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PREFACE

The 1968 Vocational Education Amendments called attention to the
need for ilninovative programs in education that would help students bridge
the gap between school and work. In response to this legislation the
State Board for Vocational Education in cooperation with the Department
of Public Instruction, the Bismarck Public School District, and others
have initiated a developmental program in Career Education. This program
has been developed and field tested in the Bismarck District and other
schools that have asked to become involved during 1970 - 1973.

The following materials have been compiled by the staff of North
Dakota's txemplary Career Education Program with the assistance of many
individuals and groups. The contents are designed as ideas that could
be used to develop various Career Education concepts and objectives.

The activities are to be integrated into your existing curriculum,
sequenced, and adapted to meet the needs of all people involved in

education at the local school.
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PURPOSE OF THIS GUIDELINE

The Career Education reference material included in this guldeline
represents information that will be helpful to teachers in achleving the
goals ot a Career Education program.

The guide provides a flexible framework to provide experlences
that will support the learning principles needed to attain the required
xnowledge, attitudes and skills essential to productive living. Within
this flexibility, there is no planned sequence of study in this gulde.

The needs of the students, the involvement in the world of work and the
classroom facilities should set the stage for the selection of resource
units to be utilized.

This gulde does not provide a framework for a separate unit on
careers. Rather, it is expected that learning experiences from the guide
will be incorporated into existing units of instruction.

This gulde is organized around 16 major objectives. To achieve these
objectives the activities include expected student behavior and suggested
learning experiences. Teachers are encouraged to add other goals and
learning experiences which they have found successful.

The Career Education activities in this gulde have been organized
in the Lable of Contents as they relate to the elements of the Career
Education Program. With this structure, the teacher has a ready reference
for the selection of an activity appropriate for working with that element.
In using the activities, the classroom teacher should make special note of
the format as it applies to the student and teacher needs. Provisions have
been made for a broad objective and supportive techniques. Also, suggested
resources have been listed to help the teacher and student work out a plan
of study. 1t is not intended that the teacher be limited to the activity
as presented. Rather, it is to be thought of as a point of departure in

accomplishing the desired objectives.
vi
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DEFINITION OF CAREER EDUCATION

"Career Education represents the total effort of public education
and the community to help all individuals become familiar with the value
of a work oriented society, to integrage those values 1ﬁto their personal
value structure, and to implement those values in their lives in ways
that make work possible, meaningful, and satisfying to each individual."
Dr. Kenneth Hoyt

Career Education is an integral part of education. It is a concept
that includes as its main thrust the preparation of all students for a
successful life of work by increasing their options for occupational
choice and attainment of job skills, and by enhancing learning achieve-
ment in all subject matter areas. Career Education is a series of growth
experiences which begins in the home and continues at the pre-school and
elementary, junior high and senior high, post-secondary and adult levels
of education. Emphasis is placed on career awareness, orientation and
exploration of the world of work, decision-making relative to additionmal
education, preparation for employment, and understanding the interrelation-
ship between a career and one's life style. It provides purposefully
planned and meaningfully taught experiences which contribute to self~-
development as it relates to various career patterns. Career Education
calls for a total effort of the home, school and community to help all
individuals become familiar with the values of a work oriented society,
to integrate these values in their lives in a way that work becomes useful,

meaningful and satisfying.

)
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CAREER EDUCATION PHILOSOPHY

Secondary

Career Education is that one aspect of life-long individual development
which relates to the occupational needs of the individual and which occurs
with social, emotional, intellectual and general personal development. All
facets of individual development are integrated with each other in a life-
long continuing process.

Career Education in the secondary school provides for broad based
occupational exploration including classroom, shop, laboratory and field
experiences in a variety of occupational areas.

It is designed to assist secondary students, through an interdisci-
plinary approach, develop a more realistic plan for their own careers. The
activities provide for further development of self-concept, self-appraisal
of abilities, interests and aptitudes: understanding of education avenues;
appreciation of economic and social values of work and an awareness of the
decision-making process.

The decision~making process is an important facet of career aevelopment
at the secondary level. The student relies heavily on pre-high school
experiences relating to awareness and exploration experiences of the
individual in the career education activities on the elementary level.

The decision-making process is not a 'one shot" deal but rather an
end result of many experiences throughout the lifetime of an individual.
Whether or not the decision will be a realistic one for the individual
depends on how he sees himself in relation to the total picture. There-

fore, career education necessarily becomes & lifetime process since
decisions are constantly being made by the individual.

Educational curriculums and other experiences usually consider the
physical, emotional, intellectual, and general educational development
but, unless coincidental, fail to consider the other aspect of career
education in the overall educational process. In light of this void in
the curriculum, activities or experiences must be provided each student
by the classroom teacher. No one individual or department in the school
system can achieve the desired goals alone.

Many of the activities provide an opportunity for the students to
visit the business community and observe workers on the job at all levels,
including semi-skilled, skilled, technical, and professional occupations.
Students will interview workers to learn their respective feelings about
their occupation, the educational requirements, work settings, benefits,
work hours, and job characteristics relative to self-characteristics.

The secondary student must be cognizant of the options before him and
through classroom or subject matter related experience be reminded of the
resources, both intellectual and materialistic, from which he can draw in
making a realistic decision; he must be equipped to deal with the decision
as it affects his future; be prepared to make necessary adjustments demanded
by his environment; in general begin planning and preparing for adult
living.
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I1.

12.

13.

14,

15.

16.

SPECIF1C SECONDARY OBJECTIVES

10 create self-awareness of students' interests, abilities and
aptitudes.

To help students set realistic goals in light of knowledge about
themselves.

To relate that technology affects the number and types of careers
and to illustrate the interdependency of workers.

To acquaint students with the various aspects of community job
resources, job hunting, applying, interviewing and securing

employment.

To show a relationship between school subjects and opportunities
that exist throughout life.

To familiarize students with sources and uses of occupational
materials in the library and/or counselor's office.

To become aware of employment trends and outlooks, employer-
employee relationsips and the distribution and mobility of

employed persons.

To investigate projected needs for various workers and the career
patterns involved with these workers.

To acquaint students with the tasic economics, budgeting, and the
importance of fringe benefits when considering employment.

To acquaint students with labor unions, apprenticeship programs,
and journeyman programs.

To expose students to a full range of occupational opportunities.

To understand goals, values, and aspirations and how they relate
to the choice of a career.

To develop basic problem-solving techniques.
To acquaint students with the need for continuing education.
To help students make a realistic choice of post-secondary plans.

To help students make the necessary adjustments for adult living.

ix
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II.

III.

Iv.

VI.

SUMMARY OF CAREER EDUCATION OBJECTIVES

PREPARE FOR MAKING CAREER DECISIONS

A.
B.

C.

D.

Know own characteristics relevant to career decisions.
Know the characteristics and requirement of different
careers and occupations.

Relate own personal characteristics to occupational
requirements.

Plan for career education or change.

IMPROVE CAREER AND OCCUPATIONAL CAPABILITIES

POSSESS SKILLS THAT ARE GENERALLY USEFUL IN THE WORLD OF WORK

A.
B.
c.

D.
E.

Have generally useful numerical skills.

Have generally useful communication skills.

Have generally useful manual-processing and decision-
making skills.

Have generally useful interpersonal skills

Have emyloyment-seeking skills. °

PRACTICE EFFECTIVE WORK HABITS

A.
B.
c.
D.
E.

Assume responsibility for own behavior.

Plan work.

Use initiative and ingenuity to fulfill responsibilities.
Adapt to varied conditions.

Maintain good health and grooming.

HAVE POSITIVE ATTITUDES TOWARD WORK

A.
B.
c.
D.
E.

Recognize the basis of various attitudes toward work.
Hold competence and excellence in high regard.

Seek personal fulfillment through own achievements.
Value work in terms of societal goals.

Pride in work improves quality.

HAVE A POSITIVE IMAGE OF SELF

A.
B.
c.
D.
E.

Understand feelings toward myself and others.
Understand and accept my similarities and differences.
Identify, clarify, accept, or change my valves.

Assume responsibility toward self and society.
Recognize lnherent capabilities.




NEED FOR CAREER EDUCATION

A fundamental purpose of education is to prepare people to live a .
productive and rewarding life. For far too many Americans our schools
are failing in this essential mission.

In typical schools throughout the country young people complain that
curriculums are dull and irrelevant, that their education is not opening
pathways to a fulfilling adulthood. Substantial numbers of students score
below their grade level in basic skills; high dropout r~° enteeism,
academic failure, druy abuse, vandalism, and assaults ¢ ‘q1...strators,
teachers, and pupils signal their discontent.

It is a rare school that equips all its students to make the choice
upon graduaticn of entering the job market with a salable skill or of
continuing their education. Too often the graduate has neither option,
let alone the opportunity to select one or the other.

Nearly 2.5 million students leave the formal education system of the
United States each year without adequate preparation for a career. 1In 1970,
not counting enrollment in homemaking, only about one high school student
in six was enrolled in occupational preparation. More persons are gradua-
ting from a 4-year college with a bachelor's degree than there are jobs
for degree holders. By the end of this decade eight out of ten jobs in
America will not require a baccaluareate degree.

In a modern society, formal education stands directly between a person
and his ability to support himself and his family. If the quality or the
appropriateness of any child's formal education is poor, what might have .
been ~ roadway to opportunity will remain a barrier. To fail to fulfill
a responsibility in this respect means to render a large proportion of the
future citizens of this country economically obsolete.

More appropriate curriculums must be developed, validated, and installed
and they must be used more realistically if we are to meet the needs and
desires of students and serve the purposes of society.

Taken from

Career Education
S. P. Marland, Jr., Commissioner
DHEW Publication No. (OE) 72-39
1971

xi
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Inner conflict.....

(3]

Conflict situations usually result in some outward, visible action.
iowever, often there are conflicts within an individual, himself.

‘ Can you think of ecxamples of "inner” conflict? Perhaps, within
yourself?

Read the story "Drop Dead" by Julia Cunningham.

DROP DEAD

Julia Cunningham

This story starts and middles and ends with me. I guess
I was always what is called different, or way out, or a little
nuts. Like me or not, that's how it is. Oh, I look like any
& other cleven-ycar-old with a thatch of roughly cut brown hair,
the correct number of fingers and toes, green eyes that can open
and shut with sun or sleep, and a sort of overall foxy face,
narrow at the chin. But I have a secret that nobody, not my
dead grandmother or Mrs. lleister at the orphanage or my various
unfortunate tcachers, ever guesszd. I am ferociously intelligent
for my age and at ten I hide this. It is a weapon for defense
as comforting as a very sharp knife worn between the skin and
the shirt. When a person hasn't money in the pocket, good
lecather to walk around in, clothes that are his own, and a home
address to back him up, I figure he has to have something eclse-
anything. And I'm lucky. I'm not just bright, I'm brilliant,
the way the sun is atshoon. This is not a boast. It's the
. truth. It's my gold, my shelter, and my pride. It's completely
my possession and I save it like an old miser to spend later.
[ purposely never learn to spell, which for the simple indicates
stupidity. I fall all over my tongue when I am asked to read
in school, and when we have a test in arithmetic, I dig in the
wrong answers very hard with a soft pencil and then smudge them
over with my thumb to make it look as though I had tried.

I realize that I sound pretty unsavory, and maybe 1f my
soft little grandmother had lived longer and I hadn't been
thrown into the orphanage the day before I got to be ten I
might nave chosen to stand and shine. She would have been proud
of me and that would have given me a reason. But she didn't
and she died poor, so my story, as me, really starts over a
year ago on a chill autumn night having a rather scrawny arm
pinched by the thunderous Mrs. lleister, supcrintendent of the
village home for children.

This big, overstuffed woman has nothing against me. She
doosn't know me that well. But to her I am another bed, another
hunger to feed, and maybe another contact for her switch,
which in all justice to her, she only uses when forced to by a
major rebellion. She tells me there are no rules except
cooperation, obedience, and attention to homework and then calls
in a senior citizen of about fifteen, who leads me off like a

. ~small dog to a long, windowed room, points at a cot with red
blankets, says, "That's yours," and takes of f£.

ERIC 15




‘ what does the boy think of himself?
How does he teel othier's view him?
Docs he have a conflict? With himself? With others?
Have you ever experienced the same problems?

lave you ever felt that other people thought of you differently
than you think of yourself?

Write a short essay: "How I View Myself" or "How Others View Me".
wWhat conflicts do you have yourself?
What problems do you have within yourself?

How are such conflicts resolved? Or are they?

16
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Tiny Tim

predictions

hurricane

insults

card

hair

money

spank

yard

simultaneously

prayer

deliberate

bang-bang

internal

fist

purple

drink

rocks

ruler

teacher

demand

hunt

lie

tense

black

stockings

jeans

you

red

scissors

crayons

power

soap

broad

tight

snicker

truth

weed

flag

bigger

hot

water

island

follow

plot

watermelon

soul

love




cops

loyalty

recognition

right

scales

fire

vote

protection

parents

law

drop-out

lunchroom

Boy Scout

violence

white

power

hope

sheet

right

black

race

gangs

——
. .

<1

peace

strong

fairness

order

togetherness

free

prosperous

needs

desires

happy

luck

beating the rap

cool it

squealed on me

didn't do it

hate

I'm right

rat-fink

skip school

help

compassion

trust
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SO THIS IS ME?

Samples of the Individual Self-Rating Scale and the Personality Scale which
follow are based on Gwen Jones, who is seeking a job as a secretary. She

is seventeen years of age and in her last year of high school. She has heb-
bies and interests that are probably quite similar to the ones you have. In
tact, she might be the person sitting next to you or the one across the room,
or perhaps even YOU.

These two scales will tell you what kind of a person Gwen is; what some of her
strong points and weaknesses are. Your assignment is to study the two charts
and then answer the questions below.

1. What qualities do you think Gwen has that would make her a good secretary?
List those qualities below. Be prepared to explain your choices.

2. What quallities do you think Gwen has that would probably prevent her from
doing the best job possible? List below and be prepared to explain your
choices.

3. Gwen has listed that she has poor hearing and only fair vision. What
could Gwen do to correct or improve these?

4. How might poor care of teeth affect her job as a secretary?

5. How might poor handwriting or spelling be improved?

6. Might Gwen make a good office supervisor? Explain your answer by
drawing your conclusions from the charts. "

23




7. Explain how well you think Gwen will get along with ner reliow
emp loyees.

‘11

8. How well do you think that Gwer, will get along with her employer?
Why?

9. Would you hire Gwen? (Write a brief paragraph telling whether or not
you would hire Gwen and the reasons fbor your decision.)

You will find two blank charts following those on Gwen Jones. You are to
judge yourself in the same way that Gwen judged herself. When you have
finished filling in the rating scales, answer the questions below:

1. What do you think are your outstanding qualities?

2. What are some areas in which you need improvement?

3. How might you go about making improvements in each of the areas listed.




PERSONALITY SCALE

12

NAME VERY POORER ABOUT HIGHER VERY
POOR THAN SAME AS THAN HIGH
MOST MOST MOST
WORK HABITS

1. Industrious

2. Accuracy

3. Promptness

L. Concentration

GROUP ATTITUDES

1. Reliability

2. Cooperation

3. Leadership

L. Sportsmanship

5. Respect for
others' rights

PERSONAL CHARACTERISTICS

l. Friendliness

2. Courtesy

3. Neatness

a. in person

b. in work

L, Self-confidence

5. Poise

6. Self-control




13

SELF-RATING SCALE

Directions: Rate yourself on each of the items listed opposite the scales
drawn below. On each scale place an X at the point that you
think right for you now. If you feel that you rate hal fway
between any two of the four major points on the scale, place
an X at that point.

Be honest with yourself. Be neither too generous nor too modest.

POOR FAIR GOOD EXCELLENT

Vision

Speech

Hearing

Spelling

Handwriting

Reading

 Manual Dexterity

Posture

Cleanliness

Care of Teeth

Care of Hair

Attitude

Participation
(Voluntary)

Responsibility
(Acceptance of)
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Reprint — Part |

Guidance Booklet -— Success and You

SELF STUDY 2

Many centuries ago in the city of Athens
a wise philosopher and teacher walked the
streets urging people 1o “Know Thyself.”
F'o him, people were the most important and
iteresting things in the world. No two were
alike This wise teacher, Socrates, knew that
before people could understand others, they
had to first know and understand themselves.
He knew that if people knew themselves,
they would be better prepared to live and
get along with people and plan for the fu-
ture.

What did Socrates mean “Know Thyself’?
He knew that people were more than just
skin and bones. He knew each one was dif-
ferent. Each had certain traits, abilities, and
interests which would have an effect on their
behavior. By understanding and using them
wisely, a person could better plan and shape
his future.

Today we know that Socrates was right.
We know that all persons posscss in various
degrees certain traits, abilities, and interests
which have a direct bearing on their future.
It is important that a person understand and
know which of these he possesses. Once he
knows this, then he will be able to assess his
capabilities and his limitations. When he
knows all of these things, then we say he
really knows himself. He is then able to bet-
ter shape and plan his future.

At this point we would like to discuss
traits and abilities. 'When we speak about
traits, we refer to two kinds, physical and
personal. Physical traits refer to a person’s
outward appearance.” Thesz include his
height, weight, color of hair and skin. It
includes his body build (muscular, stout,
short, tall, thin, etc.). It includes the shape
of his face and head. When we speak of
personal traits, we are talking about those
traits that make up his personality. Some of
these are friendly, courteous, pleasant, kind,
generous, and sympathetic. Also included
are his emotions or feelings, likes, dislikes,
and his attitude.

A person’s physical and personality traits
play a very important part in shaping one’s
future. For example, a person who isn’t very
muscular or strong might find it rather dif-

ficult to perform in a job which demands
much strength as in lifting heavy objects
in construction work. A person having an
unpleasant disposition would most likely find
it difhcult to secure a job in a bank. s
disposition would turn business away because
people would avoid him.

We mentioned earlier in the article that in
addition to certain traits which all people
possess, there are alsc: certain abilities which
they have. By abilities we mean the capacity
a person possesses by which he can do some-
thing very well. In more simple terms, it
means a special skill or talent. Some ex-
amples of these are mechanical, artistic, men-
tal, mathematical, musical, scieatific, dra-
matics, and athletics.

Knowing one’s abilities certainly is most
essential when deciding on an occupation or
in planning ahead. For instance, a person
who has no mechanivai ability wiii most like-
ly have difficulty succeeding as an auto me-
chanic. A person who has little, if any, musi-
cal ability may experience a difficult time
trying to succeed as a musician. The point is
that one must consider very carefully his
abilities when deciding on an occupation. In
this article we only concerned ourselves with
discussing traits and abilities and the bearing
they will have on your futvre. The other
area -- interests — will be discussed in an-
other booklet, “Work and You.”
|

In the first article of this booklet entitled
“You,” you were told to take a good look at
yourself. You also read how Socrates im-
plored people to “Know Themselves.” You
also read that if a person knows what traits,
abilities, and interests he possesses, the he
really knows himself. He is thus in a better |
position to plan more wisely. |

The time has now come for you to take a
good look at yourself and evaluate what you
possess. ‘To help you in this process, use the
evaluation which appears below. In this
evaluation you are only going to concern
yourself with your per traits and abili-
ties. Do not write in ti.s book but copy the
questions on another sheet of paper. After

you have completed your evaluation, study

‘
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it very carefully because it will give you a
fairly good picture of yourselt. It will tell
you something about yout traits and abilities.
It will point out your strong and weak points.
It will show you v ere you need improve-
ment. Of course, this cvaluation won’t tell

you everything, but it does give you a good
start in your planning. After you have
studied your evaluation, then record this in-
formation in your Carecr Builder Folder
under the headings, "My Personal Traits”
and "My Abilities.”

MY PERSONAL TRAITS

Check which applies to you.

1. Iam a friendly person.

2. Ilike to be with people.

8. I get along well with people.
4. I get upset very easily.

5. 1 am usuaily pleasant.

6. I get a temper very quickly.
7
8

. I worry a lot. Yes _ No__
. I have a lot of patience. Yes__ No__
9. i'm usually considerate of others. Yes__ No__
10. I like to plan school activities. Yes __ No_.
11. I lack confidence in myself. Yes__ No__
12. I like school. Yes__ No__
13. I like to read. Yes . No__
14. I iike to speak before groups. Yes __ No__
15. I am kind. Yes _ No__
16. I am honest. Yes _ No __
17. I can keep a secret. Yes __ No__
18. I am dependable. Yes__ No__
19. I am prejudiced toward others. Yes__ No__
20. I have a sense of humor. Yes __ No _
MY ABILITIES
1. I learn quite easily. Yes _ No__
2. I can read quite well. Yes . No__
3. My grades are average or better. Yes__ No__
4. I have a good memory. Yes _ No__
5. My mental ability is average or better. Yes . No_.
6. 1 posscss average or better of one or more of

the following abilities (check the ones that apply).

_.. Athletic __ Scientific
__ Artistic __ Dramatic
__ Mechanical _. Speaking
__ Musical __Selling

_ . Mathematical _.. Dancing

Yes__ No_ ?__
Yes _ No__ ?__
Yes _ No_ ?__
Yes___ No__ ?__

Yes_ No__. ?__
Yes _ No__ ?__

(Write-ins)

0
—
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Actietty Sheet Froe WHAT | WANT FROM A JOB *

19

. Directions Study the le!t hand column and thenr 1 ate yourself in the center columns as to how important each job reward

1s to you Then study the nght-nand column te tind what types of jobs are m<st ikely to otfer you the job rewards you want

Job Rewards Very Moderately | Not
Important | Important Important

Typical Jobs

-

High income
(over $20.000 a year)

Some professions: large businesses
and farms, high-level saleswork,
prolessional athletics. some jJobs tn
entertainment

2 Middle income
($8000-$20.000 a year)

Mocst professions and businesses.
skited trades. some sales and
technical work, some JObs 1n
entertainment

3 Moderate or lower
income (below $8000
ayear)

Cierncal, some sales, operatives.
service workers, laborers, farmers

4 Securnty

Government work. Jobs with large
companies having employee benefit
plans. jobs in unionized industnies

5 Risk or adventure

Some sales jobs in advertising.
entertainment. jobs adroad. starting
a business or working for a new
company

6 Interesting and vaned
responsibiliies.
chance to exercise
initlative and make
own decisions

Most professions, most businesses
at management level, some outside
sales some craftsmen’s jobs

7 Short hours

Most tactory and routine olfice jobs

8 vacations

Longest in government work of
all kinds

9 High standing in the
communily

o

Jobs requinng high degree o! skill
and education

* Taken From:
"what to do After High School"

Q Science Research Associates
ERIC Chicago, Illinois 60611
-

[ 4




WHAT | WANT FROM A JOB (continued)

20

' Job Rewards Very Moderately | Not Typical Jobs
Important | Important | Important
10 Early retirament Policemen’s and firemen’s jobs. armed
forces. some dangerous jobs. such as
miring
11 Light, easy work Routine assembly jobs. light sales
jobs. many clerical jobs
12 Outdoor work Surveying. some construction work,
forestry. valdlife management, green-
house. nursery. landscape work. tree
surgery. orchard and farm work
13 Pleasant working Jobs in modern factories. offices:
conditions suparmarkets. air-conditioned stores
14 Vanety of duties Repair work of most kinds, saleswork.
every day instatlation of machinery or apph-
ances. some office jobs, especiaily in
smaller companies
15 Same duties every Routine hiling jobs assembly jobs
day
16 Chance 1o be creative Tallonng and dressmaking cabinet-
making and carpentry. jobs in com-
mercial art, advertising. publishing
intenor decorating
17 Chance to be alone Forestry. some laboratory jobs jobsas
night watchmen. jobs as truck drivers
18 Chance to be with Y Saleswork social service work recep-
people tiorust jobs jobs as doctors or den-
tists’ assistants, jobs as wasters of
. waitresses

e @
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VOCABULARY LIST
Abilities
Accuracy
Authority
Capacities
Concentration
Contidence
Cooperation
Emotional
Industry
Leadership
Manual Dexterity
Personal
Poise
Posture
Promptness
Reliability
Resign
Respect
Self-Confidence
Self-Control

Sportsmanship
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ATTITUDE BLANK

ABOUT MYSELF

Name: Age: Date:

——————

1. what undertakings give me a feeling of failure:

2. What undertakings give me a feeling of success:

3. What | consider to be the most worthwhile things inmy life right now:
4. What | appreciate most in my friends:

5. If | could be like another person, | would most 1ike to be like:
(Name or describe the person and tell why)

6. {f | had my life to live over, | would like to be:
(Just as it has been; different; etc.) Explain:

7. If | had three wishes, they would be: (Give reasons)
a.

b.

C.

ABOUT MY HOME

1. My family's influence on my feellngs about school:
2. My family's influence on my fz21ings about myself:
3. My family's influence on my feellngs about my future:

ABOUT SCHOOL
1. Subjects | like best: (Reasons)
2. Subjects | dislike most: (Reasons)

3. My easiest subjects are:

P

My hardest subjects are:

. what | like about some teachers:

[* AN o

What | like most about school: :

What | dislike aﬁout some teachers:

7.

8. What | like least about school:

23
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:

ABOUT MY FUTURE

25

1. Wwhat | want to do most upon graduation from high school: (Reasons)

2. After graduation from high school | definitely would not want to: (Reasons)

3. My family and | have/have not discussed what | should do for my life's
work: When? Outcome?

4. If you plan further training after high school, what will it be?
(trade school, college, business school, nursing school, etc.)

5. How long ago did you become interested in your first choice of a voca-
tion? From what did your present vocatipnal interest stem?

6. Why did you make this choice? Please querline those that may have
influenced you in making your choice:

Family Financially possible
Counselor Minister or priest
Personal Business My father's work

Other reasons:

7. What | would 1ike to be doing ten or fifteen years from now:

8. what | feel | will be doing ten or fifteen years from now:
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VOCATIONAL GROUPING

Some workers prefer to work mostly with other people. They like to
try to persuade them to buy something or to make them happy or to make them
feel better. Other workers prefer to work with 1deas, to think up new
things or to solve problems. Still other workers prefer to work with their
hands and with tools.

Can you figure out which workers deal mostly with people, or ideas, or
things. Put a (P) after the worker who deals mostly with people, and (I)
after the worker who deals mostly with ideas, and a (T) after the worker
who likes to work with things like his hands and tools.

26

EXAMPLE: Artists _I = Cabinetmaker _ T Doorman (hotel) __P _
Actor —_— Draftsman e Nurse -
Air traffic

controller ___ Editor — Oceanographer __
Pilot —_— Electrician - Optometrist
Stewardess e FBI agent - Plumber —_—
Architect Florist o Policeman —_—
Automobile Radio or TV

salesman —_ Geologist e announcer __
Beautician — Insurance agent Teacher e
Carpenter - Mathematician ___ Truck driver ___
Chef Miner Waitress
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A. OCCUPATIONAL VOCABULARY LIST (Social Studies)
Directions: Define each occupation by: 1) listing the various tasks
1 formed by each, 2) the areas in which each occupation is found,
3, .e training required, and 4) Source of additional information. Use
complete sentences.
1. Psychologist
2. Lawyer
3. Paleontologist
4, Historians
5. Actuary
6. City Manager
7. Ethnologists
8. Teacher
9. Newspaper reporters
10. Political Scilentist
11. Research directors
12, Anthropologists
13. Economists
14, Foreign Correspondent
15. Geographer
16. Statisticlans
17. Social worker
18, Editor
15. Sociologists
20, Librarian

21 Public Relations director




QUESTIONS FOR OCCUPATIONAL CROSSWORD PUZZLE

-
(42

ACROSS

‘ | study man, his origins, physical characteristics

culture, traditions, beliefs, customs, languages, material possessions and his
structured soclal relationships and value system.

3 study the spatial characteristics of the earth's terrain,

mineral, soils, water, vegetation, and climate. They study where pecple live,
why they are located there and how they earn a living.

5 _ e studies government - what it is, what it
does, and how and why. He is interested in government at every level - local,
county, state, regional, national and international.

6. _ o e _ study the groups which man forms in his association with
others - families, tribes, communities, and states, He also studies a great
variety of social, religious, political, business and other organizations,

1. A _ studies the behavior of individuals and groups and
tries to help individuals achieve satisfactory personal adjustments.

12 A _ _ _ advises people in need of legal help on their rights and obligations
and representsthem in court.

3. A _ e traces the evolution and development of past life
by studying fossilized remains of plants and animals in geologic formations.

‘ 6. _ o _ directors assemble and analyze information needed for effective
advertising progra.s. They study the possible uses of the product, its
advantages and disadvantages compared with competing products, and the best
ways of reaching potential purchasers.

DOWN

2. study the problems that are in the use of limited resources

of land, raw materials, and manpower to provide goods and services. They
analyze the relation between the supply and demand for goods and services. They
study the ways in which goods are produced distributed and consumed.

4, use records; past events, institutions,ideas, people, to

-— me — — . — e nwe e —

describe and analyze this past through writing and teaching.

7. DNewspaper gather information on current events and use it to

9. collect, develop, analyze and interpret data,

numerical terms decribing the characteristics of the world and its inhabitants
‘ by use of statistics.

10. An is one who edits and evaluates manuscripts to determine how

. 44 !
L




- -

~
Down - Continued «”

— o e e = mam  m—e e e ——

living with tribal groups to lesrn about their ways of 1life. He studies
ethnic groups.

‘ 14. An is a cultural anthropologist, who spends long periods

15, The city _ _ _ _ _ _ _ is appointed by the community's elected officials and
his duties include: 1) appointing department heads and staff, 2) coordinating
and administrating the activities of the operating departments (tax department,
law enforcement, etc), and 3) preparing the annual budget for the council's

approval.

17 An _ _ _ _ _ _ _ 1s responsible for designing insurance pension plans and for
maintaining these programs on a sound finarcial basis. He uses statistical
data, (such as; rates and deaths, sickness, retirement and property loss
from accident, theft and fire) to construct tables on the probability cf insured

loss.
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Want Ads ANYTOWN, U.S.A. June 1, 1970

Girl needed to help with housework and two pre-school children. Excellent
pay. Must live in. Mrs. Cartright, 917 Hampton Court

it fHHE

Help wanted. Young man to plant and care for garden. June 1 - September 15.
Good Pay. Hard work. Write Will Jones 417, Jay Avenue

fHiHHE

Theater ushers and concessionalres. Six months trial basis. Fast advancement.
Mr. Slauto, Bijou Theater

HiHHE

Baker's helpers needed. Learn trade while earning. Mr. Flores, Western
Bakery, 1121 Central Avenue

fHHH

Stock boy for new ladies' ready-to-wear. Must be naat appearing and willing to
work extra hours. Mrs. Cliffmore, 307 Eimwood Avenue

HHEF

Need job? Write Fred Ferbert, 2118 Almost Drive for details of remunerative
door-to-door selling of new household products. Blue law approved

it

Young lady companion for elderly widow. Read, visit, ride. No nursing or
driving. Hour: vary. No clock-watchers need apply. $25.00 per week.
Mrs. Jackson Updike, 1115 Laural Canyon

{HHHE

Will let contract for painting two miles of farm fence. Write John McDougal,
R.R. 7, State finishing date and your price.

{HHE

Amateur typist. 20¢ per page, 5¢ per carbon. Use my typewriter or yours.
S. E. Bosely, Apt. 10, Kay Apts.

{HHHE

Will hire window washer. Display windows of five shopping center establishments.

Each daily - outside only. Write J. Heming, c/o Pall Mall.

38
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STATE

CAPITAL

PRODUCT or INDUSTRY

~
List a couple of occupations
applicable to each state's industries

‘ALABAMA

MONTGOMERY

lumbering, iron, steel
livestock, tobacco

ALASKA

JUNEAU

fish mining, timber

ARLZONA

PHOENIX

gold, silver, copper
garden crops, cotton,
citrus fruits

ARKANSAS

LITTLE ROCK

cattle, cotton, rice
petroleum, lumber

CALIFORNIA

SACRAMENTO

citrus fruits, fish,
cotton, lumber,
shipping

COLORADO

DENVER

garden crops, gold,
silver, sugar beets,
orchards

CONNECTICUT

HARTFORD

brass articles, clocks,
hats, hardware, ship
and airplane building

DELAWARE

DOVER

apples, tomatoes,
poultry, dynamite
chemical products

TALLAHASSEE

oranges, tobacco,
lumber, garden crops,
canning

’ FLORIDA

GEORGIA

ATLANTA

peaches, marble
cotton goods, peanuts,
lumber

IDAHO

BOISE

apples, potatoes,
wheat, sheep, dairies,
minerals, lumber

ILLINOIS

SPRINGFIELD

corn, Steel, meat
soybeans, printing

INDIANA

INDIANAPOLIS

steel, automobiles,
limestone, farming,
hogs

I0WA

DES MOINES

corn, hay, dairy pro-~
ducts, hogs, pop corn,
breakfast cereal

KANSAS

TOPEKA

wheat, salt, flour mills

petroleum, livestcck

KENTUCKY

FRANKFORT

hay, tobacco, corn,
coal, horse breeding

LOUISTANA

BATON ROUGE

rice, cotton, minerals,;
lumber, sugar cane,
chemicals

60
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STATE

CAPITAL

PRODUCT or INDUSTRY

List a couple of occupations
applicable to each state's industries

'MAI NE

AUGUSTA

potatoes, fishing
paper, textiles,
shipbuilding

MARYLAND

ANNAPOLIS

steel, tobacco,
clothing, fishing,
fruits & vegetables

HASSACHUSETTS

BOSTON

fish, shoes, dairies,
cotton goods, machinery

MICHIGAN

LANSING

automobiles, cereal
lumber, furniture
fruit

MINNESOTA

ST. PAUL

corn, flour, oats,
dairies, iron

MISSISSIPPI

JACKSON

cotton, lumber, oil,
garden crops, fish

MISSOURI

JEFFERSON CITY

lead, meat, shoes,
soybeans, cotton

MONTANA

HELENA

lead, copper, oii,
poultry, wheat

NEBRASKA

LINCOLN

wheat, meat packing
cattle, pigs, corn

NEVADA

CARSON CITY

copper, silver, gold,
sheep, garden crops

NEW HAMPSHIRE

CONCORD

dairies, granite,
textiles, lumber,
hay

NEW JERSEY

TRENTON

silk goods, chemicals
poultry, gasoline,
vegetables

NEW MEXICO

SANTA FE

wheat, copper, cotton,
sheep, cattle

NEW YORK

ALBANY

clothing, books,
dairy products,
manufacturing

NORTH CAROLINA

RALEIGH

tobacco, peanuts,
lumber, cotton goods,
textile mills

NORTH DAKOTA

BISMARCK

wheat, dalry products,
livestock, rye

OHIO

COLUMBUS

rubber goods, clay
products, dairy
products, machinery
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STATE

CAPITAL

PRODUCT OR INDUSTRY

List a couple of occupations
applicable to each state's industries

‘OKLAHOMA

OKLAHOMA CITY

petroleum, cattle,
cotton, wheat, corn

SALEM

orchards, lumber
fish, flour, berries

PENNSYLVANIA

HARRISBURG

coal, steel, textiles,
electric machinery,
shipbuilding

RHODE ISLAND

PROVIDENCE

silk, cotton goods,
garden crops, tools,
silverware, machinery

SOUTH CAROLINA

COLUMBIA

tcbacco, corn, hogs,
cotton goods, peanuts

SOUTH DAKOTA

PIERRE

gold, corn, wheat,
plgs, meat packing

TENNESSEE

NASHVILLE

livestock, tobacco,
zinc, marble, cotton,
chemicals, aiuminum

TEXAS

AUSTIN

sheep, cattle,
sorghum, petroleum,
cotton

UTAH

SALT LAKE CITY

copper, lead, coal,
uranium, garden crops

-@

VERMONT

MONTPELIER

maple sugar, paper,
marble, slate, dairies,
woolen mills

VIRGINIA

RICHMOND

peanuts, tobacco, coual
shipbuilding, poultry
chemicals

WASHINGTON

OLYMPIA

wheat, apples, glass,
lumber, dairies
alrcraft building

WEST VIRGINIA

CHARLESTON

coal, apples, glass,
lumber, chemicals

WISCONSIN

MADISON

paper, machinerv,
dairy products,
breweries

WYOMING

CHEYENNE

sheep, sugar beets,
wheat, petroleum,
cattle, coal

HAWAILL

HONOLULU

sugar, pineapples,
cattle, fishing
coffee
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ATRCRAFT MANUFACTURING PLANT

Name

Diagram showing the process and occupations involved in manufacturing

an airplane.

PLANT
.- N

5&’65

ﬂ

4

g

Flight Checkout oflice

—

7
1. engine mechanics

2. Electronics checkout

Maintence and

Custodial

Machining and tocl fabrication

-~ e
. Machirists
. Tool & Die makers
. Machine Tocl operators '’

W N

Assembl & In;zzziagion Shop
>

r 4

1. Final assemblers

2. Missile assembly Mechanics

Skeet Metal Work
A%
!

| Design Department

Power brake operator
Punch Press Operator
Power hammer operator

1. ex. engineers
.. electronic
b. chemical

2. Scientist
a., physicists
b. chemist
3. technician
a. draftsman
b. Producticn ?lanners

< _6__——-6—-——-—*% &

Administrative office
Start

) Clerical
2. Public relations
2., Administrator
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OCCUPATIONS IN TU{E AIRCRAFT FIELD

57

Manufacturing

A

Aircrafts, missile and spacecraft manufacturing

1.

Professional and Technical Occupatiouns

a. englneers
1. electronic engineers
2. aerospace engineers
3. chemical engineers
4. nuclear engineers
5. mechanical engineers
6. industrial engineers

b. scientists

. physiclsts

. mathematiclans
. chemlsts

. metallurgists
. physlologists
. astronom.rs

[« W, B RV S

c. assistance of engineers and scientists (technology)

1., drafts man
. production planners (D.0.T. 012.188) *

N
~

2
. 3. Technical writers (D.0.T. 139.288)
4

. Technical 1llustrators (D.0.T. 017.281)
Administrative, clerical and related occupations
Sheet-Metal Occupations

a. power brake operator (D.0.T. 617.380)

b. Power hammer operator (D.0.T. 617.782)

c. Power shear operator (D.0.T. 615.782)

d. Punch press operat.r (D.0.T. 615.782)

e. Profile cutting machine operator (D.0.T. 816.782)

Machining and Tool Fabrication Occupation

a. Machinists (D.0.T. 600.280 & 28)

b. Machine tool operators (D.0.T. 609.885)
c. Jig & fixture builders (D.0.T. 761.381)
d. Tool & Die makers (D.0.T. 601.280)

Assembly and installation occupations

a. final assemblers (D.0O.T. 806.781)
b. missile assembly mechanics or rocket assembly mechanics (D.0.T. 625.281)

Inspecting & testing occupations
*D.0.T. = Dictionary of

Flight checkout occupat’ons Occupational
Title, Superin-

a. engine mechanics tendent of

b. electronics checkout Documents

Maintenance and custodial

'70
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WHAT'S MY JOB?

69

How close can you come to describing the job that these workers perform?

The answers are on the following pages.

An abrasive grader
acid filler
aerospace engineer
agronomist
alr-hammer operator

anthropologist

5 58 8 B & B

automotive engineer

o

bag machine operator

o

barker operator

A blochemist

A buyer

A cartographer

A clnderman

A civil engineer

A conservation officer
A dispatcher

A draftsman

An economist

An electronic technician
A forester aid

A foundry worker

A gang sawyer

A geologist

A glazier

A hammersmith

A hand assembler

A horticulturist

A hyglenist

A keypunch operator
A landscape architect
A lather

A linguist

A longshoreman

A machinist

A metallurgist

A meteorologist

A millwright

An oceanographer

A pipefitter

A sheetmetal worker
A tannery gummer

A tool and die maker

There are over 30,000 different
kinds of workers in the United
States.

You will probably be one of them
someday.




ANSWERS TO "WHAT'S MY JOB?"

An abrasive grader operates a mill to grind emery, rouge, and other abrasives.

An acid filler fills storage battery cells with sulfuric acid solutions
to prepare them i»r charging.

An aerospace engineer does rescarch and develops flight equipment for use
in air and outer-sjyace.

B

agronomist experiments for new and better ways to grow Crops.

An airwhammer operator breaks concrete, stone, Or other pavement with an
air-hammer.

An anthropologist studies the evolution and races of men and their cultures.

An a‘tomotive engineer designs and oversees construction of automobiles,
trucks, and ochcr automotive equipment.

A bag machive operatos runs a machine that cuts, folds, and seals paper and
plastic bags.

A barker op rator runs a machine to remove the bark from a tree before it
is procts.ed in a saw mill or paper making plant.

A biochemist studies the chemical reactions in living things (plants and
animals).

A vuyer purchases merchandise to be used or re-sold by large companies.

A cartographer draws maps of cities, countries, states, and other areas
shwing many of their features.

A cinderman removes cinders from furnaces in some large factories and iron
melting plants.

A civil engineer plans, designs, and oversses coretruction of structures
such as roads, airports, dams, and bridges.

A conservation officer patrols an area to prevent game law violations and
to help preserve property anu wildlife.

A dispatcher receives radio messages and sends instructions for airplanes
to land, police cars to report to a crime, repairmen to go to a site
of trouble, and many other things.

A draftsman makes detailed drawings of items to be manufactured or of
structures to be constructed.

An economist aids in the solution of money problems by studying costs and
miking reports.

v
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An electronic technician draws and assembles models for making items to be
‘ run by electricity.

A forester aid works alone or with a crew tc protect and wisely use forest
land.

A foundry worker works with melting metal, pouring it i.to molds, and other-
wi‘e preparing it for use.

A gang sawyer operates a gang saw to cut such items as lumber or large
blocks of stone.

A geologist studies the carth's crust and the ocean bottom and prepares
reports on what he finds.

A glazier installs glasswindows in stores, glass doors in buildings, mirrors
on walls, and glass in table tops.

A hammersmith repairs defects in such silver objects as trays, teapots, and
bowls.

A hand assembler fastens together parts of an item as they pass by on an
assembly line.

A horticulturist experiments with plants and plant products to find better
‘ means of production, storing, processing, and shipping.

A hygienist studies our environment snd makes reports on what is harmful to
our health and suggests ways to correct harmful things.

A keypunch operato: uses a machine similar to a typewriter to punch infor-
mation on cards 'to be used in computers.

A landscape architect plans land for use in parks, airports, highways, and
sometimes even homes.

A lather fastens wood or metal lathes to walls or ceilings to provide suppori
for plaster.

A linguist is a person skilled in translating foreign languages.

A longshoreman operates equipment to move cargo about on docks and on and
off ships.

A machinist operates equipment to make or repair metal objects such as
tools, machines, and other things with metal parts.

A metallurgist studies metals and reports various things about them.
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WORLD OF WORK

Each student will become a member of the working world. In other
words, you will add a few years to your life and '"play the role' of
someone in the working world. You have been divided into groups which
v+ill become business concerns of your choosing. (I have chosen who
you will work with just as you cannot choose the people you work with
wh2n you have a job.) You have a leader and given him the title of
president, manager, owner, or the "boss" of your concern. Each member
of the group 1s given a different position or "role" in your organization.
The purpose of your organization 1s to find answers to probiems faced
in the working world. This will be your final product and it will
be in the form of role playing. Remember each person has a responsibility
when they have a job and if you don't do your part, you could get fired:
Have fun, but remember 1t's your job to show others what you have learned.

Group | How can an employer get more work out of his employees? How
can he mnotivate them to do a better job?

Group 2 Problems that may arise between employees - working with
people rot of your own choosing. How do you do it?

Group 3 How do you interview for a job? Right and wrong approc.hes.

Group 4 What does it taxe to be a good employee? What doesn't it
take?

Group 5 How to walt on a customer? How to make a sale and how to
lose one,

Group 1 How can an employer motivate (get to work harder) his employees?

*Remember a person who has job satisfaction *7111 produce more work.
(have a greater output)

1. What type of person makes you want to work? Should an employer
be a tyrant treating an employee like a serf, peon, or servant?
Should an employer be a person (human) that youu can talk to
and treats you as an individual rather than a machine? Which
person is going to gain the respect of his workers? Read
pages 38-45 in What Employers Want K6 {f available.

2. What makes a person like his job?

3. What type of benefits would make a person happier with his job?
Benefits are things you recelve from the company above your
pay check. (coffee breaks, paid vacations, legal holidays,
life and medical insurance, retirement plans, on-the-job
training) Would a person be more satisfied with his job
if given the above items?

4., Would it make a difference if an employee had a share in the
responsibility for the success of a business. If you are
given more responsibility or control, do you feel like doing
more?
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5. 1If an employee could share in decision-making and his opinions
are considered, would he try harder to do more for the company?
Remember this could be compared to a teacher-student relationship.

6. Consider what effect pleasant worklng conditions might have.
Put your ideas together using role playing.

Group 2 Problems that may arise between employees. Rerewver when you
move into the working world, the employer hires you as he does tae other
employces. Therefore, you may be working with people you would never
choose as friends in outside work.
What problems can develop from a situation like this? Use role
playing to illustrate a ifew examples.

What could you do as an employee to get along with your fellow
rorkers? Illustrate the right way to handle problems you illustrated

above,

What will happen if workers cannot work together? How much work will
get done if you can't work together? Show what type of situation
you would have when workers can get along and

What will be the result if one person is uncooperative?

Expand on these ideas. Turn them into role-playing situations. Play
the roles of employees,

Read pages 31-33 in What Employers Want. View filmstrip. Tali to people
and find out what kind of piobiems can develop.

Group 3 Interviewing for a job. Remember the qualifications depend
on type of job. The qualifications for an auto mechanic are different
from those >f & shoe salesman.

Reasons £or not hiring people who apply for jobs.

1. Educational requirements could not be met
. Failure to pass company tests gilven all applicants
3. Lack of skill or experience for jobs available
4., Personal qualifications - attitude, appearance, personality,
and the way you express yourself
5. Pnysical and/or medical reasons
6. Poor references ’
7. Security reasous
*8, Unsatisfactory grades or attendance record in school
Turn these into positive statements and you know what the employer
is looking for in an employee.
Other Resources
Filmstrip
Read pages 23-26 of What Employers Want.
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Show the right and wrong way to interview for a job. Use as many of
the above examples as yecu .can. Your group may chocse to have d4s many
as five or six examples. Use differenc types of jobs to show different
qualifications, Use role playing.

Group 4 Dos and don'ts of being a good employee. Things you should
do if you want to keep your job or if you want to increase your status.
(Do you always want to be the messenger gir!, or would you like to be
the President's secretary?)

Pick a job you like - if you don't like your jot, boss, or company,

don't discuss it with others.

Be happy and friendly.

Try your bast to get along with people.

Work hard and get the job done - do a little more than you have tc -
ive 110% rather than 107%.

Never take information out of the office.

Work to improve yourself. (Have a positive attitude.)

Keep a neat appearance.

Be punctual.

These are a few of ihe characteristics of a good employee.

View the filmstrip on job attitudes. Read chapter 5, pages 27-33 in
What Employers Want.

Illustrate what you have learned using role playing.

Geoup 5 How to wait on a customer. Show right and wrong approaches - how to
sell and now not to sell.

Everyone has shopped for something and from these experiences show how
you can make a person want to buy something and how you can irritate

4 customer to the point they put down what they intended to buy and walk
out.

A few charvacteristics cf » good salesman or saleswoman are:

l. Neat appea-ance

2. Approach a customer with a smile and a pleasant . eeting. (opposite
would be a grouch approach or no approach at all)

3. Honesty - don't tell someone they look good in an article of
clothing if they don't. Don't tell "white lies" about your
product, goodsor service.

4. Knowledge of what you're selling (believe in it)

5. Fairness - treat all customers equally.

6. Remember you are a representative of your s.ore or companv. Leave
each customer with a good impression. Make them want to come
back: It wiil make you a success.

With this information, the filmstrip and personil experiences, use role
playing to illustrate your conciusions.

——
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WHAT MANAGEMENT WANTS

"I'm sorry, Miss Jones, but we just don't have any openings."

You are probably still a little too young to have heard thls sentence or
one like it directed to you, but some day in the future you may very well
experience the feeling of having not been accepted for a job. The reasons
why people are not hired are long and varied, but, in general, emp loyers
have some basic ideas as to what they want in an employee - and what they
don't want. A group of employers in California gave the following as
reasons for not hiring job applicants:

1. Educational requirements could not be met. Most employers require
a high school diploma as basic qualification, higher degrees of
skill or training for specific types of jobs, i.e., shorthand for
certain types of secretarial jobs.

2. Failure to meet minimum company test requirements. Most ccmpnanies
use some form or other of objective tests, either single test or a
battery.

3. Lack of skill or experience in jobs available.

4, Personal qualifications, i.e., attitude, appearance, personality,

verbal expression.

. Physical and/or medical reasonms.

. Poor references.

. Security reasons.

. Unsatisfactory scholastic and/or attendance record in school.

N0 Wn

You can get a good idea of what employers want by studying the application
forms and the interview forms they use. We will look at one or two of the
forms shortly; however, first we shall look at some of the major require-

ments for a person wanting his first job in a company. Requirements seem

to be:

Acceptal'le attendance record both at work and school.
Acceptable behavior record.

Acceptable past employment record.

fareer interests.

Eighteen years of age.

High school diploma or equivalent.

Minimum scores on tests.

Personal qualifications; physical requirements.
Requisite skills for specific jobs.

O 00~ O A B LR

Fmployers want the best employee they can get. The companies to which you
will go in search of your first job tell you that there are certain things
you can do that will inprove your chances of being hired. Following is a
list of the important preparations employers think you need:

1. People applying for secretarial or clerical work need a better under-
standing of grammar, spelling, simple mathematics, typing and shorthand.

2. There needs to be a better understanding of arithmetic, grammar, and
spelling for everyone.
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What Management Wants (continued)

3.

Students should learn how to act in a business office, how to dress,
and that "good results' will be expected and required of them by their
employers.

Stu. nts should learn how to apply for work, job interviews; should be
aware of importance of personal hyglene, courtesy, and employer-
employee relationships.

Students should be 'directed toward a field or vocation which is
reasonable in terms of their individual skills, aptitudes and abilities."
Students need to be aware of the outlook for employment in an area,
the wages, and the nature of preparation that is required.

Students need to learn how to approach and solve problems.

Students need to learn how to work with others; how to get along with
fellow employees and how to take instruction.

Girls need particularly to learn about the art of makeup, and better
ways to dress.

‘Taken from: Vocational Education, A Message from Business, California
Association of Secondary School Administrators, 1965, written by
William N. McGowan.
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WORKSHEET

QUESTIONS - "How Well Did You Read?"

1. What are some of the reasons applicants were not hired for jobs?

2. What wiuld you suggest a student might do to meet an employer's
qualifi_ations after he has finished school?

3. Why do you think employers place stress on an applicant's attendance
record at school? on past jobs?

4. What kind of jobs might not hire a person for "security reasons?"

5. Why do employers require a high school diploma?
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""COMPANY BENEFITS"

Many of the benefits that companies and unions offer are the same.
When you apply for a job, you will want to look carefully at the
benefits that are avallable to you. In a real sense, the benefits
you receive are a part of your pay. What a company offers you in
money should not be your only concern.

Some benefits that might be available include paid vacations, legal
holidays, group life insurance, disability and medical insurance,
retirement plan, profit sharing, on-the-job training, tuition and

book cost for additional education, dental care, eye care, psychiatric
coverage under insurance plans, and death benefits.

Many benefits that were not available some years ago are a direct
result of union demands; however, other benefits have been included
by companies to encourage qualified applicants to accept positionms.

One can easily see that for a person to pay for the various benefits
offered, he would have to spend a rather large portion of his annual
salary. Company #1 pays one of its workers $5,500 a year tut has no
company benefits with the exception of two weeks paid vacation after
one year of service. Company #2 pays the same worker $5,200 a year but
has the following benefits: paid vacation, life insurance, disability
and medical insurance for the worker and his family, and on-the-job
training.

The money paid by Company #1 is obviously more than that of Company #2;
however, i1f one considers merely the added benefit of paid insurance,
the total value of Company #2 job would amount to an additional several
hundred dollars per year. The total wage and benefits paid by Company
#2 exceeds in value the wage paid by Company #1.

An example of benefits offered by a company may be seen in the follow-
ing list:

1. Paid vacations

2. Legai holidays

3. Disability and medical insurance

4., Company-paid retirement plan

5. Group life insurance

6. On-the-job training

7. Tuition and book cost assistance for persons desiring to continue
their education.

The benefits offered by this company are not offered by all companies.
Generally, the larger the company, the more benefits the company may
offer. In addition, benefits will vary in type and number from one
company to another.
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Company Benefits (continued)

Unions offer benefits of bargaining power, supplementary pension plan,
and others, Some unions, and some companies maintain special recrea-—

tion areas for their members.

When you begin looking for 1 job, you will certainly want to investi-
gate the many benefits that might be available to you. Remember that
what a company or job pays you includes not only your monetary earnings,
but a variety of other factors as well.

Taken from:

Choice or Chance: Career Planning and Development
Oakland Unified School District

Alameda County Schools

Haywood, CA 94544
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WORKSHEET

QUESTIONS - "How Well Did You Read?"

Define benefit.

Give some examples of benefits that a company might offer.

Why might insurance, life and medical, be an important benefit
for a man with four children?

Give two reasons a company might be willing to offer financial
assistance to employees golng to school.

What are two reasons that benefits are offered?

What benefits would you think are most important to you?
To your parents?
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SOCIAL SECURITY TAX

The Federal Social Security Act, 1935, or Federal Insurance Contri-
butions Act (FICA) consists of the old~age, survivors, and disability
insurance programs financed by taxes based on workers' earnings. Employ-
ers and employees share the FICA tax equally. Al employees must have FICA
taxes deducted from wages automatically each payday. Employers must send
all money withheld from employees' wages, plus an equal amount as his own
share of the tax, to the District Director of Internal Revenue or the
Federal Deposit window of a bank. No withholding exemptions are allowed
for Social Security. Wages earned over a certain amount determined by
Congress are Soclal Security Tax exempt.

To obtain monthly payments for one's self and one's family or for
one's survivors to receive payments in case of death, one must first have
credit for a certain amount of work under Social Security. Maximum bene-
fits are based on an individual's highest average earning during any ten-
year period of his working life. The amount of old-age payments also
depends on whether a retired individual appliew for them at age 65 or
earlier at age 62.

A person under age 65 with a physical or mental condition causing
disability for over six months and expected to continue may apply for
monthly disability benefits.

A survivor's lump sum death payment can be paid to a widow or widower
living in the same household with the worker at the time of death, or the
payment can go to pay the worker's burial expenses.

A retired person may earn up to a maximum determined by Congress or

less in any one year without losing any Social Security benefits.
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"How Well Did You Read?"

What does F. I. C. A. stand for?

What three benefits does the F. I. C. A. represent?

Who pays for these three insurance benefits?

When can a person draw the old-age benefits?

what do you think of the social security system?
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"YOUR PAYROLL CHECK"

Many a person has been unpleasantly surprised when he received his
first payroll check. He quickly learns that there is a difference between
the amount he earns and the amount he takes home. There are numerous
deductions. Some of these may be required by law. Examples of these are:

1. Federal 0ld Age Insurance (Social Security)

2. Withholding Tax

3, State Disability Insurance

4, City Wage Tax

These taxes account for more than 20 percent of the check. 1n
addition to required deductions, there are voluntary deductions such as
group life insurance, charity donations, union and/or professional dues,
savings bonds, and others.

These deductions required by law are important. The Social Security
deduction applies to your retirement, and the State Disability Insurance
provides funds for you when you are unable to work because of illuness or
disability related to your job. Withholding tax is a means of collecting
federal income tax. In addition, some cities tax income.

Deductions that are voluntary depend upon the company and employee.
Some unions collect dues through a payroll deduction.

when you hold your first job, you should be prepared to realize that
some of your paycheck will have been spent before you even see it.

Taken From:
Choice or Chance: Career Planning and Development

Oakland Unified School District
Alameda County Schools
Haywood, California 94544
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10.

11.

12.

WORKSHEET
QUESTIONS - 'HOW WELL DID YOU READ?"
How much does John earn per month?
How many hours did John work?

1f John is paid at the end of the month, what month does this check
cover?

Name the bank that this check is drawn upon.

Who signed the check? Why?

What percent of his salary did John have to pay to State Disability?
what does "Fed.0.A." stand for on the check?

For whom does John work?

How much income tax was withheld from John's salary?

What types of deductions might come under "other deductions'?

What might come under "other compensation'?

Describe biefly the various things John would have to do in order to
cash his check.
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Fami

GKUSS MONTHLY SALARY

Social Security
Federal Income Tax
State Income Tax
Hospital Insurance

"FAMILY BUDGET"

ly of Four (Wife, Husband, Two Children)

$700.00

$40.95
62.14
6.30
34.97

Retirement

NET TAKE HOME PAY:

28.00
$172.36

$527.64

HOW MUCH WOULD YOU ALLOW FOR EACH ITEM IN THE FAMILY BUDGET? (6527.64)

SHELTER:

FOOD:

AUTOMOBILE.:

RECREATION:

CLOTHING:

CONTRIBUTIONS:

SAVINGS:

REPAIR & IMPROVEMENT:

INSURANCE:

MISCELLANEOUS:

TOTAL:

House payment, water bill, heat and lights,
telephone, house tax, fire insurance.
Groceries (keep in mind family of four).

Gasoline, tires, repalr, insurance, money needed to
buy new car, and periodic service for car.

Movies, athletic events, vacation for summer months,
boats, campers, boat motors, and repair of all these
items.
Four members in family.
Community fund, church contributions, etc.
For the rainy day.
Paint house, purchase new lawn mower, fix
windows, buy garden equipment, buying new
furniture for the house.

Life (husband, wife), income protection.

Dental and eye care, (special events like taking

family for Sunday dinner)

$527.64
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HAVE STUDENTS TAKE EACH ITEM OF THE FAMILY BUDGET

AND DIVIDE BY THE NET TAKE HOME PAY TO GET THE PER

CENT FOR EACH ITEM.

EXAMPLE:

SHELTER ___ $115 $115 = .218 = 21.8%

—
ohelter
21.8%

Foced, etc.

Automobile

‘ 112
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NAME :
ADDRESS:
TELEPHONE :

111

PERSONAL DATA SHEET

John Baker AGE ¢ 19
319 Qak St., Bismarck, ND 58501 HEIGHT: 5'11"
255-3240 WEIGHT: 160

MARLTAL STATUS: Single

EDUCATION:

Elementary School: Cunningham School; graduated 1965
High School: Roosevelt High School; graduated 1969
Commercial course with general business major
Electives included business procedures and bookkeeping

PREVIOUS TMPLOYMENT: Clerk, National Insurance Co., 145 N. LaSalle St.,

Centerville,
June 1969 to present
Clerk, Check-Clearing Dept., State Bank, 917 Dearborn St.,
Centerville,
June-September, 1968
Supervisor: Mr. H. C. Smith

SCHOOL ACTIVITIES: Business Club, football team, Student Council

PRESENT LNTERESTS: Photography, camping, record collecting

REFERENCES :

Mr. T. R. Preston
Section Manager
National Insurance Co.
145 N. LaSalle St.
Centerville, Il1l. 62201
DEarborn 2-9820

Mr. L. E. Fisher

Accounting Instructor, Roosevelt High School
2034 E. Main St,

Centerville, I11. 62201

NAtional 8-6880

Mr. P. A. Johnson

4839 South Blvd.
Centerville, I11. 62201
AlLpine 1-4906
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1.

2.

INSTRUCTIONS TO THE STUDENT FOR WRITING THE
JOB ANALYSIS RESEARCH PAPER

Long Form

You have heard the explanation on the methods you are to use to help you analyze jobs that really rql:\tc
to you and your yualities, Remember that you are to write a partial analysis on @ minimum of four jobs
from at least two job familics. This 1s the minimum; you may do more if you wish.

This rcport is a research theme and uses rescarch done by you from the occupations file in the classroom,

the public library, the school library, personal intervicws, or any other accurate source of information.

a. It must be written ncatly and legibly in ink, or typewritten. If you type, it must be double-spaced. Use
adequate margins.

b. Usec good quality paper and write or type on onc side only.

c. English will play a part in your grade, according to the discretion of the teacher.

d. Tllustrations such as charts, graphs, maps, cartoons, ctc., may be uscd, because they generally add to
the quality and interest of your report.

e. A bibliography, listing in alphabetical order your sources of information, should constitute the last
page of your report.

f. Use the blanks below to write in uny other directions you may receive.

SUGGESTED ORGANIZATION FOR YOUR RESEARCH PAPER

‘ Remember, you arc not writing on all of these arcas for cach job you choosc. You are only writing on selected
areas which best tell you what you wish to kaow about each job. However, remember that you must use all
the arcas of it job analysis at least onace in your total paper.

1.

A cover page. including your name, the job area you are reporting on, the date, and the teacher's name
should be listed.

Before you write anything about a particular job or jobs, answer these questions in your paper.
a. Why is it important that 1 choose cducational and vocational goals for which I am fitted?

b. For cach job that you have choscn to partially analyze, tell why you chose it, using in your discussion
your intctests, abilities, personality, values, attitudes, and goals, or any other rcason which you fecl
important.

The following is a suggested outline to aid you in dctermining what you ought to investigate under the
various areas of a job analysis You do not have to cover all thesc areas for cach job.
A. Nature of the Work
1. What kind of a job is this?
What work would 1 actually perform if T were to enter this ficld?
Why does this sort of work appeal to mc?
4. Could I really do this work? 1f not, why?

' t2

B. Personal Requirements
1 What type of interests does this job require?
a. Do I possess these interests?
b. How docs my Kuder relate to the interest requirements of this job?
¢ Do my hobbics bear any relation to the types of interests required by this job?
d. Could 1 develop interests such as this job requires?
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What abilitics would 1 have to possess in order to enter and perform this job?

a. Do I really possess these abilities?

b. How do 1 know | possess these abilities?

¢. What du my tests indicate?

d. Could I achicve or learn the skills necessary for this job?

3. What type of personality does this job require?
a. What arc some personal qualities that would be necessary in this job?
b. Do I possess these gqualities?
¢. It not, could 1 develop these personal qualities?

4. What are the health and strength requirements of this job? Is average or good health enough? Are
there any special physical requirements as to height, weight, eyesight, beauty, etc.?

5. What values or attitudes would 1 have to possess in order to be happy in this type of work? Would -

the performance of this work cause me to violate any values or attitudes that I possess? Could 1
adjust to a situation in which I had to change some of my ideals, values, or attitudes?

C. Preparation Required to Enter and Perform this Job

1. What subjects do I need to study? ¢

2. What level and type of education is required? (High schooi, college, trade school, apprenticeship,
etc.) Do my achievements thus far (grades, STEP tests) indicate that I can reach this level of
education? Are there any reasons why I can't reach this level of education?

3. Other Requirements
a. Union
b. License
¢. Special examinations
d. Work experience

D. Working Conditions

Location of work (geographical). Am I willing to lecave home to get a job?

Indoors, outdoors, or both. Relate to Kuder outdoor interests.

Heavy or light work. Is this work monotonous or tedious? Would this work make me nervous?
Days “and hours of work. Sundays, holidays, nights? Am I willing to work such hours permanently?
Arc there any health or safety hazards in this job? Am I willing to face such hazards even though
they may do me serious harm?

6. Are the surroundings pleasant? Are they untidy and/or depressing?

E. What Rewards Would 1 Get From This Job?
1. Personal satisfaction
2. In what ways is this job useful to society?
3. What salary would I earn? What is the starting salary? The top salary possible? Are there any
financial rewards other than salary?
4. Arc there any fringe benefits, such as pensions, vacations, sick leave?

5. What chances of advancement are there? What are the requirements for advancement? Can I
meet them? Do the responsibilitics that come with advancement in this field appeal to me?

et o e

F. What is the future of the field on this job?
1. Is there an over or under supply of workers in his field?
2. Note the opportunities for women in this field.
3. Is this an up-and-coming field, or is it dying out?
4. What are the general employment trends in this field?

After you have completed all your partial job analyses, write a paragraph or two answering the following

questions:
1. Which jobs do I feel especially attracted to? Why?
2. Do I fecl that any of the jobs would be unsuitable for me?
3. What did I learn by doing these partial job analyses?

Complete your job analyses rescarch paper with a bibliography on the final page.
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CROSSWORD PUZZLE ANSWERS

10.
11.
12.
13,
14,
15.
16.
17.
18.
19,
20.
21.
22,

23.

Soclal Studies
Careers
Editor

Social Worker
Statistician
Contractor
Actuary
Clergyman
Director
Lawyer
Public Relations Director
Government
Aviation
Clergyman
Politics
Sclentist
Geographic
Sociologist
Teacher
Public
Reporter
Relation

Surveyor
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Reprint — Part ||

Guidance Booklet — Life and You

SELF APPRAISAL

In Booklet One, ““Success and You,” you
were asked to make a self-evaluation of your
traits and abilities. The reason for this was
because these things definitely affect your
future. In other words, by knowing what
traits and abilities you possess, you are in a
better position to plan your future wisely.
This means you are better prepared to select
the type of vocation most suitable for you.
You are better prepared to plan your course
of action as far as training or education is
concernad to achieve your vocational goal.

In this article you are going to make an
appraisal of yourself in other arcas of your
life which are important in your career plan-
ning. These areas are your school subjects,
extracurricular activities, and hobbies.

For some of you, when we mention the
word school subjects, it may bring moans and
groans. To others it brings smiles of satisfac-
tion. We can illustrate this in the following
conversation overheard between two students
as they were leaving school on report card
day.

“Wow! Look at my report card, another
F in Geography. Man, that's one subject
that I hate!” exploded one student.

“I can’t complain; I got an A. Geography
is my favorite subject,” replied the other.

“I don't sce how anybody in his right mind
can like Geography,” said the first student.
“I'll take Science any day over Geography.”

In our experience we have found that most
students find certain subjects more to their
liking and interest than others. There could
be a number of reasons for this. They might
have a natural talent for the subject. Another

141

reason is that they may like the teacher of
that subject or the manner in which it is
taught. This often explains why a student
may do well one year and miserably the next
in the same subject. There is also the natural
interest a student has for certain subjects.
For example, some students from the begin-
ning of their school days find some subjects
more to their liking and interest than others.
Finally, a student usually likes and shows
more interest in a subject in which he expe-
riences good grades or success. On the other
hand a student will usuallv dislike and show
little interest in a subject because he has no
talent for it. He may not like the teacher or
the way it is taught. He never did find it in-
teresting, and if he constantly does poorly in
the subject, he wiil usually grow to dislike it.

It is our purpose to assure you that it’s nat-
ural for you to prefer or show more interest
in certain subjects than others. It's very im-
portant, though, that you realize your
feelings toward certain subjects definitely af-
fect your achievement in that subject. For
example, if you have no interest in typing,
the chances are you will not do well in that
subject. Should you, by chance, consider be-
coming a secretary, you will probably experi-
ence little, if any, success in this type of occu-
pation. Thus, you can see there is 1 relation-
ship between liking and showing interest in
a subject, succeeding in it, and relating it to
a vocation and succeeding in that vocation.

Most experts agree that a student should
explore and consider vocations that are re-
lated to the subjects in which he has the great-
est likes and interests. Let's now discuss brief-
ly the importance of activities in your school
life and their relation to your career plan-
ning.
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Activities are sponsored in schools for sev-
eral reasons. They serve as an opportunity
for you to pursue and develop your interests
and talents. They provide you with an op-
portunity to discover new interests. They
make your school life a little more pleasant
and interesting. They provide an opportuni-
ty for you to meet and make new friends.
They can help you become a more rounded
individual. They can lead to a vocation. For
example, a boy participating and excelling
in athletics could possibly become a profes-
sional athlete. A student who excels in dra-
matics may find a career in the entertain-
ment world.

You should become acquainted with
the activity program offered in your school
and make it a point to participate in some of
them. We urge you to explore the careers
which are related to each activity. It couid
result in a rewarding job for you someday.

Closely related to activities in school are
certain outside activities which one enjoys
during his leisure time. These activities are
usually identified as hobbies. A hobby is an
activity that one engages in on his own free
will during his spare time. It is based on a
person’s interests. Hobbies can be inex-
pensive or very expensive. There are many,
many kinds of hobbies too numerous to men-
tion. You are probably familiar with the
more common ones; such as, hiking, stamp

collecting, photography, coin collecting,
reading, writing, building models, collecting
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matchbook covers, antiques, and collecting
autographs of famous people, just to mention
a few.

Some people have turned their hobbies
into a profitable occupation. For example,
this writer knows a former student whose
hobby was photography. He became quite an
expert in this hobby and eventually opened
his own photo studio. Another person we
know collected antiques as a kobby. Today,
he has his owr: antique business.

You can see by these two examples that
hobbies can be related to a career. In addi-
tion, they can be profitable as well as add
much enjoyment to your life.

Earlier in the article we said you were
going to make an appraisal of yourself in oth-
er areas of your life which are important in
your career planning. These areas were your
school subjects, extracurricular activities, and
hobbies. We discussed each of these areas and
showed how they could be related to careers.
Now you are ready to take some more action
toward your career planning. You are going
to appraise each area as it applies to you. In
your Personal Career Builder Folder under
the heading, ‘“My School Subjects,” list the
school subjects that interest you most. In the
column entitled, “My Personal Activities,”
list the activities and hobbies in which you
are presently engaged. After you have
entered this information in the Persoml Ca-
reer Builder, take a good hard look at it. To
which occupations can you relate these?
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APPENDIX A

Guideline for an Individual
Research Study of an Occupation
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STUDY OF A CAREER

Research and Planning Outline Form

I. NAME OF THE CAREER OR CAREER FIELD

A. 1s there a DOT number for this career?

B. Other names often used for this career?

C. Reasons for selecting this particular career to study.

PGPSR .

II. HISTORY OF THE CAREER

I11II. PEOPLE IN THIS CAREER

A. Approximately how many people are now employed in this career

field?

B. Briefly discuss current employment trends relating to this career.

C. Where are jobs related to this career most often found? Why?

1v. DUTIES OF THIS CAREER

A. General dutles

B. Specific duties

C. HMours of work ordinarily required

133
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Vi,

D. Ls there anything unusual about the number of hours or nature of
the work schedule which might relate to this job field? (Seasonal
fluctuations, days, nights, split shifts, etc.)

QUALIFICATIONS OF WORKERS IN THIS FIELD:

A. Sex

B. Age

C. Health and physical

D. Personality

E. Experience

F. Aptitudes

G. Education (general level and type required)

H, Other

1. What are the most common methods of entry into this career?

Which one would you choose?

Why?

EDUCATIONAL PLANNING
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D. Is there anything unusual about the number of hours or nature of
' the work schedule which might relate to this job fieid? (Seasonal
fluctuations, days, nights, split shifts, etc.)

V. QUALIFICATIONS OF WORKERS IN THIS FIELD:

i A. Sex

B. Age

C. Health and physical

D. Personality

Experience

2]

F. Aptiltudes

G. Education (general level and type required)

|
!
‘ H. Other
1

1. What are the most common methods of entry into this career?

PR S

Which one would you choose?

A B b

Why?

V1. EDUCATIONAL PLANNING
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D. s there anything unusual about the number of hours or nature of
the work schedule which might relate to this job field? (Seasonal
. fluctuations, days, nights, split shifts, etc.)

V. QUALIFICATIONS OF WORKERS IN THIS FIELD:

i A. Sex
i

B. Age

C. Health and physical

D. Personality

Experience

m
.

F. Aptitudes

G. Education (general level and type required)

H. Other

I. What are the most common methods of entry into this career?

P S

Which one would you choose?

=Y P

Why?

5

V1. EDUCATIONAL PLANNING
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D. s there anything unusual about the number of hours or nature of

the work schedule which might relate to this job field? (Seasonal

fluctuations, days, nights, split shifts, etc.)

QUALIFICATIONS OF WORKERS IN THIS FIELD:

A. Sex

B. Age

C. Health and physical

D. Personality

E. Experien-e

F. Aptitudes

G. Education (general level and type required)

H. Other

I. What are the most common methods of entry into this career?

Which one would you choose?

Why?

EDUCATIONAL PLANNING
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A. Develop a complete high school program that would be the best
preparation for this career, for entry inte a post-secondary school
‘ if one is necessarv for this career.

B. Are post-secondary vocational-technical schools involved in the

preparati n ° this career. Give specific examples

C. 1If you decide .o a tend a post-secondary school, what entrance
requiremen migrt you expect? What courses would you expect to
{ take? Wha. .- the length of training? Cost of training?

D. Briefly describe any armed forces training opportunities that may

relate to this career.

E. Is a college or university education required? If it is, comsider
the f...owing important factors:

FEVSRIY SX S ¥ PRGN - UGPSR

1. Length of college course

2. Specialized courses required for graduation or certification.

3. Approximate cost per year (on~campus or of f~campus)

‘ 4. What are the scholarships, loans or jrants that you could apply

1 for to help with the cost of this training?

135
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Vil,

VIII.

F. Other Training (Discuss)

1. s this an apprenti. le program?

2. Com any training progranm

3. On-the-job training

RELACED FIELDS
A. List and briefly describe several career fields related to the one

you have chosen to explore. (Refer to occupational cluster posters.)

B. List other careers that cculd effectively utilize the training

and experience.

FINDING A JOB IN THIS CAREER FIELD

A. Legal requirements for entry into this field

B. Public and/or private employment agencies that might be helpful

in securing a job in this field

C. Newspaper ads (attach to separate sheet several ads pertaining to

this career)
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D. Brietly describe the manner in which you would go about making

‘ a direct application for a first job in this {ield

E. List four local firms where emplovment in this career field could

be {ound

F. Lf you were to make applicacion for this job, whom would you use
for recommendations? List three persons. (refer to appendix Aj;
Letter of application)

G. Write a sample letter of application for this type of position on
a separate sheet of paper and attach.

IX. EARNINGS

' A. How much can you expect to make from this career?
3 1. BReginning salary?

,i 2. Average salary?

* 3. Exceptional salary?

B. What expenses might you have to meet in following this career?

& ¥, THE NATURE OF THE JOB

AY

gﬁ A. List some benefits other than salary that you would expect to
w

gain from this career

. jlf;:} 137
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B. What hazards can you anticipate in this job field?

C. What organizations can you be expected to join?

D. What demands would this career place on a family?

XI. CAREER ADVANCEMENT

A. What are the chances for advancement in this field?

e ————

B. Would advancement require additional training? Explain

C. Would advancement require additional duties? Explain

D. Could advancement require moving to another location? Explain __

E. Is there a need for continning education to hold this position?

Expiain

XII. ARRANGE AN INTERVIEW with someone employed in this career field. Ask
this resource person the same questions you have been exploring in this
project and any additional questions you may have. Write a summary of
this interview.

’ XIII. AFTER STUDYING THIS CAREER in depth, sta:e why you would or would not
be interested in making this your own career objective.
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NAME . John Baker ACE: 19
ADDRESS: 319 0Oak t., Bism~=--k, ND 58640 HEIGHT: 5'11"
TELEPHONE: 255-3240 WEIGHT: 160

MARITAL STATUS: Single

EDUCAT [ON:

PREVIOUS EMPLOYME:NS: Clerk, National Insurance Co., 145 N. LaSalle St.,

SCHOOL ACTIVITIES: Business Club, football team, Student Council

PRESENT INTERESTS: Photography, camping, record collecting

REFERENCES :

PI.RSONAL DATA SHEET

Elementary School: Cunningham School; graduated 1965
High tchool: Roosevelt High Schoolj graduated 1969
Commercial course with general business major
Electives included business procedures and bookkeeping

Centerville,
,~~ June 1969 to present
ﬂE&C%ﬁrk, Check-Clearing Dept., State Bank,
¥ {917 Dearborn St., Centerville,
£ une - September 1968
"% “—gsupervisor: Mr. H. C. Smith

=t

Mr. T. R. Preston
Section Manager
National Insurance Co.
145 N. LaSalle St.
Centerville, Ill. 62201
DFarhetn 2-9820

Mr. L. E. Fisher

Ac :ounting Instructor, Roosevelt High School
2034 E. Main St.

(enterville, Ill. 62201

NAtional 8-6880

Mr. 2. A. Johnson

4434 south Boulevard
Conterville, I11. 62201
ALpine 1-4906
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DIAGRAMS FOR EXPLORING OCCUPATIONS

' RELATED TO SCHOOL SUBJECTS

The disgraws on the following pages are designed to assist students who
are undecided about a specific occupation, but have interest in one of the

major subject areas. Each occupation has been coded according to the Dictlonary
of Occupational Titles for easy reference. Students who desire to obtain
additional information about a certain occupation can refer to the professional
file by the Dictionary of Occupational Titles code number.

The Dictionary of Occupational Titles 1s a United States Department of
Labor publication, and consists of five points:
(1) The occupational title,

(2) the industry designation or work activity with which
the occupation is identified,

(3) classification by code number,
(4) alternate titles, and

(5) a brief description of the duties of the occupation.

' The D. 0. T. is available from the Superintendent of Documents, U. S.

Government Printing Office, Washington, D, C, 20402.

The above refers to eh D.0.T. (Dictionary of Occupational Titles) 1965
Third Edition, Volumns I & II.

Suggestion: The diagrams can be used on bulletin boards or for class
discussions. (We would be interested to know how your school nses tht

Lty

information, particularly if the methods are different from those listed above.)

Mail Order Form to: D.0.T. ORDER FORM (All orders are prepaid)
Superintendent of Documents, Government Printing Office, Washington D. C. 20402
Enclosed find $ (check or money order)
Please send me _____ Volume I - Definitions of Titles - at $5.00 each
Please send me _____ Volume II - Occupational Classification - at $4.25 each
Name L School

Street Address

City, State and ZIP Code
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Faitor
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Writer
130.088

Script
writer
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Historian
052.088
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Research
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APPENDIX D

Guidelines For Use of Resource Persons
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Letter To Resource Person

Dear

My students are studying
We would like to have some .irst hand knowledge atout this area. We are
very interested in the work that you do at your job. Below are listed

some areas that we would like to have included in your talk to the class.

Title of job

Duties

Training or preparation required.

Approximate starting salary - sal-ry after ten years (average).

Have you been doing this same type of work all of your working life.
Demand for such a job.

Supply of workers for this occupation.

Physical charactecistics needed.

Social characteristics needed.

Do you work zlone or with others.

D~ you need to get along and cooperate with other workers.

What school courses helped a great deal in preparing you for this work?
How do you feel after a days work? Why?

14, Why do you work?

15. Do you like this job?

16. What are the good and bad points about 1t?

17. How and where training can be obtained.

18. Leave plenty of time for questions.

[
b C WO N L &N

[N

—
[N

Listed belo.w .s some information you may find useful.

Subject area
Numbs ¢ ~f students __
Descrivt on of facilities and equipment available

Thank you very much for consenting tc spend some time with our class.

Sincerely yours,

Teacler

. 149
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Follow - up of Resource Person

Discuss things they learned from visit (what do they know now
about this job that they did not know in the past).

Discuss:

a. What are the employment opportunities for these workers?

b. Would you like this type of work?

c¢. What characteristics do you have that would be valuable in
this work?

d. What must you improve on if you were to go into this line
of work?

e. What requirements (educational, physical, etc.) are necessary
for this work?

f. What geographical factors, if any, determine the location of

this type of work?




RESOURCE PEQPLE GUIDELINES

Preparation:

L.

Make the initial contact.

Teacher should obtain background information on person so she can
make the introduction.

Provide information to the speaker describing the tvpe and number
of students, the program, facilities and equipment you can provide,

things to cover, etc. (letter for this purpose attached)

Cover the area concerning the resource person before he or she comes
to the classroom.

Give students some general knowledge of this person's field.
Talk about questions that they wish to have answered. (general)
Have these organized so that all questions can be asked without

tepetition,

If question period lags the teacher should ask questions to bring
out things that haven't been covered thus far.

Have the resource person ask students "What do you think I do?"
before he begins his presentation,

Follow - up of field trip for evaluation purposes.

167

(X IRV, o N s | L B

151




APPENDIX E

Guideline For Field Trips
For Career Education
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Guideline for Field Trips for Career Development

Teacher-Pupil Planniag

Plan type uf trip.
Are students interested in going on field trip?

Is trip justifiable? (Can classroom provide same learning?)

Reason for taking trip:

a. Develop awareness of different workers
b. Helping them observe working conditions
c. Awareness of interdependence of workers

Teacher Preparation

N

Permission from principal
Plans for transportation
Permission slips
Develop form-sheet for the tour of business place
Contact business tour establishment
a. Permission to come and defiaite date and time
b. Provide information for business place being toured
1) Number of students
2) Age, grade level, etc.
3) What material covered by students previously
4) Questions students might ask
5) Safety measures to be observed
6) Questions workers might ask
c. Secure any information or materials from business for
students to review before going on trip

Pupil Preparation

1. Watch for:
a. Working conditions
b. Duties of workers
c. Clothes they wear - appropriate
d. Number of workers
e. Safety
f. Do workers enjoy the kind of work they are doing
2. Special instructions
a. Appropriate clothing
b. Conduct on tour
c. Safety practices
d. Courtesy throughout tour
e. Departure time
Follow -~ Up
l. Did you enjoy the trip?
2. Would you recommend the trin for others? Why? Why not?
3. Were all questions answered?
4. Did you observe any kind of work you would enjoy doing?
5. What did you learn on this trip that you didn't learn in

the classroom?
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ADDRESS OF SUPPLIERS OF RESOURCE MATERIALS

Academy Films
748 West Seward St.
Hollywood, Calif. 90038

Allyn & Bacon Inc.
College Division
Rockleigh, NJ 07647

American Book Company
300 Pike Street
Cincinnati, Ohio 45202

American Guildance Service
Publishers Bldg.
Circle Pines, Minn. 44014

Assoclation-Sterling Films

512 Burlington Ave.
LaGrange, IL. 60525

Association Films
660 Madison Ave.
New York, NY 10022

BFA (Bailey-Film Assoc.)
2211 Michigan Ave.
Santa Monica, CA 90404

Benefic Press
10300 W. Roosevelt Rd.
Westchester, IL 60153

Bobbs & Merrill
4300 W. 62nd St.
Indianapolis, Ind. 46268

Careers, Inc.
P. 0. Box 135
Largo, Florida 33540

Childrens Press
1224 W, Van Buren St.
Chicago, IL 60607
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The Child's World, Inc.
515 N. Front St., Box 711
Mankato, Minn. 56001

Chilton Book Co.
401 Walnut St.
Philadelphia, PA 19106

Churchill Films
662 N. Robertson Blvd.
Los Angeles, Calif. 90069

David C. Cook Pub. Co.
Elgin,
Iliinois 60120

Communico
1735 Administration Dr.
St. Louis, MO 63141

Coronet Films

Coronet Bullding

65 E. South Water St.
Chicago, IL 60601

Coward-McCann, Inc.
200 Madison Ave.
New York, NY 10016

Crowell, Thomas Y.
201 Park Ave. S.
New York, NY 10003

Denoyer-Geppert
5235 Ravenswood Ave.
Chicago, IL 60640

Developmental Learning Corp.
3505 N. Ashland Ave.
Chicago, IL 60657

Dillon Press
108 Washington Ave. N.
Minneapolis, MN 55401
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Walt Disney Productions
tducational Fils Division
500 5. buenavista Ave,
Burbank, Calif. 91503

Dodd, Mead & Company
79 Madison Ave.
Sew York, NY 10016

Doubleday & Company
501 Franklin Ave.
Garden City, NY 11530

Elu-Craft
(See Denoyer-
Geppert)

tducators Progress Service, Inc.
212-214 Center St.
Randolph, Wisc. 53956

Educativnati Progress Corp.
8538 E. 4lst St.
Tulsa, OK 74145

Encyclopaedia Brittanica
Preview/Rental Library
1822 Pickwick Ave.
Glenview, IL 60025

Eye Gate House
146-01 Archer St.
Jamaica, NY 11435

Fearon Publishers, Inc.
2165 Park Blvd.
Palo Alto, Calif. 94306

Filmstrip House
432 Park Ave. §S.
New York, NY 10016

Filmstrip of the Month
Popular Science Pub. Co.
355 Lexington Ave.

New York, NY 10017

Finney Company
3350 Gorham Ave
Minneapolis, MN. 55426
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Florida Development Commission
Film Library

Collins Bldg.

Tallahasee, Florida

Follett Educational Corp.
Customer Service Center
Box 5705

Chicago, IL 60680

Ferd Market, Inc.
63 St. Anthony Blvd. N. E.
Minreapolis, MN 55421

Gel-Stenn
911-913 S. Hill St.
Los Angeles, Calif. 90015

Ginn & Company
Staler Building

125 Second Ave.
Boston, Mass. 02154

Grove Press
80 University Pl.
New York, NY 10003

Guidance Associates
41 Washington Ave.
Pleasantville, NY 10570

E. M. Hale & Co., Inc.
1201 S. Hastings Way
Eau Claire, WI 5470C

Harper & Row Publishers
Keystone Industrial Park
Scranton, PA 18512

Harvey House, lnc.
S $. Buckhout St.
New York, NY 10533

Hawthorne Book, Inc.
70 Fifth Ave.
New York, NY 10011

Highlights for Children
2300 W. Fifth Ave.
Columbus, OH 43216
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nolt, Rinehart & Winston, lInc.
383 Hadison Ave.
New York, NY l1Oul/

ougitton Mttt hin Go.
1900 5. Batavia Ave.
Coneva, L 60134

fmperial Film Co.
4404 S. Florida Ave.
Lakeland, Florida 33803

Information Systems & Service
P. 0. Box 1231
Milwaukee, Wisc. 53201

Instructo Corp.
Paoli,
Pennsylvania 19301

Jam Handy
2781 E. Grand Blvd.
Detroit, Michigan 48211

Alfred A. Knopf, lLnc.
501 Madison Ave.
vew York, NY 10022

Laidlaw Brothers
Thatcher & Madison
River Forest, 1L 60305

Little Brown & Co.
34 Beacon St.
Boston, MA 02106

wong Filmslide Service
7505 Fairmount Ave.
£i Cerrito, Calif.

Harrow Publications
4163 Market St.
San biego, Calif. 92101

Macrae-Smith Co.
225 8. 15th Sst.
Philadelphia, PA 19102

McGraw=-Hill Book Co.
330 W. 42nd st.
New York, NY 10036

Melmont Publishers
(See Childrens Press)

Milton Bradley Aids
74 Park St.
Springfield Mass. 01102

Modern Talking Picture Sevice
9129 Lyndale Ave. S.
Minneapolis, MN 55420

National Dairy Council
111 North Canal St.
Chicago, IL 60606

National Forum Foundation
(See American Guidance Service)

National Gallery of Art
Extension Service
Washington, DC

Net Film Service
Indiana University
Bloomington, IN 47405

F. A. Owens Publishing Co.
Dansville,
New York

Oxford Book Co.
387 Park Ave. S.
New York, NY 10016




uv. P. Putnam
200 Madison Ave.
new York, oY 10016

¢ Ld Protuctrons
Pood. boa 1608
purbank, Calit. Y105

nadim Filus
220 W. 42nd St.
~ew York, NY 10036

R.andom Houser
201 tast S0th st.
“ew rork, &Y 10022

Richard Rosen Press
29 L. 2lst St.
New York, NY 10010

xider College
Pubiic Information Unit
[renton, NJ 08602

Scholastic Book Service
2931 L. McCarty St.
Jefterson City, MU 65101

Scholastic Magazine, Inc.
(Weekly Reader)

902 sylvan Ave.

tnglewood Clifts, NJ 07632

scrence Research Assoc.
.1.()() l.. i;riL’ St
Chicage, LL 60611

scott, Foresman & Co.
3145 Picedmont Rd. . E.
Glenview, 1L 60025

Sextant Systems
(5c¢e Intormation Systems
& Services)
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Shell Film Library
450 N. Meridian St.
Indianapolis, Ind. 46204

Silver Burdett Company
460 s. N. Ww. Highway
Park Ridge, LL 60068

Society for Visual Education
1345 Diversey Parkway
Chicago, IL 60614

Steck~Vaughn Co.
Box 2028
Austin, Texas 78767

Sterling Publishing Co., Inc.
419 Park Ave. S.
New York, NY 10016

Taylor Publishing Co.
Box 597
Dallas, Texas 75221

Texaco Inc.

Mr. Smithwick
1570 Grant St.
Denver, Colo.

Thompkins Films
Box 46611
Los Angeles, Calif. 90046

Trend Lnterprises
White Bear Lake,
Minnesota

U. $. Government Printing Office
Superintendent of Documents
Washington, DC 20402

U. S. Dept. of Labor
240 New Federal Bldg.
653 Second Ave. N.
Fargo, ND 58102
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Viking Press
625 Madison Ave.
sew York, MY 10022

VINTA
FHIT B8th oty e W,
washington, 0C 20506

J. weston Walch, Publisher
box 1075
Portland, Maine 04104

Frankiin Watts, Inc.
5375 Lexington Ave.
wew York, ~NY 10022

Weekly Reader
(See Scholastic Magazine)

Westminster Press
Witherspoon Bldg.
Juniper & Walnut St.
Philadelphia, PA 19107

Weston Woods
~Newtown Turapike
Weston, Conn. 06880

Whitman, Albert
560 W. Lake St.
Chicago, 1L 600606

John Wiltey & Sous
6095 T'hird aAve.
sow York, oY J0OOlo

. wWilson Corpordation
359 west faft Diive
south nolland, Lo 60473




