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RATTIONALE

flamachek (llamachek, 1971, p. 174} has said: '"Psycholerists and educators are
becoming increasingly aware of the fact that a person's ideas of himself, or
self-concept is closely connected to how he hehaves and learns.' With this
fact in mind, it would seem apparent that carecr exploration and choice should
involve the process of self-discovery.

Unless a student has a clear awareness of himself: his needs - his attitudes,
his abhilities and aptitudes - he is unprepared to make realistic decisions
recarding career choices. In this complex and changine world, it is not
enough to provide each student with one career directien or one marketable
skill. 1Instead, we must provide him with a strone base for coping with chanee.
With a clear concept of self, an awareness of the directions in which he
wishes that self to change and erow, and a knowledge of the broad rance of
career possibilities available to hinm, a student can begin to realitv test
himself in various career areas. When a person lnows whe he is, what he
vants, and the choices available to him he has a foundation for facine the

realities of 1life and change.

This learning opportunities package attempts to comhine the processes of celf-
discovery and career exploration. It provides experiences wherchy the stu-
dent can explore his seli-concept, test this apainst the imace he projects to
others, identify his "ideal' self-concept, and work toward becoming that

ideal self. As the activities in the paclage help the student to hecome

aware of himself, they also help him to relate this self-knowledge to the
exnloration of career choices. Self-exploration and career exploration

becorme more fully correlative processes.

Suggestions for !'se of the 'Material

This package is one of a series developed for use at the hich school level.
Constituting a career development curriculum (CDC), these packages identify
important concepts of self and community which too often are left at the
periphery of the curriculum. They focus on the kinds of social issues and
vital themes which make up real life and are of concern to young people.

The carcer development objectives and learning activ ties contained in this
and other packages of the series may be implemented through the traditional
subject areas or they may be taught by teachers and/or counselors as self-
contained mini-courses or aroup suidance units. A teacher who wishes to
incorporate career development activities in her course of study has the
option of teaching an entire packare or selectine those enabling ohjectives
and learning opportunities :hich interest her most, fit her time sciedule, or
best meet the needs of her students. 1In choosing this latter option, however,
the teacher should be aware that there is a sequential orderine of the
enabling objectives within ¢zny one packase. The sequencine moves from basic
concepts to more complex corcepts.

Ideally, a coordinated approach which distributes these learnine activities
throughout all subject areas of the curriculum is recommended. Such an
approach may be achieved where teachers of the various disciplines, in con-
sort ‘t each other, identify those objectivés and activities having rele-
vanc. for their respective areas and incorporate these activities in an
overall curriculum plan.

.
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SELF-CONCEPT EXPLORATION

Terminal Performance Goals

The student will:

1) Describe how he perceives himself in terms of interests,
abilities, needs, values, goals.

2) Describe how these self-characteristics may relate to require-
ments and satisfactions of preferred occupational fields.

3) Tdentify the compromises he may have to make in order to
attain his preferred career goals.

4) 1Identify the changes he may make to become the kind of
person he wants to be.

Enabling Objectives

EO#1 Defines the range of characteristics which may make up a self-concept,
and describes himself according to those characteristics.

Learning Experiences

1) Motivating Activity - If students z - to approach the task of self-
appraisal seriously and comfortably ey must see the relevance of
such a task. The idea of studying o:¢  1f will be foreign to many
students who look upon schooling as de:  Ing with subject matter on
an intellectual, abstract basis. The teacher should make students
aware of the individual as a worthwhile subject for study. In
addition, the teacher must create an atmosphere in which students
can be comfortable and honest in sharing personal information. A
beginning discussion guide that attempts to create an atmosphere
for self-exploration is found in the appendix, p. 26,

Near the end of the class period, after students and teacher have
discussed the idea of self-exploration, ask students to complete and
hand in the Sentence Completion exercise (appendix, p. 27). 1Instruct
students to follow the directions on the sheet.

Follow up by asking students to recall some of their sentence
completion replies. Begin with a safe item on which there will be
many strong feelings (#2 or 3). It is unnecessary to discuss all

of tane items, but discussion of a few will give students an awareness
of the similarities of feelings among them and make the class atmos-
phere more "safe'" for self-examination.

2) Ice-breaking Activity - Have students palr off, instructing them to
choose a partner that they don't know well, or simply form pairs by
numbering off, 1-2-1-2 etc. Instruct students that when pairs are
formed they are to get to know enough about each other to introduce
their partners to tlie class. This can be a general introduction or

i

4




3)

4)

students may be instructed to be more specific. Find out one thing
that no one else in the class knows about this person, or {(find out
his most important goal in life, etc.)

Allow each member of the pair to talk about himself for five min-
utes. At the end of ten minutes, the total group reassembles,
preferably in a circle, and each member of each pair introduces the
other to the group. If the class 1s large, the teacher may wish

to split into groups of about 10 - 12 for these introductions.
Following all of therintroductions, the leader might ask group
members 1if they want to add to the data given by the introducer, or
if anyone has questions.

Ask students to identify the characteristics that make up a self-
concept. This might be approached from the question, "What do you
need to know about someone before he can be a best friend?" List
these characteristics on the blackboard. The discussion may be
followed by having students write a self-description based on the
characteristics they have listed on the blackboard.

If students wish to share their self-descriptions, it can-be a way
of increasing acquaintance. One way of doing this might be for the
completed essays, names omitted, to be numbered and circulated
around the class. As class members reach. each essay, they write on
a sheet of paper the number and the name of the person they think
is being described. When the class members have read the essays,
the teacher can read the name that corresponds to each number so
students can see how accurately they guessed, and how accurately
they see other class members. An alternative would be to have some-
one other than the writer read the paper and ask class members to
tell who they think is being described, and why.

One way to help students exﬁlore themselves is to have them keep an
on-going daily journal of reactions to class experiences. Teacher
and students should agree on and understand clearly the purpose of

.the journal and the structure of the journal before it is begun.

The purpose might be to give students an opportunity to keep a
record for themselves of thelr reactions and insights regarding
class experiences. The journal might be a means of sharing insights,
feelings, questions and concerns with another student or a group of
students: the journal might be a way by which teacher and student
engage i.. a written dialogue. It might be a way by which teacher
and students evaluate their needs and the manner in which the
teacher or students help individuals to evaluate their progress.
Hopefully, students and teacher will identify this journal as a
growth and exploration experience and will not use it as "busy work"
or as a means for assigning grades. For this reason, it is impor-
tant that students and teacher agree on and clearly understand its
purpose and who will read 1it.

The structure will vary depending on the teacher and the class.
Some possible ways of structuring include allowing students five
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minutes at the end of each class period for writine whatever they
choose resarding the day's experiences: or they may be asked to
record their immediate feelines at the close of each class period.
Once a week, students mav be asked to write somethine from the week
that they feel rood about. Students may he asked to respond to a
spe ific question related to a rarticular class activity or may be
riven a pereral list of ques ic s (appendix, page 28) and asked to
choose one or two that scem to relate to things that hapren during
the day, briefly describine t"e situation and the reason for those
feelines. Whatever structure is decided upon should be clearly
understood and agreed upon by isoth teacher and students.

5) Included in the appendix, pages 30-3° s a series of self-appraisal
forms. By filling out these forms, thinkine about the questions at
the bottom of cach pare, discussine ‘em, and plannine self-improve-
ments, students will focus on their abilities, interests, experiences,
scholastic prepar- ‘on and personali rraits as thev relate to
carcer developrent.

By using the Career Development Contract (appendix, p. 29) in
relation to the self-appraisal forms, students mav identify areas
in which they wish to make changes in themseclves, make snecific
action plans for implementing such changes, and eain sunnort from
the oroup or from individuals for carrvine out such actions.

Specific sugrestions for use with each form are listed below:

a. MHigh School Subjects (appendix, p. 30)
After each student has filled out his individual record, have
him pair off with one or two other classmates of his choice
and discuss the questions at the bottom of the form. A journal
assignment mipht be {sen to write the thoughts and insights
brought out by the« : ppraisal.

b. Uork Fxperience (:nrendix, p. 31)
After students hawe vitled out the form, have them assemble
into sroups of about 5-8 to share their experiences and discuss
| the questions asked at the bottom of the form. This can be
an enjoyable learning activity for students who have had a
variety of work experiences, because they will be able to tell
about themselves. It should also be useful to those students
who have not had work experiences as they identify with their
classmates in various work situations. A journal assienment
resulting from this discussion could be to write an answer to
the questions, "What additional work experiences might vou
seek, to test out possible likes and dislikes?” or "What did
yoii learn today that made you more interested cr less inter-—
ested in a particular occupation, cither now or for the future?"

. Activities (appendix, p. 32)
After filling ont this form, students can bencfit from small
sroup discussions of themselves and their activities. The
focus in this discussion may be on evaluatine their activities
in terms of career exploration and life style, and for some,
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broadening their activity base. Some students may find this

an opportunfity to learn mors about various clubs, organizations,
hobbies, etc. It also can serve as o starting voint for
students who want to begin a new hobby or activity. An assign-
ment related to this discussion could be to have each student
make a written contract to investigate a new activity or agree
to h2lp someone in the group investigate an activity in which
he is involved. The reaction to this investigation might he
written as a journal assignment.

Some later time should be set for this group to reconvene and
discuss the results of their investigations.

Appraisal of Abilities (appendix, p. 33)

Each student should fiil out this form as he sees himself, and
should also choose two or three other people to fill out copies
of the form (class members, teachers, employers, parents, others
who would be familiar with his abilities). After students have
compared their self-appraisals with the appraisals of the': made
by others, they will want to discuss the differences aud "check
out" with class members those areas where there is discrepancy.

A journal assignment might be to write about how self-appraisal
coincided with appraisal by others, and how the person felt
about it. Another journal approach would be to ask students to
speculate as to what the ability ratings mean in terms of
vocational choice.

Personality (appendix, 34~35)
After students have rated themselves on a four point scale as
to how they see themselves and how they would like to be, there
are a varfety of ways of using th  :ta:
Have a friend or members of his group rate him on a similar
scale. If there are any outstanding discrepancies on the
individual's self rating as compared to ratlngs done by
others, these should be discussed.

Students may choosée categories in which they want to make
changes in themselves, and write career development contracts
(appendix p. 29) stating specific ways in which they will

act to get the desired change. For exami:le, someone who
wants to improve conversational ability might contract to
start conversations with '"new" people during lunch period

and talk to a different person each day for one week. He
will choose a classmate who will support him and to whom he
will report his progress. 1Ia :this way, students in the

class can become support systems for each other in facilitat-
ing changes that individuals wish to make. A new contract
could be developed each week as students '‘ork to become

their "ideal' selves.

On a similar list of personality traits, have employers in
a preferred occupation check off the traits that they would
want in an employee. These checklists could be labeled and
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put together into a resource book of traits that employers
nrefer. Students could then compare themselves with the
"ideal" employee.

'0#2 Discuss~s those sources which have contributed to the development of his
self-concept, and pathers other self-information.

Learnineg Fxperiences

1) Students should become aware that many irfluences shape one's self-
concept. Ask students to name some of these influences (parents,
teachers, associates, experiences, environment, etc.)

llave students break into three or more small eroups to discuss how
the cxpectations of others and situations in their lives helned to
create their self-concepts. The froup Discussion Handout (appendix
p. 36) may be usad to stimulate ideas.

As a follow-up of the discussion, each proup may choose one or more
member to form a panel discussion eroup. These people will share
ideas from each small group with the entire class as thev discuss
the question, "What forces create self-concept?” and "Is it possible
for one's self-concept to change?"

2) Have students divide into oroups where they prepare skits in which
they illustrate experiences that lead to the formation of a self-
concept. Students might discuss incidents in their own lives that
helped to shape their self-concepts and tie some of them together
into a "This Ts Your Life" type skit, or they mierht use several
isolated experiences and moralize about what each of these contrib-
uted to self-concept. Those who prefer may make cartoons or write
biographies illustrating the same theme. The teacher may want to
start the sharing process by an example from his life. 'When I was
i first grade, ™ stretched my foot out in the aisle just as Miss
Mearsicht walked by. She fell on her face, accused me of deliberately
tcipping her, and labeled me for the rest of the vear as a disruptive
influence who needed watching. Consequentlv, I tried to live up to
what I thought was expecte! of me."

3) 1If the %¢eacher desires to include self-identity literature in this
unit, he might ask student> to choose one of the novels listed in
the appendix page 37 to be read and related to self-concept. Some
wa,'s of approaching these novels might be:

a. Have four to six students read the same novel and present a
discussion to the class in vaich they examine themes and
characterizations, the self-concepts of the characters, what
caused the characters to develop such self-images, how the
character's self-image affected his life, how he is unrealistic,
or how he becomes mcre realistic throuech experience. The
discussion might conclude with the nersonal application that
group members can make of insiechts pained in the novel.

b. llave students who read the same book discuss the hook in a
small group with the teacher. The teacher might ask them to

1 8
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4)

5)

6)

rank characters from the "most liked” to the 'least liked" and
egive specific reasons for such rankine. Then they micht rank
from the character they most identify with to the one they
least identify with. Another way of ranking would bhe from the
most realistic to the least realistic character, ecivine reasons
for their choices.

c. Have students write ccmpositions comparine themselves to
characters in the boo%:, usinm a title such as "The Character

With Whom T Most Tdentify.”

The way one's actions, behavior, comments are rerceived by himself

and by someone else ore often not the same. !ave students read the
story "Oueer” by Sherwood Anderson (appendix p. 38) t'un discuss

the questions (appendix, p. 45). The storv is an extreme example

of someone unable to function in his world, partly because of his
self-concept, and partly because of what hc¢ projects onto others.
Toll' rine the discussion, the ten~her micht want to =ive a journal
assionmeat from the topics sugresced at the hottom of the discussion
sheet (appendix 45).

Another short story dealine with the theme of self-imace and the
imare one wishes to project to others is "A Summer's Peading” by
Bernard ‘falamud (appendix, p. 46). After readine the story and
discussinc the questions (appendix, p. 51), students may wish to
discuss 1in small proups or write in their journals about themselves
as they are now, and themselves as they would ideally like to be.
They should be encourared to talk or write about what they can do
to become the 'ideal' self. This micht include wiitine a Career
Nevelopment Contract (appendix, p. 29).

‘lore mature studenus may read the play '"Playboy of the Westevn
World'", by .J. M. Synee, and discuss it in terms of how the opinions
of others make the man: how a man's accomplishments are related to
the expectations people hold for him.

Stick Tigure Personalities - In the appendix, p. 53 is a series of
stick fipures suggesting a variety of personality types. They may
be useful in helping students to look at themselves in terms of

their "real" selves, 'ideal" selves, and selves as sc¢en by others.

Give students individual copies of the sticlm fipures and ask them
to follow these directions:

a) Determine which figure is most like yourself most of the time.
If none of the drawings resemble you, or if you are only a
little like each cne, make vour own stick drawine. When you
have chosen your stick drawines, write a paragraph (or list
of descriptive words) descriline what kind of person he is.

b) Choose a stick fisure that most closely resembles the person-
ality that you would most, like to be and describe that person.
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c) Geu together with another stuadent and form a pair. ‘low decide which

stick fieure most resembles your partner and tell him about that
person and why he reminds vou of that person. Your partner will
then choose a stick fieure he thinks is most like vou and descrit »
that fieure. (Vou might also ask vour parents or vour best friend
to choose the figure that mos: represents vou and comnare their

choice with your partuer’s.)

1) Share with your partner the stick figure vou have chosen as most
like you and read the description you have written. You ray want
his reactions. He will then share his choice with you.

e¢) Share with each other your "ideal' self stick ficures. Discuss with
each other the chanqcs vou thinlt yvou will have to malke in order to
become your "ideal.” Then, help cach other to write Career Develop-

ment Contracts (appendlx, n. 29) in which vou form action plans that
will help vou to hecome more like your ideal self. TFor example, if
you want to become a more interestine conversationalist, you may
decide that one way to do this is to know more about Sportg S0 you
contract to read the sports page of the newspaper every dav for x
number of days.

Joseph Luft (1969) bLelieves that productive work relationships with
others can be facilitated by increasinm cohesiveness. The .Johari Auvare-
ness Model can be used by the teacher as a device for helpine the class
to look at itself as a group and for individuals to become more aware of
their behavior, feelings, and motivation.

The teacher might present the Johari Awareness odel by dravine the
"window" on the blackboard and explainine the four quadrants, or by
siving students copies of the handout explanation, anpendiy, p. 54,

When students understand the model, the teacher may ask the students to
think individually about the question, "Yow do T feel about this class?"
As an example, he might draw a blank .Johari window on the blackboard and
ask each student to fill out quadrants 1 and 3 by themselves. After
civing them five minutes to work on each quadrant, the teacher organizes
them into zroups of four where all students in any one small sroup fill
out quadrant 2 for all other students in their same group (see firure
below). Ouadrant 4 is skipped.

1= —2-
I don't lile to read out loud. You act mean when you get criticized.
I like to have class discussions. You say interestine thines.
I think this class is "'cool'.
—3-
I am afraid of being lauched at.
like working with Joe.

—4

As communication increases amone students, they will be more open and
spontaneous, revealine what is important to them and giving more helpful
feedback to each other. The class should understand that the purpose of
this exercise is to make the “common knowledge" area of each person's
window bieper, therefore maline it casier for members to work tooecther.

19



When class members have used the Johari window to react to themselves as
a class, ecach memher mav drav his own per-onal four-quadrant window on a
full sheet of paper. Fach person will mate four statements ahout Fimself
in quadrants 1 and 3. After sivine students about five minutes to work
on cach quadrant, oreanize them apain into sroups of four aund have all
students in that eroup fill out quadrant 2 for all other students in
their same eroup. Ouadrant 4 mieht ecither be discussed in the proup or
become the basis of a journal writing assipnment, v hidden Potential'.
Group members should share their reactions to ecach other's windous.

) The followine excrcises are desizned to aive students feedhacl: on how the
perceptions of aothers correspond with self-perception. Tt is important
tt.at the teacher or counsclor supervisine these activitiecs have some
experience wich mroup process ana be sensitive to feelines., TFf these
activities are piven i positive focus, they can be valuable in helping
students to pain insirehts.

[f possible, snlit the class into =rcups of 8 or 10 and have s counselor
or teacher leader with cach eroun. The teacher mav choose to do many or
few of these exercises,

ENFRCTISES:

a. Feedback (reporting to an individual the kinds of impressions he is
makins on you, or reporting your reactions to him) can be valuable
in helping students to know their impact on others “f such feedback
is given and received in a constructive way. Before the teacher
berins. any feedback exercises, the class should read and react to
the handout in the appendix, p. 55-56.

When students have an understandineg of how to phrase useful feed-
back, the grouns may do the feedbacl: task (appendix, 57). The
exercise focuses on both positive and nepative feedbaclk. If the
instructor wishes, he may focus only on the positive. If the nega-
tive focus is included, eroup members should he encouraped to

examine which of their neecative behaviors thev want to change and
pet help from their eroup in formulatine a plan for implementing

the change. Possibly a Carcer Nevelopment Contract (appendix, n. 29)
could bhe written.

b. The "Stop Action’ exercise (appendix, n. 58) is a tecnnisue that can
be used to interrupt work on a task at any time in order to examine
the way a group is workine. Tt can bhe vraful in makine persons
conscious of what they are doinc and how they are doine it. Nnce
the class is familiar with the way "Stop Action' operates, the
activity cen be applied in anv eroun sitnation where the rroup 1is
not operatine as eifectively as it misht.

c. The indirect feedbacl: exercise allows group members to eive and
receive feedback in a way that avoids direct confrontation. Tlach
student writes a list of ten words or phrases to descrile himself.
e does not sien his name or in anv wav indicate which naner is his.
The teacher numbers the papers and returns them to the eroun,  ach

p-ed
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person in the group tries to deterwilne which description fits which
group memter and why. When all group members have written down the
number of each paper and who he thinks it belongs to, group members
share their puesses. As the iroup discusses each list an! gives
opinions about who wrote it, all group members will get feedback

as to how others perceive them. It is unnecessary for anyone to
~eveal which paper is really his. The value of the activity comes
from the group's perception of which 1ist describes which persons.

These questions may be vsed for discussion after the feedback
activity, or for the basis of a journa® writing assignment. '"Hcw
accurately did people see you? Were vou surprised by any of thc
perceptions others had of you? Explain. Which perceptions did you
like? Dislike? What did you learn?"

The occupational fantasy exercise {: begun by the teacher or leader
suggesting that at times everyone ha. imagiuved himself in various
occupational roles, and asking the group members to share some of
their childhood occupational fantasies. When group members have
shared some of their recollections, the teacher will ask them to
think and talk about the broad occupational areas from which they
night choose a future occupation. You may wish to refer to and
discuss the list of job clusters (appendix, p. 72). Once students
have become more aware of occupations from which they might choose,
the teacher will ask each one to fantasize himself in an occupation
ten years from now. The fantasy should include what he sees him-
self doing in the job, his relationships with workers, his educational
background, life style (hcme, family, economic, etc.), his social
life, and anything else he visualizes as making up the total life
at that time.

As each group member discusses his fantasy, he will tell why he chose
that occupation, and get feedback from the group about whether they
see him fitting the role he has chosen and for what reasons. The
psroup might also discuss how realistically the person has anticipated
the kind of life he will have as related to his choice of occupation.

The collage activity (appendix, p. 61) is useful in helping group
members to see themselves through their own eyes as well as the eyes
of others. 1In addition, it makes students aware of how accurately
they perceive others. It also allows students to express themselves
in a medium other than language.

A possible journal assignment following this activity might be to
write on the topic '"What I have learned ahout myself" or "What
people have in common."

The goal of this activity is te build the self-esteem of individual
students by sharing positive characteristics of everyone in the
class. The teacher first gets students to name a variety of personal
traits of people, traits that are valuable. She emphasizes that

all persons do not all have the same traits and that different traits
are useful in different situations. FEach student is then given a
large sheet of newsprint paper and asked to put his name at the top

.{ L)

“d



9)

10)

~11-

and to list in large letters what he considers to be his strengths
as a person. Every student 1is encouraged to have at least three
important items on his list. These sheets are hung up around the
room, and the students are asked to add strengths to other students'
lists, strengths that they had perceived. Each student should be
encouraged f£o add something to the other sheets. Later, students
can form into pairs or groups and discuss their feelings and how
their strengths might be used. Some questions that might be dealt
with are, "Were the comments you received consistent or did people
differ in what they saw as your strengths? How do vou feel about
the comments you received; do you believe all of them are accurate,
can you accept them? Which do you have difficulty accepting? Why?
Are there any that you do not like? How can your strew~ths be used
to advantage on a job?"

£. This activity focuses on positive characteristics as they relate to
vocation. Form class members into pairs A and B. A tells B what
two or three things that A has going for himself in pursuit of a
vocation. Then B tells A three things A has going for him. Then
they reverse the process with B becoming the focus. A and B may
then share their opinions about possible career choices. The
activity should end when both people have agreed on at least one
possible vocational choice for each of them. A journal assignment
might be to write about '"My personal attributes that make
a possible career for me."

Looking at Leadership - Since both school and the world of work are places
where "leaders' emerge, students should devote some time to thinking about
what makes a good leader and what situations demand different kinds of
leaders. One focus of the activity should be to help students think of
leadership as distributed differently according to situations. Another
focus is to help kids look a' themselves as possible leaders.

This non-verbal activity causes the group to look at the status hierarchy
in their own group. Chairs are lined up in a single file, and group
members, without talking, are to arrange themselves in the order of.their
perceived authority in the group. The group must keep at it until all
members are reasonably satisfied that this represents their structure.
Another approach would be for members to put themselves in positions
where they feel most comfortable.

A class discussion following the activity could include such questions
as '"How did the leadership hierarchy develop in this class? How might
the leadership arrangement be different in a different situation (club,
party, job, art class, ball game, project)? What are qualities that
leaders seem to have? Are leaders sometimes followers? Examples? Do
you see yourself in the way others seem to see you? Do you see others
in the way they see themselves? Think of kinds of situations where you
have taken leadership roles)? Follower roles?

Cooperation - In our competitive society we are much more familiar with
competitive situations than with cooperative. In order for students to
experience a situation in which cooperation is necessary to complete a
task, have them do the cooperation exercise. The exercise should point
out to students how their behavior may help or hinder joint prohlem
solving.

14
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The teacher begins by asking what cooperation means, and listing on the
board the behaviors required in cooperation. For example: Everyone
has to understand the problem. Everyone needs to believe that he can
help. Instructions have to be clear. Everyone needs to think of the
other person as well as of himself.

When the meaning of cooperation has been clarified, the class is divided
into 5 or 6 small groups of 5 members per group. Each person has an
envelope containing puzzle pieces for forming squares. See appendix

p. 62. At the signal, the task of each group is to form 5 squares of
equal size. The task is not completed until everyone has before him a
perfect square and all squares are of the same size.

It 1s important that these rules are followed:

1. No member may speak.

2. No member may ask for a puzzle piece or in any way signal
that he wants one.

3. Members may give puzzle pieces to ( thers.

4. Each group may watch other groups when they have finished.

5 The no talking rule is in effect until all groups have
finished or time is called.

After completing the activity, the teacher can lead a discussion focused
on three areas; feelings aroused by the activity, student's behavior,
and leadership hierarchy.

Questions dealing with feelings include, "How did you feei when someone
held a piece and did not see the solution? What was your reaction when
someone finished his square and then sat back without seeing whether his
solution prevented others from solving the problem? What were your
feelings 1f you finished your square and then began to realize that you
would have to break it up and give away a piece? How did you feel about
the person who was slow at seeing the solution? If you were that person,
how did you feel? Was there a climate that helped or hindered?

Questions dealing with students' group behavior include, 'Who was willing

to give away puzzle pieces? Was there a particular turning point when
cooperation began? Did anyone violate rules? How did you react? Do you
work well when you must depend on others? Do you prefer being in control?
Would you be able to work at a job that demanded a similar set of conditions?

Questions dealing with leadership include, '"Which members actually
worked on putting pieces together? Were there members who sat back and
let others take over? Why? How do you see the leadership hierarchy in
this situation? How does it differ from that in the previous activity?
What leadership roles did you play?"

Values - Because values are an important part of self-concept as well as
career choice, students should become aware that they do have certain
values and should begin to compare and identify these. To begin a
discussion on values, the teacher might show one or both of the movies
"Sixteen in Webster Grove'" and '"That's Me'. See the description, discus-
sion questions, and information for ordering in the appendix, p. $3.
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Following either the movies or a short discussio; of valuine, ask students
to fill out the sheet, Values and YMNeeds That Are Important to You
(apnendix, n, 64-66). When each class memher has filled out the sheet,
instruct students to pair off with someone that thev know quite well.
“hen pairs are formed, on: member of each pair will trv to euess how his
partner filled out each choice on the value list. Thev will then reverse
the process. After this process students will want to share what thev
valued and whv, and why thev were nistaken or correct in their ruesses
about the other perscu. This exercise serves the nurposes of maline
students verbalize their own values as well as attemnt to interpret and
understand the values of another nerson. Tn addition, each memher
receives fecdbackx 1s to how his nmartner sees him.

The auction is another technique for determinine values. Tach student is
given a conv of 'Ttems to be Auctioned” (appendix, p. 67-69) and told that
he has $1900 to spend and he is to determine which items he wishes to bid
for. !Have a student volunteer to be the auctioneer and let class members
hid on the items. Someone should keep a record of who bids and who bhuvs
and the amount of monev naid for each item. When the auction is completed,
class members should be piven conies of the kev (apnrendix, n. 70), or

told which values thev did nrize as shown bv what thev hid. 0Obviouslv
this is not a foolproof method for identifvine values, but it does create
an awareness of valuine. Tf more work on values is desirerd, see the unit
on value identification.

A nossible journal assienment or small erour discussion question is "How
m  values will influence mv career choices."

Fxamines the abilities and characteristics with resmect to resnonsibilities
and tasks of nreferred occunations.

l.earnine Fuperiences

1) The sentence completion sheet (appendix, n. 71) can be used in a
class where manv students have had some worl experience. The
purposes of the activity are to esive students the onportunitv to
express their work related attitudes and behaviors, to discuss and
compare their own experiences and attitudes with others in the class,
to le~rn from the experiences of others, and to ret feedback on
their tated behavior.

In usine the sentence comnletion sheet, first have students comnlete
the statements on the sheet independentlv. “ext have them form into
grouns of 8-10, trvine to have someone who has held a job 1in each
aeroup. Ask students to share and compare resnonse on those quest-
ions that interest them most. Students mieht also he encocrared

to share other details of their jobs with eroup members.

2) This activity requires conies of the booklet, "evised “innesota
Occunational Patine Scales.

From the list of occupations (anppendix, p. 72-75) have students
choose one that seems like an acceptahle carcer nossibilitv. Fach
student should then use the ratine sheet (anpendix, p. 76-77) to rate
the amount of each of seven abilities that he sees himself possessing
to qualify him for success in the chosen occupation. “nce he has

et
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done a self-ratine, he should check with class memhers to see
whether thev would rate him similarly. If thev would rate him
differentlv, he should trv to reach some realistic compromise.

When he has arrived at a satisfactorv ratine of himself on the
seven ahilities, he should e¢o to the hooklet, "evised ‘innesota
Occupational Ratine Scales, and look up the abilities required
in his chosen occunation. Ue can then compare the two ratines
and Jdiscuss the discrerencies Patween them. Students mav then
discuss how their perceptions of that occunation as suitable for
them has chanced or heen reinforeced, and heow thev miebt innrove
anv abilitv area where personal ratines are lower than thosce

required on the '1.0,N,S,

The teacher mav vant to use some test 'nstruments as a base from
which students can explore vocnational possibilitias. The three
Followine are surrested as havine some relevance to vocational
choice:

CATR - “eneral Aptitude Test Daltery - measures 9 aptitudes
found to he {mportant for successful performance in a wide
varietv of occupations. Tt can be administered bv the state
employment service. Nccupatinnal abilitv patterns nrofiles
can be constructed for e¢ach student and compared with occupa-
tional abilitv patterns for various occupations. See anpen-
dix, p. 73-31 for further descrintion of the tests.

YIN - *"Innesota T~portance Cuestionnaire - measures needs and
norms comnaring - ndividual's {nterests with those of nersons
emnloved in narct. - .ar occupations. The inventorv is available
throuech state-wide testine. See appendix, p. 84-87 for

further Jdescrintion.

“here any of these instruments is used, it should be used to
broaden vocational areas to he explored, rather than narrowing
the choices. The teacher should make clear to the student what
ecach test does or does not claim to do. One wav of doinn this
is to explain the purnose of the instrument before it is admin-
istered. The teacher should clearly exnlain that these are

not tests of academic abilitv and will not be used as a teacher
eradinm or evaluation tool. We also recommended that the
counselor he 1involver in the internretation.

t'hen stulents recelve their results, the teacher mav want to
Further clarifv the purpose for using the test instruments bv
leadine a discussion based on the questions, apnendix, n. 88.

Have students do a job analysis usine the information sheet, "Job
Identification Facts” (appendix, n. 89). This analvsis coul:d be done
as part of a visit to a local industrv or bv interviewine a friend

or neishbor who has an occupation of interest to the student. When
students have conpleted the job analvsis, they mav share information
with each other and compile thelir results into a job information
booklet.

i



O

ERIC

Aruitoxt provided by Eic:

5)

7)

9)

~15-

Using the anpraisal form, “there T Yant to o" (apnendix, n. 90),
have stuilents decide on an occupation that thev wish to survev then
seek out ‘¢ necessarv information by visitine some of the sources
sugrested In the appendix, n. 92 or bv using available nrinted
resources such as The Occupational Nutlook Handbook, NDictionary of
Occupational Titles, The Encvclopedia of Careers, the school and
nublic library occupational files, or the euidance or carecer
resource center.

Students probably know recent eraduates of the school who are cemploved.
Assign class members to seek out some former strudents and conduct
structured interviews with them usine questions such as those in
anrpendix n. 93, Students mav wish to use tana recorders for the
interviews, speculating ahout how effective and satisfied they would
be in snch occupations.

Conduct a field trip to a firm emnlovine a numher of peonle. Have
students attempt to project themselves into worker roles thev feel
thev could fill. 1f thev have the onportunitv to talk to thesec
workers, thev will want to check the workers' feelines and character-
istics for similarities and differences from their own. See the
appendix, p. 94 for nossible questions that mieb. be asted of the
workers,

1f possible, have workers in nreferred fielis do a ca.d sort of neceds
and satisfactions in their occupations. /.irections for making such
a card sort are included in the anpendi-, n. 95-99).

Upon returning to class, have students do the same card sort, identi-
fving needs and satisfactions important to tk.m in their "ideal"
occunation., Have students comnare their own results with those of
the worker in the preferred field. lass members mav wish to dis-
cuss thelr findines with each other.

Arranee for students to volunteer their services to an emnlover,
parent, school custodian, office, etc. for a snecified amount of time
each week. Those students who are employed can use their existing
job for this exercise. Wave the emplover fill out a work rating
sheet for the emplovee cach week (annendix, n. 100-101). The student
should €ill out a similar work ratineg sheet on himself and compare
his perception with the emnlovers'. At the end of a specified time
period, students and teacher might discuss the exnerience in terms

of the followina auestions: ‘Nid yvon like the work? How was it
different from what you exnected? What did vou learn about this

Find of work? What did vou learn about the workers? MHow satisfactorv
do vou think this would be as a vocational choice? What are vour
reasons? Did this experience help you in nlanning vour Ffuture?
Fxplain?

Instruct students to do a tabulation freom the Sundav naner "Help
Yanted” section to determine the johs most nrevalant at the present
time. On some of the most prevalant onenines, have them collect
data on job requirements, salarv, age, sex, education or training
requirements, experience necessarv. Ask students to determine the
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positions that thev would see as possible for them if thev were
entering the job market at the present time with the backeround

they now have. Discuss such questions as ''Considerine vour nresent
qualifications, which of the available nositions could vou qualify
for? What satisfactions would the job give vou? What qualifications
are vou lackine to keep vou from applvine for other positions that
sound interestinm to vou? Which of the occupations could vou see
vourself in ten vears from now? What will vou need to do in order

to qualify for such occunations?”

FO#4 Fxamines personal characteristics related to data, neople, and things as
these characteristics are relevant to an occupational work function.

l.earnine Fxperiences

The Dictionary of Nccupational Titles is a widelv used occupational
information resource with manv kinds of information. Nne kind of
information that it offers deals with the data, neonle, things
function: the premise that evervy job requires a worker to function
in relation to data, people, and thines. The activities listed
here can be done without actually using the DOT volumes, if the
teacher wishes to duplicate p. 102-112 of this appendix.

In the appendix, p. 102-104 is an explanation of the data, people,
thines hierarchies as thev relate to occupations. By knowing that
the last three disits of the occunational code number in the DNOT
listines describe a job's relationship to data, people, and things
a person can gpet some idea of what a worker does on the job. For
example, the code number for Athletic trainer (pase 45, Vol. IT of
the NOT) is 153.228. The followine diagram mav help to emphasize
the purpose of cach dicit in the code number.

occupational catesorv
occupational division
occupational eroun

relationship to data
relationship to peonle
relationship to thines
153 .228
occupational eroupings
worker trait arrangement

The first three dirits, 153, referrine to the occupational sroup,
will not concern us here. The three digits after the d:cimal
indicate the level of complexitv of the specific jol -~ it relates

to data (2), people (2), and thines (8). Bv refertirn. tro the chart
in the appendix, p. 102 we find that an athletic trainer must analvze
data, instruct people, and has no significant relationship to things.

Listed in the appendix, p. 105-112 are worker trait grouns, catepor-
ized bv gpeneral areas of work. The number to the left is the data,

-
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people, things description. The number on the right is the page

in Volume II of the D.0.T. where more specific information can be
obtained. The teacher should distribute copies of these pages to

the students and work through one or two samples with the students.
For example, the teacher might ask the class for the data, people,
things functions performed by a restaurant czshier. By referring

to the classification number on appendix, p. 105, and then matching
with the data, people, things descriptions on appendix, p.- 99, the
Students will see the classification number 468 which indicates that
4 restaurant cashier computes data, performing arithmetic operations,
etc.; talks with and signals people to convey or exchange information,
and gives assignments or directions to assistants; needs no signi-
ficant relationship with things. Once students understand the data,
people, things classification system, have them choose two general
areas of Interest to them from the worker trait groups and refer to
the D.0.T. description to determine the highest level data, people,
things function performed by someone in that general occupational
area. Have students discuss how they would see themselves performing
the functions required for occupations in their field of interest.

Next, have students read through the descriptions of data, people,
things functions and determine on which level of each hierarchy they
would prefer to function. Then have them decide which of the func-
tions would be least appealing to *them in an occupation. With such
information, students can look over the worker trait groups and
eliminate occupatious that demand functions which are unappealing.

Ask students to form a self-profile by choosing one function in each
hierarchy that fits each student best. When students have formed
their own preferred profile, have them look through the worker trait
groups and find occupational areas that best fit their own data,
people, things profiles.

Have students try to judge the data, people, things functions that
would be performed by a significant other in his occupation. Then
ask them to look up the code for that occupation and see how accurate
they were. They might then try to project themselves as filling

the functions as they imagine the significant other does.

Identify the many different workers employed by the school (custodians,
cooks, engineers, bus drivers, secretaries, technicians, bookkeepers,
clerks, administrators, social workers, nurse, psychologist, probation
officer, etc.). Students should observe these workers and try to
determine their data, people, things profiles. Then, using job

titles, go to the worker trait groups and the data, people, things
chart, make comparisons. Students should try to identify profiles

that are similar to their own preferences and try to project them-
selves as filling the occupation.

Bring in a local 2mployer and have him describe three of his most

valuable employees (give traits, abilities, etc.). Then help the
class to see that each of the three individuals 1is different, yet

iy
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their unique traits and abilities make these people valuable to the
company. (For example, a salesman and an accountant might have such
different traits that they would be quite unhappy and function
poorly in the other's occupation). Have students discuss where the
employees would fit in the data, people, things classification.

EQ#5 Examines his abilities, aptitudes and other personal resources in light
of educational requirements for preferred occupation.

Learning Experiences

1) Hold a career conference in which students explore carcer possibil-
ities in various job families. Some possible job families to be
included are:*

a. Careers in distribution of food products. (Red Owl, Super-
Valu or Naticnal Fooas representatives.)

b. Careers in manufacturing. (finneapolis Moline or Superior
Separator represerntacives.)

c. Careers ir the minafaciure aud sale of food products.
{Represenrative from {enarsl Mills.)

d. Careexrs in the sclences. {(Representatives from Honeywell,
p
Research, Inc. #r ‘finnesota Mining.)

D

Careers in the building trades. (Representative of a union
or a contractnr.)

f. Careers in gcovernment service. (Civil Service representative.)
g. Careerz in education. (M.E.A. or A.F.T. officer.)

h. Careers in office wnork and office management. (Representatives
from a large insu-ance home office; Northwestern or
Prudential.)

1. Careers in the creative arts. (Commercial artist, musician,
or writer.)

The conference can be organized by designating separate rooms to consult-
ants or company representatives in the various job families desiegnated,

then asking each student to select three or four to visit. In their

visits, students should attempt to identify some occupations available

in each job family, the training programs provided within various companies,
and the student's own interest and qualifications for such programs.

2) Visit an area vocational-technical school. Assign each student to
choose at least one area of interest in which he should attempt to
learn the following: the school entrance requirements for someone
in his chosen field, what training programs are available, the
length of the training period, the employment prospects at the
completion of the training period.

*Taken from Your Future: OQutline for the Ninth Grade Career Planning Unit,
A publication of Hopkins Public Schools revised and reprinted by Minnesota
Department of Education, 1966, St. Paul, Minnesota.

ERIC “Y




-19-

3) The class might undertake the project of developing a handbook of
vocational training opportunities. Areas of training to be considered
might include college, business, trade, correspondence schools,
government training programs, apprenticeships, on-the-job training,
military service opportunities. Split the class into groups,
naving each group take responsibility for compiling information
regarding opportunities in an area of training. Obtain information
about available educational avenues by conducting interviews with
skilled and professional workers in the community, surveying local
industries to determine what training programs they offer, writing
letters to department heads at local and state universities, investi-
gating area vocational schools, local on-the-job training programs,
obtaining pamphlets on apprenticeship programs, government training
programs, and military training. Refer to The Teacher's Role in
Career Development, part 6, for further sources of such information.
Also, see appendix, pages 113-115.

Each group, when they have prepared information for thelr section
of the handbook, may wish to act as a panel of experts and report
their findings to the class, answering quesitons raised by class
members.

As students investigate training opportunities, they will undoubtedly
collect pamphlets, brochures, etc. describing various training
programs. These could be collected into a file of occupational
training information with copies for the guidance and the instruc-
tional materials center.

4) Ask students to group themselves according to school subject areas
that they like, do well in, or want to know more about (home
economics, English, industrial education, etc.). Assign each group
to develop a two dimensional chart of occupations related to that
subject area. See appendix, 1l%, or refer to Teacher's Role in
Car :r Development for samples. These charts, when completed,
right be shared with other students by bulletin board displays,
audio-visual presentations, or copies of each chart distributed
to each class member.

When students have completed the charts by listing several occupa-
tions and scaling them according to level of occupation or training
required, each student might then pick an occupaticnal field of
interest to him and investigate some occupations in that field that
required different levels of training. For example, a student
interested in business and liking math, might investigate accounting
(B.A. #), appraising (H.S. #), bookkeeping (H.S.), computer operating
(less than H.S.).

Once students have chosen a field and identified the different

levels of training for preferred occupations, they should identify
specific training institutions or programs where one could prepare
for these occupations. Which colleges, trade schools, apprenticeship
programs, etc. available to the student would offer him the training
he is seeking? How would he apply to enter the training program?

@1
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that are the qualifications for entrv? How lone would the training
period be? UWhat would it cost? With such infFormation at hand,
students should then examine their own abilities, aptitudes,
resources, and opportunities, in an attempt to detcrmine which
levels of education or trainine requirements best suit them and
their vocational roals.

Have students use the Carecer Development Laboratory put out by
Iducational Proaress Corporation. Tt can be used inlividuallv or
as a class. Students plav a career came which leads them throuph
one of three trails--nprofessional, mechanical-technical, and ser-
vice. Two or three occunations for exploration are surpeested at
the end of each trail, and the student mav ent information on
several of these from 69 worker interview cassettes which are part
of the laboratorv. Vach student mav trv out more than one trail.
Yor more detailed instructions, see the manual which accommanies
the set.

fach student micht lool at occupational nreferences throueh Tohn
olland's Self-Directed Search, \ fuide for Fducational - “ecational

P]qnﬁth, consulEYHE"szcholoqisETé Press (91.2§~ner conv). Basell
on Holland's theorv of vocational choice, the instrument develops
a profile based on his six personality tvpes (Realistic, Investi-
cative, Social, Conventional, "nternrisine, and Artistic) from which
students can do further self and carcer exnloration. Sece counselor's

manual for further directions.

Students may summarize their own tentative vocational nlans at this
stage of their exploration by filline out the form “How T Plan to
Achieve 'fv Vocation foals'™ (appendix, 117).

"0#6 Tdentifies situations in the preferred occumation where compromise might

be

necessary and investieates alternatives.

[.Learnine "xperiences

1)

From “"Help Wanted” advertisements or other sources, have students
choose one or two preferred occupations that are availahle at the
present time. Have them identify the education and experience

necessary to qualifv for the position and the workine conditions,
opportunities for advancement, and salarv offered by the position.

With such information available, ask the student te imacine himself
as he will be ten vears from now. TFrom inquiries with parents and
others about their cost of livine, and from the student's own
anticipated standard of livins, will the position meet his salary
neads as he imapines himself in ten years (house, car, family)?

What education and expericence will he have to ret before he can
qualify for the job? Does he have the skills and aptitudes necessary?
How can he eet those that he doesn't have? What would he like about
the position? “hat would he dislike? Tn view of the ahove criteria,
is the job aprealinn? hy or why not? .

6,0
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2) Students form into small discussion eroups. Fach student chooses
one or more careers that he thinks he would like but which he seecs
as unrealistic because of grades, time and education involved,
parental expectations, and other restrictions. With the sroup, he
will compare the advantares and disadvantases of workine toward
such a career. '"How micht he overcome his disadvantace? Gan he
identify others who have overcome disadvantaces? What would
he have to sacrifice? 1Is it worth it? What realistic alterna-
tives are available?”

Yach student chooses one or more carecers in a broad eroun that he
could qualify for hut which would be unsuitable in terms of his
self-concept. Compare the advantaeges and disadvantaces of a career
in such a field. For examnle, he micht be qualified bv educational
plans for a career as a salesman, bnut unsuitable in that he doesn't
like travelinm, needs supervision and dailv routine, isn't ameres-
sive, reacts poorly to nerative responses. Another example would
be someone whe has the skill and intellirence, the parental backine
and educational opportunities that would aualify him for dentistry,
but who dislikes isolation and routine and has much nee! for nhiysical
activity and variety.

3) Present to the class situations where compromises seem necessary,
and ask them to offer solutions. TFor example, a bov has a ereost
desire to be a surecon, hut also has a great desire to marry soon.
lis chosen field will require eight more years of aeducation, and
his parents threaten to cut off his funds if he marries before he
finishes school. “hat should he do? 'hat compromises would vou
sugrest to him? Another example is the oirl who has ability and
interest in math and mechanics. Should she enter a field that has
been traditionally restricted to men?

After students have offered compromises and solutions for such

cases, ask them to develop their own compromise situations as they

see ‘themselves in relation to their nreferred occunational eoals L
(age, money, parental expectations, education, social needs, etc.).
In small discussion eroups. students can help ecach other to list as
many alternatives as possible for ecach conflict situation, and then
try to project what the outcomes misht be for each compromise if

it were acted upon. Students might he asked to select the compro-
mises thev feel would be the wisest and defend their choices. froun
mermbers should be encouraged to challenre the choices and present
recasons for challenges.

ITIT EVALUATINN

Acting as his own counselor, each student will comnile the information

he has pathered in this unit into a case study: makine diagnosis,
suepgesting treatment and makine predictions as to what will hapnen as a
result of the treatment. Sece the appendix, 118-119 for a case studv form.

The teacher might introduce the evaluation by a statement such as the

following: 'You are to take the role of your counselor. A student
(vourself) has come to you for vocational ouidance. Using all of the
information available to you as a result of this unit, yvou -- the
counselor -- are to write up a case study of you -- the client -- and
[
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make recommendations and suggestions as to how the client should best
proceed in his career development. Your conclusions may include such
specific recommendztions as the schedule of high school courses needed,
and such general recommendations as further exploration of some career
options. Some of the areas in which recommendations might be made are
education or work experiences, career choices, ways of enhancing self-
concept, ways of securing a chosen job, cholces among vocational schools,
high school, or no school, choices of high school courses, and so on."

il
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Discussion questions EO#I-1

The teacher may wish to open this discussion with some personal, relevant
examples,

1. Schools aren't generally oriented to talking about you. Can you
remember in school where you ever talked about yourself? 1In grade
school? In junior high? 1In high school?

2. When you first came into this class, were you interested in anything
other than the subject matter? (Eventually students will confess to
an interest in each other).

Would you agree that you were forming judgments about each other?

What kinds of judgments do you make about other students in a class?
(looks, intelligence, personality)

3. What is personality?

4. If I had people in this class or friends describe you, would that
description be accurate? Complete?

How many people are you? Are you the same person with your best friend
as with a teacher? What are some other situatioi. :‘here you change to
fit the situation?

wn
.

6. What does school expect you to be? Your parents? Your friends? A
prospective employer? What do you expect of yourself?

7. How many of you feel that you keep that person inside of you fairly well
covered?

8. How would you like members of the class to describe you?

9. How many of you feel that you have a pretty good idea of how others
judge you? Do ou have a good idea of how others see themselves?

(parents, friends, teachers, employer)
10. Do you see any need to know more about yourself?

11. What have you learned about yourself through studying other subjects?
For example, in geometry, are you good or bad at living by rules?

12. Do you see any relationship betweren knowing yourself and choosing a
job? (this may create an opportuniry for students to discuss the
relationship between tasks one likes to do, tasks one does well, and
what othe.s expect.)




SENTENCE COMPLETION

Fill in the blank at the end of the sentence with the first thought that
enters your mind. DO NOT put your name on this sheet.

1. I don't like people who

[A]

In school I wish

3. No one in this school

4. It is hard to like another person who

5. The thing that bothers me most is

6. I believe I have the ability to

7. It is hard to like a person who

8. 1In school it is hard to trust

9. What I like least in myself is

10. What I want most is

11. When I am with others that I don't know well, I

12. In a group, when I have something to say T

©Y
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SUGGESTED JOURNAL TOPICS

Each day write a paragraph or two reporting on your experiences related to
this class. The questions below suggest the kinds of things you can write _
about. But, do not feel that you must limit your report to these questions
if there is something else you would prefer to write about. You can probably
write on one or two questions, and you can choose the ones that seem to
relate to things that happen that day. Briefly describe the situation and

reasons for your feelings.

1. How did your feelings about any person change as a result of this
day's activities? Why?
2. How similar is your impression of yourself to the impression others
have of you? Explain.
3. Were you surprised by any of the things people said about you? Explain.
4. What were some things you wanted to say today and did not say?
5. What did you do today which made you feel proud? Why?
6. What problems did you encounter?
7 What happened that made you feel uncomfortable or unhappy?
8. Whom did you see that impressed you favorably! Why? or unfavorably?
Wny?
9. What criticisms did you receive and how did you respond to them?
10. What compliments were you given and what did they mean to you?
11. What did you do that seemed to be effective or ineffective in
your relationship with others?
12. What did you do in your work that was enjoyable or satisfying?
13. What new task did you learn to perform?
14. Describe a difficult situation you encountered and how you handled it?
15. What questions did you ask your group or what questions would you
like to have asked?
16. How do you think you might need to change to succeed in a preferred
career field? .
17. What happened that made you feel you would (or would not) 1like
(your choice) as a lifetime career?
18. Tell about the best thing that happened to you this week; something
someone said or did, something you said or did, a feeling, an
insight, a goal accomplished, etc.

This exercise taken in part from Pilot Training Project for Teachers of
Distribution and Marketing, University of Minnesota, Summer 1967.
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CAREER DEVELOPMENT CONTRACT

A career development contract is a plan for helping you to make changes that
you desire to make in yourself. These changes can be related to any area

of your appearance, intellect, or personality that you would like to change

and that seems possible (obviously you can't change your height or the color
of your eyes, but you can change your weight or the length of your hair).

The contract can be effective if you decide what you would like to change and
ask others to help you, check up on you, support you. Use the contract
whenever you see a change that would help you to become closer to your '"'ideal
self."” Don't choose not to use it for fear of failure. Approximations are
successes, not failures. N

Write a career development contract by using the following steps:
I. Identify something about yourself that you would like to change
..... Is it to stop doing something?
..... Is it to start doing something?
..... Is it to do something more often?
..... Is it to do something less often?
State what 1t is you want to do

IT. How much do you want to make the change?

..... Will you be honest about your actions in regard to carrying
out your plan?

..... Will you be responsible for what you do? (no shifting the
responsibility to another person or situational circumstance)

..... Do you really want to make the change?

Briefly describe what the rewards will be for you as you make the

change

ITI. Identify specific actions you could take to bring about the
desired change.

Iv. Identify the resource you might use in helping you to make the
change (people, objects, experiences)

V. Write a career development contract that you intend to carry out.
Be specific about what you hope to accomplish; the actions, time,
people involved, and how you will know when you have completed
your contract.

VI. Name the person or group of persons in this class who will help,
encourage and support you

VII. Follow-up - Keep a record of the results of your plan and describe
the results after one week.

ol



Subjects

Grades Thiras I disliked about each |[Things I liked about each

Art

Business

Distributive
Education

English (in-
cludes speech,
journalism)

Foreign
Language

Health

Home
Economics

Industrial
Arts

Mathematics

Music

Occupations

Psychology

Physical Ed.

Science

Social
Studies

Other

QUESTIONS FOR DISCUSSION:
Can you see any definite patterns in your likes and dislikes

which might affect your choice of vocation?
Do your grades reflect any strengths and weaknesses which might

1.

affect your success?

If there are things about this record that you would like to

change, can you change them?
Would you like this group to
a change? If so, discuss it
Career Development Contract.

-
-

w4

help you develop a plan for such
with the group and write up a
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SELF-APPRAISAL FOR THE JOB AHEAD
MY WORK EXPERIENCE

(You may include work around home if you wish; yard work, pet care, house work,
baby sitting, cooking, repairing, etc.)

Job Things I disliked Things I liked
about 1t about it

Firm:

Dates:

Positions:

Firm:

Dates:

Positions:

Firm:

Dates:

Positions:

Firm:

Dates:

Positions:

Firm:

Dates:

Positions:

F.-m:

Dates:

Positions:

QUESTIONS POR DISCUSSION:
1. What likes and dislikes listed above might affect your choice of vocation?

2. How can your work experience help you in choosing your vocation?

3. Are there vocations about which you are curious but have no information?
You might want to ask others in your group if they have such information.

4. What possible additional work experience might you seek in order to
test out possible vocational likes and dislikes?

5. Are there people in your group who have had work experiences that you
would like to know more about? Ask them.
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SELF-APPRAISAL FOR THE JOR AHEAD
MY ACTIVITIES

CLUBS AND ORGANIZATIONS (include length of membership, record of participa-
tion, offices, etc.)

ORGANIZATION Things T dislike about it Things I like about it

SOCIAL LIFE

Activity Things I dislike about it Things I like about it

HOBBIES AND INTERESTS

Activity Things I dislike about it Things I like about it

QUESTIONS FOR DISCUSSION:
1. Do you see any pattern in your likes and dislikes?
2. Do you get any picture of the style of life you may prefer ten years

from now?
3. How can an understanding of the likes and dislikes listed above help

you in selecting your vocation?
4. Are there areas where you would like to be more involved or less
involved? How might you go about adding to your experiences and activities?
5. [Is there a specific action you might want to take to broaden your activity
base? Can your group help? Would a Career Development Contract help?

Q | : 3,1
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SELF~APPRAISAL FOR THE J0OB AHEAD
AN APPRAISAL OF MY ARILITIES

Listed below are several areas of ability. Consider each ability individually
and check the degree you believe you possess.

Ability Degree of Ability
Weak Average Strong

1. Physical

a. Strength . ..i.iiiiiiiinieiennnnnennneens

b. Coordination ......iviierirnnneeenn.

[§%]
.

Manual (hand and finger dexterity) .....

3. Mechanical ......iiiieinnereeroennnnnnnn

4. Clerical (speed and accuracy with detail,
numbers, names, etc.) ....... Ceeeeeaaas

5. Executive (leadership) ...........v.....

6. Social (ability to pet along with others)

7. Musical .....iiiitininnnnnn. s e ..
8. Artistic .......0vu.n. s e ee st s et
L (=Y <2

a. Verbal-meaning (ability to under-
stand ideas expressed in words)

b. Spatial (ability to think about
objects in two or three dimensions.

c. Reasoning (ability to solve problems
logically) ...c.iivvveenenn. PR

d. Numerical (ability to work with
numbers rapidly and accurately .....

e. Word-fluency (ability to write and
talk easily) ...gieeiiiineenneennns

f. Memory (ability to recall past
experiences)

e

QUESTIONS FOR DISCUSSION:

1. Which do you see as yvour strongest areas? Your weakest?

2. How might this affect your choice of a vocation?

3. How closely do others agree with your appraisal of yourself? Where are
others' appraisals of you most different from yours? Do you understand why?

4. Which abilities haven't you attempted to use?

5. Which abilities do you think are necessarv for a vocation that interests
you?

6. Would you like to try to improve in any of these abilities? If so write a
Career Development Contract and ask the class or someone in the class to
support your efforts.

€
NP
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SELF-APPRAISAL FOR THE JOB AHFAD
MY PERSONALITY

Using the symbols listed below, determine the degree of each quality that you now
possess, would like to possess, and that someone else thinks vou possess.

l. never or poor 2. seldom or fair 3. often or good 4. always or excellent

In the first column, write the number that best describes how you now see yourself.
In the second column, write the number that best describes your '"ideal self', the
degree to which you would like to possess each quality.

In the third column, have someone who knows you well describe the degree to which
he sees you as possessing each quality.

A. APPEARANCE As 1 am now As T would As others
like to be See me
1. Health.............
2. Posture............
3. Grooming...........
4., TFacial Expressions.
B. MANNERS
1. Concern for others.

2. Observance of
etiquette..........
3. Social courtesies..

C. EXPRESSIONS

1. Voice quality......
2. Correctness of

English usage......
Pronunciation......

£

D. PERSONAL TRAITS

Calm.e.o.iveeneennnnn.
Clever.......ce....
Competent..........
Competitive........
Confident..........

=
OV WAL & W

=
[

Dependable.........
Efficient..........
Fault finding......
Helpful............
Normal.............

=
W

—
£

=
1%

[
[*))
<
L)
V]
]
@]
=
Y
o
[
1]

[
~
<
m
0
=~
=
D
4]
4]
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18. Responsible........
19. sarcastic..........
20. Sincere......eeuv...
21. Stubborn...........
22, Friendly...........

Which additional words describing you or how you would like to be would you add
to the above list? List them below.
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GROUP DISCUSSION HANDOUT EO#2 - 1

Group DNiscussion:
1. Describe the kind of person you think you are.

2, How have your assoclates and parents contributed? How do they see you?
What specific actions or statements can you share to support this?

3. How are you different now from when you were in elementary school?

4. Do you recall how starting school affected the way vou felt about
yourself?

5. How did you relate to your early playmates? Were you a leader? follower?
peacemaker? bully?

6. If you have a job, how has that affected your self-concept?

7. Do you think you see yourself in the same way that others see you? Can you
tell the ¢roup of a situation where your self-image was confirmed or con-
tradicted by the others' view of you?

8. 1llave you ever been surprised to learn how others see you? Think of a
situation where this occurred and tell the group about it.

Panel DNiscussion:

1. Choose one or more persons to represent your group in a panel discussion
to be presented before the entire class.

2. Help these panel members to prepare for the discussion by sharing your
views on these discussion questions: What are the main forces that create
self-concept? 1Is it possible for self-concept to change?
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NOVELS ON THE THEME OF SELF-IDENTITY

Green, Hanna, I Never Promised You A Rose Garden, iiolt, 1964.
The story of a young girl who fought her way back from a schizophrenic
condition is told in the novel. The heroine is sixteen-year-old Deborah
Blau who has suffered a series of traumatic shocks. Starting with her
entry in a mental hospital, the book traces her struggle back to sanity
with the aid of an extremely able and understanding psvchiatrist.

*Head, Ann, Mr. and Mrs. BoJo Jones, Putnam, 1967.
Life changes drastically for a high-school boy and girl who marry because
of her pregnancy. A touchingly real story that deals in a realistic
way with the problems that occur in their relationship, their identity
changes, and their maturation.

Hesse, Herman, Demian, Bantam, 1965.
The story of Fmil Sinclair's youth and his secarch for identity. Th»
story dramatizes the dilemma of the marked man, the quasi-criminal hero.

*Hentoff, Mat, I'm Reallv Dragged But Nothing Gets Me Down, Simon and Schuster,
1968. , o
Jeremy Wolf. a high school senior, is beset by deeply conflicting
responsibilities to himself, to his family, to his country. Can his
country make him kill? Can his father make him "respectable?' At
school, with friends, with girls, facine the draft, .Jeremv is in the
process of finding out who he is.

*Hinton, S., The Qutsiders, Viking, 1967.
Out of the grief and despair comes some insight. In a small Oklahoma
city, "the outsiders' are the tough lower class boys who have a running
feud with a middle class pang. (Poneyboy an outsider) witnesses the
murder of his pal. The two boys @o to a hideaway, decide to g.se them—
selves up, stop to rescue some small children from a fire. Ponyboy's
partner dies in the hospital. The series of tragic events brings about
some new awareness of the meaning of life and relationships.

Knowles, .John, A Separate Peace, Macmillan, 1960.
The story concerns two sixteen-year-old boys who are roommates at an
eastern prep school - Gene, scholastically brilliant: Finney, a natural
athlete and a natural person. Through an almost subconscious action
Gene cripples Finney, and in the aftermath thev come to understand each
other and themselves.

Salinger, J. D., The Catcher in the Rve, Little, 1951.
The hero-narrator is an ancient child of 16, a native New Yorker named
Holden Caulfield. Through circumstances that tend to preclude adult
second-hand description, he leaves prep school (bv request) and goes
underground in Mew York City for three days.

*Stolz, Mary (Slattery), Second Nature, Harper, 1958.
Anne Rumson, overly wise and intuitive for her 17 years decides to write
a book about her friends. In so doins, she presents a sensitive,
highly introspective portrait of herself, her relationships * th her
friends and relatives, reactions to adult books she has read, her philo-
sophy of life and love.

ff(;
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DISCUSSION QUESTIONS
"Queer" by Sherwc~d Anderson

1. How did Elmer think that people in the town felt about him? Give
examples to support your opinion. Was his perception accurate?

2. Was Elmer's father suited to his vocation as a merchant? Explain.
Would Elmer have done a better job of managing the store?

3. Point out specific situations where Elmer assumed that others were
seeing, thinking about, talking about, judging him when they actually
were not.

4. The encounter with George Willard emphasized ;lmer's faulty perception.
Name specific instances where Elmer was wrong in his assumptions about
George. What do you think were the real barriers to Elmer's forming
a friendship with George?

5. Why was Elmer able’ to talk to Mook?

6. How realistic was Elmer's plan to go to Cleveland and start life again?

7. What messages, morals, themes does the story have for us?

8. If you were to give Elmer one plece of advice, what would it be?

9., Have you ever had an experience where your own perception of how someone

saw_you was incorrect? Of how someone else thought you saw him was -
incorrect? You may wish to share it with the class.

10. 1In what way might self-pevception affect career choice and success?

Suggested journal assignments - write on one of these topics:
Me, as I see myself
Me, as I think others (or one particular person) see me.
Me, as I would like to be perceived by others

Do others see me as ~ sze myself?
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ot all inner struggles involve siynificant, far-reaching,
dramatic choices betwecen good and evil. ilore often the
quiet plane of our lives is daily rippled by almost count-
less little nonmoral inner strugples. Should I get up
five minutes early this worning? Should I go to the show
or to the ball game? Why don't T do my homework before

I watch television? 1In the following story Georese
Stoyonovich discovers that such little strugeles can orov
until suddenly they threaten to affect onc's verv being
and shape one's wlole future,

A SITITHRTS READTLGH

by Bernard “falamad

George Stoyonovich was a neivhborhood boy who had quit high school on
an impulse vhen he was sixteen, run out of patience, and thourh he was
ashamed everytine he went looking for a job, when people asked him if he
has finished and he had to sav no, he never went back to school. This
sunmer was a hard time for jobs and he had none, Having so much time on
his hands, Georse thought of szoing to summer school, but the kids in his
rlasses would be too youns. lle also considered registering in a night high

mol, only he didn't like the idea of the teachers alvays telline him wvhat
to .lo. He felt they had not respected him. The result vas he staved off
Liw streets and in his room most of the day. He was close to tuenty and
had needs with the neighborhood girls, but no money to spend, and he couldn't
Juet more than an occasional few cents because his father vas poor, and his
sister Sophie, who resembled George, a tall bonv girl of twentv-threo,
earncd very little and what she had she kept for herself. Their mother was
dead, and Sophie had to take care of the house.

Very carly in the morning George's father got up to po to worl in a
fFish market. Sophie left about eight for her lone ride in the subvay to a
cafeteria in the Bronx. Georre had his coffee by himself, then hung around
Li: the house. Uhen the housec, a five-room railroad flat above a hutcher
store, got on his nerves he cleaned i up - mopped the floors with a wet mop
and put things awvay. But most of the tine he sat in his room. In the
afternoons he listened to the ball game., Othervise he had a couple of old
copies of the World Almanac he had bought lonp ago, and he liled Lo read in
them and also the agazines and newspapers that Sophie brought hone, that
had been left on the tables in the cafeteria. They were mostly picture
magazines about movie stars and sports fisures, also usuallv the hews and
Mirror. Sophie herself rcad wvhatever fell into her hands, thourh ehie
sonetimes read good books.

She once asled Georce what he did in his room all dav and he sajid he
read a lot too.

"Of what besides +hat T bring home? Do you ever read any worthuhile
books?"

*Neprinted with the permission of Farrar, Straus ...l Giro.x. Irom the
Hapgic Barrel by Bernard Malamud. Copyright ¢ 1956, 1953 by Bernard ‘falamud.
&4
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saving it till the last, he left the neighborhood and walked for blocks till
he came to a darkly 1lit little park with benches and trees and an iron
railing, giving it a feeling of privacy. He sat on a bench there, watching
the leafy trees and the flowers blooming on the inside of the railing, think-
ing of a better life for himself. He thought of -he jobs he had had since

he had quit school - delivery boy, stock clerk, runner, lately working in a
factory - and he was dissatisfied with all of them. He felt he would someday
like to have a good job and live in a private house with a porch, on a street
with trees. He wanted to have some dough in his pocket to buy thines with,
and a girl to go with, so as not to be so lonely, especially on Saturday
nights. He wanted people to like and r ~»ect him. He thought about these
things often but mostly when he was alc .- at night. Around midnight he got
up and drifted back to his hot and sto v neighborhood.

One time while on his walk George met Mr. Cattanzara comine home very
late from work. 1He wondered if he was drunk but then could tell he wasn't.
Mr. Cattanzara, a stocky, bald-headed man who worked in a change booth on an
IRT station, lived on the next block after George's, above a shoe repair
store. Nights, during the hot weather, he sat on his stoop in an undershirt,
reading the New York Times in the light of the shoemaker's window. He read
it from the first page to the last, then went up to sleep. And all the time
he was reading the paper, his wife, a fat woman with a white face, leaned
out of the window, gazing into the street, her thick white arms folded
under her loose hreast, on the window ledge.

Once in a while Mr. Cattanzsra came home drunk, but it was a quiet
drunk. He never made any trouble, only walked stiffly up the street and
slowly climbed the stairs into the hall. Tiiough drunk, he looked the same
as always, except for his tight walk, the quietness and that his eyes were
wet. George liked Mr. Cattanzara because he remembered him giving him
nickels to buy lemon ice with when he was a squirt. Mr. Cattanzara was a

different type than those in the neipghborhood. He asked differant questions
than the others when he met you, and he seemed tc know what went on in all
the newspapers. 1ile read them, as his fat sick wife watched from the window.

"What are you doing with yourself this summer, George?’' Mr. Cattanzara
asked. "I see you walkin' around at nights.

Ceorge felt embarrassed, "I like to walk."

-1~

A SELF-CONCEPT COLLAGE

Phase I: Making a Collage

Using a large piece of heavy paper or cardboard, a stack of old
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"What are you doin' in the day now?"

'"Nothing much just right now. I'm waiting for a job." Since it shamed
him to admit he wasn't working, George said, "I'm staying home -- but I'm
reading a lot to pick up my education.

Mr. Cattaazara looked interested. He mopped his hot face with a red
handkerchief.

"What ar~ you readin’'?"

George hesitated, then said, "I got a list of books in the library once,
and now I'm gonna read them this summer.'" He felt strange and little unhappy
saying this, but he wanted Mr. Cattanzara to respect him.

"How many books are there on it?"
"I never counted them. Maybe around a hundred."
Mr. Cattanzara whistled through his teeth.

"I figure if I did that,” George went on earnestly, "it would help me
in my education. I don't mean the kind they give you in high school. I
want to know different things than they learn there, if you know what I mean.'

Thc change maker nodded. "Still and all, one hundred books is a pretty
big load for one summer."

"It might take longer."

"After you're finished with some, maybe you and I can shoot the breeze
about them?" said Mr. Cattanzara.

"When I'm finished," George answered.

Mr. Cattanzara went home and George contir.ied on his walk. After that,
though he had the urge to, George did nothing different from usual. He s5till
took his walks at night, ending up in the little park. But one evening the
shoemaker on the next block stopped George to say he was a good boy, and
George figured that Mr. Cattanzara had told him all about the books he was
reading. From the shoemaker 1t must have gcne down the street, because
George saw a couple of people smiling kindly at him, though nobody spoke to
him personally. He felt a little better around the neighborhood and liked
it more, though not so much he would want to live in it forever. He had
never liked them very much either. It was the fault of the neighborhood.

To his surprise, George found out that his father and Sophie knew about his
reading too. His father was too shy to say anything about it -- he was
never much of a talker in his whole life —-- but Sophie was softer to George,
and she showed him in other ways she was proud of him.

As the summer went on George felt in a good mood about things. He
cleaned the house every day, as a favor to Sophie, and he enjoyed the ball
flames more. Sophie gave him a buck a week allowance, and though it still
wasn't enough and he had to use it carefully, it was a helluva lot better
than just having two bits now and then. What he bought with the money --
cigarettes mostly, an occasional beer or movie ticket -- he got a bip kick
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out of. Life wasn't so bad if you knew how to appreciate it. Occasionally
he bought a paperback hook from the news-stand, but he never got around to
reading it, though he was plad to have a couple of books in his room. But
he read thoroughly Sophie's magazines and newspapers. And at night was the
most enjoyable time, because when he passed the storekeepers sitting out-—

side their stores, he could tell they repgarded him highly. - walked erect,
and though he did not say much to them, «c - they to him, he could feel
approval on all sides. A couple of r . "o felt so good that he skipped
the park at the end of the evening. ie @ :st wandered #n the neiechborhood,
where people had known him from the ime | - v s a kid playing punchball
whenever there was a game of it goin : !.. wa .ered there, then came home

and eot undressed for bed, feeling fi: -

For a few weeks he had talked only once with Mr. Cattanzara, and though
the change maker had said nothing more abov’ the books, asked no questions,
his silence made George a litcle uneasy. For a while George didn't pass in
front of Mr. Cattanzara's house anymore, until one night, forgetting himself,
he approached it from a different direction than he usually did when he did.
It was already past midnight. The street, except for one or two people,
was deserted, and George was surprised when he saw Mr. Cattanzara still
reading his newspap r by the light of the street lamp overhead. His impulse
was to stop at the stoop and talk to him. Ye wasn't sure what he wanted to
say, though he felt the words would come when he began to talk: but the more
he thought about it, the more the idea scared him, and he decided he'd
better not. He even considered beating it home by another street, but he
was too near Mr. Cattanzara, and the change maker might see hiw as he ran,
and get annoyed. So George unobtrusively crossed the street, trying to
make it seem as if he had to look in a store window on the other side, which
he did, and then went on, uncomfortable at what he was doing. He feared Mr.
Cattanzara would glance up from his paper and call him a dirty rat for walk-
ing on the other side of the street, but all he did was sit there, sweating
through his undershirt, his bald head shining in the dim light as he read
his Times, and upstairs his fat wife leaned out of the window, seeming to
read the paper along with him. George thought she would spy him-and yell
out to Mr. Cattanzara, but she never moved her eyes off her husband.

George made up his mind to stay away from the change maker until he had
sot some of his softback books read, but when he started them and saw they
were mostly story books, he lost his interest and didn't bother to finish
them. He lost his interest in reading other things too. Sophie's magazines
and nowspapers went unread. She saw them piling up on a chair in his room
and asked why he was no longer looking at them, and George told her it was
because of all the other r - ading he had to do. Sophie said she had guessed
that was it. So for most of the day, Ceorge had the radio 1, turning to
music when he was sick of the human voice. He kept the house fairly neat,
and Sophie said nothing on the days when he neglected it. She was still
kind and pgave him his extra buck, though things weren't so good for him as

they had been before.

But they were good enough, considerine. Also his nicht walks invariably
picked him up, no matter how bad the day was. Then one night George saw
Mr. Cattanzara coming down the street toward iim. Geor. .2 was about to turn
and run but he recognized from Mr. (:ittanzara's walk “hat he was drunk, and

.\
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if so, probably he would not even bother to notice him. So George kept on
walking straight ahead until he came abreast o: Mr. Cattanzara and though he
felt wound up enough to pop into the sky, he was not surprised when Mr.
Cattanzara passed without a word, walking slowly, his face and body stiff.
George drew a breath in relief at his narrow escape, when he heard his name
called, and there stood Mr. Cattanzara at his elbow, smelling like the
inside of a beer barrel. His eyes were sad as ha gazed at George; and
George felt so intensely uncomfortable he was tempted to shove the drunk
aside and continue on his walk.

But he couldn't act that way to him, and, besides, !Mr. Cattanzara took
a nickel out of his pants pocket and handed it to him.

"Go buy yourself a lemon ice, Georgie.'

"It's not that time anymore, Mr. Cattanzara," George said, "I am a big
guUy now.’

"No, vou ain't," said Mr. Cattanzara, to which George made no reply he
could think of.

"How are all your books comin' alorg now?" Mr. Cattanzara asked.
Though he tried to stand steady, he swayed a little.

"Fine, I guess," said George, feeling the red crawling up his face.

"You ain't sure?'" The chanece maker smiled slyly, a way George had
never seen him smile.

t

"Sure I'm sure. They're fine.'

Though his head swayed in little arcs, Mr. Cattanzara's eyes were
steady. e had small blue eyes which could hurt if you looked at them too
long.

"George," he said, '"mame me one book on that list that you read this
summer, and I will drink to your health."

"I don't want anybody drinkii; to me."

"Name me one so I can ask you a question on it. Who can tell. if it's
a good book maybe I might wanna read it myself."

George knew he looked passable on the outside, but inside h. was crumbling
apart.

Unable to reply, he shut his eyes, but when -- years later -- he opened
them, he saw that Mr. Cattanzara had, out of pity, pone away, but in his
ears he still heard the words he had said when he left: "George, don't do

what I did."

The next night he was afraid to leave his room, and though Sophie
argued with him he wouldn't open the door.

"What are you doing in there?" she asked.

4y
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"Nothing."
"Aren't you reading?"
”NO "

She was silent a minute, then asked, '"Where do you keep the books you
read? 1 never see any in your room outside of a few cheap trashy ones."

He wouldn't tell her. ®

"In that case you're not worth a buck of my hard-earned money. Why
should T break my back for you? Go on out, you bum, and get a job."

He stayed in his room for almost a week, except to sneak into the
kitchen when nobody was home. Sophie railed at him, then begged him to come
out, and his old father wept, but George wouldn't budpe, thoush the weather
was terrible °nd his small room stifling. He found it very hard to breathe,
each breath was like drawing a flame into his lungs.

One night, unable to stand the heat anymore, he~birst into the street
at one A.M., a shadow of himself. He hoped to sneak to the park without
being seen, but there were people all over the block, wilted and listless,
waiting for a breeze. George lowered his eyes and walked, in disgrace, away
from them, but before long he discovered they were still friendly to him.

He figured Mr. Cattanzara hadn't told on him. Maybe when he woke u out of
his drunk the next morning, he had forgotten all about meeting George.
George felt his confidence slowly come back to him.

That same night a man on a street corner asked him if it was true that
he had finished reading so many books, and George admitted he had. The man
said it was a wonderful thing for a boy his age to read so much.

"Yezh,'" George said, but he felt relieved. He hoped nobody would mention

the books anymore, and when, after a couple of days, he accidentally met
Mr. Cattanzara again, he didn't though George had the idea he was the one who
had started the rumor that he had finished all the books.

One evening in the Fall, George ran out of his house to the library,
wvhere he hadn't been in years. There were books all over the place, wherever
he looked, and though he was struggling to control an inward trembling,
he easily counted off a hundred, then sat down at a table t. ad.

Discussion Questions

1. Examine the following assumptions and discuss them in . 2 lipht of this

selection and of your own experience.
a. The chief factor standing in the way of Georae's ..:1f-realization

is ".is unwholesome environment.
b. The chief factor causing George to move toward -elf-realization s

his need for love and respect.
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c. If George had managed to get a job, his conscience would have
stopped bothering him.

d. 1In order to succeed in life men need to have models of success
to stimulate them.

e. To develop oneself fully, one must have an education.

f. Before one can have any real success in life, he must accept as
his duty the principle that a man is obliged to strive for excellence.

What are the forces that move George in a positive directicn and what
are those that influence him negatively? What forces within George
might be listed on the one side or on the other? Do the inner or the
outer forces seem to be the more powerful? Does the conflict seem to
be evenly or unevenly balanced?
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STICK ~ FIGURE PERSONALITIES
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THE JOF T WINDOW AND SELF-AWARENESS#

There are some things we know about ourselves and some that we don't know.
There are some things that others know about us and some that they don't
know. For you and any particular other person this can be represented by
the following diagram known as the Johari Window. (Joe and Harry are the
names of the two guys who thought up this diagram.)

Known to Self Not Known to Self

Known .

to Common My blind spots that my
Others Knowledge best friends have not

told me about

Known My secrets and things My hidden-potential of

to I haven't yet had a things that I never dreamed

Self chance to tell. I could do or be

As you develop a helping relationship with another person - a relationship
where each of you helps the other to grow - the '"blind spot'" and ''secret"
areas become smaller as more information about each becomes common knowledge.

Known to Self Not Known to Self
Known
to Common blind spots
Others Knowledge
Known My secrets and things hidden potential
to I haven't yet had a
Self chance to tell.

It is not meant to be implied here that a person should be completely or
indiscriminately open. There are things about each of us that aren't
relevant to the helping relationships we have with others. As those things
that are relevant are shared, and as they are found to be helpful, a trust
develops that allows us to explore and discover new abilities in our area
of hidden potential.

*Reprinted from Group Processes: An Introduction to Group Dynamics by
Joseph Luft by permission of Hational Press Books. Copyright 1970 by Joseph
Luft.
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WHAT IS FEEDBACKY?

Our behavior constantly

7
Y
You rg sends messages to others.
N
7
A
When the other shares his 7
‘é
reaction to our behavior Nther
>
this 1is called feedback.
- Z
S

back from others, but which screens

some of it out.

There are barriers in each of us which
You allow us to receive some of this feed-
pd
N\
<&
\ //
pe
&
There are barriers in the other which <
allow him to share some of his reactions Other

but cause him to hold back on others.
&—

/N

The range of operating efficiently and productively in many areas of life is

seriously hampered if we never have a chance to become aware of the kinds of

messages we send and their impact on others. Most of us arc quite capable of
improving our styles of interpersonal communication and becoming much

more effective as people when we really become aware of our impact on others.
Feedback is a way of giving help; it is a corrective mechanism for the person
who wants to know how well his behavior matches his intention.

Before giving and recelving feedback, it is useful to think about destructive
versus constructive feedback. Feedback is destructive when it is given only
to hurt or to express hostility without any goal of improving the communi-
cation between people. It may be also destructive when only derogatory or
extremely critical statements are given without any balance of positive
evaluation.

51



56—

GIVING USEFUL FEEDBACK

Feedback is useful to a person when:

1.

ro
.

It describes what he is doing rather than placing a value on it.

Example: '"When you yell at me it makes me feel like not talking to you
anymore," rather than, "It's awful of you to yell at me."

"When you ignored what I said ~ was hurt," rather than, "You

never do anything but monopolize a conversation."
It is specific rather than peneral.

Fxample: 'When you laughed at my suggestion, I was embarrassed,' rather
than, "You always make fun of people."

"Just now when we were making a decision, you did not listen

to what others saild, and T felt forced to accept your arguments
or face attack from you," rather than, "You are a dominating
group member."

It is directed toward behavior which the receiver can do something about.
Frustration is only increased when a person is reminded of some short-

coming over which he has no control.

It is asked for, rather than imposed. Feedback is most useful when the
receiver has formulated the kind of question that those observing him
can answer.

Example: "Will you tell me when you feel that I am dominating?"

"I want to know about it when something I say makes anyone
feel 'put down'."

I 1s checked to insure clear communication.

Example: "What I think you mean is . . . . . . . . . . Is that correct?"

c
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FEEDBACK TASK FOR GROUP

Giving Feedback

Your group should divide into triads (groups of three). FEach triad should
have paper and pencil and go to separate corners of the room. Fach triad
should then list all of the members of the group on the paper. The task

for the triad is to discuss each member of the entire group (except your-—
selves) in terms of what would be the most useful positive and negative feed-
back statements to glve each member. You will probably find considerable
disagreement in vour triads about your reactions to various members. You
must develop positive and negative feedback statements that include the
reactions of everyone in your triad. The triad should think about how to
state the feedback so it will be clear, direct, and useful to the recipient.
Fach triad should complete two statements for each member.

Lxample:
The most negative behavior that Member A exhibits in this
group is

The most valuable behavior that Member A exhibits in this
group is

At the end of twenty minutes the group will reform and each triad will give
each member of the total group their joint feedback verbally. The eroup
member receiving feedback is then encouraged to react to the information he
has received from the group.

After the feedback report of each triad to the entire group is completed,
the group should spend time comparing reports of different triads.

Were the feedback reports of each triad to the entire group similar or quite
different? Why or why not? Were some triads more critical? Why? Were

some reports more useful? Why or why not?

Receiving Feedback

Learning to give constructive feedback to others is only one part of the
process. Learning how to receive feedback from others is equally important.
Two extreme reactions to receiving feedback are (1) to ignore the feedback
and devalue it as being unimportant, hostile or useless, or (2) to pay too
much attention to all feedback and try to change in accordance with all
feedback received. Neither reaction is constructive. It is important to
learn to deliberately weigh feedback from others in terms of the motivation
of the sender, the correctness of the sender's perceptions, and the appro-
priateness of the behavior when it occurred. While people constantly have
the most difficulty with critical feedback, it is important not to underreact
to positive feedback also.

The proup members should return to triads and discuss how the members of the
triad felt about the feedback they received. (1) Discuss the feelings about
the feedback. Were you hurt, did you feel attacked, plecased, or what? (2)
How might such impressicns affect your success in a vocation? (3) Are there
ways of changing your behavior which would be appropriate or possibly
related to the feedback received? (4) Is there a behavior you would like

to work on by forming a Career Development Contract? Members of the triad
should help each other to evaluate and use (or ignore) feedback.

o
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"Stop action' is the technique of interrupting work on a task in order
to examine the way we are working.

It is a simple corrective for our tendency to become so absorbed in
what we are doing that we fail to notice -- and learn from —-— how we are
doing it.

Stop action helps students learn to be more effective group members and
group leaders. 1t can increase group creativity (whether it is used in a
sclence or social studies project or in planning a class outing) and it can
add to the learning and satisfaction gained from the experience.

To introduce stop action, ask groups of students to create an original
graphic symbol for a real or imaginary organization. The teacher or a
committee of students should choose in advance the subject to be symbolized.
The school, the class, a real club, or an imaginary "Teen-ager's Society"
are all good subjects. The exercise can aiso be linked to a curriculum
area by choosing a subject, such as a political party, a nation, a city,

a profession, or the advocates of a particular school or thought in art or
literature.

For the exercise itself, follow these easy steps:

1. Divide the class into groups of five or six, and give each proup
a poster-size sheet of newsprint or wrapping paper and a few
crayons or colored chalks.

2. Announce that the groups will have 15 minutes to create a
pictorial symbol of the chosen subject. Showing a few examples
of symbols on flags, seals, and coats of arms should be enough to
pet them started.

3. VWhen 10 minutes have passed, stop the proups and tell them to take
) five minutes to analyze how they have been working. To guide the
discussion, direct their attention to the following questions,
which can be written on the chalkboard or on slips of paper pre-

pared in advance: (a) Is everyone in the group participating?
(b) Whose ideas are being carried out? (c) lHave any ideas been
passed over or rejected? Why? (d) How are things being decided?

4. When the five minutes of analysis are over, tell the groups to
take five minutes more to complete the project,

5. Then, stop the action and have the groups discuss the same
questions again for five minutes.

6. After posting the symbols around the room,. bring the entire class
together and have each group explain its symbol and the way they
worked to create it.

7. After all groups have reported, hold a reneral discussion on "looking
at how we work together." Ouestions such as t'~se will hely gpet
the discussion started: '"Were vou influenced during the second work
period because you had stopped to consider how you were working?
In what way?" '"How might your group have improved the way it
worked?"

O«
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In the discussion, all points of view should be accepted as valid in
order to demonstrate that every person experiences events differently. If
time permits, eacl student can jot down a number representine his desree
of satisfaction with the way his group worked -- for example, 1 for not at
all, 2 for very little, 3 for more satisfied than not, and 4 for very much.
The results can be quickly tabulated and introduced into the discussion with
questions like 'Does this degree of satisfaction seem adequate?” and "What
are some reasons people were not satisfied and what can we do about these
in the future?"

Stop action can be useful in any number of situations. lere are a few
general applications:

In commitcee work, with questions such as ""What's helping us do our
job?" "What's holding us up?"

During class discussion, with questions like ''Mo~s everyone have a
chance to cont-ibute?'" and "What would make the discussion better?"

At formal meetings, with questions like 'How are we reaching our
decisions?" and "Do we know how the various members feel about the meeting?"

References:

Bradford, lLeland P., editor. Selected Readings Series One: Group
Development. Washington, D.C.: National Training Laboratories, NEA,
1961, "How to Niagnose Group Problems, pp. 37-50.

Lippitt, Gordon L., and Whitfield, Fdith. The Leader Looks at Group
Effectiveness. Washington, D.C.: Leadership Resources, Inc., 1961.

Nylon, Donald, Mitchell, .J. Robert and Stoul, Anthony. Handbook of
Staff Development and Human Relations Training: Materials Developed for Use
in Africa. Revised edition.: Washington, D.C.: National Training Labora-
tories Institute for Applied i :havioral Science, associated with the NEA,
1967. "Staff Performance and Group Growth,' pp. 88-C6,
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I do my thing, and vou do your thine.

I am not in this world to live up to vour expectations
And you are not in this world to live up to mine.

You are vou and T am I,

And if by chance we fincd each other, it's beautiful.
If not, it can't be helned.

Fritz TPerls

From: Thoughtful Fnterprises
775 South “adison
Pasadena, California 91106
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A SELF-CONCEPT COLLAGE

Phase I: Making a Collage

Using a large piece of heavy paper or cardhoard, a stack of old
magazines, craycns, marking pencil, scissors and paints, buiid a
collage of colors, pictures, words, objects, that symbolize you.
Try to express yourself: your values, needs, ambitions, fears,
relationships, interests, hobbies, feelings, etc. No one in the
group should see the collage until the teacher gives it to the
group to discuss, so when you have it ready, give it immediately

to the teacher.

Phase II: Guessing which coliuge belongs to which person

A. Tt is absolutely important that no one in the sroup knows who
made which collage -- even after you have tried to guess which
collage belongs to which person. :

B. The collages are circulated around the group, then held up one
at a time. As each collage is held up, group members volunteer
who they think the collage belongs to and why. The '"feedback"
will have value to the person only as long as it is as specific
as possible. Give as many reasons as you can why you think
a particular collage belongs to a certain person. The more
discussion of each collage that occurs, the more each group
member is learning of how others see him.

Phase III: Self-Disclosure

After all of the collages have been discussed in detail by the group,
the persons who made the collages tell the group the meaning their
collage has for them. (When you discuss your coilage you are
revealing things which others may not know about you. How much

you want to disclose depends entirely on you.)

Phase IV: Summarizing

Ask yourself what you have learned about others aad what you have
learned about yourself. You may want to ask qucstions about some of
the things that have been said.
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COOPERATION SOUARES

d

d

By using multiples of 3 inches,
several combinations will form one
or two squares. Only one combination
will form five 6" x 6" squares. Cut
each square into the parts a through
j and lightly pencil in the letters.
Then mark the envelopes A through E
and distribute the pieces thus:
Envelope A, pieces 1, h, e: B, pieces
a, a, a, c; C, pleces a, j: D, pieces
d, £; and E, pleces g, b, f, c.

Erase the small letters from the
pieces and write instead the envelope .
letters A through E, so that the pieces

can be easily returned for reuse.
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'Sixteen in Webster Croves'
Carousel Films B&W 47 min. order # 85-0096

Fxnlored in this film are the attitudes of 16 vear olds ecrowine up in an
affluent suburban community. Takine its clues from answers supnlied by the
youne people themselves, it deals with attitules toward parents, school,
marriage, and their futures. Tt depicts the tensions under which vouth are
srowing. "'The children of abundance, nrivilere, the zood 1ife in America,"
it woul! seem, want more than anythine else to maintain their cozv status.
The film concludes that there is a hieh level of conformity to parental
values and parental expectations.

Order throuch I'miversity of ‘finnesota \.V. Fxtension Nept., 2937 University
Avenue.

"iscussion Nuestions

1. "xamine values held by teens and narents. 'hat seemed most imnortant?
Jo vou have some of the same values? Discuss.

2. Uxamine career plans and life nrlans expressed hy teens. How do vou thinl
they arrived at their particular nlans?

3. UYere any areas of "self" beine overlooked hv ecither narents or students?
Discuss.

4 Could vou identify with any of the teens in “ehster Croves? In what

wavs?  In what ways are vou Jdiffercnt?
5. Do you disaecree with any of the ideas expressed? Exnlain.

'

“That's ‘e
Contemporary “feCraw I11ill Films RB&W 15 min. Code: 417478

"A superb shor:t ..a captivating comedv. ..and hitine social satire...ahout a
voung Puerto lican and the social worker who tries to cet him on the hall
and adjusted to life in New York City...Tt's a perfect examnle of simnle and
excellent movie malting..." Jndith Crist, NEW YORK HERALD TRIBUNFE

The film mav be rented from the office near vou. To purchase, order from the

fastern Office.

lastern Nffice ‘fidwest Office “estern Nffice
330 West 42nd St. 823 Custer Strect 1211 Polk Street
Vew York, ‘N.Y. 1003A4 Fvanston, Tll. AN202 San ¥rancisco,
phone 197-6A81 nhone 869-6710 California 94109

phone 775-AN40

NDiscussion Nuestions

that values :id the social worlker exnress?

"hat did the Puerto “ican value?

\t the end of the film, whose value system seemed more realistic and

appealing? thy?

4. Could you live with the Puerto Rican's value svstem? Would you want to?
Yhat scems important to vou that does not scem important to him?

5. Compare the values expressed in ''That's ‘fe”’ with the values expressed

in "Sivteen in Yebster "roves." PR
5. Which set of values do you think are most like yours?’ Can you cxnlain why?
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VALUES AND NEEDS THAT ARE IMPORTANT TO YOU

How important to you is .....

JUSTICE: The quality of being impartial or fair: richteousness:
conformity to truth, fact, or reason: to treat others fairly
or adequately.

ircle one of the following) Not important
Moderately important
Quite 1important
Extremely important

bl

ALTRUISM: Regard for or devotion to the interest of others.

Not important
Moderately important
Ouite important
Extremely important

el

RECOGNITION: Being made to feel significant and important; being given
special notice or attencion.

Not important
Moderdtely important
Quite important
Fxtremely important

e

PLEASURE: The agreeable emotion accompanying the possession or expeciation
' ' of what is good or greatly desired. ''Pleasure" s’resses
satisfaction or gratification rather than visible happiness;
a state of gratification.

Not important
Moderately important
Quite important
Extremely Important

WISDOM: The ability to discern innur qualities aid relationships:
insight, good sense, judgment.

Not important
Mode_ately important
Quite important
fxtremely important

g

~<

HONESTY : Fairness or straight frrwardness of conduct; integrity:
uprightness of character or action.

Not important
Moderately important
Quite¢ important
Extremeiv important

]
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ACHIEVEMENT: Accomplishment; a result brought about by resolve, persistence,
or endeavor. The word "achieve" is defined as: 'to bring to a
successful conclusion; accomplishment: to attain a desired end
or aim."

Not important
Moderately important
Quite important
Extremely important

E -

AUTONOMY : The ability to be a self-determining individual.

Not important
Moderately important
Quite important
Extremely important

Eoli -]

WEALTH : Abundance of valuable material possessions or resources;
af fluence.

Not important
Moderately important
Quite important
Extremely important

-]

POWER: Possession of control, authority or influence over others.

Not important
Moderately important
Ouite important
Extremely important

el =]

LOVE: Affection based on admiration or benevolence: warm attachment
enthusiasm, or devotion; unselfish devotion that freely accepts
another in loyalty and seeks his good.

Not important
Moderately important
Quite important
Fxtremely important

IS

AESTHETICS : The appreciation and enjoyr.nt of beauty for beauty's sake.

Not important
Moderately important
Quite important
Extremely important

<o

PHYSICAL APPEARANCE: Concern for the beauty of one's own body.

Not important
Moderately important
Ouite important
Extremely important

i
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HEALTH : The condition of being sound in body: freedom from physical
disease or pain; the general condition of the body: well-beinr

Not important
Moderately important
Quite important
Extremely important

Ea IRl

SKILL: The ability to use one's knowledge effectively and readily
in execution or performance; technical expertise.

Not important
Moderately important
Quite important
Extremely important

Ea -]

EMOTIONAL Freedom from overwhelming anxieties and barriers to effective
WELL-BEING: functioning; a peace of mind; inner security.

Yot important
Moderately important
Quite important
Extremely important

<ok =

KNOWLEDGE : The seeking of truth, information, or principles for the
satisfaction of curiosity, for use, or for the power of knowing.

Not important
Moderately important
Quite important
Extremely important

Pl -]

MORALITY : The belief in and keeping of ethical standards

Not important X
Moderately important X
Quite important X
Extremely important X

RELIGIOUS FAITH: Communion with, obedience to and activity in behalf of a
Supreme Being.

Not important
Moderately important
Quite important
Extremely important

Ea e i

LOYALTY : Malntaining allegiance to a person, group, instifution, or
political entity.

Not important
Moderately important
Quite important
Extremely important

Ea e - S
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ITEMS TO BE AUCTIONED AMOUNT HIGHEST
BUDGETED AMOUNT BTID WON?

A chance to rid the world of
prejudice

k
A chance 'to serve the sick and
needy

A chance to become a famous
figure (Movie star, base-
ball hero, astronaut, etc.)

A proposal that will triple
your company's earnings
this year.

A year of daily massage and the
world's finest cuisine from
the world's best chef.

A chance to know the meaning
of life.

A vaccine to make all persons
incapable of graft or lying.

A chance to get your own working
conditions.

To be the richest person in the
world.

The Presidency

The perfect love affair

A house overlooking the most
beautiful view in the
world, in which you umay
keep for one year 40 of
your favorite works of
art.

A chance to be the most attractive
person in the world

A chance to live to 100 with no
illness

Free psychoanalysis with a
genius analyst
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A complete facsimile of the Now
York Public Library for ycur

An audience with the leader of

A

ITEMS TO BE AUCTIONED (cont.)

private use

vour faith

chance to rid the world of

unfairness

chance to donate $1 million to

your favorite charity

chance to be voted Nutstanding
Person of the Year and praise
in every newspaper in the world

chance to master the profession
of your choice

68—

AMOUNT
BUDGETED

vear with nothing to do but enjoy

yourself, with all needs and

desires automatically met

chance to be the wisest person
in the world,
only right decisions for one

year

chance to sneak "authenticity

and to make

serum'’' into every water
supply in the world

chance to do your own thing

without hassling

room full of pennies

chance to control the destinies

of 500,000 people

The love and

Unlimited travel
to attend any concert, play,
opera or ballet for one vear.

Total Male-Over:
style, all new wardrobe from
the designer of your choic-,

admiration of
the whole world

and tickets

two weeks at a beauty spc
such as Main Chance

new hair-

C:\

HIGHEST
AMOUNT BID

NON?



ITEMS TO BE AUCTIONED (cont.)

Membership in a great health club
Anti dangup pill

Your own omniscient computer,
for any and all facts you
might need

Chance to spend six months
with the greatest religious
figure of your faith, past
or present

~69-

AMOUNT
BUDGETED

HIGHEST
AMOQUNT BID

WON?
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KEY: THE AUCTION TECHNINQUE

After the auction is completed, the leader may identify the values embodied
in the items auctioned.

They are, as follows:
1 & 18 - justice
2 & 19 - altruism
3 & 20 - recognition
4 & 21 - achievement
5 & 22 - pleasure

6 & 23 - wisden

~
o)

24 ~ honesty

8 & 25 ~ autonomy

9 & 26 - economic

10 & 27 - power

11 & 28 - love

12 & 29 - aesthetic

13 & 30 - physical attractiveness
14 & 31 - pﬁysical well-being

15 & 32 - emotional well-being

16 & 33 - knowledge

17 & 34 - religious
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SENTENCE COMPLETION
Directions: Fill in the blank at the end of the sentence with the first

thought that enters vour mind. DO NOT put vour name on this sheet.

1. 1If I were in charge

2. When I am told to do something

3. At work, T get along best with

4. People who work with me usually

5. Those 1 work with

6. When I get mad T usually

7. When T see tie boss coming

8. T like workinz with people who

Compared with others, T

10. In giving orders to others I

11. T can work best when my supervisor

12. Someday I

ERIC

Aruitoxt provided by Eic:
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OCCUPATINNAL

PRIMARY CLUSTER I (Sci & Tech.)

SCIENCE (Professional)

Anatomist
Astronomer
Bilologist

Chemist

Dentist

Health physicist
Mathematician
Medical specialist
Microbiologist
Museum curaitor
Nutritionist
Pathologist
Pharmacologist
Pharmacist
Physicist
Physiologist
Research scilentist
Sclentist (semi-independent)
Statilstician
Veterinarian

SCIENCE (Skilled)

Blological aide
Chiropractor

Fingerprint classifier
Laboratory technician

Meter inspector
Meteorologist

Nuclear medical technologist
Paleontological helper
Research assistant

Technical assistant

Technician (medical, x»-ray, etc.)

Tissue technologist
Weather observer

TECHNICAL (Professional)

Acronautical engineer
Airplane pilot
Automotive engineer

CLUSTERS

TECHUNICAL (Profcssional)ljspnt.)

Ceramic engincer
Civil engineer
Electric englneer
Electronic enginecr
Factory manager
Industrial engineer
Mechanical eneineer
Mavigator

Ships' commander
Ships' officer

TECHNTCAL (Skilled)

Alrcraft mechanic
Assembler

Automobile mechanic
Bricklayer

Carpenter

Construction laborer
Nraftsman

Nressmaker

Flectronic technician
Enrineering technician
Optician

Plasterer

Plumber

Printer

Roofer

Seving machine operator
Television repairman
Upholsterer

Weaver

Welder



PRIMARY CLUSTER IT1 (Serv. & Cult.)

SERVICE (Professional)

Clersyman

Clinical psychclogist
Counselor

llome €conomist

Nurse

Occupational therapist
Physician

Probation officer
Psychotherapist
Rehabilitation counselor
Social worker

YMCA official

Policeman, detective (officer)
Welfare workers

SERVICE (Skilled)

Airline stewardess
Barber

Bartender
Caretaker

Claims adjuster
Cook

Customs adjuster
Customs inspector
Guard

Hospital attendent
Housekeeper

Maid

Nurses aide
Policeman, fireman
Porter

Psychiatric aide
Taxi driver
Travel agent

Usher

Waiter

GENERAL CULTURAI, AND LINGUISTIC

GENERAL CULTURAL AND LINGUISTIC
(Profession) (cont.)

Judge

Lawyer

Lecturer

Librarian

LLiterary critic
Lyric writer
Novelist
Philologist
Playwright

Poet

Professor

School princi 1
School superii cendent
Short story w: iter
Teacher

CENERAL CULTURAL AND LINGUISTIC

(Professional)

Announcer

Author

Book reviewer
Editor

Fditorial writer

(Skilled)

Editing clerk
Editorial assistant
Iiterpreter
Librarian

Prompter
Proofreader
Reporter

Story analyst

Title writer
Translator
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PRIMARY CULTURE TII (At & ko t.)

AESTHETIC, ARTS & ENTERTATINMENT

Architect

Arranger (includine floral arranser)

Art critice

-74-

Artist (landscape, advertising, etc.)

Athlete
Choreographer

Nancer

Displav man

Nesiener (fashion)
NDesisner (industrial)
Hair stvlist
Illustrator

Interior decorator
Musician (instrumental)
Model {(fashion, etc.)
0il painter
Orchestrator
Photograpnher
Sculpter

Sien painter

Stvlist

Vocalist

Window decorator

PRIMARY CLUSTER TV (Bus.

BUSTNESS (Contract)

Auctioneer
Buver

5% Ore.)

NDealer (retail & -wholesale)

Entrepreneur
House canvasser
Interviecwer
Peddler
Promoter

Public relations counselor

Real estate agent
Salesman
Underwriter

CLERICAL

Bookkeaper

Calculatine machine operator

Cashier
Court reporter

CLFRICAL (Cont.)

Currency sorter
NDispatcher

File clerk

Hotel clerk
Nffice bov/eirl
Postal clerk
Reservation clerk
Salesclerk
Secretarv
Shippine clierk
Stenoerapher
Teleeraph operator
Teller

Ticket asent
Typist

ORGANTZATION (Business, Gov. etc.)

Accountant

Banker

Broker

Cabinet officer
Foreman

Notaries
Industrial tvcoon
'nion officials
Corporation cashier
Emplovment manaser
Fxecutive

Owners
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PRIMARY CLUSTER V (Outdoor)

OUTDOOR

Animal breeder
Cattle rancher
County agent
NDairvman
Farm‘advisor

Farm equipment operator
Farm laborer

Farm owner

Fish and game warden
Fisherman

Flower grower
Forester

Grounls xeeper
Hunting and fishine cuide
Irrigator

Landscape gardener
jurservman

Park ranger
Plaveround worker
Poultry man

Spraver

Telephone lineman
Tohacco erower

Tr. surgeon
Vepetable ecrower
Wildlife specialist
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SEVEN ABILITIES CONSIDERED IN CLASSIFYING OCCUPATINNS*

Directions:

1.

4,

1

Rate yourself A, B, C or D (with A beinu "superior" or '"maximum"
and D being "minimum'" or "low'"), as vou would describe vour
abilities in each of the areas defined below.

Without showing your own ratines, have one or more othe -~ ersons
rate vou A, B, C, D as they would describe jyour abilities in
these same areas.

Compare the two sets of ratings and try to arrive at some
agreement as to what is an accurate descrintion of vour abilities,

o to the pamphlet, Revised Minnesota Occupational Ratiup Scales,
and see how the abilities are rated in terms of requi-:ments
for vour chosen occupation.

Compare your own nrofile with that of the Minnesota Occupational
Ratine Scales. Draw conclusions as to ahilities you may want to
further develop, or related occupations you mav want to investipate.

Definition of the Seven Abilities

fow I rate
mvself

How others
rate me

Nccupation
rating

Academic Ability~the ability to
understand and manage ideas and symbols

Mechanical Ability-includes both the
ability to manipulate concrete objects
(to work with tools and machinery and
the materials of the physical world)
and the ability to deal mentallyv with
mechanical movements. Ability to deal
with two-and three-dimensional space
problems appears to be basic.

Social Intelligence-the ability to
understand and manage people-to act
wisely in human relations.

Clerical Ability-the ability to do
rapidly and accurately detail work such
as checking, measurine, classifving,
computine, recording, proofreading, and
similar activities.

Musical Talent-the capacityv to sense
sounds, to Imare these sounds in
reproductive and creative imagination,
to be aroused by them emotionally, to
be capahle of sustained thinking in
terms of these experiences, and to give
form of expression in musical perform-
ance or in creative music.

Artistic Abilitv-the capacitv to create
forms of artistic merit and the capacit
to recognize the comparative merits of

forms alreadv created.

-t
[]
S
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How T rate[How others | Occupation
Nefinition of the Seven Abilities myself rate me rating

7. Physical Ability-the ahbility to control
bodily movements by use of large and
small muscle groups usually involving
an element of pross strensth in such a
wayv that bodily movements are closely
svnchronized, efficient, and rapid.

ERIC

Aruitoxt provided by Eic:
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4. COMPCZITION OF
TESTS IN B-1902

The separate-answer-sheet form of the
CATB, B-1002, is composed of 12 tests
selected because they are good mrasures
of 9 aptitudes fyuw to be imnortant for
successful perfcrrmence in a wile variety
of occupations. Of the 12 tests, 3 are
paper-and-nencil tests appea: in three
booklets: Book I contoins Part 1 throuch
4; Book TI contains Parts 5 through 7;
and Part 8, which is not machine scorabie,
appears in a separate booklet. Two of
the apparatus tests (Parts 9 and 10)
involve the use of the USFS Pegboard;
the other two apparatus test (Parts 11
and 12) involve the use of the USES Fin-
ger Drxteritv Board. Approximately 2 1/2
hours are required to administer the
CATB, B-1002.

ALTERNATE FORMS

An alternate form is available for

«2ach of the separatc-answer-sheet tests

in B-1002, Parts 1 through 7. The two
forms of these tests have been designated
as Form A and Torm B: different answer
sheets, scorine stencils, and aptitude
score conversion tables have been
developed for each form.

FORMAT OF THE PAPER-AND-
PENCII. TESTS

In the mnin, the format of each of the
tests is similar. Following the title of
the test, a brief statement explains what
is to be done by the examinee. A few
sample exercises illustrate clearly what
the exdminee is to do and the procedure
fer working each exercise. The examinee
is then given an opportunity to try a few
practice exercises. After the practice
exercises have been attempted, the exam-
iner determines whether or not the
examinee understands the instructions and
assists him in the event of ¢ fFficulty.
This procedure is basic, beca.se ecach
test is ¢iven to measure .. particular

THE GATH

2an follow instructions. A statement
of the time 1imit for each test and
other appronriate instructions follow
the sractize exercises., Then examinees
worl: on the test proper. The tests
contain more items than can ordinarily
be compiet ! in the time allowed.

AF TESTS TN THE
B-1902

DFSCRIPTIONS
CATB,

The tests in the B-1N92 are described
telow. The antitude or aptitudes
measured by ecach test follow cach
definition.

Part 1-~YName Comparison

This test consists of two columns
of names. The examinee inspects each
pair of names, one in each column, and
indicates whether the names are the same
or different. ‘Measure Clerical Perception

Part 2--Computation

This test consists of a number of
arithmetic exercises requirine the
addition, subtraction, rultiplication
or division of whole numbhers. *easures
Numerical Aptitude.

Part 3--Three-Dimensional Space

This test consists of a series of
exercises containine a stimulus fipure
and four drawines of three-dimensional
objects. The stimulus figure is pictured
as a flat piece of metal which is to be
either bent, or rolled, or both. I.ines
indicate where the stimulus figure is
to be bent. The examinee indicates which
one of the four drawings of three-dimen-
sional objects can be made from the
stimulus figure. Measure Intellipence
and Spatial Aptitude.

Part 4-~-Vocahulary

This test consists of sets of four
words. The examinee indicates which

aptitude, not to determine if the examinee . tyo words have either the same or

,
{

+
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opposite meanings. Measures Intelligence

and Verbal Aptitude.

MANUAL FOR THE CATB, SECTION III

Part 5--Tool Matching

This test consists of a series of exer-
cises containing a stimulus drawing and
four black-and-white drawings of simple
shop tools. The examinee indicates which
of the four black-and-white drawings is
the same as the stimulus drawing. Vari-
ations exist only in the distribution of
black and white in each drawineg. “easures
Form Perception,

Part 6--Arithmetic Reason

This test consists of a number of
arithmetic problems expressed verbally.
Measures Intelligence and Numerical
Aptitude.

Part 7--Form atching

This test consists of two groups of
variously shaped line drawings. The
examinee indicates which figure in the
second group is exactly the same size and
shape as each figure in the first or
stimulus group. Measure Form Perception.

Part 8--Mark Making

This test.consists of a series of
squares in which the examinee is to make
three pencil marks, working as rapidly
as possible. The marks to be made are
short lines, two vertical and the third
a horizontal line heneath them. ‘easures
Motor Coordination.

Part 9--Place

The equipment used for this test and
for Part 10 consists of a rectangular
wooden board (Pegboard) divided into two
sections, each section containing 48
holes. The upper section contains 48
cylindrical wooden pegs. The examinee
removes the wooden pegs from the holes
in the upper part of the board and
inserts them in the corresponding holes
in the lower part of the board, moving

two pegs simultaneously, one in each
hand. This performance is done three
times, with the examinee working rapidly
to move as manv of the pess as possible
during the time allowed for each of the
three trials. *“easures Manual Nexterity.

Part 10--Turn

The equipment described under pPart 9
is also used for this test. For Part 10
the lower section of the board contains
the 48 cylindrical pegs. The examinee
removes a wooden peg from a hole, turns
the pes over so that the opposite end
is up, and returns the peg to the hole
from which it was taken, using only his
preferred hand. The examinee works
rapidly to turn and replace as many of
the 48 cvlindrical pegs as possible
during the time allowed. Three trials
are giver “or this performance. Measures
Manual De :terity.

Part ll--Assemble

The equipment used for this test and
for Part 12 consists of a small rectan-
gular board (Finger Dexterity Board)
containing 50 holes, and a supply of
small metal rivet from a hole in the
upper part of the board with his preferred
hand and at the same time removes a small
metal washer from a vertical rod with
the other hand; examinee puts the washer
on the rivet, and inserts the assembled
plece into the corresponding hole in the
lower part of the board using only his
preferred hand. The examinee works
rapidly to move and replace as many rivets
and washers as possible during the time
allowed. “easures Finger Dexterity.

Part 12--Disassemble

The equipment used for this test is
the same as that described for Part 11.
The examinee removes the small metal
rivet of the assembly from a hole in
the lower part of the board, slides the
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washer to the bottom of the board, puts
the washer on the rod with one hand and
the rivet into the correspondine hole in
the upper part of the board with the
other (preferred) land. The examinee

works rapidly to move and replace as many

rivets and washers as possible duringe
the time allowed. Measures TFinecer
Nexterity.

MANUAL FOR THFE GATB,

DEFINITIONS OF APTITUDES
MEASURED TN THE GATB, B-1002

The nine aptitudes measured by B-1002
are defined below. The letter used as
the symbol to identify each aptitude pre-
cedes cach aptitude name. The test(s) of
the CATB measurinm each aptitude follow
each definition.
are based on the factor analysis studies
described in Chapter 3 of this section.
llence, some of the aptitude definitions
do not correspond exactly to the defini-
tions of the test(s) which measure them,
The definitions describe the factor beinp
measured rather than the specific test(s)
chosen to represent the factor.

Aptitude G--Intellipence

General learnine ability. The ability
to 'catch on' or unders:and instructions
and underlying principles: the ability to
reason and make judpments. Closely
related to doing well in school.
by Parts 3, 4, and 6.

Aptitude N--Yumerical Aptitude

Ability to perform arithmetic opera-
tions quickly and accurately. Measured
by Parts 2 and 6.

Aptitude S--Spatial Aptitude

Ability to think visually of pcometric
forms and to comprehend the two-dimen-
sional repre:.
objects. The ability to recoenize the
relationships resulting from the movement
of objects in space. Measured by Part 3,

Aptitude P--Form Perception

Ability to perceive pertinent detail
in objects or in pictorial or graphic

The aptitude definitions

Measured

SECTTON IIT

material., Ability to male visual
smparisons and discriminations and
are slieht differences in shapes and
shadings of fipures and widths and
lencths of lines. “Measured by Parts
5 and 7.

Aptitude 0~-Clerical Perception

Ability to nerceive pertinent detail
in verbal or tabular material. Ability
to observe differences in copy, to
proofread words and numbers, and to
avoid perceptual errors in arithmetic
computation. ‘llecasured by Part 1.

Aptitude K--‘otor Coo:dination

Ability to coordinate eyves and hands
or finpers rapidly and accurately in
makine precise movements with speed.
Ability to make a movement response
accurately and swiftly. *Measured by
Part 8.

Aptitude F--Fineer Dexteritv

Ability to move the fingei's, and
manipulate small ohjects with the tinvers,
ranidly and accurately. ™easured by
Parts 11 and 12,

Aptitude *~-Manual Dexterity
Ability to move the hands easily and

skillfully. Ability to work with the
hands in placing and turnine motions.

astion of three-dimensionalMeasured by Parts 9 and 10,

- Y

<.
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MANTTAL FOR THE GATP |, SEATTON TII

DESIGNATIONS OF CORRESPONDTNMN
TESTS TN B-1002 and B-1001

Belov are listed the name of each test
in B-1002, its desienation or part number
in B-1002, and the letter designation

of the test in B-1Nn01.

(varts C, F, and

G of B-1001 have not been included 1in

B-1002.)

Name of Test

Designa- Nesiena-
tion in tion 1in
3-1002 R-1001

llame Comparison
Computation
Three-~Dimensional Space
Vocabulary

Tonl Matching
Arithmetic Reason
Form Matching
Mari “Making

Place ’
Turn

Assemble
Dissemble

Part 1 Part B
Part 2 Part D
Part 3 Part H
Part 4 Part .J
Part 5 Part A
Part 6 Part I
Part 7 Part T,
Part ¢ Part

Part 9 Part .i

Tart 10 Part N
Part 11 Part O
Part 12 Part P

[
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THE MTIDIESOTA IMPONTAMNGE NUESTIONTAIRE
The ‘feasurement of Yocational Needs®

The ‘finnesota Importance Nuestionnaire, which is availahle from Vocational
Psychology Research at the University of Minnesota, eives a reliable measure of
the needs and norm:. Jor a variety of occupational proups. The instrument

beine used is a 7 _.ed choice compnarison of the twenty dimensions of needs.

The total questionnaire contains 210 items. For items 1-190 the individual

is aslied to choose which of the naired statements represents the more impor-
tant characteristic of his ideal job. These items, therefore, nrovide informa-
tion on the relative positions of the 20 vocational neceds for the individual
respondent. For items 191-210, included below, the individual is asked to
consider each of the 20 statements separately nnd decide whether it is impor-
tant or not important to have for the ideal jobh.

The MIO 1s a self-administerine paper aad pencil instrument. The readine level
is approximately at fifth aerade difficulty level.

If the teacher dnes not wish to use the entire ques cionnaire, he micht get some
indication of vocational needs by constructine a simnle rating tvpe scale on
which the student evaluates the importance of each of the twentv dimensions.
The resnondent is directed to ask himself, "llow important is the !imension to an
ideal job for me." Five response alternatives would he:

Very U'nimportant - 1

Not Important -2
“either (unimportant or imnortant) - 3
Important -4
Yery Important ~ 5

Following (in alnhabetical order) is a list of the ‘‘innesota Imnortance

Mestionnaire scales., The illustrative item after each scale title describes
the vocational meanine usually associated with the title.

1. Abiliety T'tilization: T c¢ould do somethine that makes use of my abilities.
2. Achievement: The job could oive me a feeline of accomnlishment.
3. Activity: T could be busy all the time.

4. Advancement: The job would provide an opportunitv for advancement.
5. Authority: T could tell neople what to do.
6. Company Policies and Practices: The company would admin ster its policies
fairly.
7. Compensation: 'ty pay would conpare well with that of other workers.
3. Co-workers: ‘'ly co-workers wonld ba casy to make friends with,
J. Creativity: T could try out some of mv own ideas.
0. Tndependence: T could worl alone on the ioh.
Il. “oral Values: T could do the worl without feelinp that it is mrrally wrone,
12. “econmnition: I could eet recoenition for the work T do.
13. nResponsibilitv: 1 uld make decisions on mv own.
4. Security: The foh « ald provide for steady employment.
15. Social Service: i cc1ld do thines for other nconle,
16.  Social Status: = cou 1 be 'somebody” in the communite.
'T”FEH*F;§T7ﬁ§{:*'7T{Tﬁ;: Fnpland, and Tofquist, The “feasurenent of Yocational
teeds, “finnesora Studies in Vocational Pehabilitation: VI, 3ciletin 39,
;;ff 1964, Tniversity of ‘finnesota Tndustrial Telations Center.
O ’ 78
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20.
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Supervision-Human Relations: MMy boss would back up his men (with t..p

management) .

Supervision-Technical: My boss would train his men well.
Variety: T could do something different everv day.

Working Conditions:

The job would have sood workine conditions.
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MINNESOTA VOCAT _ONAL INTEREST INVENTORY
A Cuide to linderstandine Your Results

This inventory can help vou decide if you are interested in the same things
as men in various jobs.

THE RESULTS WILL NOT TELL YOU ANYTHING ABOUT WHAT YOU ARFE CAPABLE OF DOING,
OR ABOUT HOW HARD YOU ARE WILLING TO WORK., They will tell vou something about
how your likes and dislikes compare with those of men in several jobs that you
may be considering.

Your scores are reported for several scales. These scales are divided into
a eroup of OCCUPATIONAL SCALES, and a second group called ARFA SCALFS.

OCCUPATTIONAL SCALES

Your score on each of these scales shows how much your interests are like
those of men who are in that occupation. For example, if you have a high score
on the Raker scale, this means vou answered the questions very much as bakers do.

About 7 out of 10 men working in a given occupation score above 45 on their
own scale. If vou score above 45 on any scale, this tells you definitely that
vou have interests in common with men in that occupation. You probablv would
enjoy that work or a closely related job. If your score is between 35 and 45,
you have expressed fewer likes and dislikes similar to those of men in that
job. If vour score is low - below 25 - vyou definitely do not have the same
interests as men in that job, and vou nrobably would not enjoy the work.

ARFA SCALES

Each of these scales contains questions that are closely related to each
other. For example, one scale deals mostly with mechanical activities, another
has mostly medical items. TFollowing is a more comnlete description of each
scale:

H-1: These items are about mechanical things, machine ormeration and
desien, or home repairs of mechanical and electrical gadgets.

H-2: This scale shows interests in medical and hospital service,
or in working in medical or chemical laboratories.

I-3: This scale shows interests in clerical work, office machines,
bookkeeping and accounting, or in office management.

H-4: These items.deal with the building and operation of radio and
other electronic equipment.

H-5: These items are concerned mainly -'ith menu plannine and prenaring
food.

H-6: This cluster deals with carpentrv and furniture-making. Some
items show a dislike for electrical-electronic or medical-chemical
activities.

H-7: Two clusters are covered by these items. The larsest deals with
speaking and writing; the other indicates interests in art and
music. Other items show an interest in people; some show socially
accepted, "highly thought of" activities.

H-8: There is no simple theme 1in these items. They seem to measure
one's preference for '"clean hands' activities.
H-9: *“ost items in this key show interests in athletics and outdoor

activities. A second group deals with unskilled manual jobs
and home repairs. They indicate dislike of feminine, indoor,
verbal, and complex tasks.

60
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SHADED BANDS

The shaded bands show the scores of
skilled tradesmen.
scale.

the middle third of a eroup of
They give you some idea of how wvorking men score on each

These results will tell vou more about your interests,

and can help vou

in planning your future by suggesting kinds of jobs that you mieht find inter-—

esting,
vour abilities and past experiences.

Of course, vou must also think ahout many other thines, especially
If possible, vou should talk with a

skilled counselor who can tell you more about various occupations.

SCORING

Scoring of the MVII, can be done either
bv machine or by hand. In one format,
iz which both items and response spaces
are contained in the booklet*, only
machine scoring on special equipment is
possible; for this, booklets must be
forwarded to a central scoring agency.
That format which provides a reusable
booklet and a separate answer sheet# is
designed for machine scoring at another
central scoring service, but this
answer sheet mav also be scored by
hand. Scorine stencils for each
Nccupational and llomogeneous Scale
are available.

Scoring keys have been developed
for the following Occupational Scales:

Raker Warehouseman

Food Service Hospital Att'd.
Manager Pressman

Milk Wagon Driver Carpenter

Retail Sales Clerk Painter

Stock Clerk Plasterer

Printer Truck Driver
Tabulatinp ‘fachine Truck ™echanic
Operator

Industri ° Fducation Machinist
Teach: Flectrician

Sheet “eta! Worker Radio-TvV

Plumber Nepairman

Keys are also available for the following
Homoeeneous or Area Scales:

H-1 “echanical H-6 Carpentry

H-2 Health Service H-7 Sales - Nffice
-3 Office Work H-8  (Clean Hands
-4 Flectronics H-9 9utdoors

H-5 Food Service

Scores on all scales are reported as
standard scores, based on the appropriate
criterion eroun for each Nccunational
Scale and on Trademen-in-General for the
lomoeeneous or Area Scales.,

Scoring weights for cach item for all
scales, and tables converting raw scores
to standard scores, are available from
the publisher.

*LExpendable booklet scored bv Yational
Computer Systems (NCS): senarate answer
sheet score. bv Measurement “nsearch
Center (‘RC).

NESCRIPTION OF THE SCALFS

Occupational Scales

The Nccunational Scales of the
‘WIT provide a means of comparing an
individual's interests with those of

person emnloved in particular occupations.

Fach of these scales bears the name of
fhe occupational nroup which served as

&1

the basis fo- its lavelopment, e.o.,
Paker, Carventer, Flectriclan.

Appendix A for comnosition of the

occunational gsroups.)
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Home ~eneous Scales

A second set of scales has been devel-

oped for the MVII,.
derived by identifving clusters of items
that are related to each other;

These scales were

these

scales have been named llomogeneous or

Area Scales.

H-1:
H-2:
H-3:
H-4 :

Items that correlated

positively with each other were
selected;
decide subjectivelv which items should
be classified into various clusters.

Names were assigned to the clusters

after inspection of the items falling
into each cluster.
paragranhs describe the content of

there was no attempt to

The following

each scale.

Mechanical

These items are about r ‘hani-
cal thinges, machine or.raiion
and desiegn, or about home
repairs of mechanical and simple
electrical gadeets.

High scores are made bv truck
mechanics, refrigerat..r service~
men, pipefitters, and machin-
ists.

Health Service

This scale expresses interests
in medical and hospital ser-
vices, activities, and occupa-
tions, or in working in medical,
biological, or chemical labora-
tories.

High scores are made .. this
scale by Navy hosp ' tal corpsmen,
hospital attendants, and dental
technicians.

Office Work

Interests in general clerical
work and office machine opera-
tion, bookkeeping and account-
ing, and office maiagement are
indicated by the items scored
for this scale.

High scores are made by dis-
bursing clerks, tabulating
machine orerators, personnel
clerks, and bookkeepers.

Electronics
These items deal with the

maintenance, operation, and
building of radio and other

H-5:
H-6:
H-7:

electronic equipment, and with
the repair and construction

of electrical svstems and
devices.

High scores are made by
electronic technicians, radio-
TV repairmen, and communications
technicians.

Food Service

These items are concerned
almost completely with interc.ts
in the preparation of food and
menu planning.

High scores are made by com-
missary men, stewards, bakers,
and confectioners.

Carpentry

The content the major
cluster apparent in this scale
deu!s with carpentry and furni-
“urc-making. The remaininge
items seem unrelated, although
2ach selected item involves
the rejection of an alternative
that deals with electrical-
elec ironic or with medical-
cherical interests.

Hipgh scores are made by Navy
damage controlmen, carpenters,
and painters.

Sales - Office

Two clusters of content .re
indicated by these items. The
larger deals with a variety of
verbal activities, while the
other indicates interests in
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aesthetics. A few of the items
express an interest in people;
others seem related only in that
the are socially accepted,
"highlv thought of" activities.

High scores are made by retail
sales clerks, new car salesmen,
printers, and persons engaged
in office work.

H-3: Clean lHands

counselors probably have a fairly

accurate perception of the interests
of mechanics, what are the model inter-
ests of milk wagon drivers?

Milk Wagon Driver Scale and the Homo-
geneous Scales indicate that those who
obtain hieh scores on the :{ilk Wagon
Driver Scale tend also to score high
in the clerical areas but thev obtain
low scores in the mechanical area,
implving that miik wagon drivers are

In Table 1,
the correlations between the occupatipnal

really sales clerks operatinpg from
vehicles. (The title, Milk Wapon
Driver, refers to routemen drivine liesht
trucks and waking retail rather than
bulk deliveries.)

Th.re scems to be no easily
interpretable common theme
indicated by these items,
although it appears that high
scores reflect preference for
"clean hands" kinds of activi-
ties. TARLE 1

Correlations Between the
Milk Wagon Driver Scale and the
Nine Homogenecus Scales

H-9: o0Outdoors

Most items in this scale
refleat interests in athletics
and other outdocr activities.

A second set of interests deals

Correiation with

Homogeneous Milk Waeon Driver

with unskilled manual jobs and Scale Scale
home repairs. A few items seem
to indicate a sort of compul- o -
siveness or neatness ahbout H=3 Office VWork .63
simple manual tasks. The scale H-7 Sales -"Cffice .56
also reflects aversions to , l1-8 Clean Hands .48
feminine, indoor, verbal, and ' H-5 Food Service L3A
responsible complex activities. H-2 Health Service .20
H-6 Carpentry -l
High scores are made by plumb- ¥-4 Flectronics -.45
ers and mechanics; low scores H-9 Outdoors -.57
by clerical workers, printers, -1 Mechanical -.83
and sales clerks. —_—
While the Occupatinnnl Scales are more Note. - Means and standard deviations

helpful in predictine which occupational given in Tables 6 and 7.
sroup the individual s interests most

resemble, the Homogeneous Scales ar

uscful in understanding the pattern of

the individual's answers. The lat‘er are

also helpful in understanding the char-

acteristic interests of men in a single

occupacion. For example, whi.e most

[

“See Table 2 for a complete correla-
tion matrix between the Occupational
and Homogeneous Scales.
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DISCTZSION QUESTIONS
USE NF TESTS ™™ HYCCUPATIC AL CHOICE

1. What does ‘this rest measuvre? What qualities importanc in occupational
success are not neasured Ly is test?

(8%

Would you be justified in seeking an occupation purelv on the information
gained from this test? Why or why not?

3. Do you see vourself fitting *° ~cupal onal pattern suggested by vour
test results? Why or why n

4. Do others in the group see -.ing your test profile? Check out
their opinions and ask for ex. ., .es.

“ow rh of your score is because of your background? Txplain. (For

w

ex - . your father's occupation, the amount of travel you have done,
v "2riences you have had, hobbies or school subjects that you have
or . . ot enjoyed).

6. How much of the results of your profile is related to your age or lack
of experience? Can you foresee changes in your profile over the next
ten years? What would vou predict those changes to be?

What additional information do you need about vourself and about the
occunations suggested for you by this invent rv before vou seriously
consider- yourself in that cccupation?

8. How can the results of this inventory be useful to you? How Jdo vou
plan to use it?

o
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Teachep

Firm

JOB TIDEWTIFTICATION FACTS

43

Job title N.0O.T. Code #

Other titles used Male __ Temale .

Brief summarv of nature or function of the job

Salary ranre: “Minimum Maximum Averape bonus or commission
— [P ——— —
Working hours: Average hours per week dailv from to

“umber of nishts worked
Overtime: Never ~ Seldom . squent

Additional facts on hours:

Educational Requirements: Flen. School ~  Hirh School _Post-Secondary
Collepe Special courses required

Job FExperience: TPrevious experience required? Yes N0
Acceptable type and length
Previous jobs normally held
Next job in line of promotion
Other promrtion opnortunities

Suoervicion:
~ Suparvision of ¢ _he. positions
Supervised by: Position )
Supervision is authoritative, worker mak-s no decisions
Worke» is given some supervision

Yorker has free rein; makes most decisic..s 1imself

Mn-. - -job-training: TLength of tirme Skills taught

Relationship to Other .Jobs: Persons contacted repularly as part of jobh:
Within the company Qutside the company

Tachnical Information i'sed on the Job:

Other Information:

Use of Basic Skills:
Mathe :atics:
Communication:

(Use the reverse side of the sheets for any additional information)

¢
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Self-Appraisal for the Job Ahead

WHERE?® WANT TO G0

SURVEY OF OCCUPATION WHICH I AM CONSIDERING:

NDescription of the Occupation

1. General nature of the work
2. Duties and responsilt lLities
3. Equipment i.sed
Status of the t' cupation
1 Jobs through which I might erter the field
2. Tromotional opportunities
3 Related occupations to which I might transfer

Employment Npportunities and Trends

1.

2

Wages

1.

9

3.
4,

WOTK .

é
3.
4.

ITmmediate employment outlook
Possible employment trend durine the next ten vears

and Hours
Salaries

a. Beginning salary
b. Salary range

Wages
a. Average number of hours worked per week
b. Average number of weeks worked per year: seasonal :spects

Vacation provisions
Fringe benefits (insurance, medical pensicns, evc.)

.. Conditions

Place of employment

Physical surroundines

Employec and employer orpanizations
Nther conditions

Training Requirements

1.

o)

)

Pers-

8]

Level of education required for entry and for promotions
Tvpes of post-high school education necessarv

a2, Where te n~htain it

5. Type, cc , and length of training

Nther requirements, such »- licenses, s. 2clal examin -1 .as,
membership in organizations, tools and eguipment

1al Nualifiravioas

Physical and menta requirements
Personality characteristics
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Summary

1. Advantages
Disadvantages

0]
- -
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dow did you perceive this kind of work before you got into it?

.
2

3. Is it different from what you expected? 1If so, how is it different?

4. Wha* are some of the abilities that a persor needs in order to do this :

0 A
work? 7
5. Have you discovered that you have some abilities that you didn't know ;
you had? If so, tell about them.
6. What are your greatest satisfactions from havine this joh?
7. What things about the job do you like least? '
8. What do you see yourself doing ten years from now?
9. Based on your experience, what information or adv r~e would you give
to someone ‘ho is still in high s-~hool?
b
I
5
"
Y

E) ‘)
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Job Title

INFORMATION ON THE WORKER Firm

Directions: After you have established a good reclationship with the worker
try to obtain tne following information. Do not ask the worker to fill in
the sheet. i

1. Why are you workin«?

2. Uhy did vou choose this type of work?

3. How much leeway or froedom do you nave in de”e~rmining how hard you work?

4. What are the greates' pressures, strains, or anxieties in your work?

5. Whar special problems do new employees frequently have in adjusting to
the job?

6. What are the most important personal ¢ 1 icteristics nf being successful
in the job?

(Sapervisor's oninion also?)

7. Are there pressures or demands on vou ontside of work that affect th
rerformance of your i-b?

8. Do you pet more satisfaction fro. vour wor! or from activities outside
of work?

Additional Comments: (Informaticn chat may “¢ used in vour n:vrati:
description.;

ERIC
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INSLUCTIONS FOR MAKINC CARD SORT

In order to make cards for the importance card sort, you will need to make
twenty-six cards for each set. One card will give dir: ‘tions, five cards
will label the piles into which the cther cards will ve sorted, and the
worker needs will be described on cards 7-26. The cards for the importance
sort will read as follows:

1. TIMPORTANCE SORT
On each of the following cards is a description of an aspect of a job
that a person might desire in his ideal job.
Place the cards labeled PILE 1-Very Tmportant through PILE 5-Very
Unimportant in front of vou.
Read each statement carefully.
DJecide how important the aspect of the job described on cach card is
i the way you would think of an ideal job.
sort the statements into the piles according to :he :pree of importance
you attach to each as; cct.

ro
.

PILE 1 - Very Important
~--if you feel that it would be very important to you in your ideni job
3. ILE 2 - Important
-1f you feel that it is important to you in vour idean’ job
4. PILE 3 -~ YNeither important nor unimportant

--1f voy feel that it is neit'ier important - r mmimportant, or 1f vou
cannot decide

5. PILE { - Unimportant
--1if you feel that it {is unimportant to vou ' : vour ideal job
6. PILE 5 - Very Unimportant
--if you feel that it is very unimpor*<nt ¢» vou in yo&r ideal job
7. 1. ABILITY UTILIZATION
The ci.ance to do somethine that makes use of my abiliiies.
3. 2. ACHIEVEMENT
The feeling of accomplishment T get from thr job.
9. 3. ACTIV'TY
Deing able to -eep Lusy all the time.
10. 4. ADVANCEMEMT

The charnces for advancement on the job.

ERIC vl
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11. 5. AUTHORITY

The chance to supervise the work of others.
12. 6. COMPANY POLICIES AND PRACTICES

The way company policies are put into nractice.
13. 7. COMPENSATINN

My pay and the amc 1t of work T do.
4. 8. CO-YWNRKERS

The wav mv co-workers get alone with ecach other.
15. 9. CREATIVITY

The chance to try my own methods of doing tae job or to do new and
original things.

16. 10. TINDEPENDENCE

The chance to wo.. iadependentlv of others.
17. 11. MORAL VALUES

Beinpg able to do things that don't eo against my crascience..
18, 12. RECOGNITION

The praise T get for doing a goor job.
19, 13. RESPONSIBILITY

The freedom to us: my own judgment.
20, 14, STECURITY

The we. v job provides for steady employment and a secure future.
21. B SOCTAL SERVILE

The chance to o things for ..ther pcople or to Lie of service io
others.

7. 16, SUPY VISTON-HUMAN RELATIONS

T.ie way my supervisor or employer handles the employreos.
23. 17. SOCIAL ST US

The social josition nr prestige th:t poes with the 3ob.
24, SUPERVISTION-TECHNICAL

The competence of my supervisor in making decisions.

2
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25. 19. VARIFRTY

The chance to do different thines from time to time.

26. 20. WORKING CONDITIONS

The physical surroundings where T work.
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INSTRUCTIONS FOR “MAKIMG CARD SORT - CONTINUED

In order to make cards for the satisfaction card sort, vou will need to make
twentv-six cards for each set. One card will pive directions, five cards will
label the piles into which the other cards will be sorted, and the same worker
needs described in the importance card sort will be sorted for the satisfaction

sort.

1.

[p]

The first six cards for the satisfaction sort will read as follows:

SATISEACTION SORT
On aach of the following ciérds vou will find statements about vour present

job.
"'&:e the cards l.bled PILE 1 through PILE 5 in front of you.
Reod 2ach statement carefully.,

Decide how satisfied you feel about the aspect of the job described by
the statement.

Sort the statements into the piles iccording to the derree of satisfaction
vou feel with that aspect of - .ur job.

PiLE 1 - VERY SATISFIED

--1if you feel that_ your job gives you more than vou expected

PILE 2 - SATISFIED

--1f you feel that your job gives vou what vou expected

PILE 3 - *ITHER SATISFIED NOR DISSATISFIED .

-~-if vou rannot make up vour rind whether or not the job gives you what
you cxpected

PILE 4 - DISSATISFIEFL

--1f vou feel that vour job e¢ives vou lerms thar you ~xpected

PILE 5 ~ VER™ DISSATISFIED

--1if vou feel that your job gives you much less than vou expected

See the descriptions given on the previous page.

ro
lo
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Job Title Importa: te of MNceds Satisfactions Available in
of Workers the Jobh Situation
Firm B B (Tmportance card sort) (Satisfaction card sort)
' Not
Very Tmp. N. Very Very Very Very
Tnmp. Imp. Unimp. “~t., Sat. Y. Dissat. Nissat.

1. Abil: .y Utilirza-

o (] ] NN
N — =

HEEpEEEEEN
2. Achievement [jj |. E;; E;J L___ L“J _ L_] |
5. etivi O OO0 O 00 c
4. Advancerment [:] t:] E;] i |

|

e

LoUoUo 4o

C

5. Authorit: } I ’

6. Company Policies ———

and Practices L__i L__
B

HEE

. ; !
7. Compencu ion i

S
8. Co-workers |__J ' [:]
9. Creativity [:] '— J
10. Independence L:]

]

il. ‘foral Valnes [:] l::l L_J
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|
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12. necognition

J:

i
]
I

13. nResponsibility

14. Security

i
|
HEN

15. ¢ cial Service |~—- ‘ : [— —_—J [ ;
15, Supervision - ey —— R -
Human Relations l l__J | ‘ ‘ [ ' J

|

L |

17. Social Status ! !

18. Supervision -
Technical
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|
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19. Variety

20. Working Condi-
ti~v s

|
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RATING OF WORK EXPERT. P
SATISFACTORTNESS

student "5 Name TFmplover

INSTRUCTIONS:  Read each question carefullyv. Trom the possible answers listed,
~.e rlie phrase which describes this student-trainee most accurately. Any
cdditiocaal comments you wish to make will be helpful.

L. considering his time spent on the job, how much 1s he absent?

a. seldom b. less than average c¢. average d. more than average
e. very often

2. How oftren is he late for worlk?

a. very often L. -.re rhan averace «. about the - me as others
d. seldom e. urv.r

3.0 U woali ovan ~ribe nis accident /ate for a he-inner on the joh?

1. oxtremel . higher than average c¢. average ¢, few instances
e, 1o acci:i.

4. Compared iih nzhor heginner., how frequently does he need supervisorv heln?
a. never o almost never =o. once in a while d. often e. very often
5. Do you i'*f he would do better if he were on some other kind of obh?
a. definitely ves b, probahly c¢. 1'm not sure d. » e. definiteliy no

6. liow does the quality of his work -umpare with other bepinners?
a. much worse b. worse c¢. about the same dd. better e. much betre

Woul’ vou consider him for a promotion to a position »f more recnonsibility
if vou could make the decision?

~1
.

i, Jdefinitely net b. prebably not c¢. I'm not sure d. probablv ves
2. definitelw

3. TIf the decisic: were wp to vou, would vou prive him 2 rais: in pay right now?

definitely not b. cobably not c¢. T'm not sure d. nrobably yes
e. definti.ly

*Adap.od from !finnesota Studies in Vocatinnal Rehabilitation: X1V, The
Measurement of Fmployment Satisfactoriness, University of Minnesota,
December, 1963.
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RATING OF WORK FEXPERIENCE#*
PFRSONAL ATTRIBUTES

Student's Name Employer

INSTRUCTIONS: Read each question carefully. From the possible answers listed,
circle the phrase which describes this student-trainee most accurately. Any
additional comments you wish to make will be helpful.

1. Reliability

cannot be depended on: requires constant supervision

must be reminded of duties; must be carefullv supervised
satisfactorily performs assigned duties: needs averase supervision
is a ¢ood dependable worker; requires little supervision

is completely reliable and able to carry on without supervision.

[ I o M > e ol o1

o
.

Personal Ar earance

always presents an appropriate well-groomed appearance
usually is verv careful of his appearance

has an acceptable appearance: could make some improvement
often neglects to take care of his personal appearance
appears slovenly and unkempt

o o.on Tn

3. Tersonality

makes a poor impression on others: is inconsiderate

inclined to be indifferent

is polite and friendly when approached by others

practices courtesy in dealing with others: is alwavs cheerful
makes a favorable impression on all his contacts

o an T

Cooperation

always very cooperative; has the knack cf helping others

willing to cooperate

gives no trouble, cooperates when asked, but does nc¢: volunteer
is a "lone wolf'" works alone and shuns others

is hostile towards others: does not benave as a memher of a eroup

I~

Lo oD

47}

5. Attitude Toward VWork
a. seems to resent the work; has no desire to learn about it
b. is willing to work but shows no interest or enthusiasm in his job
c. seems to enjov his work: but is willineg to '"stand stiil" and not advance
d. shows interest in his work and has a desire to learn
c. takes a keen interest in the work and often takes the initiative to learn

6. Job Skills
a. possesses all of the essential skills and knowledre
has an above average grasp of the essential skills and knowledre
c. has an acceptable knowledge of routines and skills
d. has a limited knowledge:; is lacking in some essentials
e. has a definite lack of skills and knowledge.

~J

Work Habits

a. has to bhe told several times before doing work

b. has poor work hatits and is at times nerlectful

c. does what he is tvld but sees no more to do

d. does more than is required and works efficiently

e. works rapidly and efficiently and finds extra thines to do

ERIC 97
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DICTIONARY OF OCCUPATIONAL TITLES
APPENDTX A

Explanation of Relationships Within Data, People, Thinps Hierarchies

Much of the information in this edition of the Dictionarv is based on the
premise that every job requires a worker to function in relation to Data, People,
and Things, in varying degrees. These relationships are identified and explained
below. They appear in the form of three hierarchies arranged in each instance
from the relatively simple to the complex in such a manner that each Succesiive
re’ationship includes those thiat are simpler and excludes the more complex.

The identifications attached to these relationships are referred to as worker
functions, and nrovide standard terminoloev for use in summarizine exactlv what
a worker does on the job Lv means of one or more meanineful verhs.

A job’s relationship to Data, People, and Thines can be expressed in terms
of the highest appropriate function to cach hierarchv to which the worker has an
occupationally significant relationship, and these functions taken torether
indicate the tctal level of complexity at which he must perform. The last three
digits of the occupational code numbers in the Dictionary reflect significant
relationships to Data, People, and Things, respectively. These last three digits
express a job's relationship to Data, People, and Things by identifying the
highest appropriate function in each hierarchv to which the job requires the
worker to have a signific.nt relationship, as reflected by the following table:

DATA (4th digit) PEOPLE (5th dipit) THINGS (6th digit)
0 Synthesizing 0 Mentoring 0 Settine-lUp
1 Coordinating 1 MNegotiating 1 Precision Working
2 Analyzing 7 Irstructing 2 Operating-Controlling
3 Compiling 3 fupervising 3 Driving-Operating
4 Computing 4 Tiverting 4 Manipulating
5 Copying 5 Per-uading 5 Tending
6 Comparing »  Speaking-Signaling 6 Teeding-Offbearing
7 No siegnificant 7 Serving 7 Handline
relationship 8 No significant 8 MNo significant
3 relationship relationship

DATA:  Information, knowledge, and conceptions, related to data, neople, or things
obtained by observation, investigation, interpretation, visualization, mental
creation; incapable of being touched; written data talze the form of numbers,
words, symbols; other data are ideas, concepts, oral verbal.zation.

0 Synthesizing: Tntesratine analyses of data to discover facts and/or develop
knowledge concepts or interpretations.

1 Coordinating: Determinine time, place, and sequence of operations or action
to be taken on the basis of analysis of data; executing determinations and/or
reporting on events.

A%As each of the relation~hips to People represent a wide ranse of complexity,
resulting in considerable overlap among occupations, their arranpement is somewhat
arbitiary and can be considered a hierarchy only in the most seneral sense.

Only those relationship which are occupationally significant in terms of the
requirements of the job are reflected in the code numbers. The incidental relation-
ships which every worker has to Data, People, and Things, but which do not seriously
affect successful performance of the essential duties of the job, are not reflected.

98
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2 Analyzing: FExaminine and evaluatine data. TPresentine alternative actions 1in
relation to the evaluation is frequentlv involved.

3 Comniling: Gathering, collatine, or classifvine information about data,
people, or things. Reportine and/or carryine out a prescribed action in
relation to the information is frequentlv involved.

4 Computing: Performing arithmetic operations and reportina on and/or carrying
out a prescribed action in relation to them. DNoes not include counting.

5 Copyine: Transcribine, enterine, or postine data.

» Comparing: .Judgine the readilv observable functional, structural, or
compositional characteristics (whether similar to or divercent from obvious
standards) of data, people, or thines.

PEOPLE: Human beines; also animals dealt with on an individual basis as if they

were human,

0 Mentoring: Dealine with individuals in terms of their total personalitv in
order to advise, counsel, and/or suide them with reeard to problems that may
be resolved by leral, scient:!ic, clinical, spiritual, and/or other professional

principles.,

1 Mepotiating: Fxchaneing idecas, information, and opinions with others to
formulate policies and programs and/or arrive jointly at decisions, conclusions
* or solutions.

2 Instructine: Teaching subject matter to others, or traininm others (including
aninals) throurh explanation, demonstration, and supervise practice: or making
recommendations on the basis of technical disciplines.

3 Supervising: Determinine or interpreting work procedures for a eroup of
workers assigning specific duties to them, maintainineg harmonious rclations
among them, and promoting efficiency.

4 Diverting: Arusine others.

5 Persuading: Influencine others in favor of a produ~t, service, or point of
view.

6 Speaking-Sienaline: Talking with and/or sienaling neople to convev or exchange
information. Includes givine assienments and/or directions to helpers or
assistants.

7 Serving: Attending to the needs or requests of people or animais or the
expressed or implicit wishes of people. Immediate response is involved.

THINGS: Inanimate ohjects as distinguished from haman beines: substances or

materials: machines, tools, cquipment: products. A thine is tanpible and has
shape, form, and other physical characteristics.

9 Setting Up: Adjusting machines or equipment by replacing or alterine tools,
jlgs, fixtures, and attachments to prepare them to perform their functions,
ch .+ <heir performance, or restore their proper functioning if they break
down. Workers who set up one or a number of machines for other workers or who
set up and personally operate a variety of machines are included here.

09
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Precision Working: Using body members and/or tools or work ailds to work, move
guide, or place objects or materials in situations where ultimate responsibhility
for the attainment of standards occurs and selection of anpropriate tools,
objects, or materials, and the adjustment of the tool to the tasl require
exercise of considerable judgment.

Operating-Controlling: Starting, stopping, controlling, and adjustine the
progress of machines or equipment designed to fabricate and/or process objects
or materials. Operating machines involves setting up the machine and adjusting
the machine or material as the work grosresses. Controlling equipment involves
observing cages, dials, etc., and turning valves and other devices to control
suchr factors as temperature, pressure, flow of liquids, speed of pumps, and
reactions of materials. Setup involves several variables and adjustment is
nmore frequent than in tendine.

Driving-Operatine: Starting, stopping, and controlling and actions of machines
or equipment for which a course must be steered, or which must be cuided, in
order to fabricate, process, amnd/or move thines or people. Involves such
activities as observing caces and dials: estimating dJdistances and determining
speed and direction of other objects: turnine cranks and wheels: pushing
clutches or brakes; and pushing or pulling gear 1lifts or levers. Includles

such machines as cranes, conveyor systems, tractors, furnace charging machines,
paving machines and hoisting machines. FExcludes manuallv powered machines,
such as handtrucks and dollies, and power assisted machines, such as electric

wheelbarrows and handtrucks.

anipulating: Using body members, tools, or ~cial devices to work, move,
cuide, or place objects or materials. Involv »me latitude for judement
with regard to precision attained and selectin: sropriate tool, object,

or material, althoueh this is readily manifest.

Tending: Starting, stopping, and observing the functioning of machines and
equipment. Involves adjusting materials or controls of the machine, such as
changing guides, adjustine timers, and temperature gapes, turning valves to
allow flow of materials, and flipning switches in response to lights. Little
judgment is involved making these adjustments.

Feeding~Offbearing: Inserting, throwine, dumping, or placing materials in or
removing them from machines or equipment which are automatic or tended or
onerated by other workers.

landling: Using body members, handtools, and/or special devices to work, move,
or carry objects or materials. 1Involves little or no latitude for judgment
with repard to attainment of standards or in selectine appronriate tool,

object, or material.

Note: TIncluded in the concept of Feedine-Nffhearing, Tending, Operatine-Control-

ling, and Setting Up, is a situation in which the worker is actually
part of the setup of the machine, either as the holder and euider of
the material or liolder and suider of the tool.

10y
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WORKER [RAIT CROUPS WITHIN ARFAS OF WORK

ART
PAGFE
Instructive Work, Fine Arts, Theater, 'Music, and Related Fields...... 226
Decorating and Art WorK. ... .. c.iiuieininn et 228
Photography and “otion Picture Camera WOrk......e.eeesnosnn o nnnn.. 230
S o S B o el 232
Artistic Restoration, Decoration, and Related Work.......ooeouoonn.... 234
BU'STNESS RELATIONS
AdmIndstration. o e e 237
Contract “egotiatine and Related Work.......voueevnenununnnonnnnnnn. 239 .-
Business 88 < 5 13 4 . V4 |
Supervisory Work (Clerical, Sales, and Related Activities............ 243
Managerial Mork. ... e e e e 245
Consultative and Business SerVICeS. .....vuviiieenenennnnenennennnnn.. 243
Interviewing, Information-fivine, and Related Work (Vocational,
Educational, and Related ACtivitieS.........eeeuuersmnernnnnnonnnn., 250
Accounting, Auditing, and Related Work........ueueunuusmsmeenononnn. .. 252
Title and Contract Search and Analysis, and Related Work............. 254
Corresponding and Related Work....o.u.iuuueuin e enn e nnnnnnnn . 256
Information Gathering, Dispensing, Verifvine, and Related Work....... 258
CLERICAL UORK
Supervisory Worlk (Clerical, Sales, and Related Activitics) sece under
BUSTINESS RELATIONS . ittt ittt iie et e ie e ee e e T, 243
Scheduling, Dispatching, FExpediting, and Related Work................ 261
Secretarial and Related WOrk..........eeeuuerennnsomnnns 263
Corresponding and Related Work see under BUSIMISS RELATIONS.......... 256
Facilities, Services, and Movement Allocating and Expediting Work....265
Information Gathering, Dispensing, Verifying, and Related Work see
under BUSINESS RELATIONS . «. vttt unntnetn ittt ee e eme e . 258
Paylng and Receiving (Banks and Other Establishments)................ 267
Cashiering (Drug Stores, Theaters, Restaurants, and Related Estab-
LM S . et et e e e e e 269
Inspecting and Stock Checking. ... ueuuuinn et 271
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, PAG
Tvpesetting, Reproducine, and Related Machine Vork.....oveveevinnnn.. 274
Classifvineg, Filing, and Related Work . ...ttt iine et nneennensonns 276
Stenonraphic and Nelated Work. ... iu it it it et e it e eeennnnns 278
Computing and Related Recordingm. .. ... v iiiennineeinnneennnnnnn. 280
Sorting, Tnspecting, Measuring, and Related Work......v'iviueennnn 282
Typing and Related Record ima. . ttnnn o htitetnineeeoeonennnns 287
Routine Checking and ocording. ... oot ittt iy, 289
Switchboard Service.......... ... .. ettt ettt a e e e 2091

COUNSELING, GUIDANCE, AND SOCTIAL WORK
Social Science, Psychological, and Related Research...........c......294
Guidance and CounsSe ling. .o e iinn it iiiniree it e tneennenesneennenes 296

Interviewing, Information-Givine, and Related Work (Vocational,
Fducational, and Related Activities) see under BUSINFSS RELATINNS....250

CRAF 7

Manufacturing, Processine,
Related Activities).......covuvn.. 299

Supervisory Work (Farming, Lozs:
Construction, Transportation,

Supervisory Work (Farming, Logginr, “anufacturing, Processing,

Construction, Transportation, and Related Activities)............ece... 305
Costuming, Tailoring, and NDressmakine. . ...ttt oninnnnneenns 308
Artistic lestoration, Necoration, and Pelated Work sce unider ART..... 234
Cooking and Related Qork ............................................. 310
Craftsmanship and Related Work........oeiiiiininnnnennnnnnan. e 312

Sortine, Inspecting, Measuring, and Related Work see under CLERICAT,
R s ettt ettt it ittt st ittt e neaeeetneoneeoseesneetonetaanacaanas 282
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PACE
Precision Werkinm. oottt ittt ittt it nineernnennnnn 319
Manipulating........ T 322

FDUCATION AND Tl;’u\T NING
Instructive Work, ¥ine Aiis, Theater, 'fusic, and Related TFields
See UNMUET ART. .ttt tiit ittt ittt ettt ittt eenee e see e, 226
Guidance and Counscling see under COUNSELING, GUIDANCE, AND SOCIAL
R K e e e e i i it ettt et et ettt et e et e e, 296
Supervisory and Tnstructive Uor! (Ylursing and Related Services)...... 333
Induserial Tralninm. . uu e ve e oot e eees o eeee e e, 335
Vocational Education. ... veuiuneen i inenneee e e 337
Business Trainine sece under PRUSTNESS RELATIONS. .ttt e inennnnenn. 241
Flicht and Related Trainine ..o ve oo eenrnns cmenms e 339
High School, College, Universitv, and Related Lducation.............. 341
Kindergarten, FElementary School, and Related Fducation............... 343
Miscellaneous INSEruCtive Work. ouu.ve'os e s e oeoenenenennnnnnnnnnnn, 345
Physical FduCation. .uue et inenn i inenn e neseen e enssnnnnin. 347
Training Services....vu i ine ittt it ittt e e 349
ANImal Fraining. ettt i it e e e e, 351
ELFMENTAL WORK
Signaling and Related Work...veuueuu e i s ineiermenensnsomnn, 354
Feeding-0f fbearing. . cvu ettt inie it ie et e e ee e e, e 356
Handldng . o i e e e e e e e 360
ENGINEERING

Fngineering Research and Desion. .. .veei e s st e eneneenennennnnnnn. 371
Sales Fngineering. e e ie ettt et inie et inens et 373
Eneineering, Scientific, and Technical Coordination.................. 375
Drafting and Related Work......ovveevrnonnnnnn. ettt ettt 377
Technical Work, Fngineering and Related FieldS.....veeeeneoennonnnn.. 379
Fngineering and Related Work. .u. e in e it n e e eiene veeemae, 381
Industrial Fngincerine and Related Work...u..''ee'enoeeneneneonennnn. 383
Surveying, Prospecting, and Related Work. ... oeeeoveeensnosnnonnnnnn. 385
Technical Writing and Related Work...ve e s ies e orneens oo, 387
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PAGE
ENTERTATNMENT
Instructive Work, Fine Krts, Theater, Music, and Related Fields
sce under ART . ... it i i i i et ittt i 226
Creative Entertainment Work, N.@.C.ueitiininietenroneeeenennennnnnens 390
L2 o= 11 = 1 o o= 392
Musical Work, Instrumental. .. ...t ie et eeeeenneoneneenennnnnnnenss 394
MUSIcal Work, Vomal. i ittt ienonnneeennneoeensenseseesnsssnsneenennns 396
L2 o 0 - 39:
Radio Announcing and Related WorK. . ... ve oo eoneenenneonnoanneaneennns 400
Amusement and Fntertainment Worlk, Physical......ocviiiiniinnnenennas. 402
“iscellaneous Amusement and Tecreational Worli.e ittt nnnnnnnns 404
Specialty Entertaimmant Work. . ... it ittt ittt it ii et teresenenennnnns 406
Modeling and Related Work. . u i oot in it it ittt it ennneeneanenennnnnnss 405
FARMTYNG, TISUHING, AND FORTLSTRY

Vocational Education see under EDUCATINT AND TRATHING...........c..... 337

Supervisorv Work (Farming, logeineg, *anufacturine, Processineg, Con-
struction, Transportation, and Related Activities) see under CRAFTS..299

Supervisorv Work (Farminz. Logging, Manufacturing, Processingz, Con-
struction, Transportation, and Related Activities) see under CRAFTS..305

Crupping, Animal Farming, Gardenine, and Related Work................ 411
Surveying, Prospecting, and Related Work see under FNGINEERING....... 385
Technizal Work, Science and Related FiecldS.....oveiveeeveneonncennnnnss 413
Precision Working see under CRAFTS. . ... iiiiieaenes 319
Manipulating see under CRAFTS. ...ttt iinneennineeracenanasennns 322
IHVESTICATINGTMTNS?ECTIHC, AND TESTTNA
Investigating, Protecting, and Related Woik.e .o ti e eeeeeneeneennans 416
Materials Analysis and Related Work. ...iveeierernnenneenneennennnonss 418
Appraising and Investigatine Work......oiiiiiiiiininiinenenainnnnnnns 420
Transporting and Test Driving....... ittt iiennenennnnnns 422

Title and Contract Search and Analysis and Related Work sece under
BUSTINESS RELATTONS . ittt ittt ittt eeeenananeosranasssoasssssssanans 254
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Sorting, Inspecting, Measurine, and Related Work see under CLERICAL
L 282

LAY AND LAV ENFORCFMENT
Legal and Related Work. ... .iieiittitnnenneinnnneennenenneneennanenn, 425

Contract Necotiating and Related Work see under BUSINFSS RELATIONS...239
Investigating, Protecting, and Related Work see under INVESTIGATING

INSPECTING, TESTING. it vttt it tteteeeennnnennensenneeeeeennennennun, 416
Appraising and Investigating Work sce under TNVESTICATING, INSPECTING
A N 420
Title and Contract Search and Analysis and Related Work see under
BUSINESS RELATIONS 1ttt it ittt ittt sttt tteeteesetenernre 254
Protecting and Related Work. ..ouve'vu i e ie e tneeenneenn e, 427

MACHINF WORK

Set Up and/or All-Round Machine Operatinf.....eeeeeeeeeseeonesnennnn.. 430
Set Up and AdjusStment. . ... ii it innnne et ereneneeeennasennennnnn, 433
Operating-Controlling. ettt it ittt et i ettt eee e ennne e 435
108 o A e ) D o o £ 444
=3 172 8 ¢ 1S 447
Feedinp-0Offbearine see under ELEMENTAL WORK....... ettt et e 356
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.137
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.168

021
.101
.108
.128

.128
.228
.181
.281
.381
.228
.368
.378
.878
.068
.118
.168
.138

.151
.158
.168
.251
.258
.358
.458
.383
.483
.858

Supervisorv Work (Farming, Longine, YManufacturing, Trocessine, Con-
struction, Transportation, and Related Activities) see under CRAFTS..299

BUSINESS RELAT TN S ittt it i ittt ittt tenesensenenenenanansasosenenesennns 243
Supervisory Work (Farming, Logpine, Manufacturing, Processine, Con-

struction, Transportation, and Related Activities) see under CRAFTS..305
Supervisory Work (Service and Related Activities).....veeeeeeeeenenn. 461

Supervisorv Work (Clerical, Sales, and Related Activities) §jé uﬁﬂgz

MATHEMATICS AND SCIENCFE

Health Physics see under MATHEMATICS AND SCTIFNCE..vitiieennnennnnenn. 464
B DD o= o 471
Medical, Veterinary, and Related Services......eeeeeeeveeeeoeennnnnes 473
Supervisory and Instructive Work (Nursing and Related Services) see

under EDUCATION AND TRAINING . ...ttt ittt ieeeerennseseeeennneeannnnnns 333
Therapeutic and Related Work.....iuiieiionir e ennrnennenneneennnns 475

Materials Analysis and Related Work see under INVESTIGATING,

INSPECTING AND TESTING . . ittt ittt ittt eeennneeseseneeeeeeeenasennnnns 418
Physical Education see under FEDUCATION AND TRAINING......vverennnenn. 347
Nursing, X~Ray, and Related ServiCes....u..ieeeeereeeeeeeronoeeenonss 477
Child and Adult Care .. iu i vt teeetenennseneessnnnnsanenenenasenennnenns 479
Promotion and Publicity.....ciiiiniiiiiiiiiiii et iiiiireeeennnnnnnnnns 482
Contract Negotiating and Related Work see under BUSINESS RELATINNS...239
Supervisory Work (Clerical, Sales, and Related Activities) see under

BUSTNESS RELATIONS . ittt vt et e enneneeneeneesesossesonoecneoansenenenss 243
Sales Fngineering see under FNGINFERING. ..vierevnnrerennnnnnnennennn. 373
Purchase and Sales Work. ... ui ittt iineinerenneeenennseennecnenes . 484
Sales and Service Work. ..ot itiiiiit ettt ineeneooeenenneenseaaneneeans 486
Demonstration and Sales WorkK. ....ii it inteineeeeenonoreeeeeoeeenennns 488
Delivery and Service WorK, M.i@.Cuuiieetieeeeensoneeseeeeneeeeaenaneens 491
Selling-and Related Work.. ..ttt it iiiiieiieteeeneeeoseeeennsnannss 493
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MUSIC

PAGE
Instructive Work, Fine Arts, Theater, Music, and Related Fields
880 UNACT ART .t ittt et me ittt ettt e e e e RN YAT
Musical Work, Instrumental see under FENTFRTATMMENT. ... ..iieernnnnn.. 394
‘lusical 'ark, Vocal see ander FNTERTATNMENT . ... vee e e imennnnn. 396
Rhythmics see under FNTERTAINMENT . ittt te ettt eemee e e e, 398
Musical Work, “reative............. Nttt e ee e a sttt et 496

PERSONAL SFRVICE

Supervisory %ork (Service and Related Activities) see under MANAGFRIAL

AND SUPERVISORY WORK. o'ttt ittt et ittt inneesennnmemmm 471
Beautician and Barberinm Services..........ovuiiitnnornnnan 499
Customer Service Work, M.@.C..iitittiinnnninente e, 501
Miscellaneous Customer Service WorK...u.u'eoeeoe e esesenmee o, 503
AccommOdAating Work. vttt ittt ittt ettt it it e e 505
‘fiscellaneous Personal Service Work (Food Serving, Portering,

Valeting, and Related Activities)......u.uviiiineenerenurnnemnnnnn, 507
Protecting and Related Work see under LAW AND LAW FENFORCFMENT,....... 427
Ushering, Messenger Service, and Related Work.......ovuevuosunononnn... 509
R L AT B O o 511
Child and Adult Care see under MEDICINE AND HFEALTH........vvvuuunn... 479

Photography and Motion Picture Camera Work see under ART............. 230
Radic Announcing and Related Work see under ENTERTAIMMENT............ 401

Motion Picture Projecting, Photographic Mach.ue Work, and Related
Activities

Radio and Television Transmitting and Receiving.....vvee v innnnnn. 516
Switchboard Service see under CLERICAL WORK. ...'''oeenornnernennnnn.. 291

Supervisory Work (Farming, Logging, Manufacturing, Processing, Con-
struction, Transportation, and Related Activities see under CRAFTS...299

1u7
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TRANSPORTATION

Supervisory Work (Farming, Logeinpg, Manufacturing, Processins,
Construction, Transportation, and Related Activitics see under

CRAF TS s it ittt it ittt tite st esseasenasosseeesseessoeeensennnnnnenss .. 305
Scheduling. Dispatchine, Fxpediting, and Related Work see under

O S o I T o 1 o 261
Flight and Related Trainine see quer EVUCATION AND TRAINING ..o evevn.. 339
Trahsporting and Test Driving see under INVESYIGATING, TMSPICTING,

AND T ST TN G . . it it ittt s tenseossessaessasossosoesetonenennassssennns 4270
Transportation Service Work. ... vi ittt ittt tiiienenennessennoenns 519

Facilities, Services, and ‘fovement Allocz.ine and Expeditine Work

see under Clerical Work. ... iiiiiii ittt ittt rrrnnnnnn 265
Delivery and Service Work, n.e.c. see under MERCHANDISING,........... 401
Sienaline and Related Work see under FLEMENTAL WORK.................. 354
Driving-Nperating see under MACHINE WORK.....coiiiui i iiinernnannns 444
WRITING
Journalism and Editorial Work...ieu et ineitetettneenennneneessosnnen 522
Promotion and Publicity see under MERCHANDISTIMNG. .. ... ... erenrnnnn 482
Creative WritIng. . u. e ettt ittt iennenteseetoeisesenneannessssnnnas 524
Technical Writing and Related Work see under FNGINEERIMG.. .. cvernnn. 187
Mews Reporting and Related Work.......oiiiiie ittt eiinernnnnnnns! 526
Translating, Fditing, and Related Work. ..ottt iineeerornnns 528
Corresponding and Related Work sze under BUSTMESS RELATIONS.......... 256

1 (s
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SOURCES OF OCCUPATIOVAL TNFORMATION*

Because such a wealth of occupational information is available, it is impossible
to include all of the useful sources of vocational information here. Therefore,
a few bibliographies listing and describing sources, some addresses where
information can be obtained, and only a few of the most useful specific
references are included here.

feneral bibliographies of material

MVGA Biblioeraphy of Current Occupational Literature, National Vocational
Guidance Association, 1605 New Hampshire Avenue, N.W., Wa<!ington, DN.C.

Provides a compilation of acceptahle occupational and related materials
which have been evaluated in accordance with standzrds developed by the
NVGA. Recommendations are made for several types of occupational
materials.

Oanibene, Gerald, (FEd.), Sources of Occupational Information, NDivision of
Guidance and Testing, State Department of Lducation, 751 N.W. Boulevard,
Columbus, 0Ohio 43212, 1970.

Identifies some of the many sources of occupational information and
describes some of the representative publications which are availabhle.
All references included have been published recently. References

are grouped according to source (U.S. flovernment, state, military,
commercial, national associations).

Instant information system on Minnesota Vocational Technical Scheools

A new resource available tc counselors is the Career Information Center
at Staples, Minnesota, which has established a Training Station
Information System for Minnesota Vocational Technical Schools. As of
April 19, 1971, ary counselor can pick up a phone and call 800-572--0526
(toll free) any weekday betwveen 9:00 - 12:00 and 1:00 - 4:00 to instantly
locate training opportunities for students in the Minnesota Vocational
Technical Schools.,

Sources of career publications - by writing to the following addresses, one
can obtain much free and inexpensive career trainine information.

U.S. GCovernment

Manpower Administration U.S. Civil Service Commission
U.S. Department of Labor Washineton, D.C. 20415
Washington, D.C. 20210

Occupational Outlook Service Women's Bureau

Bureau of Labor Statistics Wage and Labor Standards Adm.
U.S. Department of Labor U.S. Department of Labor
Washington, D.C. 20212 Washington, D.C. 20210

Directories - Vocational Technical Schools and Colleges

State Departments of FEducation frequently provide such directories.

‘ 169
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Anprenticeshins

For assistance in locating specific trainine programs, contact the
State Apprenticeship Arency of the recional office of The Bureau of
Apprenticeship and Trainine, U.S, Department of lLabor.

N }

NDirect contact with specific local trade unions

tfilitary - Nver 1000 separate courses of instruction are available in the
nearly 300 techrical and specialty trainins schools.

Department of Defense U.S. Army
igh School News Service Army Opnortunities
Buildineg 1-B Hampton, Virginia 23360

fireat Lakes, Illinois

U'.S. Alr Force !leadquarters .S, llavy
lecruitine Scrvice Burcau of Maval Personnel
"andolph Air Force Base : Washinaton, N.C,

Texas 73148

U.5. YMarine Corps
lL.ocal Tecruitine Stations

Specific references

Ddccupational Nutlook Handboo, Bureau of Labor Statistics, U.S.
Department of Labor, Yashineton, D.C, 20212,

Yore than 700 pnapes are well illustrated with pictures and charts,

and provide information on about 790 occupations and 30 major indust-

ries. The occupational statements describe emplovment outlool:,

nature of worl, and tell where to eet additional information. $4.25.

Job Guide for Young VWorkers, ‘fanpower Administration, 1.S. Department of Labor,

Yashineton, D.C. 20212.

Presents hichlight information on entry jobs or fields of work fre-

quently held by youne neople leavine hioh school. Provirdes information

on cmnloyment prospects, qualifications for jobs, usual duties,

characteristics of the jobs and how and where jobs are obhtained. Also

directs the youns jobseeker to TFederal and State amencies which can
provide job information and counseling. TIncludes selected readings
and some tins on how to cet a job. $1.50.

Nictionary of Nccupational Titles - Third Fdition, in two volumes. “anpower
Administration, U.S. Department of Labor, Yashineton, D.C. 20210,

Volume T (1965, 809 pp.) lists in alphabetical order over 35,000 job
titles in the American economy. Provides definitions for almost
22,000 individual occupations. $5.00.

Volume IT (1965, 656 pp.) arranres jobs according to a combination of

vork field, purpose, product, subject matter, and industry. Tt also
sroups jobs according to abilities and traits required of workers.

Tiv

.25.
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Chronicle College View-Deck - Chronicle Cuidance Publications, Inc., ‘foravia,
‘lew York 13118.

A highly organized information retrieval system desianed to nrovide
accurate information on colleges in any desired sequence. (Type of
school, major sequence, size, etc.) View-Deck categorv cards, key
cards, student preference forms, flourescent viewer, and one year's
service to up.iate and expand the View-Deck. (No. 900 DV). $160.00
f.o.b. Moravia. View-Deck category cards, sunplies, economy Deskette,
one vear's service /No. 900 DM) $140.00 f.o.b. Moravia. Write for
descriptive brochure.

*Taken in part from Ogsnibene, ferald, (ed.), Sources of Nccupational Information,
Division of Guidance and Testing, State Department of Fducation, 751 N.W.
Boulevard, Columbus, 0Ohio 43212, 1970.
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OCCUPATION AND TRAINING CHART

LEVEL OF TRAINING OCCUPATION
FIELDS

COLLEGE

4 years or more

HIGH SCHOOL plus
additional technical
or trade school or
some college

HIGH SCHOOL

graduate

LESS THAN HIGH SCHONL

graduate

Directions:

1. Put in the three broad occupational fields that you feel you have the
strongest potential for you.

2. List the occupations in which you would expect to find people with
interests similar to yours.

3. 1In selecting occupations consider also the amount of trainine
required. For occupations that will fall into at least three of
the levels of training.
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Self-Appraisal for the Job Ahead

fae' T PLAN TO ACHIEVE MY VOCATIONAL GOA™.S

Name of occupation

Description of duties

Aptitudes Required

How T Rate My Aptitudes

Below Average Averace Excellent

Necessary Personality Traits

How I Rate In These
Personality Traits
Below Averace Average Fxcellent

Education or Training Required

Further Education or Training
I Need

Other Requirements

Cu

How T Can Fulfill These Requirements
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COUNSELOR'S CASE STUDY

I. FAMILY INVENTORY

Name ?_Date of Birth
Address

Father's name Birthplace
Father's occupation Firm

“iother's name Birthplace
Mother's occupation Firm

Number of brothers vounger than you older than vou

Mumber of sisters youger than you _  older than vou
WRITE A FEW SENTENCES SUMMARIZING FACH OF THE FOLLOWING
II. CGENFRAL BACKGROUND
A. Ceneral school achievement
B. Aptitudes and disabilities
C. Interests
D. Attitudes
E. Personality
ITI. WORK EXPERIENCE
IV. CLIENT'S STATEMENT OF THE PROBLFM
V. COUNSELOR'S DIAGNOSIS: both presence and absence of problems-
VI. COUNSELING TREATMFNT
A. Information gathering
1. What alternatives has the client explored?
2. What alternatives should be further explored?
3. How can he do this?
B. Decision making
1. WwWhat is the general direction the client wants to go?

2. What purposes must the long-term decision that he makes serve for him?

| . -
1 14
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3. What purposes must the immediate decision he makes serve for him?
4. What are the limits of the situation within which the client must
operate? (education, finances, ability, draft status, family
commitments, parental pressures, etc.)
C. Counseilor recommendations

D. Plan of action accepted by the client

VII. PROGNOSIS (prediction as to what will happen as a result of ahove
treatment)

VIITI. FOLLOW-UP (when and how you evaluate the client's progress?)



