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. J0B PLACEMENT,,FOLLOW—UP and FOLLOW-THROUGH

A}

P 1‘Th1s coordinator's guide is designed to assist you in 1ead1ng a worksho
coverlng four competehcy based modules in Job Placement, Fo]low Up and’
A " Follow-Through. The puxpose of the modules is to help the placement
coordinators plan, 1mp1ement, and evaluate a program of job placement
f'% ) services in a school setting. : \
ﬁ_ - The content areas of the four modules are (1) pre- employment ‘

| "~ (2) job development, (3) referral and placement, and (4) follow- up‘and

o . follow-through. Each module should take approx1mate1y s1x to. seven hours
5‘_i': of instructional time. They are p]anned for group presentat1on and T\
_requ1re a workshop coord1nator with some previous experience in the field |
'of job placement to Tead the grOUp A ratio of 21-27 part1c1pants to '

A

~one workshop coordinator is suggested. . )
Th1s uide- w111 prOV1de an. overview of the role.of the workshop co-

‘ _ ord1nator,~suggest1ons for. perform1ng workshap. functions; ]1sts of mate-
LY .rials required; an overv1ew of modu]e activities; methods of assess1ng
partac1pant ach1evements of module goaTs, and, suggest1ons for wrapp1ng up
the workshOp You should study the guide carefu]]y in advance of the
workshop S0 that you will have adequate lead time to secure any requ1red

materials or to arrange for subst1tut1ons 1f that is- des1red

]
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' Norkshop.Coordinaton‘s Role ‘ \

\ .| : ) - L - : i
) Your-role as coordinator is crucial. It may be. thought of in four:
: ‘[ ~ categories. " LT _ - S
- Set the Tone o - _ : s

Set the. r1ght mood. ‘Don't make'things'deadly and boring. ‘Inject
v humor into the activities and‘d1scuss1ons, let o;:;ls,doke around and
- v have‘fun |Peop1 should be re]axed but alert, y erested, and motivated.
‘ Set th L | |
Ma'j_ain the right pace. If th1ngs bog d0wn ask some 1ead1ng ques- o
v tions, get a lively discussion going. Some sect1ons can be summar1zed
orally-to speed things, and this tan be planned ahead.’ If things are
. going too fast and people are getting lost, slow it down, let. them ask: \
quest1ons, spend time ora]]y covering the points. Keep the f]ow ssmooth 4;
at junctures in the module winding up one.activity ‘with a satisfying '»"-E
T ) reso]ut1on and easing part1c1pants 1nto the next. Take breaks as you
sense they are needed. Be flexible in structur1ng act1v1t1es, adapt1ng
to 1nd1v1dua1s and s1tuat1ons as rneeded. Regard t1mes as 11sted in the i
_"Module Outline" as' flexible. 'ﬁ3 o . N .\ -
Facilitate - . qfl ’ o ' - \4 "
Encourage discussion and.interaction’ from the participants. Bring A
out the shy ‘people; don't let the aggressive ones dominate. Seek out |

'quest1ons and uneasiness, get them into the open, talk them over, especially\

~at the beginning. Watch facial express1ons and body 1anguage Be a S

) i .troub1e~shooter. ‘Spot prob]ems and work them-out. In short act as a, ‘ \
’”L}- _ 'guide through thg\mooule, but try not to get in.the way. L \
T ‘Evaluate Co ‘ : o

Make sure participants are headed in the r1ght d1rect1on, nudge them
that way when they're not. Judge whether they perform adequate]y 4in the
postassessment jtems, the act1v1t1es which- are -part of the assessment

" and in the application. In genera1' maintain the quality level of .the
;Workshop.i ' '
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Workshop Coordinator's Functions
"Housekeeping Details"
. (.‘ Y
Taking care of housekeeping details in advance of the workshop will

contribute much to making it a successful ome. You will be free to con-

* centrate on your role as leader and facilitator, if everyth1ng 1s well

organ1zed and functioning smoothly.

The fo]]ow1ng housekeeping details may not adﬁ%} to all situations
or they may need to be assigned to someone else to perform, but some
attention shou]d be pa1d to them 1n advance of the time the workshop is
scheduled to begin. \ :

Facilities: Depending upon the number of part1c1pants scheduled

for the workshop, a room large enough to accommodate all part1c1pants

comfortably and with sufficient space to aT]ow breaking into four or f1ve
smaller d1scuss1on/§/oups is requ1red If possible, an adjacent room
should be resepved for coffee and/or refreshment breaks If tables are
to be used- rather than tablet arm chairs, you might want ta consider

) ,
'spac1nd'them far enough apart so they can serve as centers for the .small

"group work. . : )

Check out such things as electr1cal outletsy for audio visual aids

"(will"an extensi | be needed’) and controls for lights, -room

temperature, and avai]abi]i of a chalkboard. .
Registering ParticipaJﬁy If the workshop As to be offered for
credit, find out what is required for registration. A list of names and
addresses of al] part1c1pants is a, welcome handout to have at\tbls t1me

Room as$1gnments, if appropr1ate, may be included. ‘ :
Name tags for par31c1pants should be typed in advance, if pods1b1e,
and If they can be obta1ned the celluloid pin-on ones are preferred.

'Sﬁnce the module act1v1t1es require breaking into groups freqdently, ene

«

easy way to do this is by cod1ng the name tags as follows:

. Red Tags \ N Yellow Tags . : Elue~Tags
A X1 ’ AZ4 “AY 3
B X2  BZ1 BY4
CX3 . Cx2 cz1
AY 4 ' AX 3 az2 ¢
BY] B X4  BX3
cvy.z2 CY CvY4 ’
. AZ3 BY2 - " cz1
A 7
« ! r 4

A

N

\ ,
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Then you can break into three groups by such combinations as:

Group 2° ' . Group 3

= Grdhp 1 "

(1) all reds; ~ o all ye]]ows; o “' all blues
(2) all A's ; . all B's; - o ~an C's‘
(3) all X's; . all Y's; - all Z's

and into groups of ‘four-by the number code T It is nrobably best to -keep the -
same group together for’ the entire modu]e, then use a different sorting for
the next module.. This allows some cont1nu1ty, but w111 also shift peop]e

- . around enough to keep. ‘the groups intefesting. ’a
!‘ ' Plan an Agenda A]though the modu]e out11ne g1ves approx1mate t1mes
_.\ for completion you need to work out an agenda which includes starting _
. ' t1mes, breaks,- lunch hours and qu1tting time.. If resource, materials W111 RY

' be available, time to brouse through these might be 1nd1cated Stick to
o "the agenda as closely as p059¢b1e . People get very rest]ess when you.

~start cutting into_their "freg" time. Have sufficient cop1es of the
agenda to d1str1bute and if.you -can, mail it to part1crpants in advance

. . Duplicate Handouts. Rev1ew the sections of this guﬂde which show
what activity pages are to be“dup11cated 1f participants are not to wr1te
in the module workbooks Dup]lcate a set for eaeh part1c1pant a1ong
w1th some extra cop1es in case they are needed.

LN Other Handouts: ReV1ew the materials section of this gu1de for
suggested "handout*~materials. . If you have a materials budget a\d can
buy some additional resource materials, get them ordered well in adyance.
Collect: whatever “freebies" you are go1ng tg use. Puta package together

for each participant . " ‘ ‘ //’

: -
A v 7o providea by eric . .o,




| 7“Materials List ¢

”»

’
The following materials are needed to complete the module activities.

\\\\\ In many instances, substitutions can be made if the sugfested material s
not‘available. For convenience in duplicating, the activity pages needed ,
v B for handouts are included in this sectfon of the guide and are marked

, with an asterisk. Complete annotat10ns ‘may be found in the referente
’ré;' . section for other materials. MaterIals are listed as needed by act1v1t1es
{ : . '

' 4
MODULE 1 -~ ‘
- Introductory Activity * Job lList Chart ,
- ‘,Y -’"“°”'WM'““T; Job Sgeking Probiems of Youth - .
. Activity 1 * Delivering Pre-Employment Services . .
Activity 2 * Impleme%tat1on Planning Guides (3)

Activity 3 : Classified Help Wanted Ads - from
\\ ) R Metropolitan papers :
. : " make up three "sets"
of materials of at
least four sources

Telephone Directories

1

Chamber of Commerce membership 1ists
Professional end/or trade journals

Manufacturers Directories

College Placement Annual

N 3 , n . * Job Search Employer List o - '
* Employer Fact Sheet
* Implementation P]ann1ng Gu1des (2)

Activity 4 Slide-Tape presentat1on "ApplyIng For
. a-Job" - .
e -any media presentation F11ms *Jobs and Interv1ews -*Getting. o

on writing letters of
appl1cat1on, preparing
resumes, or filling out

" Started" and "Your Job - ApplyIng For
It"

Y

applications may be ‘ S ~
. substituted ' TR R
o - (NVGA) How to. Complete Job;Appl]catIOns
ot . you will need seven {Southwestern) How to Get a Job\
R , : "sets" of materials

“ which contain 3 sources . The Job Game
of printed materials for | Personal ReSume Preparat10n

: .., teaching the writing of
\p
, I applications, preparing Nngaggsﬂ%g to Preggre an. Effect1ve
resumes, and/or filling —_—
out job applications " Brochures from Emp]oyzfnp Secur1§y.

Broshyres from placement programs
o ’ -17-
, X _ » 9
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MODULE 1 -

[ : Activity 4 cont'd

Activity 5

' . any media presenta-
tion on How to Inter-
o view may be substitu-
e ted with some change *
in the activity 1ntro-

~ ' duction
Postassessment
MODULE 2 -
., Activity 2

Activity 3

Activity 4

L Activity 5

//"\. . Postassessment
|  Activity 6

MODULE 3 -

Activity 1

Activity 2

/

e T Activity '3
Y o Activity 4 -
T Activity 5

\//// o Pbstassessment ]
U Activity 6

MODULE 4 -
Activity 2

o Activity 3
Activity 4 -
‘Postassessment

+An answer key for this
activity also must be dup11-
cated.and may be found in the
“List of Products "and Keys to

‘ ‘ " Assessment Items" section.

*

*

*

*

* * %

*

*

*

Program:Plan Chart

10

_Materials Critique Form

Implementation Planning Guides (2)'

Slide-Tape presentation "Looking For a
Job?" ,

Interview Critique
Implemnentation Planning Guide .

Postassessment Form

Bell Telephone film, "I Rather Like You,
Mr. Bell!

Job Order Forms (2)

Cassette Tape - Job Order

Job Order Form (1)+ |
Information'Management “
Information Flow Chart (2)
Postasséssment Form

"Program Plan Chart

Job Placement Activftie§,Check1ist
Compliance ﬁroce3Ura1 form .
Compliance Procedural Checklist
Information Management

Information .Flow (2)

Critical Incidents’ Answer Sheet
Postassessment Form

Ana]ysis’Form

Example Answer Sheet.

Item Evaluation ..
Plan for Using Follow-Up
Postassessment Form .o

IETIR



MODULE 4 - cont'd
Activity 5

~ Activity 7
| ..

* lnterpquting Follow2Up Information

* Progrdm,Plah Chart

AUDIO VISUAL equ1pment approprlate for the Media. you hgvc selected
‘ ‘\z/ﬁ_

v

screen-if needed.
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' ‘ o ~ JOB-SEEKING PROBLEMS. OF YOUTH
Needed Information: - . - ~ Needed Skills: L

May not have had an obponﬂuii,ty; . Never held a job 80 have not devefoped
a qood "wonrk pensonality". '

" “to obseive someone doing a job
gthey mcqhi: be .intenested .in- need
_accupa#ond Lnﬂoluna»tton

Al . N T
.) ) ?

-24-
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- | DELIVERING PRE-EMPLOYMENT SERVICES .
1 B | : ‘ L. B
,\“Method of-Delivery R
v o -
' ADWTAGES T DISQDVANTAGES.', .-
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Comp]eteness check requires at least i tesching

strategies be listed for e
, habits or attitudes,

Checked. as completed by

ch of at Jeast siy work

. // g
PRE EMPLOYMENT SERVICES- TEACK! NG STRN IES ‘/ .
| . INPLENENTNTION PLANNING GUIDE ) , " /
o heas Lionh Habits and Attitudys oo ane: L
L Skivattitude or | ' ; | = | Delivery o ',‘Ti é Schedule*
) knonedge obective . 3 ‘thiNity;, | Material Source | * method | Persomnel m-c/?ass qut-of-pNass
T Sdactw éfudemt + | ake up o poster, I Kegulan | Classnoon / RN
_ ) zacn ronth loN aJaNd Aise chanoNd photo T elassnoon | dnstructon | nfie ROENHH
B sy’ o " EAE i‘/ o |
A R ' ' g : ' ~
: Gueht Loctung by - * ComnuMy Re,soume « | Tt regudan liss Sith N0 minuted
- Zoch’, bnutician ons | Ligt classhoon | and Bmin  tosetup
Gmdm@m@ ‘ meup@N%NMQwM N ‘ med#
R AL o ]
‘ n{, " \"; i,
? -~ vl
/,"“ . - / ‘ L ?
. ’ !
:‘.'{ . 9 ‘: ,
) v - ! ‘ ’
3 " X‘ T
! g
" Paomptnoss _ '
. ‘ | f ‘
o |
# ¥ i
Al ‘

*R fers t0 time spent by

—

¢!

nstructor or Placement

coordinator and amount of
45§ time consumed,

17



PRE- EMPLOYMENT SERVICES-TEACHING STRATEGIES

IHPLENENTATION PLANNING GUIDE

hrea: _ ‘ ' ' ane: -
j{‘ \ - t
g ;Skiil,attiymde oo | ‘ ‘Dé]ivéfy . Time Schedule*
o knowedge cbjective | Activity . .| Materfel Source method | Persomel | fn-class out-0fclass

?

-gz-
»

——\4 ]

Comp]éteness ch
strategies be 1isted for each of at least six work

& Yits or attity
C .

eck requires at least two teaching

*Refers to time spent by
instructor or placement
coordinator and amount of

Fes. Checked as completed by

¢1ass time consumed, -

19
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08 SEARCH ELONER 157 \

| NANE: |
‘ T ———--~------—---—_._—-\ﬁ-.-F.===!='——* , ; .
) A\ o Phone. | Type of Bus irfess Person to Source of
Emp1oyer \\\ | " Address Number ~ gy Indus try ne fontact Information
. . ;
y - ; ’
N |
= . |
i / ‘
! jr \ 5 '}“}‘ _
- T, B ‘ i
N |
P
Caample:  © | "gfficia1.Manua3-;br
| . | - late of Missoyri
' Sfete Fair Comunity 11900 Clarendon Rd. o Vice-President [Friong employed
1Tege _[Sedalig, 0 816-826-710& Education for Instruction | there
: Comp]etenegscheck'requiresiat least |

ERIC

Full Tt Provided by ERIC.
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| listed-with all items completed, (he
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EMPLOYER FACT_SHEET" ' ' C

R _ Name:

'

—— e —— ..

Name of émpIOyer: o N N . _ (j

Where locatedf o
Describe general area:

Iype;of<business_or industry:
Approximately how_ﬁany | : | are employed Ehgré?

specific occupation . |
Frequency of turnover- :

Who generally does the h1r1ng for this specific 0ccupat10n7

What type af ‘employee do they look' for? K

How do wages for - paid by this employer compare to ‘
specific occupation T ,ﬁ;
v, Y

similar jobs in the area? . : e . S A
. . B N . i

What was most desirable about this employer? = = | . K;
A ” N . t‘l

(4 . b ‘,\. o
. ) ! Y (L
. . ‘ s
oy
. ) _ . ! I
o P !
P

%,
What was least desirable about this employer? f

List any‘additiona] kinds of information you would want to know andw
sources for obtaining that information: N
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PRI S0 Tos sTharescs
PLEETATION PLgANTNG suine

v

Area: Job Seanch Shigg

i - o N 3 -
’ . — ‘ : | | T o ,\; &
SHTh attituce e | RN B L R I PR .
know] edge ohjective | Aetivity | -atertal Source | method | Persomnal. Fipeclass out-of-class.
Mmmumm. M'LMMMMMWW@M&%M WMMIWMM wmhﬁmm
| puvate employmont [ hedeng about pivat Panachute?” Semdrar. | Coordinaton e tin
Yeney - | onplognent agencigs ' | | L
I L o . . 7
UWMMMMd.‘MMMMWA Vardous pivate Emplogment (Placqmont S0 min, 1 hour
private emplogment | A9en0Y CORtracts emplogrent agenciss | Somiya Coondinaton| ™ ey thne i
ey .’ ] ' '
| ; - R
o '
|
. t _ L
(s ; | l/J ]
. ,z'“{‘ v | .
| | j
| | | R
{ o . i K
| o S L’__;' '
Completeness check requires at least tho teaching strategies be 1isted
- for each of at Jezse three job search skills, .
I ‘ )
Checked a5 complote by . Y
h | , .24
‘. I / '
ERICH

Full Tt Provided by ERIC.



AT 'PREHPLOWEIT SERCES. TEACHING sremesxes
oo IPL:MENTAnION PLANNING GUIDE
oo

— e 5 Name _
Sttt o |

| ' ) Delivery
P know]edqe Djective . Activiy

h Tine Schedule* o
Mater1a1 Source  Method Perseeeéﬁ
y 5 N I ’
-

1n class out-of- class

—p————
rer——

\

o
. T
-

=h
—~

—28_
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. Completeness check requer
o for each of at least thre

3t et to teaching strategees be 1isted e
. Job search skills,

Checked ] complete by
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A B

Material }eTates’to the skill or attitude objective ofx"

~

AL MATERIALSACRITIQUE FORM for

Films, Filmstrips, Tapes

[

Avéi]ab]e from:

b

Type _ =

Cost )

"Rate the materiaT on each category as folTon: ' i

1- Unsatisfactory,

>

2-.Sati§factony,' " 3- ExpeTlenf

Cateﬁpny

‘Information up-to-date

{1 [2°]|3 |Remarks:

/

-,

-

Time:

Length of~Presentation

Quality of Pictures and

(10-25 min)

L7
o,

o

Tf Free from Bias (sex, ra

'Sound.

ce, etc.)
) . ’

oy

. Interest and Motivation

J

" Content well organized and logical

-

Overallnlmpression :

»
N Kz
' ’

4 .

‘Notes:

Al

a0
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e Communications ills
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Name: -

WH”M@HNW S T ==
{ | Knowledge objectiye ktiy | Delivery

. o e el
‘ Haterial Sourge - method | Personne! -Cass outeof.glags

‘I ' ‘
ur " ' ! S |
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= Completeness chegy requires thaf g4 I'eaé,jt"on'e omeretal
Material source o Visted for aaqp o at-Jeast thre comunic‘atvibns\ skifls,
Checke 2 cbmp]'eted b}::‘__ q - |
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OLSHEITATION LIS SUlE

25 EACHLG STANTEGLES

i

, fﬁgﬁbed«ns comﬁ1etedﬂ5y;- ;
L ERIC

i

e

Are3: Communications Skills lgme:
ki1, attitude or C o Delivery | Time Schedulet |
knowledge objective Activity Material Source nethod | Personnel | n-class out-of-class
. . . : “ ) ‘ . ‘ - ' X
. : ' ! | \
. | L)
(L‘ ‘ . 4
e . a—
! / s ' [ .
‘ T, o Lo
| | Y -
ﬁ b \
‘ ;i |
- ' / —
" Completeness check requires that'at least\one‘commeécial'f
mterial source be Visted for each gf it Teast three comunications skil)s. . T

I Rrgrytes




3 ) \
. \‘\
INTERVIEW CRITIQUE, 3
\Interview -
‘ -\Company -
ate the app]icanf on the following categories:
‘1 - unsatisfactory, 2 - satisfactory
_ ; _ . i
& Eategory- | 1 2+ Remdrks
ﬁrgparatiOn for the interview T
e Punctual |
2. Knows who s/he is expected to see
3. Comes to interview alone - i
4. Knows something about the company " ,
. other than the name >
7 5. Has pencil or peﬁIShd jnformation
needed to fill out an application ,
. form . . .
, ‘General appearance and impression' , !
. " 1. Appropriately dressed .
"2, Handshake/eye contact
’,3. Free from nervous mannerisms
"+ 4. Courtéous T
o . ' 5: Moderate speaking voice
General Presentation -
1. Undgrstands job requirements
" 2. Asks appropriatg quesfions ‘ - . %ﬁL/
. 3. BrihQS<out his/her strong points ‘ -
4. Expresses self well ‘
5. Seems motivated and interested ’
in JOb
S ;6.7Ab1e to answer questions . N e !
- S — a , ;
Overall rat]ng,for this 1nterxqew " "
Would you h1re h1m/her? ’
/—a./
\
’ -36-
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PRE-EMPLOVHENT SEAVICES-TEACHING STRATEGIES

o . THPLEMENTATION PLANNING CUL0E
. Mrent Job Interview Skills o Neme B
'Skilh‘attitudq | - c Delivery | “Tine, Schedulet .
“knowledge objective | Activity Material Source method. | Personmel | in-class out-of-class
—-:-—— :—/“ h ] e l;: : L ‘ T——
!
¥
| . 4 |
| ' \
3 . :
! ;p‘ ’
- .
.
“”'5'.

Conpleteness check requires Tisting job interview skills which
includes a role-play activity and at Teast two other teaching strategies,

Checked as complete by:
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NAME;T

1. Write a paragraph which states the rationale for offering pre-

ERIC

Aruitoxt provided by Eic:

emp]oyment services to students. Include five factors outlined
1n the text whlch were cited as evidence of the need for pre-
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2. List the phrég major job seekipg skills needed by school youth.

o
'

L3

emp]oyment serv1ces. L ;
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S
:
Lo
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3.

-f. When pr1or1t1es are a551gned pre emp]oyment services may be

™

“ : ; 1
"Three methods of delivering pre~emp]0jment services were analyzed
atements refer to that analysis.

in_Activity 2. The followis

- Respond to the statements by indicating which methods of delivery

best fit each item. Ygu . y_refer back to the analysis if you
need -to ' ‘ oot o

Key: g Integr ting into ex1st1ng courses
" SC Sepa ate course
G In;eg atlng into gu1dance services

Actlve]y 1nvo]ves the teacher in the p]acement procesq
Students may fail to take advantage of the seryice. '

c. Pre- emp]oyment 1nstruct1on may be poorly presented due to lack
of interest. , ; i

d. Most 1ike1y to‘reach the ]argest'number of-students.

e. Requ1res a]?ocat1on of cons1derab]e resources;; both-time
- and money. :

neglected. : , - o .
May best%meetethe individual student's need. .. . -

g

4. ‘Requires considerable cobrdination timé by the placement '
coordinator to insure that a]] pre emp]oyment objectives : 5

", are'met. . . :

i. Schedu]1ng may be a maJor prob]em

. fasiest method to evaluate so that pre- emp]oyment services
»-can be improved.

.,

-39~



JOB ORUER FORM -° «

. REFERRALS

‘ |Date Results
- (Tﬁis information is | o ‘<,
‘CONFIDENTIAL - — —
. . , - .;?:f T ;_' : T {
PLACEMENT e
SeRVicE
(1) JOB OPENING # (2) HoLD UNTIL Y PR £ DATEh |
(4) FIRM NAME - | R . D
_ (5) ADDRESS ! - e
Street o City . State - - Zip Code
1(5) " TELEPHONE NUMBER . . -~ . | N
(7). TITLE OF JOB(S): | -
' | 'NUMBER OF VACANCIES -
"(8) DATE NEEDED - CLOSING DATE =

(9) THIS JOB IS: [7 Full-time [/ Part-time [7 Summer [7 Occupational Exp.
7 (10) JOB REQUIREMENTS (age, physical, experﬁence,»educafion, ski11§;'abi1{tié§)

&

' 7
>

 (11). SUMMARY OF JOB DUTIES (work performed,‘equipment\oberatéd, working conditions, hours)

s ) l .
< . .
Id - - ' —
. r‘"/ o

s L C . ' o : L

#

:2 (12) SALARY.RANGE.
~ (13) FRINGE BENEFITS

(14) APPLICANT SHOULD CONTACT

(15) COMMENTS _ ¢

" -80-




e JOB - ORDER _FORM

Sy

_RCFERRALS

, \ . __-jNiI.lI_IC‘ ‘ o _Ddt:P o R.?_S»y»..]. _t_f'g__,
Thls_7;?brmatibﬁwf§~ S Y
CONFIDFNTIAL - o SN G S

PLACEMENT ~  ~  a T

(1) JoB ObENING ¥ N (2)=?ﬁ910 UﬁTIL ) K - (3) DATE

. (8) FIRM NAME . J v;, | -

~ (5) - ADDRESS" o ‘

e - Street o ’ City . Stqtg - Zip Code
(6) TELEPHONE NUMBER _ R R -
() TITLE OF JoB(s): .\
| ,7-‘ 'NU\BER OF VACANCIES

(8) DATE NEEDED . | CL:¥ING DATE

{9) THIS. OB IS: [7 Full-time /7 Part-time /7 Summer [:7 0ccupat1ona] Exp

. (10) J0B REQUIREMENTS (age, physical, exper1ence, education, skills, ab1]1t1es)

z(il) 'SUMMARY OF JOB DUTIES (work-pefformed, equipment. operated, working conditio§§, hourg)

_ ¥4 . /\
(12) SALARY RANGE |
(13) FRINGE BENEFITS f
-(14) APPLICANT SHOULD CONTACT . - ’
(15)  COMMENTS
) o | T ' ;
. R ' ] - |
I 338 ~ o
kR . |
g -
v -41-




QA

> o J0B__ORDER _ FORM T
? | , - } - o .
O. T \.}\'/5, e . - _— ) R[HRRALSF i

~ Name Date| Rosu]ts _'

‘ '['ThEE"TBfEFmAtiOh"f§‘

. __CONFIDENTIAL o]
— fm““wL;;””,,“th"-‘ ]
pmcemem‘/ , . '
'SERVI SR
,/),fﬁbs OPENTNG # o (2) HOLD UAT t— . (3) oA
o -’//(4),,LIRM NAME T ' 3 T
e ' o S _ ' . T -
(5) ADDRESS - L : _ ' ' '
Street City o State ‘ - 21p Code

(6) TELEPHONE NUMBER .

(7) TITLE OF JOB(S):

_ NUMBER OF VACANCIES

-(8) DATE NEEDED : - __ CLOSING DATE
: j(g) "THIS JOB IS: /7 Full-time [:7 Part-time /7 Summef [ 7 Oqcupétional Exp.

(10) J' 3 REQUIREMENTS (age, physical, experience, education, skills, abilities)

L

(11) SUMMARY OF JOB'DUTIES (work performed, equipment operated, working conditions, houfs)‘-

L4

(12) 'SALARY RANGE

\.

(13) FRINGE BENEFITS ‘
S {14) APPLICANT SHOULD GONTACT - -~ .

(15) COMMENTS _ | .

e ——

\ i ——)

"Completeness check requires that no, more than two errors are found when this Job order is -
cempared to ‘the key. i 42

Checked as completed by - a ~
O ‘ ) .. . - .
) o -39
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SR INFORMATION MANAGEMENT — + 0 . .
Item No. Record on Form/s . Follow-wp Action Needed .
. ' ’ .o “?;' Co.
1
o \
2
. »
V' > 3
" % ! 5
I T 8
} .
. : .
Saoe R K . . : k‘ .
. . ‘ P N )
X , ' - v )
_ r ; et :'_4.3_ U =
\‘1 : . M . t : v T v . R

ERIC

Aruitoxt provided by Eic:
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SRR T MSTER FLOY CHART FOR PROCESSING EXPLOVER AN J0B INERMATION
S B
| ouEr e || Tk R e
| "  . ~ enployer profile . sl
| survey forn daily L el tirctary .| | g .grap 1;1 |
feleione  veekly b order o ¢lphabet ica

_pe,rsénal visit * ') - yearly D .> agency profﬂe '{ » nursb.ertc? |
' subject -

Co| o other, specify: || otery spectfy: computer nout dats
', o - | : s l‘ - tross-indexed to:

other, specify:

.n,"| ' ‘ ‘ : l ' : 1D ,L___—._ \ ‘ ' \,
3 HAINTENANCE USAGE OR DISSEMINATION. T ACCESS
v . o ' . . : - e e S
- - \ . compy intout.
deleted when: | Prepare summary . o pl_ter p:r/w ke
o - oreport: LS key Sort card
| — for C | student file
s | filed inactive when: —_ S
“' - o (- when . 4. card file -
. e - Toose Teaf notebook
updated when: o ‘ .
' other, specify:
i1 2




:

Checked as comp]ete by:

] TN CHART - M
COUET TRRNTION -} | o T | D it
-
¢ ;
| -
A | |
(;ﬂ Ty \
HAINTENANGE: ‘,MSAGE OR DISSEMINATION - A:CC.E_S'S' o
- | |
) ',_ A ‘
, ;| ‘.,‘ ‘ ‘ II ! | | a . '. { -
| o N T .
\\\xu\gngleteness check requ res that ]

of the above e]ements be spec1f1ed for the type of information to be proceSséd




POSTASSFSSMENT B '
e ,-"f‘-\,,NAME | ;
1. Nr1te a 11st of nine sources whigh you cou]d use to bu1]6 an '
emp]oyer contact ljst, giving a b f one sentence descr1pt10n t
of how each would be used ‘ C o
'a-. _." N ‘,"
) > . . > .
b - I'd ?
“ c. i PR = i
o v, -
* d- 1 .
- : ' °
f. | . .
. . g.- ~
N . .
i
j ’ ! . .
2. Wr1te a. paragraph which describes four methods of contact1ng emp]oyers
~ to build an emp]oyer data base. - _ o Y
1'l 3 ! ¥ ! )
-46-~
, Y

ERIC

Aruitoxt provided by Eic:



L PROGRAM PLAN CHART
“f" Topic: . = . Name :
¥ a N RESOURCE — .
' ACTIVITY or. TASK PERSONNEL . TIME
~, s
- . /
i . ~ ; :
p ’
Ld L‘
- =
- __”
p
I~
) : i
Completeness check requires that the: three elements of the Plan, (1) activity
(2) resource personnel and {3) time be filled out for each step.

Checked as complete by:

»

46
-47-




JOB PLACEMENT ACTIVITIES CHECKLIST

; R B /
; ' /
e . :
o ) ~ .
8 $1§(8) 515«
. /el F/5]5/%
’ ACTIVITY , _ &? -E,[é’ & $ S
‘ F fEstab]ishing need for pfogram 211|112} 2) -
D ! Using advisory council i 1 21 2
“VF \Selectiné and assigning péréonne] 211 1] -
L N Developing contacts with employers s
Coordinatiné with prtsecondary-?nd private
employment agencies ' . 311 31313]-
Estab]fﬁbing clearinghouse for job openings ' .
y CoOrdinaf}hg with co-op and other in-school
, work : .
. , Developing in-school information system -
o S Contacting students for information
/ gathering and dissemination 1111312 1|3¢{2
' Updating student records ' :
_| Developing jobs o .
h Providing instruction for job-seeking skills . . 5 ¢
) ‘ EProviding information about job openings . 2:;'1 312 3 -é
, s i Developing student resumés _ - -
f ’Recommendiqg,students for job opening - )
L Comp]éting’job applications ) L 3:p2 13 (213 }1
j//-' . [ |foordinating job interviews i . I
o Providing information about legal implicationd °}° : o
Financial and budgeting o A . .
Planning facilities and equipment ‘:“ | ' :
fl ~ | Evaluating | 2 117> 2. 42 f2
Key: 1. Primary Qe;pbnsibf]ity‘. . - ‘ , > ¢
: - 2. Direct involvement ' . .
3. Should be kept informed v - . ¥ & i
- Not gpplicable ’ g . AN
47 )
-48- . X b
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v L . ?

* Name: , N

v

Write your compliance procedural statements below: . .

“/’
, . 4 ‘
Statement 1: : . o
A .
H
. _ N .
* R
o 4
b 3 : Aé"'
Statement 2: .
- b ‘
- Statement 3:
£ f e .
» '.\.
']
< Y
r N 3 ~ “ “'
/

. Gertified as acceptable according to the evaluation checklist

by: " ’ » ' o "

48
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Aruitoxt provided by Eic:
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*

o CHECKLIST TO EVALUATE PROCEDPRAL' STATEMENTS - - ...

A . ¢

Applies to all threeTSiatemgntsf

"
o Does the statement specify the legislation
‘which requires the action asked for? .
o .Statem?ht%i' . . yes i _md -
K Statement 2 0 yes ___no/ '
: Statement 3 _{; ___yes __nb
‘1i is the statement~bnié -clear, and easily :
- interpreted by a student or his/her parents or others?
; . Statement 1 ° " __yes ___no " .
I Statement 2 o ___Yyes ;i;,."b o
" Statement 3 - ;__;yes l;;;;no.

Statement 1: = cL
Does the statement give the student a choice . ,
"~ - to have recommendations confidential or..not confidential? “‘ yes
Is there a signature line for both students and parents? yes

Statement 2: _
Does the statement specify exactly what records will be
released? , - ‘ -
Does the statement specify the reasons for such release? yes
(i.e. to-aid the student in seeking employment) =

Does the statement specify.either the category of persons

to .receive the records or a specific employer? . _yes
(This could be complied with-by having two separate = =~
statements. ) S o o,

. Does:the ‘statement have a signature 1ine for both

yes

students and parents? ' : yes
_ Statement 3: ‘ % ' o .
Does the statement inform the recipient of the student's
- -placement records that they' cannot Subsequently release
the data, -in personably identifiabte form, to anyone
else without obtaining the consent-of a parent or of an
~eligible i}udent? ‘ - . __yes

]

- 49
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Aruitoxt provided by Eic:

L

-~ Record on Form/s
~or File

. INFORMATION MANAGEMENT =~ =

v [

R 'fFoliqwfgp‘ActiOn Needed

* ~
.
¢
. i
I3 ~, .
M
uv
f
. -
N . .
, . .
2~ -
.
T
v
N : .
2 \
A
- L]
) b
N . "
,
\
f
.
T
<
« .
14 » .
‘
v &
L4
.
Al
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. - . -
v
T
]
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3
'
v -
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COLLECT IhrORAT Iy

MASTER

—

'l

¢

¥

TIME

tecon.

FLOK CHIRT FOR PR00ESS 116 L1 JENT REFERRAL AND PLACEHENT IWFORMATION

'1, ‘ k ' R

2 ' Enployment Semingr

.Regtjs'tralt]"on for C]asses
X Te]éphone‘ ‘
) Mail

Y o c1a§ses

Personal visit
Other, specify:

e

eI

Wt

. Deleted'when: ;o
| Filed inectiie wrey,

. ‘Updafedwhen:

———

51

ERIC

Full Tt Provided by ERIC.

Specific dates .

-. 1
» -
B
-

Continuously

9

| ?Computér §n;put data . |

Student profile

Key sort card

Referral 1og |
Employer foTIow-uﬁ |
Student‘referral

Studeht recomendatipn -
fom, i

’F’J'ﬁlphabetica1
Humerica]

CRIE

| Gquraphic

Subject o
~Cross~indexed to;

USAGE OB DISSEnTION

Bquétin Board .
NewsTetter
Other, specify:

——

o

a

ACCESS

Computer printout
Key sort deck |

L Student e

Card file
Loose Tesf notebook
Other, specify;

~

59



R CHART FOR:

—gg- -

i ianh S ol s Al i) o0y . 6 oL g s il it " Sl aitiemins bt e
. » NAME:
) r-—r<,.‘: l\ ' ! '
| COUEET HRRAATIO M . R I
. . 1
T e ) UsheE O DISSEMIATION eSS
",

- BN

Checked a5 complete byf"

[

N v

-

COmpleieness check requives that a1l of the above lements be sp'ecif\'ed for the type‘of"-\ information' to be pkocessed.

4




CRfTICAL INCIDENTS ANSWER SHEET

Pihcement process most significantly related:

t

AL
'B.
‘C.

D.

E.

- F.
G.
H.
I.

J.

.

L.

M.
“ N.

0.

e

Placement process neglected:
A.

m O o w

S

~54-



POSTASSESSMENT

'NAME :

. e . . » -
v

o e » .
1. Write a list of the six basic princip]e§ involved in establishing
a job placement office which were discussed. in the text. Give a
) =~ “l‘ll - . ? - S -
brief one or two §entence'exp1anat1on of each-principle.
.
%
! > r'd
i
L
2. Hrite a paragréph_ggigzibing the placement p}ocess which includes .-

. @ brief expianation of each of the six steps outlined in the text.

55~




" PROGRAM PLAN (HART.‘

e

- ACTIVITY
¢
. -~(‘I; .
SJ -

Certified as'complete by:

-

TRESOURCE N
PERSONNEL TIME
w A
} S T e

-56- o -
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ANALYSIS OF METHODS OF GATHERING FOLLON—UP\INFORMATlON

Methad:

Advantages:

Method:
“dvantages :

Method:

Advantages:

/,

-~

.

Disadvantages: -

R

Disadvantages:
2 : .

Disadvantages:



. v
>
: Example Answer Sheet
L | - ] . e : AT T,
e . Item L P L ' s ‘
o Number | - Method Why Selected o
1. : }
R 'S
4 ) N '
2. R
L b
- ' '3_ r \
¢ ‘ re l" i : )
r » .l \i '
’ - j‘ 3 -r &*:’
. L5T8
3 . . R Ny -
) 4 e, t L,
; SR
: A i
. » ,,\ o A
.‘-“ . ' : ..‘-
s - s o2 ! * - f
; . N ¥
i "i T A ‘D N
| ) ; . d . - :4) -
. L) ‘. .,;-. ot o !
- N 4 . o ! ¢ e :
LR Tl : y o
4 st ...‘
< e 3 .
i e b ' - b xE
) ., \ . /\[) ? . o ,: ,',
J ) g N &N -
v “’_ W . . o~ 1% 0
PN . .-i;},; - s DR N
s q A - ‘%‘ . . . \ t
» ] T — Wiy
H L N ~ ‘ .i') * >
. R P 2 a ”

Aruitoxt provided by Eic:



. ACTIVITY 3 - JTEM/f\E'VALUATION
. : L /\

' 3 e :",_ ..' '“.n‘
‘Fach of the three methods ana]y;ed an the prev1ous act1v1ty (and
‘other methods of gather1ng fo]]ow up 1nformat10n) is useful and appro-

‘\

priaté in spec1f1c situations. Most of the 1nf0rmat1on which you will be
‘responsible for gathering, however, will probably be co]]ected by using '

_ - a mailed quest1onna1re
v;f%' L This activity will not ine you the skills you need to develop.a
_3§~v*ﬂ really good instrument-—but it will help you do a better job of evaluating
e t”'nj' ” the k1nds of quest1ons contained in many of the existing follow-up
, _:‘ "; quest10nna1res wh1ch are found in p]acement literature and wh1ch you
. '“; - m1ght cons1der adapt1ng for your own use. - '
Sli_ o A good quest1onna1re item is worded in a non-ambiguous manner.and
:‘¢ ia " does not require a lot 6f p?qcess1ng and interpretation to determine

;/f; o what 1nf0rmat1on Jis,asked of the respondent. * ,
'~T’ ~Be10w are sevqya] quest1ons, each of which conta1ns a given weakness.
Y6u are to identify the weakness in the question as stated and then. re-

}.:.
S o state the "question’ in a manner so as to better elicit a more re]1ab1e,
v 'l"
- va11d, and ohjective response Continue work1ng in the same group as in
A
the 1ast act1v1ty, d1scuss1ng the items but’ writing out your own answers.
N n '.;%’ K a'.,... R ~ e >
s T --: o © - Samp le Quest1ons to be Corrected
L U % Y ’ - . R
¥ )’ ~ . ) ~ .~
Sty SO what is the va]ue of your house? ; ‘ C T
‘v a%'Weakness | B
A, - 4 'g. M rom 3 v
"7 SRS R L S ’
oo At s e
.+ . . "b.’'Suggested revision: ,
o H . . .'. L. ‘) L. R - . 7
M w2 v . . ] s - S
< ) .y ey ~§'ﬁ~ .-__ ,‘~ T Q— -
'\ o, 2.“Awh9t_1s your age?°’
o a. Weakness .. - -
(PN i o v . B
2o _ b. Sﬁégested revisionsy. :
. : ‘ * < ',“ . . e
. ' . - _; ' !
4 t L BN
Pl e 0 N A
% Ce e ‘ :
RS R P -59-
° BN ° £t
: o o S 60
., ' q .




v . . C ’ L '
_ 3. What work are you doing now? .
_ ] & a. Weakness
b. Suggested revision
‘ /
yd
4. MWhat is’ your salary? '
‘ a. heakness ;
n \\ .
- )
b. Sk.lggest‘ed. revision
o ] £
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PLAN FOR USING FOLLOW-Up IRFORMAT TON

. ' Purpqéef' / Questionnaire [tems Target GroUp (

bersons who -
related to purpose Would need this information) .
(Tist by number ) o
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POSTASSESSMENT

1. MWrite a list, stating the seven purposes of conducting a follow-up
- . /

~program related tc job placement and give a brief, one—sentengg’gxplat-
" [} N ’/—

nation of each. ‘ : B
a.

»*

2.  Three methods of.collecting follow-up information were analyzed in
Activity 2. The statements on the next page refer to that analysis.

‘ 64
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A ~

You sﬁou]d circle T if fhe Statement is true and F. jif the statement

is false.

TF 1. An advantage of the mailed questionnaire is that-you can cbhtaﬁi ,
a large number (over 100) df persons with the least expenditure *

of time and money. . LS
N . . % - ..

TF 2. The persona]_visit.allowsvyo to gétﬁer'information inJmure
~depth thah .the maijled questionnaire.

TF 3. The telephone sUrvey provides a means of cheqkihg and assuring
the correct Interpretation of quegtions.

TF 4. The major disadvantagé of the personal visit js that it is
extremely time consuming. N

TF 5 The mailed questionnaire is likely to have a higher response
rate than the telephone survey. '

TF 6. Students will be more likely to respond to an "open ended”
question on a mailed questionnaire than they would to the same

question asked over the phone.

4

TT 7. An advahtage of the mailed questionnaire is that much of the
work can be done by clerical personnel, thus freeing the placement

coordinator for other activitijes. ' / '

TF 8. An effective way to increase response rg%e is to follow up a

mailed questionnaire with a telephone "vey of non-respondents.
Using the personal visit to conduct employer follow-up has the C
advantage of allowing the Placement coordinator to utilize the /
visit for other purposes- (such as obtaining job orders) as wel) /
as collecting follow-up information. . /

TF 9,

TF 10. The telephone survey may foster better public relations with
employers than the mai]ed questionnaire.

o
<
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o 3. erte ‘a list, statlnq the flve methods of prov1d1ng fo]low through
’ mformatlon and give a brief, one-sentence explanation of each,
¥
b -
g.
-_, /
v .
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ACTIVITY :‘5 ~ INTERPRETING FOLEOW-UP ) 1 NF;OHM/I TION L

- . . ‘ : '
”L' For this act1v1ty you are to assume that you: are prepar1ng for a
meet1ng with the secretarial science department cha1rperson apd the
- faculty. You want to d1scuss the results of the follow- -up study with ‘
.them and need to think through the meaning of the data and put together
your ‘own conclusions and recommendat1ons related to this program .and -
the job placement of’ secretar1a1 Sc1ence graduates’.

Working in three groups, discuss the results of the folldw- up
study and develop some tentative conclusions and recommendations that
you would want to present at the meeting. Use the follow1ng questlons
as a discussion guide. When you have comp]e%ed this part of the act1v1ty
.reconvene in.a total group and each group will report the1r conclu510ns

/, .

Interpreting Follow-Up Information
~Discussion Questions

1. What copclusions would you draw about the emp]oyment patterns
of these students7

. 3

Any recormendations?
. e

D
- .

L.
S

o4
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3. What conclus1ons wou]d you draw' about the qual1ty of the instruc-
tional program? ; ‘ .
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1.

g INTRODUCTION TO THE MODULES

A e .
Bdgin the workshop by introducing‘yourse]f to the Participants and
‘then to each other. #Brief]y[exp]afn your background and the role
you wi]]'piay as wor&§h93?coordinatbr. Explain the purpose of the

series of modules andg 4t the emphasis is on producing SOméthing

. I e . . .
they can use in theirown school setting--not just absorbing infor-
mation.  Note that the modules are designed to develop skills and

that evaluation protedures are included to assess whether particij-

" pants have dchieved'the competencies stated in the module objectivyes.

Explain that the evaluation serves two purposes: to a]]ow partici-
Pants to check their Progress and to permit the module developers
1o assess the effectiveness of the instructional mode. A

]

ﬂReview the workshop agenda and clear Up any questions that occur as
a result.




:' - . LA )
’ ) — DR g "‘Q" . l’.,.u-- .
OVERVIEW OF MODULE ACTIVITES S L
N ‘ .o . ‘.\'" .'_{{ . .“:
The fo’]owing section contains some suggestions to aid you in LW

interpreting the module activities. Read the activity ‘in the module, .

The suggestions ére for your use in presenting the'aclivitiesiahd are not.

intended to be read to participants as part of the ins%ruction.

] When you review the modules;prior to beginning the workshop, you méy
want to select some sections of the text to present orally rather than

'haying parficipants read the material. Use your own Judgment to keep the
presentations varied.

, .

Module 1 -.P]anning Pre-Emp]oyment'Programs

Introductéry Activity. Review directions,,answer any questions. After

participants have'completed their lists, lead a discussion to summarize
" how first Jjobs were obtained. Write these out on the cha]kboard--they

wi]]ﬁprobagly fall into such categories as friends, re]atives, placement

i-bfffte,abwh~efforts, etc. Relate the discussion to. how much help was

Provided-iby’ the school. . |
', ’Neft,‘gp thraugh the reasons participants were sometimes dissatisfied -

with,qmgjoy@entqjagajn use the chalkboard letting the participants help

with‘categbfi23ng:;may likely fall into salary, working conditions, unin-
terégt?ng\Qﬂié,lsﬁpefviSOﬁs, etc. Relate this discussion to why they
ended. up -in.a .jéb they didn't Vike.

‘-’bsammgpizefbriefly andfihditate that youth today face the same problems

" plus some additional ones. -

Module 1 —ODis;uSsion."7Divide‘tﬁe toﬁal group into three small groups-- .

use name tags to do this if you coded thenm. As the groups begin the -
discussiop, circulate around and answer any questions. You want them to

come up with the broad need areas of:

1.
2.
3.

~» employers. - T
4.

application:

Job search technique skills (i&entifying poteﬁtia]’empToyer).
Jab interviewer skills. )
Knowledge about work habits and attitudes expected by

Job. communicgigAon skills such as writing letters of A

reparing resumes, etc.
o

Bl
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;'Modu}e.l-- Activity 1 - (Three groups). Assign'one.metﬁga to each gfoup.

ey Szncﬁ/almo t'all acrivtties are small group work, the activities

P
owervtog from this point on will SmeZJ state the group size recommerded

=for the actzvzty You will, of course, need to facilitate this orocess

#:— A
v
4

each tzme a, ﬂzscuSSLon ozcurs and should always czrtulate among the groups

as ‘thed, work on activicies. : ’;”“w’fw ’

_ Clarify any general questions regardingﬁthe methods--may want to refer back

to~te£t. For purposes of the activity, "integrating into guidance services"
would mean that pre-employment services would not be assumed by a placement

~ coordinator, but would be part of.the regular guidance and counseling pro-

gram, probably offered mostly on a one-to-one basis with some voluntary
small group work. Questions over this analysis are included in the
postassessment 4 .

Reconvene the groups, ask for conclusions and summarize.

Module 1 - Activity 2 - (Three groups). You may want to discuss the
"Implementation Plan" in general before.dividing into groups. This type
of activity appears four times in this module. The purpose is to lead

the partieipants through the pfocess of planning the teaching activities
associated with pre-emb]oyment instruction. They sMould, when they finish
the entire module, have a "take-home product" which is essent1a11y a
skeleton plan for a pre-employment program. This act1v1ty is similar to
the type of planning which iome states require for funding approval of
guidance and placement prdgra g;a}though the "objectives" portion-is much
abbreviated. This is 1nteht , as teaching persons to‘write behaviora]
outcome objectives is beyond the time constraints of ~the modu]e You ‘
might want to briefly discuss that point since state plans mayvrequire

that type of objective.

This is the first activity to requ1re a "completion check." This
check is part of the process of determining whether .the paﬁh&g\pants have
met the objectives of the module and the purpose should be explained again
at this point (that it is for the participants own feedback as well as the
module developers evaluation of the materials). 1In each "completeress
check" the criteria for judging is given. They are to egchange their own

work with another participant--give each other feedback, correct any
-73-

7

Won



defiCienCies (un]ess they are so major that one person will bog the whole
group down--then you may need to arrange some individual help) and the per-
‘ son doing the check should sign off. Ask them to also check each time to
be sure that the partiCipants name-has been filled out as these will all be
”(. . co]]ected Copies of each person's work will be made for research’ purposes
' ~and the partiCipants origina]s will then be returned to them. Probably
best to do the "collecting” at noon break and at afternoon close- off, so
that’ work doesn't get lost. Get copies made and originals returned over
the n&on hour, if pos5ib1e, so participants will have the material to refer

1

back to and/or re ’ ‘ o

[T

Module 1 - Activity 3 - Review the three parts of this activity.

Part A - (Three groups). Give each group a “"set" of resources as per the
materials list in this gUide "Comp]eteness check" should be comp]eted as
soon as this part is done. '

Part B - (Pairs) May want to review the fact sheet; clarify any ~ (

) questions; and depending upon how the group is functioning, elaborate some
on "additional information" if you think extra help is needed with this.
."Comp]eteness check" required.

Part C - (Three groups). The second part of "e implementation p]an.. Be
‘sure the group understands the relationship to Activity 2 and that this. is
another part.of a total plan. "Completeness check" required after total
group has reconvened and each person has made additions to own plans from .
input of other groups. '

Module 1 - Activity 4 - Review the two parts of this activity.

Part A - (Triads). Answer any questions about the critique forms, then
show the slide tape presentation. After participants have completed their
_critique forms and compared with others, give each triad a "set" of three
other materials as per the materials list--different groups will have some
same and some different materia]s Again, participants are to compare
critique forms with others who critiqued the same materials. '

Part B - (Three groups). Implementation Planning Guide. Same directions
a®RActivity 3, Part c.. TComp]eteness check" required.
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Module T - Activity 5 - Review the three parts of this activity.

Part A - (Total group). Show slide figm;as per materijals 1is%., Be sure
participants use the correct critique form, "Interviey critique."  They
can exchange with another participant to see how consistent they rated the
interviewee, but there is no "correct” rating.

-Part B - (Three groups). Discuss th ed for considérab]e structure

when this techniqge is used with students. ;Set a time limit for planning
the role play - 20 to 30 minutes. The practice role play is to be.presented
by all three groups simultaneously, then bring the totad group back togéther
to discuss the experience. Be careful to keep the discussion centered on
the technique and not on the interview.

?az;.c < (Three.gr00p§). Implementation Planning Guide. Same directions
as‘Activity.3,"Part Cf “Completeness check" required.

Modu]e 1 - Posta;géssment. At this point, you will probably want to
review the Summarﬁ(%art of the text orally. The section on evaluation
should be mentioned and if any students want to. work through this part,
assist them in scheduling a time. Otherwise, give everyone a few minutes
to review and then administer the postassessment. Collect all "product
forms" and the postassessment. Make copies and hang originals back with
the postassessment s?ored the next day. '
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Module 2 - Cohdug%ﬁng Job Development Programs-

Introductory Activity.  This activity is optional - use your own
Judgment and knowledge of the group to decide whether it will loosen the
group up and start the day right, or whether they are a "get down to
business" group that would regard it as awaste of time. :
"What's Your Line?" - This fo]]ows the format of the television show,

"Wha 's My L1ne7"r You w1]] need: a moderator, 4 panelists, 1, 2, or 3

"contestants" and a stop watch, timer, or watch with sweep second hand.
A joke pr1zg or play money could be optional. The objective of the game
is for the panelists to guess what the contestant's. "occupation" is, except
that the occupation is to be an assumed one, and should be as an owner or
general manager of a business or industry that emp]oys many persons

(i.e., Pres1dent of General Motors). Each panelist may ask the contestant
questions for 40 seconds and they can only be answered "yes" or "no" and
should relate to the employees of the firm (i.e., Do you have more than
100 secretaries working in your business?). Contestants may confer with
the moderator if some clarification is needed at any point. If the panel-
ist asks: "Are you the general manager of Something or Other?" and the
answer is "yes", then the panel has won and a new contestant is brought on.
If the panelist asks thét question and the answer is "no", then the panel-
ist loses any further question time he has and the next panelist begins
his/her round of quest1ons If after all four pane]1sts have had their
question time and still have not guessed the correct "occupation", then

the contestant wins.
The introductory activity has the oBjective of demonstrating that

any one business or ‘Industry may involve many different kinds of jobs and

people. This should be part of the conclusion when the game ends.

Module 2 - Activity 1 - (Three groups).  Review the two parts of the
activity. Clarify the filing systems mentioned and refer back to the text
as needed. Make topic assignments for the second part of the activity.
Then, divide the groups and circulate, answer1ng questions and giving any
help needed as .each group decides on an organ1zat1ona] p]an Once that is
done, they are to go right on to the second part. If, as they start the
second part, they decide they want to change the organ1zat1ona] plan, that
is okay. . ;ﬁ
-76-
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After all groups have completed this phase, reconvene the total gr0up
and ask each to report on the organizational plan selected, and d1scuss
this. Then, discuss how emp]oyers would be selected to be listed.

reav?

Module 2 - Activity 2 - (Tr1ads) Show the Be]] Te]ephone film after

" reviewing the activity with the group. E1ther summarize the narratTv that—-

accompanies this activity or give participants time to read it. If the
group 1isn 't inclined to be serious, you could make a "te]ephone" with a
coup]e of styrofoam cups and a piece of string or let the triads make their
own ¥ they want to. Each person in the triad is to rotate through. the
roles of employer, placement director, observee--note that they have to
work the rotation out or one of the three will end up in the same role
twice. After each person has had some feedback on the1r te]ephone tech-
niques, review the "Points About Te]ephone Contacts." Then, br1ef1y
summarize and review the methods of*contacting employers: telephone;

personal visit; employer survey; use of community*organizations and

agencies.
Module 2 - Act1v1ty 3 - (Tr1ads) Review the two parts of the activity.

Part A. Answer any quest1ons about the job order form. After all triads
haye comp]eted their Job orders and have had a chance to compare for
accuracy, answer any questions which the group in general may have about
tak1pg a job order. Use the narrat to highlight the kinds of 1nforma-

‘tion which might be pertinent. Di s the fact that each placement
_coordinator needs to develop a job @ter form which meets the particular
‘needs of the emp]oyers with which he/she generally works.

Part B - (Individual activity). Participants are to wr1te out the JOb
order wh11e the tape is p1ayed——¢heck to be sure the tape 1s audible to
everyone in the room. -After completing the job order, participants should
exshange work with each other and check it against the "key" job order,
marking errors or discrepancies. Answer any questions which occur as a
result of this activity. "Completeness check" required.

Module 2 - Activity 4 - (Four groups). The purpose of this activity is
to simulate the process of decision making regarding the kinds of informa-
tion and records with which the placement coordinator deals on a day-to-=day

el ' -77-,.
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basis. FEach item requ1res th1nk1ng through what meaning the jtem has, hOW}
AN ‘ it needs to be recorded, and what follow-up action needs to be taken.
* There are not necessarily any "r1ght" answers to this act1v1ty a]though
. - some will.obviously be-better—than-others— - —- o _
(1-3) The want ads have the possibilities of: being recorded
on a job order; calling the employer and asking to refer
students; posting on a bulletin board; refering a formgr |
student who has gained work experience, etc.
(4) The memo has a "hooker." There is not enough 1nformat1on
to record a job order--should you depend on collecting
this information at the noon meeting? . Also calls for
up-dating the file of the student who is being promoted.
- (5) Obviously an opportunity to do some job development. -
' (6) Instructor needs to be.contacted; then, employer should
_ - _ be phoned for the job orders. g n
_ (7) Might call for clearance with administrator, then’
' " listing the agencies in a looseleaf notebook or
similar file as an available resource. )
(8) Probably does not require much act1on since it.doesn't
- appear that there are any openings. Probably should be
filed in a general notebook file and a copy circulated
for posting to the welding- program.
When all groups have completed the act1v1ty, br1ef]y review items ‘and
discuss any quest10ns which occur.
Module 2 - Activity 5 - (Four groups). This activity will need a
thorough introduction as the charting concept may be new to many partici-
pants. It is just a step by step breakdown of the elements or decisions
which need to be mazz in determining how certain routine and frequently
used types of information are to be processed from the time of collection
to eventual discard and/or reprocessing. The master flow chart lists the .
options available at each step: How the information is to be gathered;
under what time-frame it will be gathered; where it will be recorded; how
this record will then be filed; type of filing or access system so it can
be retrieved; how it would be used or disseminated; and f1na]]y,7what is
done with it after dissemination occurs. .
After explaining the master flow chart, turn to the sample want ad
- flow chart and "walk" the participants through this. Explain that such
decisions are, of course, a]ways affected by the setting in wh1ch the
placement office operates.
R ~-78-
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Then have part1c1pants work out a flow chart for- job'orders and an‘
emp]oyer d1rectory You might want "to work through the chart yourself 1n
advance to heTp you ant1c1pate potent1a1 problems wh]@h part1c1pants may
* have in grasp1ng the task :
N Nhen all have f1n1shed the f]ow charts, bring the group back together
. and review the resuTts It is npt requ1red that’ a11 groups arr1ve_at the
.qi, same conclus1ons--aga1n, there is no "r19ht“ answer--aTT that is necessary .
| js that some logical r weasonvex1st far the decision which was made. ' ) oy

FoTTow1ng th1s, have part1c1pants exchange for a "completeness check."” .

- -

o Postassessment Summarize the module, answer any questions which s g%%ur .

v as -a result, then administer- ‘the postassessment Co]]ect forms as part1c1-..
pants f1n1sh The format of this module is d1fferent from Module 1 in.t at ‘, C
the application phase fo]]ows the ‘postassessment 1nstead/of being 1ntegr‘%ed

* into the module activities. S0, the next step is to introduce: . o ,.‘73';

Module 2 - Activity 6 - (Three groups) Rev1ew the purpose.of deveTop1ng
a plan. This is a “take home“ product which is to be an outline of the

. process involved in planning to accomp11sh certa1n spec1f1c activities.
Participants have actually been through the processes in the, activities,.:
but now must think through‘What steps they took to do th1s and how they
would transTate that act1on to an on-the-job situation 1n the1r home schooT

“Ass1gn topics to groups As the participants in each group" compTete thefir
ass1gnment they are to exchange and check for comp]eteness Then, recon=:
vene the total group and put the parts together, so each participant ‘has a .
plan for each of the activities. . \

Collect a11'product forms. Make cop1es and hand or1g1na1s back w1th ‘

the scored postassessment the next day. —

- 80




Modu]e 3 - Conductlng Job Placement Programs

Introduce the module by giving an overv1ew ‘of what job p]acement
. _ covers. " The module t1t1e may be. somewhat confu51ng, s0 it is necessary
;mfw»—zf-mm~n-~?'_to deane'the* ct1v1ty of’referral p]acement (JOb p]acement) as part of a
| E. total job- ‘placement program. ThTS may have natural]y occurred earlier in
. the other two modules, but it-is a good idea: to be sure part1c1pants
°understand the, semant1cs '

v .

-Modu]e 3 - Act1v1ty 1 --(Three groups) Review the two parts of this -

.activity. This is an overv1eﬁ_o?che total office operatlon, partlcularly:
designed to reinforce the]earnlngof the ba51c pr1nC1p1es outlined in the .
introductory text. . ‘

v Part A. _ Review the charts, exp1a1n one or two of the comp]eted items.
7& o " Several have been completed in order to shorten the time required to com- -
plete the act1v1ty Answer' any questions about the items if this occurs.
After each person "codes" his role the small groups are to go through the
chart sp each can add others work to their own, dlscu551ng any differences
of opinion. If some 1tems seem part1cu1ar1y!d1ff1cu1t to code, you mlght :
ke e want to discuss those w;th the total_group. L.

e o pr1nc1p1es in the text. Explain the three samp]e 1tems You may nee
use the techn1que of ‘eliminating those which do not app]y to illustra
- connection’ between the act1v1ty and the principle. Some overlap does occur,
\\\ but it is understand1ng the re]atlonshlp whith is 1mportant
o _ When all groups_have completed codlng, reconvene and compare,

Part B.  This relates the act1v1t1es back to the basic operatlng ' .
(Z
e the

o ' dlscu551ng any d1screpanc1es

o Module 3 - Activity 2 - (Four groups) Rev1ew the act1v1ty, answer any \
h o questions about ' ho. the- act1v1ty is to Be completedt The final regulations
on the Buckley amendment were not avallapﬁe at the time this module was
‘written, s¢ you may want to cautlon part1c1pants that some changes could.
soccur.  The po1nt to make is that you often have to operate undér cons1d-
erab‘e uncertalnty while such regulatory laws are becom1ng final. A sense
of -humor he]ps re]Leve the frustratlon L v ' ' p
After the statements are written and the check]1st _evaluation has been

. 1~ done, the “completeness check“ shoqu be 51gned off.
T _ ' | . : -80— ; I .
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Module 3+~ Activity 3 - (F0ur‘groups). S1m11ar to the act1v1ty in _
Module 2; should need oniy,a'brief rev1ew., Some 5r1ef comments about the

- jtems follow. o B 3 B
_ (1) Needs to be checked off control 1ist and fi1ed' -
___._=%. " (2) Needs to be checked off control Tist and filed. « & .. 7
P (3) Information needs to be disseminated, students T ¢ &
. identified, interviews scheduled, letter responded ¥
v ’ to . t_ . . P N
~ (4) Either record on Key sort card or record for data .fﬁ‘.g,,°
processing.t File. : , _ %ﬁk‘ N
(5)  Need to review student fo]der, review employer prof11e f_ o
Respond to secretary T : : L ’/
(6) Enter request on student 1og or 1n student f11e, send ; .
T papers . - R . i
(7) This item haidg/"hooker" in it. If. the P.N. is a ma]e, / -
. probably would not have a name change If itisa g~ {
female, might need a name change.; Most part1c1pants AP /
: . will probably assume fema]e-—good opportun1ty to S j
[ develop a little awareness about p1acement*coord1nato¢s o
! : need to be aware of own sex biases. . A j 3
‘When all groups ‘have completed the act1v1ty, briefly revnew items: and
d1scuss any questions which occur. . ’ / o ;g' ;-, f,

Modu]e 3 - Activity 4 - (Four groups) /S1m11ar to the flow ch&rt /
completed in Module 2, but with. d1fferent options re]ated to type of 1nfor— '
mation to be. processed Review master chart then "wa]k" part1C1pants '
through samp]e chart. After groups comp]ete charts, reconvene and compare

,
7

and discuss. "Comp]eteness check!. requ1red o e
/

Module 3 - Act1v1ty 5 - (Four groupsO Review the act1v1ty - The
1nc1dents provide some good, practwfa] examp]es of what rea}1y hapoens
in a placement office. One purpose of this act1v1ty igstoT re1nforce the

]earn1ng of the steps 1n -the p]acement process. ';% Vi
. 7 Y
Postassessment Review and summarize the modu]e, answér any quest1ons

which result. Administer the postassessment and coll ct the forms
;o

Module 3 - Activity 6 - (Three groups). This is
app11cat1op activity that cont]uded Module 2. E

act1v1t1es on the check11st wou]d need to be 1ntegrated into the tota]
N Ab F s o
/ - . 7

lain that most of the

/ /
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.and puty the parts together so’ each par

p]an put in the interest of time, on]y three

haVe been 11sted
ASS]gn topics.

As the part1c1pants comple.e thei
are to exchange and qperk for completeness.

‘r

ir. a551gnment they
hen" re¢onvene . .the" tota] group

ticipant has a comp]eted p]an foi-
these three: act1v1ths.n : : A n“ﬂ b ,;%

v ,Collectﬁa]] product forms Make copies and hand 0r1g1na]s back w1th ;;“
the scored POStassessment the next day. R : :
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A . _ oL "iﬁil
Module 4 - Conduct1nngollow up and Fo]]ow through Programs

T Introduce the module by g1v1ng an overview of what the module covers. /
E‘E]a1n the reTat1onsh1p of follow- up to the tota] eva]uat1on program

Modu]e 4 - Act1v1ty 1 - (Three groups). Review the purposes to be

~discussed and answer any questions about 1nterpret1ng the meaning of the

s%atements if these occur. Encourage groups to refer back to the text if
they have d1ff1cu1ty coming up with. examp]es . After the ]1st3 of examp]es >
have been completed, reconvene the total group and share 1deas '%ummar@g

4

Module 4 - Activity 2 - (Three. groups). -Review the two parts of the

activfty Answer any questions about procedure After the 11st of: advant—
{

ages and d1sadvantages has been compiled, have th total group share

ENEN

comments Bring out any po1nts you think they ma have missed. : fau.

Part B. Groups maytgpme‘up with different solutions to. these three cases.
The 1mportant point to be~made is the reasons Yor se]ect1ng Lthe method
should be Tog1ca] #ﬂd defend that method After smarl groups have” - ‘35

comp]eted the task,’ reconvene tota] groupsand d]scuss Summq@hzg
¥ v

‘Module 4 - Act1v1ty 3 - (Three groups) This is-a. good p]ace to add some

" comments from‘your own exper1ence in: conduct1ng follow up, expec1a]1y 1n

>
>

”the area of quest1onna1re construction. Point out that a poorTy worded .
TR
1tem is useless s1nce there. 1s no way of 1nterpret1ng Jnswers Emphas1ze : %¢35i~4>
'pﬂot test1ng as a cheok on 1tems ' : @ B '

The major weakness in-each of’ the quest1ons is that d1fferent persons -
will, 1nterpret the quest1on d]fferently They should come up with two or
more. ways it could be m1s1nterpreted Then the quest1on shouTd. be worded

‘more exact]y so -the’ person answer1ng the quest1on does not have to process

=

~and 1nterpret Reconvene the group when th1s is cbmp]eted, summar1ze and
. answer any quest1ons N A ‘ . T '

Modu]e 4 - Act1v1ty 4 - (Three groups) Rev1ew the act1v1ty and be suregs,

_T part1c1pants understand what they are “to do The purpo<e is to develop an

pnderstandﬁng of the, re]at1onsh1p of the items on a questionnaire to the
" purpose. for conductlng~follow up studies .and. the use that shoild be‘made of

the data if those purposes are to. be rqu]nTed Make topic assjgnments. .
- i . . : ’
: -83-
. S / }



3 PRI

Answer any-questions. When the plan’ has been deve]oped have participants
exchange and check for comp]etenes;/ Then, reconvene and share ideas,
ferences ‘

d1scuss1ng any d1screpanc1es or dij

Module 4 - Activity 5 - (Thnee groups). ‘'Review the activity. Explain
that interpreting the results of a follow up is a difficult task and
requ1res an understand1ng of many variables which affect p]acement and
employment. . Use an- example or tWO to #1lustrate how data could be misin-
terpreted; for example, a sudden overall increase in the average sa]ary of
clerical workers might e the result of an increase in minimum wage rates

e rather’ than to any efforts made by the placement office to improve job

deve]opment When the small groups have completed their work, reconvene
and d1scuss . . ¢

If some groups have come to oppos1te conc]us1ons about some parts, of -
the data, go through their rationale and try to determine what other

1nformat1on they m1ght need to reach an accurate 1nterpretat1on

'Modu1e 4 - Act1v1ty 6 - (Total group) “Lead the group through a genera]

discussion of prOV1d1ng follow- through services. Tie in the activities of
the other three modules where appropriate. Use the critical incident 11st
out of Modu&% 3 if you-think the group needs some Spec1f1c examples to
work from. The purpose is to reinforce the 1earn1ng~of the methods of
providing fo]]ow-through services and to promote an understand1ng of the
broad concept of follow through as taking some actlon

Postassessment . At the conc]usxon of this d1scuss1on, review and summarize
”%f’ Admm'lepostassessment and coHect

the Module; answer any quest1o
the completed forms.

\
This activity is s1m11ar to the

Module 4 - Activity 7 - (Fourﬂgroupsg
application activities in Modules 2 and 3 and should not need much intro-
duction. Assign topics to groups.and. d1scuss any questions. Work out the
overa]] time frame for the study to be p]anned before the small groups

beg1n working since some activities are sequentlal As _participants com-

plete their ass1gnment they are tq- exchange and check for completeness.

- Then reconvene in a total group and put the _parts togethor <o that each

part1c1pant has a comp]eted p]an . e

; S y .
Ty - . . . T Tt
- - » 3 . B . L -
: o . _ I _ &

80

%
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ERIC

A .i70x Providsa by Eic:

yE

4

Collect all product forms. Make arrangements with the group to return, . -

the originals and the scored- postassessment,

At this point"', rev_iew'thé;-_-;‘c’comp]ishments of the participants over the -
four modules; ask for any fee/d’b.ack which they wish to give. Briefly mention
other-available resources for ,mbre information. Thank the participants for
‘their time ®and effort. A ' &
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H

Y TPRODUCTS'REQUIREP AND KEYS TO ASSESSMENT ITEMS .

This section of the modufe lists the forms which are to be sent to
the evaluator at the\conclusiop of the workshop and contains keys for
forms which réquire scoring. Be sure each part1c1pant has signed his/her
work. Those forms which are to be scored are identified by an asterick.

\ ' Checklist for Evaluation Materia]s
wy ) ‘
Module 1 y Implementation Planning Guides for Activities 2,
3, 4, and.5. .
*Postéésessment forms.

. Module 2 ¥ *Job order form from Act1v1ty 3 Part B.
‘ > o

F]ow charts from Act1v1ty 5.

Module 3 Comp11an€e procedure statement feeu

. *Postass "?f_g'ﬂy‘a'

Module 4 P]an for us1ng fo

0
s

. . o
2 : o X

}




MODULE 1

£}

l’()S’l‘ASSESSM IENT

17NAME .

1. Hrite a paragrdph which sté/%s the ratlonale for offer1ng pre-
employment services to students. Include f1¢@wfactor5 out11ned

| . in the text which were cited as evidence of. the need for pre-
emp]oyment services. L '_ ’ ! -
Cruitenia fon ach,éeizement' The paraghaph must include at Eea/st three, -
0§ the following 64ue points : ) '
1. High unemployment.
2.‘ High tunyonm.
3. Ldmited (o4 no) empfoymen,t shitls. ;
) 4. Limited (o \nO) jOb Aeek:uzg shites.
5. 'EMPZOQ{IZ;Q;’LI nelated to ma,{ri,c'ng. sz',f: “,_, oy

C

.

2, L]St the three major job seek’mg skﬂ]s needed by- schoo] youth

Cridteria fon ach,ceuemen,t. Mu/.st f/(/_st axjkuust z‘wo 05 he 5o£€owmg th/tee
6&/(‘/&&-' ' - R - B . y
o R . L C
‘ o T 1. Idemﬂymg potential emp(’oye/w {job search Alui&)
Applying forn a fob (communication Ahu’,&)
-Inte/wwwwg 60/1 a 1ob

.o 89

-~y
P g

»

a4

-90-




3. Three methods of de]1ver1ng pre- emp]oymenﬁ serv1ces were analyzed
in Activity 2. The following statéments refer to that analysis.
Respond to the statements by indicating wh1eh wethods of dc]1very
best fit each item. You may refer back to the analysis if" you.
need to el ‘ ;?ﬁk‘ .

Key: IC Integrating ihto ex1st1ng courses
SC Separate course
G Integrat1ng into gu1dance services

Active]y invo]ves the teacher in %ﬂg placément prqcess

IC a
_G b. . Students may fail to take advantage of tl e §%r9§ce "
IC . Pre- employment instruction may be poorly presented due to ]ack
. of 1nterest
-SC.. d. ~Most 11ke]y to reach the ]argest number of students.
SC e. Requires allocation of &onsiderable resources both t]me
& and money. .
L » - .
_G_ f. "When priorities are assigned, pre—emdloymena services may be
neg]ected . :

;éid g. May best meet the individual student’ s need.

.IC  h. Requires cons1d ble coordination, tlme by the placement
~coordinator to 1nsure that all.pre- emp]oyment obJectwves
‘are met. .

" SC 1wi; ‘Scheduling"may-be a maJoraprob1em.

Y

P se i. Easiest method. to evaluate so that pre-efployment services

& can be improved.
C .

; v

N - R N
DI L L% . o
S .t o, L TR




‘MUUULt z . JOB ORDER FORM

: oo (REFERRALS
e [vate] " Results
R P e e e
¢+ | This information is
_._ CONFIDENTIAL " T T ‘
. PLACELLENT 7
a 'SE@‘V"CE
- (1) JOB OPENING “# | (2) HOLD UNTIL _Fitfed - .. (3) DATE _5/1/7s

————

(5) "ADDRESS' 2503 West Broadway, Sedatia. Mo - | #65301
} Street . . City State . Zip Code

(?) F]RM NAME Pankhunst Manuﬂactun&nq Co. '~ Reseanch and béuétqpmeni Centon

(6) TELEPHONE NUMBER = §76- 8735 R. A. Kyte, Personnel b’xgm phoned orden in.,

(7) .T”_-,LE OF JOB(i’y:. SQC)Le,ta/u{/BoQkfzggpgq - Carneen Position
T NUMBER OF VACANCIES I

‘ 0
\ .
[

E R

(8)- DATE NEEDED 5/;4/76 - CLOSING DATE When fitled - -

1

IS :
R r)

(9) THLS J0B 1S: 7 /X7 Full- tlme [:7 Part- t1me [7 Sutmer [:7‘0ccupat1ona] Exp

) (10) JOB REQUIREMENTS (age, phy51ca{, exper1ence, educat1on, skills; ab1]1t1es)
l
Combined ﬁ()émon 01( SQ(‘Jl?X,a/z maneﬁ_“ P’LQﬂQ/L wo-yean qnaMd corbudn

£es - Expen4ence pnegeaaed nat[nequxaed Need baALC bnowzedqe oﬁfaccount&nq,JLAB~i

d typing -ahilLs, 55 to 60 w Shonthand would ‘be h
(11) &SUP"RY OF JOB DUTIES (work pé#fermed, e3u1pment é%eﬁg%ggz‘work1ng cond1t1ons.?“

Much 04 the wonk 44 wokk&ng uuih *LngﬁA*_paazﬁﬂuzaalgL-JVLji to mainzg4p¢ug__—'

o ‘Research and Deveﬂa ment budgets) Some e s ) | fﬁ N

_ 4 p g % general ecneiun¢a£ : _ féﬁjfﬁ
L ”

(i?) SALARY RANGE $370 - $450 depend&ng an éxpemLence and educat&on

‘(13) FRINGE BENEFITS Heal.th Lnéu&ance 2 weebé pq&d vacaixan aften one yeanr.

(14) Appuc-xx;@- SHOULD CONTACT - A. Kyle, Posisonned Office = . R

t

(15) COMMENTS __  » .

%—\ A
Completeness check requires that mo more than two e?rors are found when th1s J0b
order is compared to the key. - * . . LT
-92—, ‘ 91 . iy

\

;Q thécked as cogpleted by: ' L




MODULE 2 C?’
4
¥ -
POSTASSIESSMIENT
NAME:
‘ . .- L I
1. Hrite a ]1st of nine s'ourcos? which you could yse to build. "#h
employer cgrtact lists gwmg a brmf one- sentence description
of how each would be u}e ! .
_ a. Ve&ﬁowﬁpageé:;
' .
b quuﬁdptmng dinectorndies -
c. Chamben of Gommejicev f,({st/s \\
Jx"/’j Nt e o
d. Praf nat and trade. Jowma,&s .
?, . f ‘. . @ /;‘:‘"‘, .
, o, P/Loﬁuéwna!_ I/Lade and/on clvic ong amzaé:wné ‘ L.
B ’ ) é r v P . . ' » ’"J"‘;r:
7" g -Fonmen student cq?ztac,a - ' g
' g. " Advisony commitiees & . .Y
h. Faéu[ty Leads - . _"' N 4
' . '-’\, A e . .d' P -
Yo , e ‘
2. "‘.:."ri.t‘é?\';i:' parag_m'ﬁ"n hith describes four methods of contacting nvp]()yer&

FRICE

;
e P

&

to\@ﬂd an, e;x-.;.';; Aor oata base. - iy S

(’J&te/uva gon achievemesit:
* “.the following 60(1/1. me,thocb_s

a. . Employen Au/we.g
b, Personal visit: -

The. pa/_;ag.i&}oh mist <nclude at L’aar-s.tiatlmee o

e
e

g Tdé'phone' .

dEUse of commundty O’IJLUVL atiens
on agencies

s
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MODULE 3 g ' h

POSTASSESSMENT

NAME «

1. Write a list of the six basic principles involved in estab]m; mhg

a job placement office which were discussed in the text. GlQé a

brief one or two séntence explanation of each princip1e.’ .
Critendia fon ach&euemeufi“ Must include at Least four of the '.
following s4ix principless: S ' I

1. A &ingle office AhouﬁJ be identified as a central clearing
“house of job LH‘O&MQL&OH for the entine school system on
distnict.

2.. A comprehensive nigie 0§ placement services should be
offened all stude} Aeehing employment.

cooperative wonk-experience and wonk/study programs.

4. Close wonking nglationships should be developed with
employens and  personnel managehA

5., Adequate stafg and other neoaunceA Should be: aﬁlocaied to

P

T the placemendlBfice. .
6. The placement ogfice (pnognam) should be oigan4zed nto a
: v - formal system. . _
e, . S & i ' . . ) " . ] .
2. firite a paragrap h describinc the placement process ich dncludes

a br]ef exp]anut1on of each Of the six Steps outl 4

Cn4xe44a 604 achXevement: The panagnaph must include at Least gour :

05 the 6OEKOWLng 84X, Atepb .. .
1. AAceAiﬂ&nAng student quaﬁ&ﬂ&caixonA o -
1 2. Pnou4dLng jOb counAeE&ng as needed. ‘

3. Matching Atudenr qualifications to fob nequ&nemeniz
4. Doding Apec&aﬁ&zed job deueﬁopment o
. 5.JfRe6eAn4ng student to fob openLng “
b

Fo££0w up/ﬁotﬁow thnouqh with Afﬂﬁent on empﬁoyen
.4 -

P | . “ .93

-yq.-

3. Job placement AGAULceA and procedunes should ccondinate with




i MouuLE o

POS TASSE SSMLNT

. LA
N P Nmt.e a hst statlng the seven purposes of conducting a followzup

g . program related to job p] acement and give a brief, (me;sent.cr,lcc expla-
nation of each g |
g . o
Criterdia _60)&{acluc.uc.meﬂt'.‘ Must include at Least five of the. following
‘ seven purposes: . ' -
M
a. . Evatuate the effectiveness 0§ schookinstructional proghams.
' b. Evafuate the effectiveness of téw. components of the job
.~ ' . placement program. ' ‘
) c. Gather da,m wseful for Amproving uvst)(uc,twnaﬁ progham.
.._-d. Gather data useful for improving job placement ppogham. -
e. Occupationat pattenns (wonk histony) of graduates as this
q nelates fo: )
°. (1) Job stability.
(2) Job Mobifity.
_ (3) Job satisgaction.
i §. Identify students in need of additional pkacemeﬁt-,_}on
educational services.’ : s
+g. Evakuate the degnee of employer satisfaction with students
and placement services. e s \
:g( -
. . R

i E
2. ) ow'up wnﬁpnnahon were anatyzéd in
Act/lvn;y 2. The statc'"nonts on‘%é‘»hé%;_ age refer 10 that analysis.
9i -
. . Ce
95- Tt ' S /‘q
) N ' N } L | . ». ‘ -_ 4 - .‘\/: .
/' ﬂ\ ¥ ) 7‘ 4 . v .
. e
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A

- A s
You should circle T.if the statement .is tyue and F-iﬁ,fhe statement

FO .
- St e

e is false.:

(I, F 1. An advantage of the mailed questionnairévis that you can contact
o a large number (oyer 100) of persons with the least expenditure
of time and money. - SR :

(i' Foo2s Thé personal visit allows you fb gather information in more depth
than the mailed questionnaire. : . ' : ' -

I) F 3. The telephone survey provides a means of checkihg and .assuring

the correct interpretation of questions. ' ; ‘

The ﬁmjor disadvantage of‘ghgwpensona# ¥isit -is that it is
extremely time consuming. " Y o

&
-
E-Y

. N - ’ " 8 A \-; ..
‘. ~ . . . ' N o Con ST,

= T (& 5.- The mailed questionnaire is likely to have a higher response rates ..
S than the telephone survey. S : S

—

LN

T
(o))

question on a mailed questionnaire than t

: AN

Students will be -more likely to respond to an "open-ended"  “~ "% o
: hey would to the samﬂﬁ"
e _Question asked over the phone. S o iR

o
L

(f} F 7. An advantage of the maijled questionnaire is that much of the work
< can be done by clerical personnel, thus freeing the placement K
coordinator for other activities. , :

(i;.F 8. An effective way to increase response rate is to follow up a
-~ mailed questionnaire with a telephone survey of non-respondents.

X , Ci, Fro 9.,‘Usfn§?€he personal visit to conduct employer follow-up has the
T ddvghtage of allowing the placement coordinator . to utilize the
& © - 'Vis¥t for other purposes (such as obtaining job orders) as well
) : as collecting follow-up informationﬁi\‘;/P ' v '
(I/ F - 10. 'The ‘telephone survey may foster better public relations with
' "7 employers than the maited questionnaire.. - . o

T o ' ' S Y
y o . - .
; v :

B j"‘*:p ,

fRIC o, TRE




¢ i
_ 3. Write a hst statlnq the hvc muthnds,()f prowqu fo]l()w throuqh ’\\/
-
: information and glve a brief, onc-sentence oxplunutmn of cach o
) ' Cn,(',t.onia forn achievement:  Must Giclude at i’c(m( foun of the .
-t 6081000(71_; 64\)(' methoda ) '
-e
4
,a.v‘ Caunbe,&ng Atudcnm about indtial wonk ad fustmen t )
problems . ) ' . . L ‘, T
. ,ﬁ:t b. Reﬂe/uunq students to ac{éh tional, W(‘M’ puw{,wn .
v C L0 as needed on . des.inéd. ,,cﬁf( S e
c. Refernding s tudents 60/1 c'dd,(,tx onaf j(:& pfacement
' Aejwme/s fon careen advancement 0/%‘ /zdocat«on as :
necded on dumed
e . Mowtmq emp[laguw i a/mangwq gon educational
:‘: LT senvd e ra up- gnade on u; dcc;fe shalls of -employees.
o B
e. Méustwg ampﬁ(u/e/us in identifying eu/.sr,cng fobs '
which might be. restructured to utdue entry-Level
© shifls of g/uxducuteA )
’ o
’ : ‘. ;’ ¢ « -
. - \'ﬁr v
' K o
.'7 :
» ¢ “9‘.\' ® .
~ ! * '
r ’
P b . 7
- M Q'., < .>
7 '//l ' . - . d ‘ pt s
9 , N
- | A
1 e N e * ‘. . . Y PP » S
el _ ' : ‘ 4 ¢ i ‘
_97\_ ’. . - ._ .;/-, ..,.“ . ' ?t. ..‘ N .
R N . R . o .
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of Commerce and Industriar Devziopment
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Mining Operations, /1/969 edltlon
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Other mater1a]s on wr1t1ng of app11cat10ns, preparing resumesy etc. -

‘Stroth/er C. Todd. Frow To Complete Job z pplication Forms. ‘National
Vocational- Gu1dance ASi\flaulon 1607 New

ton, D.C. .20009

. v ,Dickhuﬂ(’Laro]d W.. and Marvel J: Dav1s '

ampshire Avenue, N. W., Nash1ng~

of‘esswrzal Resume/Job Seapch R

Guzde Chicago. Management Counse]ors, Inc. 1975,

Ange] Juvenal Londong. - Why “‘and How to

Prepare an‘E’f‘f‘ectzve Job Reswne .

j)Wor d Trade Academy Press, Regents Pub11sh1ng Company. 1965 f

Gruber, Edward. Resumes I%at Get Jobs,. .

Adacqu1sh,'Micnae1 P. Personal Resume Prepartition. W11ey, New York 1968

ARCO Pub11sh1ng Company, Inc.,

1219 Park AVenue South, New York, N.Wi IDOO N,

: Iﬁe‘Jbb Came.  Employment Tra1n1ng Corporatipn% 300 Central Park West;

New York, N.Y. 10024.

<

Stone, LJna ch To Get A Job. —€o1lier- Macm1]]an Canada, LTD.W‘

Aud1o Visuals - .
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App1y1ng For A Job, S1ide- tape presentat1on from S1nger series PFinding

and Getting a Job " Soc1ety for Vlsual
60614
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1 Jobs " and Interv1ews - Gett1ng Started.

NN "color f1]m from Visual Aids Serv1ce Uni

EdUCatIOn, Inc. Ch1cago, I1linois .

. .
WOrld of Work. Ser1es 15 minute
vers1ty‘6f I]]1no1s, Champalgn, IT1linois.

Your JoU - App]yfng For It. -World of Work Series. 14 mindte- co]or film

from V1§ua1 A1ds Serv1ce Un1vers1ty of
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I]Iln01s Champa1gn, ITlinois.
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o -+ -Looking Fo¥ A.Job, Part II.- -A slide-tape presentation. - State Fair Commun-
- ity College Media Center, Sedalia, Missouri. T T SEE
o+ 0 7% WKat Do We 'Ldok Like to Dthers. Sandier Institutiopal Films, Inc, .

- Your New Job. .Sandler Institutidnal Films, Inc. =~ - -
. 'a~fﬂﬂﬁ"t to NOPk'Fof your'Company. Sandler'InstJtutiéhal'Fﬁlms,_inc.~
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B = " I Rather Like You, Mrl_Be]]. A 27 minute .color Film From Southwestern
& Y . .-i Bell, St. Louis, Missouri 63117. S S

ey

Job 6Fd§r.l,A caésetie tape produced by.the.§tatg Fair bmmunity College
S e ,

L ... . . ' Media Center, Sedalia, Missouri 65301 . .
i o Téfebhdhé‘I%qhhigues, an Individualized Unit of Instruction, ‘using casette !
L e tape and ;35 mm slides, available from State Fair Community LolTege Media
G - . Center, Sedalia, Missouri 65301, D : Ve
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‘Other ma%gria]s - ; 'TZ( ' ) . s
TV Ne ‘ A
Job' Placement Priger, - Indiana "State Department of .Public Instruction. 1975. 4
Cw L T , ; : - g
YLt - Jab Plaremgnt Services, a Suggested Model \for Imp?Zementqti"on.' ~ Texas ‘
B | Education Agency. 201 East 11th Street, .Aystin, Texas 78701. , *
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