬁ ! .
L o ‘T”y_‘c 'Representative cccupations are-”'Lining Finiaheratm‘
w1 Master Tailcr,wAlteration Tailor Men's. Garmentf
S : Fitteny Shop‘Tailorﬁ e L
: . H(« ‘ l o 1“> P
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OONTF.NTS BY .
OFFICE OF EDUCATION
INSTRUCTIONAL CODES AND TI'I'LES
| (Alphabetic Listing) |

B ACCOUNTANTS

ACCOUNTING & COMPUTING OCCUPATIONS
ADMINISTRATIVE ASSISTANTS -
ADVERTISING SERVICES

AG CHEMICALS

AG CONSTRUCTION & MAII\ITENANCE

AG ELEGTRIFIOATION ’

- AG MECHANICS .
" AG MECHANICS SKILLS '
~AG POWER AND MACHINERY

AG- FRODUCTION
AG FRODUCTS -

. AG RESOURCES (CONSERVATION, E'.I.'C )
- AG STRUCTURES & cawmm:cEs

AG SUPFLIES & SERVICES
AG TECHNICIAN

- AIR CONDITICNING ‘
- AIRCRAFT MAINTENANCE

AIRCRAFT OFERATIONS o
AIRCRAFT OPERATIONS, GROUND

 ANIMAL SCIENCE )

'APPLIANCE REPAIR |

ARCHITECTURAL mmcmcm (BUILDmG consmucmm),
AUTO MECHANICS , | G
' AUTOMOT'IVE" (SALES)
. AUTOMOT'IVE SERVICES
- - AUTOMOTIVE mcm::ccmu
T 17.2901 '

BAKIR

BARBERING - -

BODY AND FENDER

.. BOOKKEEPERS

BUS, DATA PROCESSING (ALSO INTRO, mo)
BUSINESS MACHINE MAINTENANCE
CARE & GUIDANCE OF CHILDREN

- CARPENTRY -

CASHIERS

| CHEMICAL mﬁcrmomey
C CIVIL THOHNICTAN
CLERICAL & OFFICE: sumvxsons

T TR




L 09,0202
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SR | 0900
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17,0700

h.ou01
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Y 16 01~9
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w2 1640108
" 16,0100
, £ 16,0110 -

-k, 0701
- 17,1600

R ) P 0101+
G 0L 0M03
T 01,0202
o 010020,4

k.03
o1k, 0300 -

L oujohoo
Yomce

cmwmxsﬁ:s ,‘ s
' CLOTHING Nﬂ\IG’J.‘.", P‘ROD. &; SERVICES :f,.;
© COMGROGAL ARTIST © =« oy

LU oM TTy }W\LDP ATDE
1 COMPOSTTION, MAKEUP & TYPESETTING
© COMPUIER & CONSCLE OPERATORS

._ b

- BRESPONDY .,acm owm(s
3 [ ZOSMRTOLCAY o
F T CUSTODIAL SERVICES

rt{mAL HYGIENE (AS soc,. DEGRBE)

! DRESSMAKING

o mmcmma MAC'HK:NE opmmxows . S

| EDUCATTONAL ASST.' & TRATNING smmmsms S

0201/ - ELEGTRICAL APPLIANCES. REPAIR BRI RSN / o
07/ umxmxcmz, TECHNICIAN:. s e el

o F‘I INE“‘RING-R"LATED 'I.‘ECI-INICIAN g

* COMMERCTIAL PILOT w.mma ‘
 COMMERGTAL, PHOTOGRAPHY

,:r__cowamucmom SYSTEMS CLERK & OPERATOPT!?I'

ATER FROGRWMER P ,z
RUCLICT & IV;ATNTENANCE 'I.‘RADE" S
.IA...‘:"'III'L-JI‘ i

DATRY PRODUCTS -

:"f,'-f-nAmA-Mﬂmona & sys'rms I’ROCEDURES ANALYS'J.‘S
L ““"I"‘AL

T ASSTSTING
'frAL uABORA'.L‘OR\’ TEGHNICIAN

DRAFTING

TRTGTAN (cowsmudsprom)
ROMECHANICAL TEGt{NwJ:ANj
TRCNICS OCCUPA"‘IONS
ROTRONIC TECHIICIAN

L ENVIRONMENTAL '*omnor. Tnctmor,oey»; e
CERICTIIVE SECRETARY iz e
 FABRIC MALNTENANCE smvxcm |

" FARM BUSINESS: IviANAGE‘MENT

- FARM MEGHANICS ",
PERDS A
mmmzmq (PIANT FO’)D)

P i CLERKS '
'FJ.LING. OFFI CE MA('H. 8. GLAJERA.LA OFFICE CLERICAL ,',‘f o

ITANCB & CRIDIT
I‘ AND FIP*‘ SAFE‘I‘Y ’.I‘FCHNOLOGY
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17,2801

01,0502
ok, 0600
09,0203

- 04,0700 -
07,0908
17,1700

-~ 01,0700

16,0603
01,0601
17.230L .

- 04,0800

k0303
~ 17.1009.

01,0503

04,0900 "
- 07,0900 .

. 17,0002

' .'1701003 |
07,0202 -

09,0204

-~ 04,1100
C17.akoL
' 1761502 o

. PIREMAN TRAINING
' FL,ORICULTURE

FOOD DISTRIBUTION (SALES) -
FOOD MANAGEMENT, PROD. & SERVICES
FOOD SERVICES (SALES) & DIST.

FQOD SERVICE SUPERVISOR. |
"~ FOREMANSHIP, SUPERVISION, & MNGT,. DEVELOPMENT

. FORESTRY "TECHNOLOGY

FORESTRY" (PROD., H?OCESSING, MNGT., MKTG., & SERVICES)

'FOREST CONSERVATIONISIS
FOUNDRY .

GENERAL MERCHANDISE (SALES) a

" GENERAL- OFFICE CLERKS

GIAZING -

' GREENHOUSE OPER!‘TION & MNL:T. '
" HARDWARE, BLDG. MAT., FARM & GARDEN (SALES)

HEALTH OCCUPATIONS EDUGATION 5- 

HEATING -

HEAVY EQUIH/IENT (consmucwm) |
HISTOLOGIST

- HOME FURNISHINGS, EQUIP., & SERVICES

04,1200, - ..

16,0111
o ab,ohoo
R0 0903'Q-J 
09,0205

16,0112

04,1300

- aroroL
- 1h,0602

14,0202" .-

. 01,0504
.60
o 17.2802 ¢
L 1T.ak02
-17,1903
© 01,0703 -
1k,0004 -
17‘2302 N

17,2303

17,1004

- 1h,0500

17.2903
16,0113

07,090k
(07,0203

. HOLEL &. LODGING -

INDUSTRIAL ELECTRICIAN
INDUSTRIAL ELECTRONICS . -
INDUSTRIAL MARKETING (SALES)
TNDUSTRIAL TECHNICIAN -

 INFORMATION . comuchm:rou Assxsmm

INHALATION THERAFY -

INSTTTUTIONAL & HOME MGT. SUPPORTINu smvxcms e
INSTRUMENTATION TECHNICIAN |
'INSURANCE (SALES) = °
 INTERIOR: DECORATING

INTERVIEWERS & TEST Tmcmcmms |

KEYPUNCH CODING & PERIPHERAL ommms
LANDSCAPING

LAUNDERING

" 'LAW ENFORCEMENT mmm

LINEMAN
LOGGING: (HARVESTING & TRANSPORTING) -

_ MACHINE OPERATORS (BILLING, BOO}GCEEPING & COMPU'J.‘ING)
MACHINE SHOP |

MACHINE T0CL OPERATIONS

. MASONRY ,
 MATERIALS - suppom (occup. (msp'a., smonma, Rm'nmc)
© MEAT CUTTER .
. MECHANTCAL PECHNIOIAN

* MEDICAL ASST. (ASST, IN FHYSICIAN'S omcE)

‘-MEDIGAL LABORATORY ASSISTANT

------
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.‘ /V.
i

LTTHOGRAPHY, PHOTOGRAPHY & mmmmxme SR




07,0200 MED*GAL LABORATORY TECHNOLOGY ely
07.0%01 MINTAL HEALTH TECHNICIAN 26
ST 1h,0k05 - - IESSENGER & OFFICE BOYS AND GIRLS - 18
© 17,2300 METAL PATTERNMAKING ' g b3
- 37.2304  METAL TRADTS, com“mn Le
16,0014 METALIVRGICAL TECHNICIAN - b3
Y 17,3601 MILLWORK & .CABTIIY MARING ( | s
70009 0 MORTUARY CCTENCE | -
CQh WY NATI0D gRINMIY mormsma, INSPEC & MKTG ) 5
COT,0R00 L NRITMG -
CgMReL STRNING (ASSOU. DIZGREE) '. ek
. 07.M02 - NUREING, TRACTICAL- (VOCATIONAL) | 2l
07,0303 CNURSING AIDE 25
© Q7.0401  OCGUPATIONAL THETAPIST 25
©1h,0805 ~ OFFICE -MANAGERS & CHIEF CLERKS 21
*7 16,0400 - OFFICE TECHNICIAN * . o 21
- 07,0603 OPIOMETRIST ASST. e 26
01,0500 ORNAMENTAL HOR'I‘I.CULTURE (FROD. FROC. MKIG: & SER.) 5
&L 17,1005  PAINTIVG % DECORATING S R |
% ok,1500 . PERSONAL SERVICES SALES b8
“ 14,0603 FEPS(NNEL ASST e T 19
~: 14,0600 - PERSONNEL, ADMINIQTRATOR L 19
© i O4,1600 , - PETROLEUM (SALEZ) - R Y T
©* 16,0116 = PETROLEUM TECHNICIAN - T
1T 01_,_., - PHOTOGPAPHIC LAB, & DARKROOM occupAthons 32
wh 07, - FHYSICAL THERAPIST .25
0L 0102 PLANT SCIENCE -2
#717,1006°  PLASTERING -~ 3
“O17,1007  SLUMBING & PIPEFITTING : 3k
ML 1640605 ‘50LICT (LAW ENFNHCEMENT & CORR.) scmNcn mcxmonoc.! 51,
il 17,1902 . SRINTING PRESY OPERATORS | ko
. % 17,0703  PRODUCT DESIGNER ... 32
W 07.0403 . PROSTHETTCS = 25 -
.l 17,3202 PUMPING. FLANTS Cuh
v 14,0502 QUALITY CONTROL CTERKS 19
O WS R0 B  RADIO/TELEVISION REPAIR . 38 .
o ob,1j00 REAL ESTATE (SALES) - ° 112
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© . 17,3000 ~ -REFRIGERATION MAINTENANCE & REPAIR | 43
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01,0603
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14,0703
- 14,0700
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1743302
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17.3300°

17.2307

- 04,1900 -

01,0506
17.3500
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01,0605
01,0304 -
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- 0L, 060k
o ovomh

SITK/SCREEN MAKING & PRINTING

SMALL ENGINE REPAIR, INTERNAL, COMBUSTION

© 80IL (AG RESOURCES) CONSERVATTONIST

SOTT, MANAGEMENT .

- STENOGRAFHERS

STENOGRAPHIC, SECRETARTAL & RELATED OCCUPATTONS

- 'SUPERVISORY & ADMINISTRATIVE MNGT. OCCUPATIONS ..o .-

SURGICAL TECHNICIAN (OPERATING ROOM TECH,)
SYSTEMS ANALYSTS . e

© TATLORING

TELLERS

| TEXTILE PROD, & PABRICATION -
P00, & DIE MAKING

TRANSPORTATI.ON SERVICES & SALES
TURF MANAGEMENT
UPHOLSTERING

- WATCHMAKTNG & REPAIR®

WAITER/WAITRESS

VATER (AG RESOURCES) CONSERVATIONIST

WATER MANAGEMENT
WELDING & CUTTING

" WHOLESALE TRADES & SALES -
WILDLIFE (INCLUDING GAME FARMS & HUNTING AREAS) )

CONSERVATIONIST

V00D UTTLIZATION
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