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) "Prepar1ng for Pub11c Serv1ce" is a ene. quarter course des1gned to acqua1nt Jhigh schoo]
-~

students W1ththe commonﬁcqppetenc1es,#e]ated to all Public Serv1ce Joh; . In addition to the\~

\

student centered materials found in this*book’, a teacher® s gudde out11n1ng hsr this book can

e e

N

7

~

be used in a course setting has been deve]oped for the potent1a$Zuser L T
The Prepar1ng for Public Serwice course is the second in a Series of three courses deve]oped |

as a comprehens1ve approach to vocatiohal skill deve]opment in Pu1b1c “Service for Gegrg1a High

»

Schoofs. ‘While mater1a1s in this counse are valuable to the student without benef1t of the rema1n1ng

A

. two ‘courses ‘in the ser1es, a student wou]d norma]]y enroll in “"Orientation to Pub11c 5erv1cg" prior

to entering ‘this course. Upon sut assfu] comp]et1on a student would then enro]] in the Publit

Serv1ce Skill Development program which is ‘taught in the commun1ty

As with all curr1cu1um mater1a1s and gu1des, the 1nformat1on contained here is, a beg1nn1ng

po1nt In order for this course to effect1ve1y meet the needs of each individual student the

» L b

user must adapt to Jocal and 1nd1v1dua1 student needs As such L makq5a strong recommendat1on

3

that extensive* use of the curriculum guides bé used k1th the mater1a1s Included in these gw1des
]

is a wide range of suggestions for helping these mater1a1s meet the local c]assroom teacher's needs

Th1s material was prepared,by thef "Applied Program of Pu%}qc Service" under a d1rectAQrant te
Gw1nnett County Schoo]s from the Georgia State Department Office for Adult and Vocat1ona1 Educat1ow/'
(OAVE) DAVE, 1s present]y under the d1rect1on of Dr. Russe]l Llark, Ass1stant Super1ntendent of

n

Adu]t and Vocztional: Educat1on Programs - . iy T
| ' ' _ - * + . Project Coordinator and Operations Director :
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EFFECTIVE *WRITTEN COMMU@ICATION

Introduct1on/to Commun1cat1on

~

This packet was prepared to heTp you bécome sw1TTfuT w1th somg of the many F‘?ms of wr1tten y

.
e ]

- communication yol will encounter 1n-Pub11c Service. whether or not you dec1de on a career in public”,
© service. These forms 1nc1ude the bus1ness letter. the app11cat1on form, *the memorandum and the
2 D e T ¢
. NS - ‘ e

short repyrt. C ’ . ' . — ) ’ . )

v 4

+ - | T

¢ In order for you to be, able to communicate effect1ve1y in wr1t1ng, you need to Know- exactly what

re

.
¢ s

1t méans to communicate and how important communacat1on is 1n/our everyday 11ves There are»many forms

{]

of cOmmunication that do not use words. When you are wr1t1ng, although you may never have rea11zed

this‘before you -are using one of these othg; forms. Therefore, it is important 0" know about the other

forms of commun1éat%on and how thay may.effect your wr{t:ng The basgc introduction wili"help yoo.to

{ , Tearn some of these things about commun1dat1on . 7 Lo - - \
o - WHERE AM I’ GOING? - . N , T . v
. . - . ! < ' o - o ‘\ N .

‘ \ -
By the time I’'finish this bagic introdution, I will be able to explain the meaning of the.word

“communicate". T will be able to tell what ispmeant by “verbal“ and "nonyerbal" communicatibn and

explain how these sometimes combine. .1 will. be able to dembnstrate examples of thése two ma;or forms

" S h . ) " .,

- . . of communication. - . ‘ - . R . .
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. HOW WILL T GET THERE?

)

1.1 wii1 read the material provided

on the following pages.

- N )

. ‘ -
2., Lwill complete the Self-Check Activi:,

. 3.1 will cohplete the Impﬁgyisatiop'

Qgtiv1ty. -

» ! '\-

* o

' HOW WILL I KNOW WHEN I'VE ARRIVED? .

T. I will-check my comprefiension6f the
L3

material by checking my answers tb.the y

~

" Self-Check Activity. Y

2. 1 will, ask for my classmates' and ‘teacher'
C. .

. - . .
~ .reactions to my performance on the Impro-

!

S

&

3

el e IN )
visation Activity. o*
¢ ' D
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S ' " INTRDUCTYON TO COMMUNICATION e T . )

“ , ) .' . . 0 N . r
Have you ever thought about the meaning of the word "commun1cate"7 "Communzcate" means

. e A !

to send a message thai has mean1ng To help you in understand1ng th1s def1n1t10n a 11tt1§

better, read the following story about a morning in the life of a high school student named .

Jane. - ' . ) . L o Co .
w . . ] . .. . v . . . N T, -
[y - A * * \ M ‘
When the-a]arm clock went off at 6: 30 on acschool day, Jane pretended that she d1dn t hear
1t and .burrowed- deeper 1nto he coversf‘ Ten m1nutes 1ater, thou h’ﬂnhen she heard her‘mother s
/ P P
vo1ce ca?11ng her from downstairs,” Jane knew she had to get up While she was gett1ng dressed,

Ve

“Jane turned on the radio to her favorite station for the mo¥ning mus1c show - As she wag combing

v

¢ her hair, the disc jockey'played th song Jane and her boyfr1end Mike, thought of as the1rs,‘

« and she began to daydream about Mike and’the spr1ng forma] when she heard her mother s 1rr1tated

K. . ' y

vo1ce ca111ng her aga1n, Jane f1n1shed dress1ng and hurr1ed downsta1rs At the breakfast table, ‘ -
.Jane exchanged "Good mornings’ w1th her parents She .poured herself a cup of'Eoffee from a coffee- ¢ . -
pot attached to-a timer.that made it start automat1ca11y Whtle she was g1ancing at the newspaper, -

‘Jaﬁe 3 younger brotherteame rush1ng 1nto the k1tchen, scowling at everyone who spoke‘tﬂ“ﬁ"ﬁ .

Bosco, the family dog, nudged Janeé's e]bow with his nose. Every morn1ng Jane fed him pieces of.

P S 4 - - e

i toast and Bosco was getting 1mpat1ent The sound of M1ke s car horn outs1de ended breakfast for

Jane. She grabbed her«books, hurr1ed1y sard goodbye and rushed ‘out to join M1ke . '
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.J * - - . N . .- ! ' L] . Q
This simple Tittle story is not just about.a girl named Jane; it is.about communication in

many forms. Take a few minutes to jot down oh aipiece'of scrap paper all the instances of

.
“

communication you can find in this stéry.
- . * -

How many 1nstancé§~of communiéation d1d you find? You probab]y'rea1tzed that pe0p1e were

send1ng other peop]e messages in the story - 2nd even that a dog (Bosco) was sending a message,

but -did you rea11ze that mechan1ca1 gadgets were sendwng messages to peopTQ and that electrical

‘. gadgets were send1ng messages to each other? The alarm clock §’Jt Jane a message that it was
T ¢
twme to get up and Mike" s car horn sent Jane a message that M1ke was outside. The timer sent the

. - o B b @~ D t
coffeepot an electrical message that it was time to start. ‘ '
oo, . . '

. Of course, the-gadgets in our story didn't*send “verbal" messages (messages with words). The

) "verba]" or "word" méssages in ‘our story were a11 sent by pe0p1e Jane sent her parehts’a word .

’

-

message when she said “Good morning" and she received a word message when she 11stened to the radio

and read the newspaper. The people .in this story also used "nonwerba1" communicat1on (commun1cat1on
N 44 .. "

without words). The scowl on Jarie's brother's face told how he. felt. Jane was,send1ng.a'ihonverba]"

- '

<

hessage to herself when she was‘daydreaminé.i Sometimes the "verbal" andf"nonverba1" messages were
’\ ’ .. o, | [} .
combined. The irritable tone in Jane's mother's vaice combined with the words her mother used to call

Jane to breakfast to tell Jane ‘her motper meant business. The words of the song Jane listened to

-
»
4

* combined with the music to convey a message. o -
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every day.

.~ for examp]e how a siren, a buzzer, or the’ p/«%dY of al skul] and crossbones on a bottlé of poison

i )

& may save our lives by warning us of danger.

~

" word "POISON" and the picture 'of a skull and crossbones

together, but somet?mes'they,may work against each gther.’

“dressed very s1opp11y

. /
what message 1s your, phys1ca1 appearance commun1cat1ng to your prospect1ve employer?

Jotted dOWn on]y the. verbal forms of cotmunication in our 11tt1e story; 1t S probab1y because in

- . )

7

These are just a few of the hundreds of verbal, npnve?ba1, and.combined‘:issages wé get

Somet1mes our very lives may depend on messages, both Verbal and

‘ !

nverbal’.

Many times|, a5 on a bottle of po1son that has ‘the

You may communicate the right things verbal]y,to the interviewén, but

ff you

our soc1ety we are'mos& used to thinking in terms of verbal commun1cat1on, but it is important

to remember.about nonverba]‘forms of communication as well.
« f 0

. .
~ N .

-

v

%

~ Consider

on %, verbal and nonverbal mesSages work .71

Imagtne arr1v1ng for a_job 1nte?v1ew '
’ v .

’




Activity 1 SELF-CHECK ,
R . / . - (
Objective: - 1 will check my ability to feca]] important point§ about communication discussed in
'/ co this introduction, and I will distinguish between'verbal and nonverbal comnunication. g
> rd

Resources: This self-check activit}; pencil or pen, < l
Part I ] " ‘ .
Instructionsl Below is a 11st of meSsages we received in our everyday 11ves Beside

each message,,wr1te whether that message,1s verba], nonverba], or a combination of both.

N

7 v '
1. The 'rarn1ng" 1abe1 on a package of c1garettes.
2. A te]égram IR '
_ . ' - S
3 A f]ash1ng bLue 11ght on the top of a car. . K .

/
@A~b111board advert1s1ng a nearby motel.. )\

.&b

5. A bell that rings/-at, the end of math clas¥.

6. Saying "he]]o" iJ a p]eaSant voice.

/ ' @

7. The frown on your parents faces when you come in two mours 1ate

.r

8. A red trafﬁ1c 11ght ' T . ~
9. A cross on the top of a building. “5 ’ , s
. 10. Your favo?ste~igng. ~ ‘

. ' B l K
2 -
.t oy . ¢ v
s ~ 5 ! »
.
.
b
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i td - . . . ~ ’ N \ -
* Pal"t II:’: 3¢ - N \ .“ v ‘ *
> Instructions: Supply the-best short answer that you can for each of the fg]]qwing sentences. - | . ¥
- - re . .
o . _ . ' L 2 .
1. To communicate means . — - :
v ¢ -
\ . - - - 4
2: ~People can communicate with.peoplie, but communication can also take place between '
1\ -~ - L . . i \
ro— and o p ) .
. MW '\‘
"3. . "Verbal" communication means .
- v -» ~
4. "Nonverbal" communication means' d : . % -
3 - 7 » A . B *
. -5. - An example of verbal communication is . e
6. An example of nonverbal communication is: Yo X , -
7. An example of the two kinds of communication combined is ¢ T SLIRTRS
-— - N o . ks
|- 8. An example of a time when the two kinds of ~ommunication conflict with eéch other is’ /
» - / _1 q . _ ' ) : ) N v A ) - . L. -
. . ' R - 5 ) ) LN R ~ . ,
- *l: . 9. An example of verbal commun1ﬁgt1on that may save our lives is o . )
' 10. An example of nonverbal communication that may ggve gur Tives is - - . . .
] " . . [ [J ™ . .
s » . * vt L . N / e, % 'AA " )
~ & . . . ‘v\‘ .«
- °
. ' - ] W a0
o ) . _ arr ¢ ‘ ‘. * ° - . . .
At g SR
- - oL » * ~
‘ -~ , Kk .“7 [ ‘\ N v, . )’ ) L
: . ‘, K 3 - . . M ) " L
-« How will I know I've Done it Correctly? . S . - .
-~ ~ N . -
. t -t - - x5
I will check my answers with the answer key. . : o
. N : - . - N
) —: " . . ~ .. L@ L ' - L. .
R ) ¥ . o \ . - T - .
= ‘ ’ ‘ . . - oo - i
? ‘ ' ’ / e - e " ~— " v
! ‘ 22+,
. \ ¢ ' Y
1 e . . - o 7 -




IMPROVISATIONS - e

]
n

Objectira: f will demonstrate some instances of verbal and non-verbal communication.

* ~'
. s

4

AGTIVITY | .

L
*

, Resources: Some imagination and Se;eral of your c]assmates. | . !
¢ . . , . - . . ’ i ) ,
) ‘Instructions: Get into groups of two or three and seleft one ofithe situations‘belom B . L
:or create one'of'yoyr own‘as a'group~ Assﬁgn parts and. improJ?fet?Lake up dialogue‘ -
.and action as you go a]ong) a 2-3 m1nute sk1t atound the situation, have.each p]ay/y’ . ‘
- .

use both d1a1ogue (verbal Bommun1cat1on) and some form of nonverbal commun1cat1on Such
. . . . s > i . ' ..
"ds gesture, facial expresc<ion, body movement, or voice tone. You-can make.the total

¢ !

',\ * effect of the communication -either positive on negative. . R ' : ";1
’ .Situations' . ; ) L e . '
A . ‘ A . - ‘
N You are a nervous prospect1ve employee of a public service agency. (se]ect one) ang have - )
. < h - |
. . .o 5] ¢ te
) P 'arr1ved for an 1nterv1ew w1th the perSOnnel manager. . s : ’ R
R . .
- i 2. You are a public serv1ce agency emp oyee (teacher, fireman, parks director etc.) who\his N
- ° 4 %

just been named the 1oca1 "C1t12en >f *the Year“' You are accept1ng an award from, the mayor.

3. The Preszdent of the Unitéd States is making a tour of ‘government agenc1es and _yours (select’

“

one) has been chosen as one he is to visit. . You have been’ selectéd to greet him.”’ S
, ~N~ . . <

. A 4. You and another public service emp]oyee (each from a separate MQG) have been agked to speak ‘
- to a h1gh-schoo] APPS class. One or two of the stqdents have a quest1on to ask you.when you

finish speaking. o ‘ * P

A . N ] ’” , ¢ - [ -

ERIC ~ How Wi} T Know I've Done It Correctly? : )
e I.wlll ask for the react1ons of my &eacher and classmates.
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EFFECTIVE WRITTEN COMMUNICATION o - .

’ ) . The Business Letter
. ° ~0 . : t , . / . ‘ A
//T// Whether : you dec1de on a career: 1n pub11c serv1ce one of the forms of written communi- '
~ <

cation ;ou Wl]] en LG termost frequen(dy is the bus1ness Jetter 1+ The ‘business letter is srmp]y

’

an agreed upon foirm mest pesple use:t.. *--* messages in the bus1ness world. They have many pur- , -

poses: to ask for information or o respond tg reque§ts are two of the most common. | . v
- a

. -

As a pdb]ic'service empioyee, you could come into'cohtact with bdijpess 1etters daily. If you

‘had an entry level- pr in a pub11c service agency ybu m1ght Be expected to write lettees on rout1ne

matters as we]] as put them into their f1na1 typed form for ma111ng At the managg|ent 1eve] you -
£ Y
j
wou]d be responsible for the conténts of & bus1ness 1etter E1ther way, you wdu]d be expected to

acnmmun1cate effect1ve1y through the form of.a business 1etter . . o ;
o & . ' f - , N < . . . -
WHERE AM [ GOING? : . -, IR
By the t1me T finish th1s sect1on, I will be able to identify the correct procedures for wr1t1ng ot .
v / . ~, . - .
a bus1ness 1e;ter. I will be able to write ah}acceptab1é bisiness letter. N v
. 4 4 ) ) ‘é )
v - ( “
”, \ . ‘
: - \. - - -,
\ " /'f ) - v i )

£y
Vo)
Do
lopl
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HOW WILL I KNOW WHEN I'VE ARRIVED? .

HOW- WIL' 1T GET" ™ £RZ?

1. I will raed he material provided 1. 1 will check my knowledge of the ba%ic
on th8'f011oQﬁng nages. L ) proceddresffor writing a business letter
T ,

I will complete the Se1f-Check e 'By chécking my answers on the Sé]f—Check

Activity. - - ’ . . answer key.
] N .

.

I will complete the Letter Writing . T will ask for my c]as%mate's‘opinionﬁ'o%
Activity. ) B . o ;/ﬁhe letter 1 write.s - e :.-
I'will ask f9y my teacher's evaltuation of
— :

- the letter Tgyrite.




- - L, THE BUSINESS LETTER. R o : ~

o

hritir g an e*.“ tiv bus1ness 1ettersmeans that the person rece1v1ng the 1etter gets, as nearly - -

IS '
' as possivlc,-the ressa = you intend for the 1etter to have,. In order to ensuré that the receiver will

s &

get. this message, tiere are several "rules" you should follow. ‘ ) N
1. Organi . your thoughts as carefully as-possible, so th&t they will be easier to understand. '
. 2. _Keep your message as simp]e_as pfssible. Do not include any unnecedsary infor@ation that

o .« . » N o va

might “ciutter We_‘tt*‘“aer ind make the main—poirts—of-the-message-more. difficult for .

. the neceiver to get.. Keeb your words simple and you ‘sentences short, if possibfe.

3. Be sure to send the proper "nonverba1" message with your letter. As a representative of a

.o~ public sérv1ce agency, you w111 be speaking for that agency. Adopt -a "tone" in your Jetter
. o . that will-be polite and 1nd1cate that you are happy to be working with the pub11c At the v
. . same time, convey- a nonverba] nessage that ybu are responsible and know]edgeab]e as a.reore- !
¢ . \-E" .

sentative ofbyour agency. Use the proper form and avoid any carelessness (misspe111ngs,

; ' smudges, grammatical errors) that\nay say otherwise. bse bood quality, un11ned paper of a ’ . -
. standard stze. Type ybqﬁvietﬁer,‘if possible. If not, use your very best handwr1t1ng
Use a pen’that writes with detk bfue or black ink and does not skip or b1qt. N .
'There'ane'several.accebtablelforms for business letters and you will probab]y be expected t®.use f% , (“T——
one of these forms. {he following page shows one of these acceptbb]e forms. The key at the bottom of -

- AN : ’

the page identifies the parts of the business letter. The explanation of each of these parts on the

e

next few pages will help you to understand some of the agreed-upon conventions for writing business letters.

. As you read the explanations, refer back to the sample letter, ' ) ‘ o -

, '\2£j : T ' — ' ; 30N -
\‘1 ‘ i ¥ - s €. » -, R . - . -
ERIC ™ -_ cow : | s
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« -/ .. . ]
“ : Public Service Agency
(1) 123 Any Street :
- Any Town, Any State 12345 .
.. (2) March 15, 1977 .
v * \ \. i
" Miss Jane Smith, APPS Teacher - : >
' Typical Town H1gh Schoo] , ‘ s
(3) 123 Any Street . L ,

Your Town, Your State 12345, ' ‘ ~ -
* (4) "Bear Miss Smith: - . o : .

P
§ ' * A

Our 9ff1ce has just rece1ved your 1etter of March 13.

Cou]d you please let me know what time would’be con-

yenjent for me to come speak to your APPS class. The best . "
(5) time for me would be either a Thursday or Friday morning, Y o,
I am Tooking forward to meeting with you and your class. .
o “ .

" (6) - Sincerely yours, .
] , . > \ . . o
o - \ ’ (7)  John P. _Wiléon B ‘

. )
L . KEY -
1. Sender's Address - .
e ' ' . 2. Date Line
Y s 3. Inside Address
4. Greetihg or Sa]utation{(
/ L3 - ve
. A 5. Body of tre Letter 'm
-t . < 6.. C]osiqg; h . T
b. . : v / :
- * _ 7. Signature ,
v ¢
y 3 .
9 A
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i 1. Addrers of S nrar - Af you are worklng in‘a pub11c serv1ce agency or other offlce your ffice. ¢

- ‘stationary wit pro ibly have a “letterhead" w1th the name and address of the: off1ce,en it.. If

&

not. *~ite your » 4 'ss in the manner showit # gYour house number and strEet name, or your rural
route ‘and. bo” ~urser go on the top line; your city; state, and®zip code on the second line. A
s . * >

comma goes belw:en tne city and state or rural route and box number. Notice that ‘the ]eft hand '

margins of the sender's address are exactly even and'1%at the r1ght hand margins are as.-even as

poss1b]e “Don't use abbrev1at1ons unless absolute]y necessary (an except1ona11y long city and

LY

state name that wou]d run over into the1rlght hand margin, for .example It is most acceotab]e

" to abbrev1ate the name’ of your state and to use the abbreviations "St " for "Street" "Ave."

\

for "Avenue"; "reLt for “Route”. , Each item in the’senderi$ address goes d1rett1y under'the .
R P " . v

S

- other. Do not.skip.lines. .

~

! /
2. The Date L1ne - Today s date goes directly under the address of the sender without sk1pp1ng a line.

-

The left-hand margin of the date line is-+exactly even w1th the left-hand margin of the. sender 's

~

address. Wr1te out the month (don t]abbrev1ate) follow that\y1th the day, and put_a.comma between

«the wday o?gthe month and the year ’ - - o éig‘
" 3. Inside Address - ﬁh1s\address is the name of the pérson and/or company to whom you are wr1t1ng "

)

If you do not know ‘the individual's name but wish the Tetter to gogdo a person w1th a particular

Lo - —_—

. t1t1e you may use the ‘title in your inside adress (Exampte; Public Re]at1ons 0ff1cer/pepartment .

~ -of Agr1cu]ture)i Some rules about the inside address are that the left-hand margin 1s ?erfectly

s

'straight and about one 1nch from the left of the page. Separate this address from the sender's




¥

’ ) s

3. *(contjnuad 22 ith a double space. Each word in the name of.the'agencﬁtor company to which
I & . . i

'you are writirg * -capitalized. Again, put a comma between the hame of“thefcity and the state.

r~ . \ [}

4. Salutation r Gr.- i 1 - (Separgte the salutation from the inside address wﬁth a blank space. The

>

- - left-hand r * "% shouid be exactly even with the 1eft-hand-@argin of the inside address. If you

know the nane o’ the person to whom you are writing, begin the salutation with "Dear" followed by ‘.

-

- J the person's title and last time. ;2 you do hot'know the person's name;’you mayause a§ sa]utation
B 1ike "Gentlemen" or "Dear Sirs". . It isenow'considered acceptable to begiﬁ‘a_bqsiness Ietter.wjth .
l . | l"Dear Sir or Madam". Always follow the salutation hfth a colon (:) and capitalize edch word in:
‘. the salutation. Common ahbrevations to be usgd with this portion_pﬁ{the-1etter include "Mr.",
"hrs.", and "Dr.". ] ! . ' ‘ §
P ) S .

5. Body of the.Let;g§r=\\Ihjs is the main part of] you1“1etter “Keep your Neft- hand,marg1n exact]y
;_ L even with the left-hand margin of the inside~ajdress and sééutat1on Make the r1ght -hand marg1n

of the letter fairly even with the r1ght hand ﬁarg1n of the sender S address " You may indent

the first’ sentence ‘'of each paragraph in the le ter, if you like... Separate this .part of the letter
from the salutation with a blank spacg and skip a line between each paragraph of your letter. The
body of the letter is obv1ous]y the most 1mp0rt nt part of your Tetter since 4t will contain the

T information you are sending. State ySur most i portant 1nformat1on first and do.not 1nc1ude any
\ . . .

& : : . .

unnecessary 1nformat;;2},f6e polite, bgt as bri f-as\poss1b]eg And do be certain that you are “:

’

sending correct mess
! e

Get your facts stratght!




@

4

. o] '.-4. LI ) . . ) 4
Closing - There are several ctosings ynu-can use. These include*”Very ttu]y yours", "Sincerely

(=1}

-

yours", and "Yo.rs truly". Leave a blank space between the body of the 1etter and the closing.

N ’ } 0 4

A
Capitalize only the irst word.in the closzng and use a comma after the final word of the,

. ! + - ° o
“closing. ' ~ : ]
« ; . - ~ A

‘ . / . -

7. ~SIgnature - If JOu are writing your 1etter Py Hgnd, sign your letter on the Tine be]ow your closing.

Use your f1rst and last name, but not yourﬁtntlé’zzzou would not\~for example, s1gn your letter

"M1ss Jane Smith". You may, 1f you Tike! ppt your>title. in parentheses before your s1gnature If

e

you are typing your letter, skip four spaqes/ép;ow the c1Qs1ng and type _your name so’ that the left-
S

~
hand margins of the c]os1hg and your typed namexire even. Wr1te your name~in .the space between ‘the

c10s1ng and your typed name. ' ‘iﬁ; ‘ t oy _ .

The*Enve]ope : . e L
e

g

‘The envelope is also an 1mportant part of your busnness 1etter If possib1e use a. standard

size, white business envelope (4" X 9%"). If the name of your agenty or company is already pr1nted

’ } 0
1n the upper 1eft hand ‘corner of the enve]ppe you may wr1te or type your name beneath that of your

2

agency. If your agency name is not on the envelope leave a sma11 marg1n at the- top and left of ,

l

the envelope, and type Or write your name;%nd then youn‘addreSS Just as 1t js op the sender's address.
. ;) » * "-a « W

e ff :‘ - B ‘/ ,( /A
. o . v *

C . .
i .I . .

. Sl

. A ‘ »
s \ - 2
( \ sy -
«3 J N . (7 ‘_L 15 ,/ 3 7
C J o ) \
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i

envelope in the same 0°n as the 1ns1de addre;s.

The Envelope - continies oy
. . A/

¢

The .name and addresg nf the person to whom you are-sending the letter goes 1n the m1dd1e of the

L3

Notice that the Teft- hand marg1ns are always

even: When.you finish, your  envelope should Took Tike this: kl ’ b
Mr. John P. Wilson ' 1T - - )
Public Service Agency . : . : . ‘ .
123 Any Street ° R f
Any Town, Any.State 12345 * . ,
' : | Miss Jané Smith, APPS Teacher ’
Typical Town High School ' . . ,
123 Any Street .~ * N e "
Your Town, Your State 12345 - .
. 4 T ~ ~ ) . ’ ° :
. . .
, « o, :
© 2 ' Folding the Lettér - : N F J '
- * ) -
If you are us1ng a standard s1ze enve]ope, fold your letter by turn1ng it up one th1rd of the .

way from the bottom of the-sheet so that the type port1on is on the 1ns1de Fold the’ top third of

the sheet over the .bottom th1rd

If'you must us
LR "G

a small size enve]ope, fold the paper up from the'

-
~




tn

Lo ’ e

, - . .
had .
€

" Folding the Letfer - ccatinued -
/ Lo : o
bottom so®that the shett is folded into an exact half with the typed portion inside. Now fold the

right third section of the sheet over the twd thirds. Your teather will demonstrate the proper way

A
. .

. -
AN

-

“ . to fold a business 1el'tter. '

1

«
- .
N - T -
. . *
» R
° .
] -~ -
- ‘. . N {
- . ’ . .
EY ' -
) - -~ - " ’ N
s s — ¢ > \
Ao )J " . * -
¢ N
? o
o

u;“_‘ . . . .
ERIC . : |
- r's - - . .

N . -~
. ", . .
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Activity 1

Objective: 1 wi

N demonstrate.my knowledge of the basic conventions of writing a busines letter.

~

- SELF-CHECK -

B ' a
LS ’ A}
T

_ ACTIVITY
.. . <4
Resources: This-self-check activity, pencil or pen ,
Qirection5°‘ Place theilétter corresponding to the part of the business letter that fits the
i ’ descr1pt1on of a ru]e for that part on the.space’to the left of the descr1nt1on.
) ' The description may fit more than one ﬂﬂ~%ter part.’
o (_‘ ‘ .-A. Sendep's Addréss ) E.- Body . (/
'B.  Date Line ‘ F. Closing s
C. Inside. Address - ) " G. Signature ] 3 .
D. Salutation h o ‘
= “'1. Commas may go here. .
y ‘~ ' 2.1o Comma goes at the end only. %n;?’\\i\\ '
3. Lef;-haqq margin is even with the 1eff‘ﬁ§n? margin of the sender's addrg§s.
’ 4. Right-hand margins are not exactly even. = - : «‘\‘;f'
o 5. Address of the person on agency to whqg the letter is be1ng sent.
' . 6. Address of the person or agency who. is sending the 1etter
. 7. The first line may be indented f1veaspaces. ’
8. A colon %s the cérrect punctuation. - -
. i8




. . - ot

Goes immédiate]y below the sender's address. .

4

v

Fac word should be capita]jzed. N \B |
Shouid be separated from the part before it by a double space.
This part must always be handwritten, even'if the letter i$ typed.
Gives the title of the person to whom you are writing.'

Y
Contains a zip code.

<=

. Lo , L ) '
The left-hand margin should be even with the Teft-hand margin of the inside-address.

}

4

HOW WILL T KNOW I'VE DONE IT CORRECTLY?

/:

—
-1 will check my answers with the answer key. . a* -
y
) N
: : Y
® | -
i1 w
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LETTER WRITING

Activity 2 - ‘
Objective: T will denonstrate my abi]it&rto write an effective business letter.
—— e - — L]
" ACTIVITY ‘
_— s 1
‘\) ¥
Resources: Good,qua]ity, unlined, white writing paper, pen that writes with dark blue or -
} black ink, or a typewriter} your favorite MOG, and a white businéssyehve]ope. e
Difectionsf Imagine that you are already employed in the public service area that mosy, appeals -

)

to\youz in the capacity of public relations officer. A high school APPS clagd fitten to

you asking for general information about employment in your public servi ecea. Locate fhe

MOG that describes the area in whichlyou are serving, and review it for the information the APPS

class has requested. Now write a business letter in acceptable fonﬁkconveying the information

to the APPS class. You can make up‘an address for your office and usé'your owp;high school's

. address for the ihside address. Prepare ‘an enve]ope to go along with your 1etter Type the

y
Jf not, use yuur very best handwr1t1ng. Ask one of your°c1ass-

®

letter and enve]ope if you can.

mates to proofread your 1etteﬁ before you take it to ‘your teacher. Since you certain]y waht ‘to

convey a good 1mpress1on of public service to prospective emp1oyees, rewr1te your Jetter. if your

teacher‘éays you have any mistakes until it is as perfect as you can mﬁke it.

N

HOW WILL 1 KNOW I'VE DONE IT CORRECTLY? | T

IT-will ask my teacher to eva]uate my 1etter Ve S .




0 . ’ . -
EFFECTIVE WRITTEN“QOMMug‘ICATBON

7 R . " The Personal Data Sheet” I

=y

-

Like the bus’ness letter, a FORM is s1mp1y an agreed-i'non means Yor send1ng 1nformatfon in the _i>
} business world. Evon 1f you have never worked, you have probably filled out many d1fferent kinds of
forms: a form when you are 1ssued a textbook; a form to register for c]asses a form to open a savings

' or check1ng account perhaps even a form_to apply.for a dr1ver s 11cense Once.you do start work1ng,
} v s

you will be surrounded. by even mores7forms: forms to apply-for the JOb; forms for the payroll and ‘ .,
insurance departments'when'ybu have the job; forms to file your income tax; and forms to apply for gredit

A § ' T . , . N
or to buy a car. If you do decide on a -eareer in pub\ic service, most local and state gdvernments/and the

1

federal government have'specia1 forms they have adopted for various purposes: But, reéard]ess of whépﬂﬂ}

[}

you decide on a career in public serv1ce, the ability to fill out forms is a skill everyomre needs to acquire.

Ll

0f course, the first form you w111 fill out for a public serv1ce agency you want to work for is a
&

. ~ Jjob application form. The personal data sheet is a way of gathering and organ1z1ng,1nformat1on you will

need to fill.out a‘job application form and is our first,step on the way to becoming:an effective com-

/ )
o municator through job application forms. N
WHERE AM I GOING? s - ) : )
‘ Y By the time I finish this section on thetpersonal data sheet, I will be able to write a personal

data sheet to-aid me in filling out a job application form.

| R T 4y
48 > : 21 \ : . .
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"never get the chance, to anpear in person to correct that impression.

" WHERE AM I GOING? . o V ™\

o . , . -

R EFFECTIVE WRITTEN COMMUNICATION . ’
" The Application Form ’ ér ) N

/ﬂ
3
- ¢

g,

Certaindy ¢ .e »f the most important forms yc- will-ever fill out is the job application form.

gust as wit' the buviaess letter, there are certajn agreed-upor ”cpnventions“-or "rulss” you should
follow-in filling out an applfcation form.
nonverba] infermation about yourself at the same time you commun1cate the verbal 1nformat1on asked
for on the form. . The app11cat1on form may be the first contact you have with a. prospect1ve employer
and if your form looks messy and gives “the appearance of hav1ng been‘carelessly filled out, that,
employer may come to the conclusion that you are not the -person the agency wants to hire. You may
In this sect1on on the appli-
cation form you will Tearn to be an effective communicator through the medium of the app11cat1on

? ' ’ .
form. . , -

By the time I finish this section on the applicatior form, I will be able to fill_ont a
. ‘ . . .
general application form4nd a civil service job~application form with total accuracy.

-+

P

And, st as.with business letters, you are communicating




help hin

>
=

. THE APPLICATION FORM

[ 4

> s

‘The purpose of ' the app]ication‘form is for the employer to

or her decide whether you are the kind of ,employee the

= -

application ‘o, @° require the same kinds of information. Since
< N e
(supply the right information) on an‘ application form and since

details you will be expected to know, it is-a good idea to make

that will contain af1 the information you &111 need to fill out

take this sheet with you to have when you fid1 out the form.

~

get information about you that will
agency‘or company needs. Most

it is very 1mportant to be accurate
1t is d1ff1cu1t to remember all”the
a personal data §heet for yourse]f
an application form. You can then

The first-kind of information the app]ication Zgrm wi]] probably requive is personal infopmation.

You will have to supply your name and address and deta11s such as where and when you were born, phy51ca1

€

your interests, hobbies, and career goa]s. Y

Ja

'character1st1cs sugh as he1ght and weight; information about your parents; and perhaps someth1ng about

~

A setond kind of 1nformat1on you w111 need to f111 out a job application form is about your

educational background

-attended, where these schools were located, ahd dates you attended them.

There will probab]y be p]aces on the Farm for you to’ 11st .the schools you

<

Somet1mes there will also he

a space for you to 11st the subJects you studied in school and what your grades were in thos subjectss

~

e

A third category of information is about your work exper1ence

l
L

.

» .

=

23

e

~You must put down ‘on most appli-

cation forms the job you now have and, usua]]y beg1nn1ng with the most receng job and godng: %ack the JObS

-

03
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+ "

A%

v

. ,,/———__.,f’]gg have held .n the past. You wi]T‘ﬁ]sb have to write down the names of your supervisors on these

€
4

Applicatien Form :_gg~tinu§d . 4 y,

U . . . -

L

iobs, the rate < pay for these jobs,fhow long you héld each job, and your reason‘for'1ea{ing £ach
job. . ‘ .. " \‘ . R o _ ]H‘ . - :

F1na]1y, there will probably be a sect1on on-the appT1cat1on form for you to write the names . ,
and addresses of three peop1e who can say something about your—eharacter and your qua11f1cat1ons

for the job for wh1ch you are now applying. These k1nds of péople are called REFERENCES Usua]]y,

i

the form w11] state that the re. érences should not be re]at1ves or the same peop]e you listed as

former e 10 ers: Good pros ect1ve referehses m1 ht 1nc1ude odxx_minister, Sunda .schoo1 teacher,
P‘eJ prosp g ym y eacher

H r-i‘;\ N . r'&

fam11y phys1c1an, teacher aor a ne1ghbor who 1S respectgp 1n‘the commun1ty The prospective;emp1oyer

w111 probably contact these people, so it is considered courteous. to ask their permission before

-

you list them as references. e

.
1 ! »
A . f R ¥ . .
R 4 . . . . ¢ - /
- . * .
< - ’ - -
- .o . )

~

o

A
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HOW WILL 1~ GET THZPE?

i?n I will reac the material prdVidJ?§%ﬁ

the following pages.

v
.

)

2. 1 will fill out the general application E

form.

form. . ' .. ‘:‘
4: If Ffme a116ws,\i will complete the Role

Playing Activity.

\ .
.
.
4
-~

) : - <
3. 1 will.fill out the civil service app]iii;ion

HOW WILL T KNOW I'JE/;RRIVED?

)

{}h " 1. 1 will ask my teacher to check'my €
e : .
general application form for total

&

!

accuracy.
2. 1 will ask my teacher to check my
/ civil service app!icétién form for ‘
total accuracy. ) " \ ‘

3. 1 will ask for my classmates’” and

my teacher's opinions of my perforn-

ance in the Role Playing Aé?ivity.

L




%;;;f) A * J' . . \' 9 N
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) ” THE JOB APPLICATION FORM RULES .
A iob applicazio form is a means emp]oyers use to get a lot of information about a pros-
‘ pactive ewploy=e in a relatively small ‘space. Hhen you fi]] out one of these formss, there” ar%
_ g
certain rules., . 5.0.1d follow to be sure you are communicating the(r1ght k1nd of verbal and
" nonverbal informztion abeut yourself. ) ot g~
) (:ii’ ' ‘General Rules for Filling-Out aM AppTication Form g -
\ k o : R v
1. Be neat. The Way your form Tooks “wiJlss&nd a Tot of nonverbal information about you. . If
- ) R your form 1s smudged if your pr1nt1ng or hahdwriting is s]oppy or if you wr1te in the wrong
‘spaces or let your writing 1r1ft all over the page, the emp]oyer‘ﬁs nof going to be very: ™
~ - impressed. When you are f1111ng out an application . form, use a pen that writes with dark
: blue or black ink and that does not skip or run. -
% M : !
2. _Be accurate. ’Give correct*information. The agency will probably check your information, so
. i be sure you have names , dates, and addresses correct. The time {o check this information is
) .7‘JJ before you go to f111\out the app11cat1on form Your persona] data sheet w111 he]p you herea_
,” o , . . . -) ¢ . .
' 3. Be hohest Many app]ication forms,'inc]uding the civil service one, state that giving misinfor-
g —

.wMation can cause you not to be cons1dered for the JDb If you have to write something on the
form you think will”hurt your chances for getting the JOb you w111—prq§ab]y have a chance to

explain in a personal 1nterv1ew ’ SR ,J: e T ”/

. 3 b ]
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L

U

_gLN_DELE}E .Giv> all the informatiorn asked for and-do not 1é&ave ggx_b1ank:spaces. If a
certa1n question does not appTy to you, write 1N/A" (not applicable) in the space provided.
If you leave a blank space, it may "Took as though you simply overTooked that question. Many
times, also, oO..e quest1on w111 ask for more than one kind of information, so be sure to answer

each qucs “'*on completely. The c1v11 service application form states that failure to answer

_all the questions completely cou]d\mean you would not be ‘considered for the job. How would

you feel knowing that a moment's carelessness cost yoﬁ‘a job?

-

Follow directions exactly. I the directions say "Please print" and jou proceed to answer

]

the questions in writing, what is your prospective employer gogng to think about your ability °

[

to follow directions? In order to follow directions, you have to be sure to read all the
directions on the form. Never start to fill out a form until you have reag,all the instructions
o : f :

+ . ) .
These are the general rules for filling out application forms. If you follow all these rules

" carefully.

carefully; you shquld have no probTem'making a good impression with your- completed form. As you

f111 out the form, put your pensonaT-data sheet.beside the form and Jtransfer the 1nformat1on on

your dd%% sheet to the form. There are some rules about putt1ng th1s information on the form

you should know.v

27 ’ : . — 61

<




4.

Ruies for Putting Pérsonal Information on the Form

- -

. _ o ) ~
Your name. Usuali; the form will ask for your last name f1rst then your first name, and your |
middle name or iritial. Be sure to put your name in the spaces prov1d€% If there 1s a

separate space for each_part of your name, don't run you?'name together.- . o

Date of birth. You may put the number of the m0nth fo]]owed by a slash 1ine, followed by the ‘

day of the month, followed by a s]ash line, fo]1owed by -the last two numbers of the yeary

(EXAMPLE 3/7/77). . - . !

. S ) ’ "
Address. There,wi]]vprobabiy be a separate space for th; number of yqur house, &our street, - ;-
city, state and zip codexﬁééon't run all this informat?on pogether if'q separate space is | .
provided for each item. . | o '
Work history. The form wii] probas;y state to list your most recent (last) job or presént
job -first, ans\zhen the job you had just before that and so on. Even if your jop was oniy a : v
part -time JOb you shou]d Hist’ 1t, s1nce any JOb exper1ence helps. The rate 6f‘pay may be //
listed as § __ per _ . ’If you wqre paid_by the hour and made $2.75 an hour, you would # '

write $2.75 per hour. If you were paid by the week &nd made $80 a week, you would write ‘-§’&
) . — ) A L. . A

-

$§Qper. ek, and so on.
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5. Health. The form ask you to state the general condition of your health.. If you have not had

L) 7
any serious health probiems, you would probably write "Good".. There-may also he a list of /(//\

diseases for you to check off which ones you have had. You might be asked to indicate any

~

“serious physical "defectst (handicépé) such as blindness or loss of hearing. ‘

6. Person to notify in case of emergency. This is 3person your employer can get in touch with and
.who can be responsiblé for you if you should get hurt or become sick at work. This pe?son would »

probably be your:wife or husband if you are married and, if not, your father, mpther or other
: : . L g
close relative. The form may also ask for the name oj~the doctor and hospital you prefer, to usé.

¢ . s B [

-

7. Blanks, blocks and parentheség. Sometimes the fbrmrwill provide blanks for informa}ion. Be

sure you are writing on the prorer blank since the blank may be to the right of the heading.

2

8. Abbreviations. There are certain words it is acceptable to abbreviate on a form. WKEE% words

include names of states, "Streety (St.), "Avenue" (Ave.),-"High School" (H.S.), "Juniowr High

o —

School" (J.H.S.), "Company" (Co.), and dates (3/11/77). It is best not to abbreviate other “kipds

of words.

¢ .
1

-

9. Signature. There will be a place on every job application form where you must sign you¥ name

"«
.

“Signing" your name means to write it, even if the directions say to print when you fill out the

» -

application. ' - oo

/

You are now ready o begin filling out the application form! L
[ . : ’ .. :
' '\’g * . . ¢ - s 6’5 >
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Activity 1

S

e ” .
THE GENERAL JOé APPLICATION FORM

5?““ L

{‘j&‘

- Objective: I will fiil out a general job qpp}ﬁcatﬁon form with total accurécy.

4
Activity - )
Resources: The general job application form, a pen that writes with dark blue or black
: R ° N . -
v ink, and your personal data sheet.
Directions: Fill out the general aﬁp]ication form provided.by your teacher. Read the
_ instructions carefully and. follow them exactly., If there are any words on
the application “form you do not know, iiﬁzzgur teécher and then make a list
of these words for future refeérence. When you finish your form, exchange forms “-
’ with 4 classmate and proofread each other's forms. Ask your teacher for final
S oL ’
. approval. If you have made any errors, review the rules for fi]]ing out -
° o. o (R
app1::;?76h forms and re-do your form until it is completely correct. Use your
personal data “sheet for the information you need.
/ <

HOW WILL.T NOW I'VE DONE IT CORRECTLY? v

‘ "1 winl ask my teacher for final approval of mx.form.

L

. .
L ~

- o - N o,
T . ~ ) e
K , . ’ - N

. .

° L C A - . . .
B . <

o9
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g i
Activity 2

-

S Objectivezl I wil

L N -~
t /i

CLTHE CIVIL SERVICE APPLICATION FORM’ | T .

%
. -

1 i1l out a civil service.job-éﬁp]icqﬁion form with total acchracy.

-~ ; ‘
. . H .
. . % .
-
. 4 * A
g
. . v
‘ ~

Activity

*Resources:,

-
MY

. Directions:

* follow them ¢xactly.

1Y

_The civil service app]icatioh‘form, é pen that qgifes dark biue or black

ink, and your personal data. sheet. ‘ coe N

13

EN

Fill out the,civil service application form (Personal Qﬁa]jfﬁcations
o % " L ) ‘ .

Statement) provided by your teacher~ Read the ihstructions carefully and

(Notice that there are generad instructions as well

2

as special instructions for certain items You will need-to read all these -

instructidns) If there .are any words qn the app11cat1on form you do not
know, ask your teacher and then make a list of these words- for future
'

references. _When ydu finish your form, exchange forms with a c]assmate'

and proof}eéd each other‘g'férms

.

Ask your teacher for f1na1 approva]
If you have made any,ernors, review the ru]es for filling outs app11cat1on
forms and‘?e do your form unt11 it is completely correct Use your persoqal

data sheet for the information you need. ' -

’ _ HOW WILL T KNOW I'VE DO

L - : : - A
IT CORRECTLY? ™ ; | o

ol

/r

s ‘m



o S S K o S N - - A
: . . - N < “ . - (B . . B N
o - ’ B « % - - ¢

. .

- - . S N . v “
. . = . - A
. . .
.
.

' X \ EFFECTIVE WRITTEN coMMUNIQATION
L v v ~ : & The Memorandunt . % 7
NN - - ’ ' / )
) ' ’ Imag1né that your parents have gone out for the evening and left you in charge of yoyr younger
‘IA;;;__// brother, 8111y Of course, they expect to find you at heme when they get there, but sometp1ng
v ~ "

1mportant happens shortly after they 1§§§Jr,,lqu§>best friend ca]]s and tells you he has free tickets
to a concert that has been® so]d_out for weeks and that you poth wanted bad]y to attend. He te]]s you .

that his mother Hhs said she will watch Billy, if you can bring him over, but you will have to. hurry

’

s1nce you have less than an hour to make the. concert Yo don't think your parents w111 mind your . .

-

going if someone responsnb1e is waté:ang B11Jy, but‘yqy kngw that you have to 1et them know where you

have- gone and whgkhas B111y Yoz don t. know how to contact your, oarents, SO you. decwde to leave them
s . a note. S1nce you are in a hurry, your note w111 probab]y read something 11ke‘th1s "Mom and Dad,

Have gone to poncert with J&S} Mrs Jones has: - B111y:- gé%k by 1 Joe". You have‘probably been

wr1t1ng notes like this ;\most s1nce you flh&t?%earned to write. ‘Notes are s1mp]y a way .of passing

along concise 1nformat1on (“Conc1se"owhformataon is 1nformat1on that contains a11 the necessary

\
\
| 1

»
qdeta11s but . 1eaves out any unnecessary gnformat1 n. . ;/' )
‘,". h i ~T b4
o The memorandum or “m o", as ﬂt'1s usua]]y alled, is nething more than a form bu51ness offices -
P use to~pass along concise 1nformataon ,~It 1s\the bus1ness world s equ1vdﬂent of Joe s note. This
o . sect1on will help you to become an* effect1ve cé un1cator through the med1um‘of the memo. I
. . : . - . . v ’ .

\




- WHERE AM T- GOING? S 2 . .
; o By the time Iﬁ'fin*ish this sectix\'f‘n the memo, I w1'11_§<_be able to wr?te an acceptabie m'em.o. ‘
£ N 4 . . ) ' X ’
€ ) ' .
s o ‘ : ¥ ; : S {
‘ HOW WILL .I GET THER;E? ) ‘ . . - HOW WILL T KNOW I'VE ARRIVER? ’
. 1.7 I will read the material provided on .the z ”Q 1 I will ‘a.sk my c1assma‘ges and teacher ' .
foH‘ow.ing pages. ' _— - . . , _for their r;egﬁc\t'ions t().‘my concise .
B wiH: complete one of the activities on ‘ v}rijcipg exercise. - D J )
concise writing. - : co 2. ’ I \;vﬂ] asI; my teacher to eheck my
3. 1 will complete thé activiacy on ;n'emo - ' . Memo Wr"iting Activity. - A
T writing. * . | - P ‘* . - A B
’ N ' .t
- .
, A 4 .
: * \% ..‘..‘, s . . )
- ? . E | - ~ A
. 6 . )
i - S
~ s ] ¢ , ! 73




. ° . THE MEMORANDUM (MEMO)

¥

We have already deccr1bed ‘the bus1ness 1etter as a form to.send 1nformat1on from one agg!ry to .
another, or from the agency to the pub11c and the app11cat10n blank as a form.that sends information

about a prospective emp]oyee to the emp]oye? Similarly, a memo is a form in which information is .

sent from one person to another or from one ‘department to another w1th1n the agency. Because the’

1nfonnab1on trave]s within the agency, the form is calied an INTEROFFIEE MEMO. Basically, then, the

memo 1is hQEDing more than a note that is pasged along inside the agency, but because businessés and

pub]jc,se@Qﬁce agencies must keep copies ‘of riotes about official business, the memo takes a different
form than .a'note. " This “official’ form hay,vary from agency to agency or from company to company,

I

but usual]y includes head1ngs .that mate it easy to file the memo for future 4eference.

4

The headings

for a memo usually 100k someth1ng Tike this: -

T . y - e -TO M * - . a o
' ' ' ‘ :4,_ FROM' : . . -~ _
o o ‘ SUBJECT: . ’ o
. : DATE: ’ v
- ° /'
he ) P [ ‘ ) l’. ' ‘ - . ' ‘! -
"TO" tells-’the person or department where the memo is going. "FROM" givé!?thé name of the person or
’ 7 2 [ ¢ . ,
‘agency.senqgng the memo. "SUBJECT" is a brief statement of what the memo is about. "DATE" is, of S
course, the date the memo was prepared. v R
. ‘ . &g
" ) . ) - - . . .t C /Q 75
-~ ! = &= )
%@}% ' LY
. ) " > - . -
3 . * &h B




N In a business office or public service agency, the message of the memo/fé’usya11y typed a

few spaces be]oQ the headings. Memos,_intluding the headings, rare]xgrun over a half bage in length.

«

The message itself should be a short/ factual statement. The name aﬁh title of the person sending

-]

1 .
the memo are usually typed at the bottom of the page and the person responsible for the memo signs -

. ’ L)
his or her name*above the typed name and title. Memos may be sent for any purpose that requires only

P

a short, factual statement: to_announce meetings or to make corrections in previously announced policy,

.

for example. i o
. : NP4
‘ ' v .
'd )_W"‘
. ~ L4
! h - ¥ J '
a - ’ ,
/ .,
. *
5 — L \ / % by
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Here is a memo that might be sent from a principal to the teachers in the schoo1 The purpose
of the memo is to announce a change in a previously announced p]an to use a new report card for the

s
-next markmg period.

. .. ’ o
! ’ ! . : 2 3 . | P
y : ? .
; - ,‘ ) : T0: A1l Teachers
FROM: JohqﬂSmith, Erin;ipa] ‘- ‘
SUBJECT: Change in réport card form Q@-
- DATE: December 1, 1977 ‘
" - e
Because the new form§1have been delay&d at the printer‘s,
’ ‘we will have to use the old report card forms for this mgrk1ng ! \ !
per1od Any teacher who QOes not have ar/adequate supp]y .
' of these old forms, p1easé see me. //’;>
» O | L ,
. _ | © Jomn Smith ]
d ) i Prd?cipa]
‘ - .
: , . ‘ . "
'753 4 Notice that the principal did not express his opinion ébout the report cards bein aie; he ,

- stuck to the facts.

Nor did he add any informatidn that was: about anything other than this one matter.
f N " b} ]
Q . .




5

° Many of the same rules .that app]y to writing bus1ness letters and filling out~app11cat16}~\\\\
forms also apply to memos. "Nonverba]" information is 1mportant here, tqg. You want people to -
get the impression that you are -responsible, knowledgeable, agd courteous. Therefore, your

memo should be free of errofs, should eppear'net, and theiinformatiOn in your mero should be
¢ ‘ S

% : .

accurate. 14

Most.people in Eub]ic service agencies are very busy.people. They do not have timeito read .
long, involved messages'when shorter ones could send all the neceesary information. For this
reagg;, youe memo must be.conéﬁse; it must sta;e all the hecessary'informa%ion in brief form
without adding any unnecessary 1nformation One of the most difficult skﬂ]]s for many people to
acquire is.this ability to write concisely. Remember the note thi¢ Joe wrote to h1s parents at)the
beginning of thisygection? Joe made his note @rief Because Qe war in a hurry; he d1dn t have time
to add deta%]s like hd@ exc{ted he was -when his’friehd cq]Ted;about the concert or how nice
Mrs. Jones was to offer to keep Billy. He had to stick to'ehe facts, but, at the.same time he

knew there was some infofmatipn he -had to leave his parents: where he was going; when he wou]d be

back; and who was keep1ng Billy. Wr1u1ng it concigely-sticks to the fatts and e11m1nates unnec-

[

»essaryﬂjnformat1oh. The next two activities will give you practice 1n wr1t1ng conc1se1y

50 ‘ - : : - o i

37 o

-




Activity 1

»

| CAPTIONS
> .

by.writing picture captions.

'Objective: lI will imnrove my ability to write concisely

kS

’ . gy . ‘ ) R ’

‘\"’ﬁ\\ - ’ Activitx : - : -

a . 3

Resources:f 01d magazines®and newspapers, scissors, pen QF pencil, paper and
. . ] J

Y your classmates. S ..

. . A ’ B e .
. - ) s -
\ ® - \ . ° [ [

! D1rect1on5' Cut out ten or so fairly short newspaper or magaz1ne articles that have

4 ¢ . ‘

accompany1ng p1ctures w1th captwons Separate the p1cture, its capt1on,

N -

1Y

and the story by cutting them apart, but code each of the three parts with o

N °

the same number, so that you will know which ones‘go together. EXchange , '
[ » ’

! ) 4
stories and pictures with your classmates, but k- ep the captions. 'Read the ° y
X ‘ , . ‘

g@of@ that gbes with a ptCtu?e and, based on what you read in the story,

write a caption that can When you tinish agk your

o~

. _Classmate to g1ve you the original caption that went,w1th that picture.

5o with the picture:
Make

a summary sheet that 11sts the original capt10n for each p1cture and the

t -
captions you and your classmates mage‘up. praconc1seky were you able te-
N . ‘ 3 ) .
summarize the details'in the'story you needed to use to describe the picture. = .
N ,‘ ) - £ ~ ’ - ‘
\ L R .
- ’ ‘\r > ; 1Y * . . - R "“ .
HOW WILL l]KNOW I'VE DONE»IT CORRECTLY? ' oot ¥ ) ’ ©
" 1 will compare the captiens I wrote with the oyiginals and with the ones my classmates wrote.
N\ . . ' v & , 1 .
I will ask my teacher for her opinion of my captions. . L ’ Cor L |
R ‘ % v . ;\ \] v ‘



Actividy 2 a - TELEGRAMS :
. ,
- \ Objective: I-wi1l improVé my abijity to write concisely by writing a telegram
) ’ ‘“ P
/ § b s . ~ -
- ; - v Activity -
' o , ' / .
"‘Resolirces: Pen or bencil, paper and your classmates. K
- . Directions:

Te1égrgm§.are good examplesr of concise writing.’ Sihce you have to pay for

-

A each word you .use, y%u certainly don't.want any unnecessary in“formationz but

...‘~ ’ - )un1ess you had 1mportant 1nformat1on to send, you w0u1dn t be,send1ng a t&le-

‘ , gram in the first p1ace; Read the s1tuat1on.bé;ow and wr1te a te1eg?am téat
<C\' ;! Cen e would c;nvéj the necessary 1nformat1on:

e -

you five.cents a word.

’

. wdS the most economical.

7~

Compére your results :ith your classmates and see who

You are eliminated from the compétition if.your

s -

teacher says you left out any'neces;ary in?o;hation: The word “STOP" -is used

.in BTace of a period in a telegram and the telegram is written in capital

letters. (Example: "ARRIVING ON 9:55 PLANE STOP PLEASE MEET ME AT GATE 197,

STOP). : o I

Imagine that ydur telegram is costing

"%

-

' “
. . .
. : PO
4 .
v ' -
. .
13 . >
- .
. . ] . .. R )
N -
. . \ L l A ..
- ' * / ’ ° o L
Id > N 1 . ‘ . .
. . . . )
. . . .
. 2
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Aetividy 3 d WRITING MEMOS . \/
- ® .I s ‘ . IR
Gbjective: I will demonstrate my.ability to write an inter-office memo. . “ “
T . l‘ v -‘ * " . - )
o o Activity ' . °
Resources: Paper, pen or typewriter, and a MOG ¢
PART I , . ‘
Directions: Read the situation below and write the inter-office memo the situation

requ1res

€ Y
w

the process1hg of_gaperwork Beg]nh]hg with today S date, the form for reportlmg minor
v
traffig v1o}at10ns {running stop sians, etc.) w111 be changed from FORM 7050 to FORM 7060

Yoy must send this nformatiop to all traffic officers. Use~you3 owrm name. _a;'

. !
. ‘ -,

PART II ' \ - Sy
: \ Lé‘o . S . : : .1/-‘ ‘ /l/,,
ns:

. Direc Sélect one of the two MOGs you have studied in this class.. ‘Select a |

public serV1ce job that interests you from that MOG Rev1ew the JOb descr1pt1on +6r that

- {
job.” Using thdt 1nformat1on, make up a situation 11ke the one-in Part I of th1s act1v1ty
. N i 1

that could require an inter-office memo ‘I Exchange 'situdtions with your c}assmates, and
\* SRR v P

You are the police sergeant‘ih yoor hometown po]ice department and are respon3:o1e for _

C

write memos for their situations.
. ¢ - .

p ’ .{ - ) . '

4

)
4

3

-

A

b

¢

HOW WILL I KNOW I'VE DOND IT CORRECTLY? I wm~(a,sk my teacher to theck my mémoé: < . -
o . . R . . . , .- L. . M,,.

. LI f . .
- 2\ . ° N .

v . ' ¢
'

- v
. + . I [




]\To be an effective writer of communications; thére are certain rules you should know and observe. / ]
- N . . t J

Rules for wr‘itirTg—Regorts - /

o . . N X .
1.. Communicate the proper nonverbal information. You,want to convey the impression that you are °

knowledgeable and responsible. Your report should Veat in appéarance and free .Qf_careless

3

errors in spelling and mechanitcs. - , ‘ -

-

~ . : ) I

2. Accuracy is important. Be sure to get‘.your(informati'on straight. Check your facts. Misinfor-

e * mation can have disastrous results. » \ . . o . Y K
. . K . ('S .
. ) 3. Comp]eteness is 1mp&rta;Lt Be sure to cover every aspect on\t-hz subje“ct’youlneed .to. Don't C
. , \ \Y
® ) ) leave out 1mportant s\formétw? * - ) h . \ .
\ : : : : \ ' o

, “~ 4. Know your audience. Include in your report thé information your audience wants to hear. If you

were presehting your seport to a group of First graders, for example, the 1nformat1on you would
(\'
N give wouldicertam]y be d1fferent than if you were presenting information in a h1gh-sch001.

‘5. Keep the purpose of the repor ind. . Suppgse you have an assignment to write a rebort on a

. pubhc serv1ce agencf If the purpose of that report iswto try to- interest your classmates in

h that agency as a possible career, you will include .general information about what the agency °

does and abput emp]oyment 0pportun1't1'es and job qua]i'fication»s "If on the other hand | you are

already emp]oyed by thaéhagency and were ass1gned the task of wr1t1ng a report on budget needs
0 , ‘R

> for the com1ng year, your report would, go 1nto much more detaﬂ on. spec1f1c pngrams and the

\ . -
costs of those programs. " i 1 - Lo » -
. L. . ! . ¢ ¢
. A ¢ - v ; .
'\ ’ » r * L] sov N . % v
o, ‘e p. A * . . + ' \ \( .
. - - ] [3 R 1 - 3
'" . .' J &J




o «

i * 7 Ve

34‘5{:3B§é'sbécifi; details and answer the questions who,’what, whenlﬁggdzdhere. Don't be vague

about your information. Use specific details in writing your report and avoid generalizations.; o

- .7. Use the proper form. Most reports should indicate the name of the person writing the report, ’

oo

e thé‘person for whom the report is prepared, and the‘date the report is prepared®. The title

of the report tells what the report is‘about; ' B ) . N
. ) 7 -

The’fblﬁowing is an example of a report thét'mfght'have been prepared by a ity ipspector

follewing a visit to a’'high school to check on observance of safety regulations.

S . &
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4

fshort report

HON QILL I GET THERE7“

v -

EFFECTIVE WRITTEN COMMUNICATI

; . The Short Report

{

The final’ form we are going to consider in this packet\ot materials through which people

communicate“:bthe businesg world is the short report.
experiences, you will realize that for]nany years you ha

a report on sp1ders for your sixth- grade science class o

ON

4

1

*

If you think back over your school

+

ve been writing reports, whether it was

ra report on Abraham Lincoln for, your

Py

high- school teacher -, In these rep0rts, you gathered information about a subject to present to your

teacher and your c]assmates S1m11ar1y peop1e in the b

find 1t necessary to gather 1nformat1on about many d1ffe

¢

mat1on is usua11y presented is known as the short, report.

tun1ty to sharpen y0ur report wr1t1ng sk111s and beglme
K‘ ,\

) . ‘1 ' * 2

of the short .report.

WHERE AM T GOING? - . .. ‘ <

By the t1me I f1nash thT$ sectzon on the short repo

!*

1. I will read the mater1a1 prov1ded
on the f0110w1ng pages ;3

2. 1 w111 complete the?Sélf CheCK '

Act1v1ty A Aa‘wkb '
. ' “\ﬂ 1\4 3 ) . , ..
YIS | w111 comp Tetes the Repd&t Hx1t1ng . : .
Actimity. . oy . L, oM
Rt e .
oo . R i . 43 N : \).

.y )

usiness world and in pub11c service agenc1es

rent subjects. The form in which this infor-
7

in this section, you will have an oppor-

an effect1ve commun1cator through the medium

at

.

rt, T will be able tp write an effective

HOW WILL I KNOW WHEN I'VE ARRIVED?

1. I will check my comprehension of the
written material by checking my answers
on the Self Che;k Act1v1ty w1th the answer

a’ . LS
. - Y

. key.
24 1 w{11'ask my teacher to evaluate my X
" Report Writing Activity. . 0

-

4




- Aétivifﬁ)i

- . . s
N

SELF-CHECK ACTIVYTY

~. T

* X Objective: I\wjl] check my comprehensionzgf the wrijtten material on report writing. *
- —i . f - i -
- S © ' )
- - - - ﬁ . Py AN
oz : ! . ¢ « * s
¢ v I N Activity : \\A .

AR

5 rd \
Resouréis: This self-Check agtivity, pencil or pen and paper.
_ Directions: '

: S ™~

Below are five situations in which a public service employee was assigned a short

by

report to write. In each case; se the,emp]éyee did not follow all ‘the rules eﬁ;;u’

/

rules for good s indicate why each report will not’be

kat could ha“e~been‘dohe to mdke the report better.;“’ '
\ ’ °
\\ _ \/

.. Situations T .« i ‘

' d

as good as it

.

Employee 1 fis a park ranger. He works in a park that.?s bécoming more and more

o~ N ~
popular as g tourist attraction. His supervisor is planning to request additional

es not have much time, so he makes the best estimate he'can of the .
® .

-

WRONG WITM THE REPORT?

WHAT SHOULD BE DONE TO MAKE IT BETTER?
[ I " -

-
L )

/ .




books were kept out. Emp]oyee 2 does hot agree with the idea of do1ng away w1th f1nes

© fines.” WHAT WILL BE wéf\d WITH THIS REPORT? , WHAT SHOULD BE DONE TO MAKE IT BETTER7 .

MAKE IT BETTER? . .- T S <

L4 a

Employee 2 works in a pubiic\1ibrary" Her'supervfsor is oonsiderfng doing’away‘with over-

) -

due book fines. She asks'Emp]oyee 2 to write a report on the exper1ence another 11brary

“ in the area had when they did away with fines. _Employee 2 v1s1ts the other 11brary and
. 1nterv1ews the head 11brar1an and the circulation clerk.. She also studies the "overdue"

records for the past year to see. how do1nq awava1th@f1nes affected the Tength of time

. ,’

and she thought she had:iome gpod ideas on the subJe@t, so when she wroﬁe her reoort, she

spent most of her “time telling what she' thought wou]d happen if the 11brary d1d away w1th
\

<
Employee 3 is a hea]th 1nspector who 1nspects.restaurants to see if they maintain hea]th

standards Qp-one visit he forgot his: éheck\ist when he gets badk to.the office he- | -

wr1te$ a report 91v1ng'hls overadl 1mpress1on that the restaurant was not meeting bas1c

" cleanlinesg standards. WHAT WILL BE WRONG WITH THIS REPORT7 NHKF SquLD BE DONE TO

. ' ‘e
Employee 4 is the personnel manager for a Department ofhﬁgricqlture office.  (He has been .

-

asked by his superior to write a report on reasons for absenteeism among emp]oyees..’Employee

4 checks through his records and writes a report'using the information -he has compiied. He
A . - < .

e

takes the report home to finish it and his son accidently soiﬂls his milk on it. Employee 4

4 N

'doesnﬁt have time to re-do the:report, so he turns it in like it is. WHAT WILL BF WRONG WITH
;THIS REPORT? WHAT SHOULD BE DONE TO MAKE.TT\BETTER? ‘ (\, - -
* i § 4

gy .




[ /’ . * 4 ]
. ., - . ) ' ‘. . ' N . ' S ) a -
»*75. Employee 5 is a caseworker in a socfal welfare agency. Jer supervisor thinks the case}oad/ ) V'
. A 14 . “ s ¢ \ E L3
.* - is too high for the Casewqrkers to do an effectge J{Jb, so she has asked each caseworker
’ to write a r,eéort outﬁni?}g problems they have encountered duey to their high c‘ase1oads.
) ) . o N . N ] ) . ¢ —
EmplGyee 5 loves her jolran)d wants everyone to know it, so she.writes a report saying that. T
& L ) N & . CTe ’ ’ ’ . )
ho problems are too big'for'her and telling hoy rewarding she thinks soc¢ial work is. WHAT
e . el - . . ) « b . !
WILL BE WRONG WITH THIS REPORT? WHAT ‘SHOULD BE DONE TO MARE IT BETTER? T e ) .
s -0 - ; . ‘ r l’ N ‘\/
.- 12 . T . ' PR | ~ N )
' N : . ’ . <7 } l. ’ * f
. ) . ’ .
¥ . . ¢ ' + - ‘4 ¥ ‘ ) . ) ’ ’
T~ ) 7 ' . ) o ‘ AR K : 1
HOW WiILL I K&OW, J'VE DONE IT CORRECT’LY’{" : ' .o * - T ) 7
1 wi]] ~check my answers with tﬁe answer key. ‘ " ’ - '
\ \ " ~
v K « \ ~ _
‘ . v . - ’" -4 g
\ * . 2
" i . - ) Y] Q/“"'
s [, . . ~ f ¥ [ .
/ : -, . . g
y B o - 98
A ‘




ORAL COMMUNICAH&ONS AND GETTING ALONG WITH OTHER PEOPLE

.~

Speak1ng F]uent]y and Ind1cat1ng Emphasis .

-

Introduct1on

L

el °

Speakmg f]uent]y 1@ a task that is never reaHy mastered comp,lete]y It 1's a con- - '

t1nuous effort which needs constant atte tion. The activities you will comp]ete in this
Qs

N
un1t are de51gned to aid you in your ab1?1ty to use your ora] communication sk1]1s movre

effect1ye1y. In completing these units’ your, ’nstructor w1]1 @Jd you. in sett1ng personal .

goals and evaluating,your progress in the'unit. You will a]so be given Spme Jbasic-stan-"

. [ 29 .
dards you wil1 be expected to achieve.’

L s

WHERE AM.I GOING?

5
= . -

” — ’ <
By the t1me I comp]ete this sect1on,\I w111 have become aware of and praciice basic

v

-~

pr1nc1p1es of speak1ng f]uent]y with. emphas1s

3
.

|

§

| .

I O
i
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A T . S . . ' . . » * > L
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‘ HOW WILL I GET THERE - o oo > HON%#IL!. I KNOW Il/YE ARRIVED. . .
LA . ’ i ) ) > . . . ! s
. . Read the™introductory . . -+ ° . I will complete a review activity.
B " material. \ ’ e x c L. \ .
.. .. : ’ ' s \ * . ..v . . . ' 4
~—=-.¢ - - Complete a Series of . \ ) : "I will complete and turn in-a
observation exercises. . ' . written assignment. \
v Prepare an introduction S o X I will tape my introduction for
. _ for-another member of - | . evaluation. .
) . + my class. — e o . " , '
» . ¥ ’ . . ‘~ PR 4 . <L
- . Prepare a five-minute o ) e I will have my, teacher video-
‘ e talk on a subject. : tape it, for. evaluation. -
- ’ ’ -« » ‘ L . - Y Q
’ . ’ * A . ‘
¢ : . f
le " > J , K - o . . .
v . , R - - | t‘
/ . . - -
. . . & .
A <, ' ! . .
- o . 0
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-~ ~ + IS . ~
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.. | \3 \ \ . s J/
k* u‘/’ Pl é ’-‘ .ot o ]SPEAKING }tUENTLY‘ L. ) . o
5 . . - . . '
” ' L "L S L
As you perhaps know, ent1re books have been wr1tten about speak1ng,f1uent]y and effecl
. . t1ve1y In” this unit you are goxng to find the basic rules for f1uent ora] cpmmun1cat1ons

As you ‘complete y0ur act1v1t1es and make your t ta1k§ keep them in mind. There are not many

e

- su§ges¢1ons 1nc1uded .but they are véry 1mportant Remember It is practige‘and concentra-
t1on*mh1ch br1ngs forth’ real progress in 1earn1ng=to~speak f1uentiy.l ' ‘ SR

Tad et . P - . ’
: »

.~ '.pistussion - - IPNETRL B

- The larder the vocabulary of tﬁggspeaker, the more words are available from which to
‘ e - . *a . - ( / > .
- + - choose to express thoughts “'The audience should be considered in choosing words that they

" - Wil und%rstand Technical'or unusua} words shou1d be aybaded but #f they must be used,

[

explanat1oag or examp]es shou]d bé g1u:B to exp}a1n the1r¢nean1nq S1mp1e words.are prefL .

erable. The numberfo?\ugids shou]d be kept to a m1n1mum - no more words shou]d be used

. than are necessary to convey a clear and complete thought Long phhases, neoetition;-and

- .
- * » . ' — ) . - A

c11ches bore 11steners and are barr1ers to. commun1cat1on .

< .
.",, - : R

B « . * . .
A
. , . LN
S T ‘ .
{ et . . P )
’
. . .
.
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j’gé Instead of saying "1n the month of June,". use "June". Or instead of "I should 1ﬁke -

~ L 4
~

Ve
to tell you I am happy to be here”, say- " am happy to be here",

. .
- . d - # . ’

Precise words should be used.- Rather than .say "A Tot of people w?il be there", say .- ‘ ’

|
. |
, ‘ « . . . \ \ ’ ‘1

) "Apout 500 people are expected". The precise expressions give clearer pictuwes for.the , -

. . . ’ : o ' ' . .
/ °m1nds.of.the Tisteners. . : S~ e ™ .

. N . . LEEEW 3 ’
g J . . ' : . i

! ‘ - /
' jl S Ldnguage shou]d‘Sé natural, but appropriate The” degree of formaJ1ty to be used w111

- v depend on the audience; but in almost a]] cases, slang and curs1ng should be avaqided. _In

{ e
- AT . some s1tuat1ons the 11steners may pay more attent1on and be easier to persuade W1th street

-

v . e ! . . :
Tanguage. P ‘ i :
» . . * ¢ g ‘

- ) De11very shou]d not be SO ﬁast,that listemers cannot understand the words or ass1m11ate

the meaning. The volume should be 1oud enough for everyoné in the room to hear Somé pauses ‘
- . ¥ . T
used. for emphas1s are effect1ve, and some questions asked to make-the aud1ence think a1d in

[
c]ar1ty Rate and vo]ume shou]d be varaed to avoid a monotone. Pauses should be s11ent

\ . pauses and not” f111ed with “ah's" and "you know's" ”

' o -t
4 » . . . - -

-~ B \ 5 ¢ - ¢

In addjtion-to.the above new %nformation there are’some very important things which must

\ = L
be remembered wh1ch were 1nc1uded'1n unit three.- ¢h1s includes posture _gestlres and eye contact ot ((;
]_[)ES F1na11y, the most 1mpontant part of effective communication is enthus1asm in your voice and in .l()h“
: - " your gestures. . ‘ ) - T ) - . *
Qo . ‘ ’ s ‘ ) ' . vl

-ERIC -~ S | ’
JAFuitext provid: ic ’ [ .o
. ,




Activity 1°
# Objective:

By Materials:

D S |

‘4
To review and understand the reading material by completing a8 study a

Check 11st in th1s book]et

S

- B

ACTIVITY

\ !

Instruct1ons

/‘Mp\s

tat1ﬁns 1n this uh1t

To the right of each item on the check 115t list the key word(§) from the

-

A}

17 Comp]ete the read1ng wh1ch deScr1bes the bas1c ru] 5 of oral commun1cat1on

.
L
-

read1ngﬁwh1ch describes what shou]d be remembered"aboqt that part of-the

check list.

il

X

.

~

v

-

Py
.

2. Sﬂggke.a copy of the check 11st wh1ch w111 be used to evaluate your presen-

L4

After you have listed as many as you ¢an remember refer to your re§d1ng

L)

Qo
\

K

-

to comp]ete Tist.

a
-~

(ad

4 '

o« e
\

use when preparing your b?esentations.

51

. T, . F . .
HOW WILL- I°KNOW I'VE COMPLETEQ THE ACTIVITY CORRECTLY?

", Check your answers with an answer sheet in the_ file.

Save your own list o

-

~——

.
v
x

N
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\

Activity 2

A

Materials: T.V., Radio, a resource speaker .

Objective:

\

-

”~

-

°

a series of observations.

)
N - AY

N

I will demonstrate-an awareness of effective oral communications by completing

Thi§'activit¥ has three parts which are reéuﬁreq for‘completion. You may

L

complete them in any order you choose.

’ ‘ / \ ~

1. Listen to a speech on Radio, T.V., or in person. Using the check list
. - v ' .

for speakerS, evaluate the éffectiveness of that speaker, In addition

to the check list, write down the special adaptation the spgéker made
3

s .for his or her audience. Some examples of. this type of édaptation would”

be: S : : .

1Y
B) Personal reference to experiences which a particular audience will

b appreciate. & . .

A

C) Personal reference to desfires which méy be. of garticuiar interest

A~

to aﬁ’ﬁudiengp. . N

1 $

Personal reference to being interested in that particular,audience. *

o

. - S - ACTIVITY -~
Instructions: . - o -
. -~ ‘ . 8

S

‘e

r




4,
i

"~
.

N . v
- . \

A
Activity 2 -}Xtuntinued)

i - ACTIVITY / )
& > r o
D)’ Statements -which are des1gned to sgow an understand1ng of
- the part1tu1ar needs of an aud1en4§ -t )
2. View the weather reports from two different T.V. stations. Prepare a
short paragraph or two which compare® the effectivgness of the visual
- . , & ¥
e e aids used by the programs. .
. .3. Collect a ser1es of advertisements hat 111ustrate V4¥4; or expressive, '
o 1anguage; Co]]ect at 1east five examp]es wh1ch show dﬁ;t1cu1ar1y color: 45
- - it ]
¢ ) ful or exatt 1anguage. .
7 " L ! . o’. ~
'l- - é
HOW WILL' I KNOW I' VE COMPLETED THE ACTIVI _CORRECTLY?  ° L L
. I will complete mylreport and check ists for ref%eW'by my teacher. 1 will
- ) < a]so be prepared td report my findings to ‘the cliss.
\ - O ———— »
P ‘ . f}_%—‘ . . ‘ o , -
C | : ¢ -

- R 0 / \../ ll .

@
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Activity 3 > ' g
Objective: 1 will demonstrat my ability to speak to a small érdup by introddcing someone

"to my class.

-

Materials: Classmates, check list, tape recorder
Y .

.
\
K a ‘ ’
. »
v
2 4

\ \” © ACTIVITY

~ HOM WILL T KNOW I'VE COMPLETED\THE ACTIVITY CORRECTLYZ'

Instructions:

-1. As a part of a classtoom discussion you will be asked to introduce someone. ~
s bt . . :

This Ber§0n~may be onfe

-

. . .
of your classmates or you-may be given information’

about.a'pefsbnu You 111qu asked io‘introduce this pqr?oqvandftell_your

i

class something about ithat person. , . . :,

-

You should write down

*

hat yQQ expect”to, say, compare what you are gaing to

say with the check Tlist.

Your teacher and your classmates will evaTuaté\your introduction with the check

& Tist_for pral communications.

N7
\

-



. - - - )

T ACTIVITY . 7

- * ' v
- . .

Instructions: o ; , Iy -

v 1. Select a top“ic‘for‘ a five-minute talk on iject‘)f your~se1.ect1'on.

\
. A favorite hobby gL, _sport would be qu1te acceptabTe .

-~ *

*

2. Write out a draft[of your present@twn in e1ther outhne or narratwe form.

» 3. 'Rev1se your speech ut\hzmg the check sheet against which you will be
_ evaluated. | T ol . '.c,_" ~ ) ;o
4. Secure a tape recogder. T . P ‘B ’
. 5. Tape ycur s;;eech'. : ﬁ L . o _— CLy

3 - N N v .
6. Consult with'youn teacher if you are unsure of\your~presentation.

.

-~ 7. Identify visual- a1ds to use in your presenta/twn ©t

3

*8. After you have comp"lete1y rev1sed your presentatpn, check w1th your teacher

e '
- . N .. . - . -
& She will schedule .your- presehtatwn A o .
. . . . T
/ D - - ¥
‘ ~ , . . \ . .
> N ’ -

, T - . \ " /é L
. = v L

Activity 4 \ .

Objective: To demohstr'ate‘ﬁfdﬁier use of oral cor'r'muni'catqions skills by 'comp1et/1'ng a Five .

o minute presehtation. - ' .- ‘ . ) ‘k. o

Materials: Tape hecorder and video ‘tape. ‘




N

y

- -
. - -
- 4 - -~ B .
. - ' / .
¥ .
- hd - AR
. .

A\ v
. - - 7
/ ‘ . -

CHECK'LIST FOR EVALUATION O FLUENCY SKILLS IN ORAL COMMUNICATIONS

i - 3

Instructions: ) ) . : 7 ;
.y . .

Check the number which most accuréte]y reflects your eva]uapibn_of thef;éqaker. Con-

.sider five-as excellent and- one 'as poor. — .. L
1 . -— - -‘ r " " . ’\ . ';
1 "", é ) - "!: o‘ Y
Voice Characteristics. ' ; " ° Silent Pauses/"
1 o-2 3, 4 s N ¢ 1 2 3 45
Gestures - - Enthusiasm™ -
- . v ot K ,
1,203 4 -5 L. » .12 3 4 5
C L . r o o
Use of Words -’ = . Posture -~ -
T2 3 4.5 SR S T 1 2 3 e s
. Enunciation - ’ : | - [Viéua1-aids
(A Y E R S R A
Eye Contatt > 1 - ~_— Facts and. Evidence
- ‘ _ . R . <
1 -2 3 4 5 5 ) T. 2 .34 5
‘l:_x “ Y X =
M‘? - . ~ »~
~r§) ’ﬁﬂ

— . s l55 ‘ : o, 0’
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Activity 5 '

t
’

1

WHERE AM T GOING? =

Liste@%ﬁg and Responding Skills
. ,

-

’

N

\
<

"ORAL COMMUNiCAIIONS AND GETTING ALONG WYTH OTHER'PEOPLE

v v g

' . ’ ' ‘U‘ K

-

. ’ . . .
By the time!} complete this section, I will have completed a sgr?es of exercises, designed

k4

- . e

to practice my skills.

Practice repeating aﬁ
exact message prepared
by a -classmate.

¥

HOW WILL T GET THERE
Read the reading ?ect1on
** oon 11sten1ng skil

14 ‘ \. .

Ve

LTsten to some cassettes

-~

+

Read -2 discussion describing o
* some. good practices in verba] . A
responses. , ‘L

Participate in a rale-playing
activity. .

View and  respond to a set of = ’
transparencies prov1ded by my
teacher. -

.557 .

/to’improve my abidity to Tisten and respond verbally. ’

Py

g \/
g : &
.
.v' H
*l

- HOW’ NILL 1 KNON I'VE ARRIVED

I w111 comp1ete a se1f check T
act1v1ty

IR AEN] respond as requested

on the tapes. - \

L w111 participate in a c1ass

activity. - . .

I will complete a self-check
activity. . ° '

I will participaté in a de- . .
briefing activity.

I w111 respond as’ requestgd - v
by my “instructor. . o .

4o . a ”_, lél N




| : . .
o < . §: SOME THPORTANT FACTS ABOUT LISTENING SKILLS

~3 s

The average persoh is only 25 percent efficient in listening and yet spends 45 to 55
o« J \ iy h ' . -
percent of the day 1n listening. One of the greatest barriers to good listening is the

. time d1fFerence between the rate of speaking of 125 - 150 words per m]nute.and the rate of K

[

thinking or 11sten1ng of 400 or more words ‘per m1nute' To_overcome th1s barrier, the Tidtener

needs to use the time difference to do four th1ngs (1) think about what the’ sggaker may bew ' .
Y 3

going to Say, (2) listen to the evidence the speaker g1ves for support of statements made, .

/
(3) 11sten to fee]1ngs and other nonverbat cues To hear what the\speaker is not say1ng, and
’ (4) reV1ew from time: to tame what the speaker has. a]ready said. k ' - ,
. ‘ , . - ‘ Ve

The desire to talk also keeps 11steners from hearing what is be1ng sa1d Most speakers
., ’T~\\T\\ are not 11steners and are npt interested in hearing ‘What the other person d1d or sa1d, but

prefer, 1nstead to talk about what- they did and said. To overcome this barrier, the listener

o Yo

must become interested, at ]east for the moment, in the other person - to feel empathy and

forget personal problems. . - ‘ . ’ . v
) ¢ J .
Too often listeners are evaluating what the other person #s saying rather than Tisteping ~lé?¢? ,
R for facts. A1l judgements should be reserved.until the speaker is finished and,.in most instances, 7
") P ’ . ! . ) o ) : ;
m~12" ' . . . . &
- \ N ,.d. ) v
. 0‘ : -




%

.y - . ,~‘ o

w1thhe1d from the speaker unless the speaker requests or expects .an opinton ) L.

—

oo -

Phy%ica] conditions can be barriers because of distracting sounds, uncomfortable seating

. \ . . . e e . .
arrangements, poor acoustics,.or uncomfortable air copditioning. Concentration is the most
hd [ 4

A

_ ., effective device to surmount these barriers.

. . -

Poor listening habits such as faking attention, avoidfng'difficultnmaterial;‘critﬁcizingu

’ delivery, assuming lack of jhterest, daydreaming, or doing something else such as reading are

' ” ¢ * . ]

all barriers. ) .ot )
N L. L ' ‘ . . . ‘ T .
NS & Motivating oneself to resoiye to listen is the first step toward efficient Tistering.
P . . )
Like all skills, practicing goed Tistening habits with commitment and concentration is
necessary for improvement. . ’ . ‘
- i . . k
. Critical listening should be w¥ed in Tistening to a speaker or to-an individual in con-
~versat16n Critical Listening does not mean reJect1ng what is heard but meqns being able to
question, eva]uates and make Jjudgements on the content'of the message, or even the-persuas1ve‘
techniques of the speaker. LR
-~ { . hd
Look for the purpose of the message. What does the speaker want the listener to do? .
. . t
— '
, - * “

L

ggl




L}

. ’ .

Separate what the speaker“says from what the .Speaker is. Do not be SO 1mpressed by a speaker's

appearance, voice, or personalitythat the mean1ng of the message is 1ost.

[ . -
.

-

Cfitica} 1isteqing“%?so means; being aware of the wohds the speaker’usés. Words are only

-

symbols repreSent}ng thinés, and }isteners must try to determine exactly what things ‘the speaker

i; referring to by.the use of worfs. The symbo]sﬁfaords) do not alwayS mean the same thing t

k)

%Veryone. The meaning of words ifs really 1n the T1stener - what the words mean to him or her

g

Often the 1istener should questi n the speaker when the meaning is not clear by ‘asking, "what do

f}bu mean when you say that?" A estatément us1ng d1fferent words W111 usually c]ear up the

4 . . . -,
question., ) R ’
| i ) PR . o~ > ' > ’

Be aware that speakers often talk in generalities instead of speéﬁfics. Exaggerations and -,

N

-implications_are used sométimes when specific informationsis not given.‘ Check for facts before,

making judgments. Also evaluate the relevange of the material a speaker uses. The material

-

In 1istenihg to a speaker in a conversation,-help the speaker to,dommunicate by 106king at

may be inteigfting bufihave no bearing on the subject b@ing,discussed.

the speaker; nodd}ng occas1ona11y, sm\11ng, saying "I see" or "uhshuh" and at t1mes remaining ,

-silent; in other words, not speak1ng and distracting the speaker. ’
¢ N - . " . . . Yo , )
Resgonse - L1sten1ng is the\qost important communication act; for if~a person does not

P .

11sten carefu]]y and understand what has been said, the response can be mean1ng1ess

- ; N
.
>, 3




Objective:

Materials:

,/ . / .
To demonstrate mj understanding of the reading material by compléeting a.self-check.

Included in this unit. Teét_and answer sheet from your tedcher.

: \

Activity 1 . :

LY

v

efficient in Tistening aBi]jty.' (a) 43%, .

- N >

1. The average person is _ -

(b) 55%, (c) 70%, ~(d) 25%. '
2. MWhich of'the %o]1ow1ng is not a good Tistening practice?
A. Think abeut what the speaker may ‘be go{ g to say.

B. 2Listenlto the avidence the speaker gives \n support of what is said.

_C. Listen to feéjings and other nonverbal tues to hear what the speaker is

-~

3

not saying.

" D.” Review from‘time to kime what the speaker has already said.
1»“ E._*Evaluate what the person is saying while it 1s~beiggksaid. . :
3. "True or E;]se.:\The desire to talk keeps 1jstehers‘fr6m heacipg’what is said.
ﬁ. In orde;:to listen to aigerson it is ﬁgces%ary ko: a ) o . '
E A’ Bécome interesteq in the other per;on. .;3 K . R
B. 'Tq feel empathy for the other person. - - et
C. Forget pensona].ﬁrob]ems. ) - | ) &
D. All of the above. | . ; ] .

E. A and B only. N ) 3, . ‘

k]
L

R




5.: 0f the fo]]ow?hb physica1_honditions, which one is not a barrier to listening?

A

B:

2

C.
D.

. A.
B.

True or False

Air conditioning-

! .-
Uncomfortable seating @

Poor acoustics
Distracting sounds.

Faking attention.

Avoiding d1ff1cu1t mater1a1

-

Cr1t1c1z1ng delivery.

Listen‘jo feelings.

e

Avoiding‘difficult material.

]

*

4

T

" 6. MWhich of the fof]owing is not considered a poor 1istening habit?

9

7. Accord1ng to the read1ng, listening 1s the most Tmportant act in communications.

8. Motivating oneself to resolve to 11sten is the f1rst step toward eff1c1ent 11sten1ng

‘e

9. Critica] 11sten1ng allows the listener to rej oot what is heard. I

10. It is a good policy for the 1lstener to separat what the speaker says from what
‘u , .. s s

.n

the speaker is. ' .

1. If the speaker becomes overly 1nvo]ved in the vo1ce and‘ggfsona11ty of a speaker,.

© the message is often lost. ' ' . o

. ,\" VRN

A

EESN

N



. * - SUGGESTIONS FOR THE TEACHER . .

.. Activity 2 - p. 63 ' , o

Matéria]s

You_will need cop1es of the eva]uat1on
forms.

1Y

-3

re of the most important
listening skill This is a]so designed to haye
them evaluate those sk1]]s .

~

Py : , .

N / A
S -
7 A ..
~ Guidance "'~ Modifications of Extensions -
v In addition 0 having students evaluate Students may be encoﬁraged to Tist

,their habits in the abstract; the teacher
selects one or more of the activities on the
following page to further eva]uate their
listening habits. . .

-

improvements needed and to ‘present for ,
extra credit a]ong with their own suggest1@ns
of how they w1]] improve in these areas.
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Se]f—evaluation of Listening Ski]]é:

1
- or "

&

Objective: To complete a self-evaluation g?’my persona¥ Tistening habits. »
" Materials: Evaluation included in this activity. / y
‘ ' . Activity 2 .. ] .
1. Secure the evaluation. . .
2. Answer each question. ) . ’
_ 3. Secure an answer sheet from your teacher.- )
4. 'Scoreanswer sheet, . "

? \ .

Please answer the following questions with a "yes".
R . - _? 0
no" answer. o . “ .

-

. Y
1. Are you easily distracted?,

ES

2. Do you make it a point not to 1nterrupt a speaker before he or she f1n1shes

.a thought?

<

© 3. Do you tny to listen to" the teacher as much. as you can? -

4. If somegne says something that is not c1ear to you; do you ask that person to

repeat or éxplain the point? -
»

¢
5. Do you make a speaker think® you are 1isten\ng when you are not?

R .
\

6. Can you tell by a person's appearance or de11very that he won't have an?th1ng.

of interest to say to you? . .
1. Do you listen. to the radio or.tv while you are sgydying7 . .
> N < <
8. If you feel it takes too much time and effort to understand someth1ng, do you-
tqépto avo1d hearing it? . A
” W . 63 P N
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‘Evaluation Test -(continued) '

>
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9. Do you listen for ideas and feelings as well "a}, for facts?
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HOW WILL T KNOW ‘i‘VE COMPLETED THE AC

TIVITY CORRECTLY.
I wil 1\make a

tdrn in -this to my-teacher if requested.

s
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10. Do you find it difficult to .concentrate on what the speaker is saying?

A Y

‘ P
Tist for myself of areas in which I may need improvement.. I will

1




" SUGGESTIONS FOR THE TEACHER -

Activity 3 - p. 65

-

Materials

A series of rode playing cards with subjects
of common interest, ,

n

y

~

-

*  Purpose

The purpose of this activity is to
provide direct feed back to the student

concerning how- little-we

really hear.

Guidance
> The teacher will discuss the difference
between hearing and listerfing before this
activity begins. He/she will listen to the
students understanind of this activity. ,

-

Modifications or Extensions

This activity might grow into small
debates if the teacher deems it valuabie,
He/she should encourade the students to
make notes and then ¢ompare the major
points.




.Objective: To demonstrate my ability to listen effectively and efficiently.
Materials: Tape recorder: role playing cards ¥
_ Activity 3 ¢

There is a difference betweed hearing and listening.

.~

tion and concentration on the part of the listener-

for Activity.5).
fo]]owing activity should h°1p‘deve10p better 1istening habits

role p1ay for one or ‘two m1nutes

2. The teacher will tape the role-p]aying.

1

The teacher will request volunteers to read their hotes.w

-

HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY

e

—~

B

<

\J

.

-

The teacher will p1ay back the tape and will compare my notes W1th

‘Listening requires active atten-
(If necessary, reread discussion
.8

If the Tistener is not interested, emptiona]]y upset or thinking a-

head to his own respohse, then he will be using inappropriate listening behavior. The

2
< 3

= 1. Your teacher will select two students to take opposite s1des of a s1tuat1on and"

After the role-playing activityfi§ complete write down what you saw and heard.

the _tape.

145




” ‘Materials:

R

Objective: To become aware of how difficult it is to listen to and repeat_specific

Your classmates, a tape recorder, pen, pencil. ‘

~—

L

-
»

“-<--mation.

. . Activity 4

” * <

1. This is a group actjvity your teacher will schedule.

]
You may participate as
. * o , o
a part of this demonstration or-you may be asked to serve as an observer recorder.

AT
b

2. Your teacher will select five students to participate in the program. They will be

isolated from the remainder of the,class after having been given instructions.

e

3. The.object of .the edercise will be~to repeat as precisely as possible a meésagg of

approximately 20 to 30 seconds duration. ‘ ' ) o
4. After the teacher starts the- reoorder“the first person will, be _brought ihto the, -

room. The student is remynded that the object of the activity will be to repeat

-

. the message as precisely as possible to the next person who enters the room. o’

5. The teacher then reads a prepared 20 to 30 second message tosthe studect one time.

The student will not be allowed to make notes at any time,

6. After the meésage has been ‘read to the first student, each of the isolated students,

1s"br6ught in and the message i$ passed from one to another in turne “After the

HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY7

Your teacher will aid you in debr1ef1ng and reviewing the act1v1ty

- AR

LY
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. N B . ~~ SUGGESTIONS FOR THE TEACHER Lo
] Activity 4 - p. 66

X Materials | ' Purpose .

’ Y6u will need a tape recorder, paper, pen . The purpoée of this activity is to )
or pencil, and a 30-40 second announcement of . further the student's appreciation of the
common interest to the class. .. . difficulty of Tistening effect1ve1y

& i
Guidance Modifications or Extensions
. ’? . : Isolate the students from the group and 1mpress Students will insist that they could
on them the importance of repeating everything that 7| probably do better than the'first graup.
they hear. Assure them that there are no tricks .1 Repeat exercise for effect.
involved. .
- N\
1. Take the first student into the classroom. . ¢
Repeat the message for the student and tape .
recorder.
2. . Bring each student in turn to have the announce-
ment passed on. -~ t
# w
3. Have the final student repeat the announce- J
ment to the recorder.

‘ ) 14’.1 ( i ’ : *
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RESPONDING SKILLS - . g

A <

o,
-
, .

e N ' "B,
Skill1ful listening helps one to be a good conversationalist because in listening we
learn how the other person feels, thinks,tneir 1ikes and disJikeé This know]edge helps a

responder talk about things of interest to the other person. Trying to keep the persona]

pronoun "I" out of the conversation is most difficult. People Hhve-a need to talk about-

,themse]ves, but not all-of the t1me Show an interest-in the otheF'person, and the'com-
pliment will be returned. Some peop]e talk about themselves all the.t1me and monopolizé
a conversat%on: They are not conversat1ona11sts, they are bores Be natura] and enthus1—

astic.in conversing. Enthusiasm is contag1ous and the other person will be more alert and

-

thus more interesting in responding. .- .
Al / .

Occasionally, people need to be drawnvinto a.conversation. Asking questions to get the

other person to talk is helpful. ~ . - v (T\\\'
As in listening, concentrationfin speaking is necessary. A speaker, in responding to

another person, should keep the conversation on the suRject. If either speaker wishes.to.

1

'change the subject, that/ speaker should indicate a .change of subJect to av01d confus1on

A great deal of miscommunication results because two people ate talking about différent

things without realizing it. , ' v

S
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» R av*
.. In either initiating a conversation or responding, the speaker should be certain that

- the attent1on of the 11stener is secured before the message is started Then the speaker

L =

should look at the listener from time "to time for cues that the listener wants to say some- ‘ B .
o thing. A movement of the body toward the speaker or a brightening of the eyes or a smile .
or part1ng of the 11ps are all indications the listeper wants to take part in the conver- T
sation. | o e ~

The listener also has the responsibility in a conversation .of giving the'sigha]s just

mentioned, of letting the person finish a statemeq@ rather than interrupting a train of Vd

-

‘thought. If the listener gives no cues, the spegker should at Teast pause occasionally to C .

see whether the Listener wants to ask a ques%i6n or make a comment. e T .

B -
s ° .

Both speaker and listener shou]d appreciate silence.  Speakers often drag on after they

have made a point " And 11steners often start talking, giving answers or 0p1n1ons before they .
i > i

have taken time to make logical judgments. :

k1 . . . * [}
Two or more persons in @ conversation do not-always agree in their opinions. It is

neécessary to learn how to disagree agreeaglx\ Everyone is entitled to an opﬁg;gg If the

responder d1sagree5a any statement made can be started with "In my opinion" instead of “You're

145 all wrong". Or use the words "I think". , - h ~ -, 4‘ o 149
O 2 = v e ‘ e, -
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In reSpond1ng to a question, the 1ength of an answer should depend on the comp]ex1ty of the

o

quest1on. To a question wh1éh demands a re]at1ve1y short answer the resepnder shou]d give a

relatively sh:rt response. For example, for a‘quest1on asking for occupation or hometown, a short

response would be expected. If an individual were asked a general question such as "Tell me

/
about the places where you have lived", a longer, more detailed response would be expected.

4

.
el

- People ' get to know each other through conversation.

-

The 1nformat1on must bE'at the same level

of informality or intimacy for the relationship to.Jeve1op and keep going. As peop]e get to know

and 11ke each other, 1nformat1on is not as equal and one person may be encouraged to ta]k more than
‘e »
the other one ta]ks. ~ ‘
¢ o

Vs ~ ~ ’

Persons who like each other communicat more than strangers or those who do not work well to-

gether. Ind1v1dua1s should talk to each other,and get t0 know qa:h\B{her’better before they decide

AR

. the; do not like each other or cannot get along.

persbnaTTBrob1ems.‘

Although much more could be said about_res
.general, thg‘ﬂjécussion above'proﬁides a good b

remember most of the. points discussed.

Lack of communication results in many 1nter—

’
w

ponding to people and.interpersonal telatjons in

aSiS»for understanding. It is importapf that you

If you are ypglear about any part of this reading review

. . . ol )
. that section. ® If you are still uncertain, see youyr-€eacher. ‘ ~ ~

-3
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L
o Objective: To -demonstrate an understanding of the basic pr%n:io]es of responding by -
- answering the question on a self-check correctly. - -
Materials: Self-check, answer sheet. '
“ ‘ < —
_ Activity 5 . £ .
S — —
- ’L Instructions: - o ' .
Answer.thefqu;stiqns'below as indicated. - , )
~ 1. ﬁerhaps the most imporEant aspect of being a good conversationalist is
™. listening and 1e5rning-the thoughts, feelings and needs of the person to
. - .
. » . whom youlare talking. . - .
2. Oneiof the best things.a con{ergationalist‘cah do is to respond to most
. situations with a-personal cammeht,about themselves. - . SR
. 3. A dood way %o,draw'§ person into a conversation is to ask questions.
” . ¥ L g::_gefore responq1ng a peréon‘shou1d_a1;ays’bq certain that the potgntial
listener is prepared to pay attention. ~; ‘ S
5. A.good way to see if & listener is paying attention is to.check for non-
“ - - - 0 "" " /1 \ 0 ) . 0
! verbal clues. ' o
, . 6. It is very rare that two people carry on a conversation about two-differ-
[ . W : -
P * ) . : ¢ - . . LA !
.+ . entasubjects., -« ; ’ S . )
f ( . ’ s VN - ,‘ ‘ 4 )
( . .
4 * “
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‘ Activity 5+~ p. 70 -

-

\ .
' * SUGGESTIONS FOR THE TEACHER
N ' '

( Purposé

Y
The purpose of thfs vactivity is to

confirm that the student has mastered-the

Materials -
. The preceding reading ip this booklet :
(pages 64 thru 66). :
= . previous reading.
} ‘ \
’ i o J ‘ -
% \ T . - ! -
- -~ ‘ !
Guidance Modifications or Extensidns.
This activity is setf explanatory. Offer None suggested.
assistance to slower students. . . ol
o o ’n » o
. - ‘3‘
R 4 . e.
) ‘ )
;‘_' ¢
v - . l ‘} '\ A -‘, %
~\\\ ;e . ‘
N - ' )
-
~ 155 .
-I.'l) ‘}’ o < P y ESy o
I3 . ‘. -:{ * . * b
’fi , . ? ki - o / £
’ i




° Activity 5

Instructions: (cOgtinued)

. ! * .
Answer the quesdjons below as indicated. - s .
. . . > - ~

7. In changing the subject of a conversation it isall right to assume that your

Tistener will understand you have done éo.

8. The.listener is a conversation should indicate with nonverbal cues if he or she

-

wishes to respond.

£

9. It is generally agre.d that a good- conversationalist never allows much silence
to occur in a converéation ® |

10. It is the respons1b11aty of the speaker in a conve(fat1on to watch for nonverbal

cues wh1‘% shows that the 11stener wishes to respond

11. Normally speaking a]] questions §hou1d be answered with a short answer.
12. Two good conversationalists will always manage to agree on a subject.
13. For individuals to get along in a new relationship, they must convey informatjon
to one an¥ther in eve amounts. and at a fairly yapid rate.> \

14, People who are responding to a new relationship norma}ly discuss generé] topics

in the beg1nn1ng

15. Peop]e who like each other commun1cate more,than peop]e who d1s11ke one another.
(dad .
» . * - A . £




Objective: To develop skills in responding through a role-playing situation.

Materials: Classmates, Role Playing ¢ >

Activity 6

. < Instructions: : :
The object of this Tesson will be to practice respond1ng in a series of ro]e-
— L\

playing situations. Th1s activity may be done in front of a group or you.may be

asked to tape the session individually. . _ ;
1. Secure -a card from your teacher.

2. Read the situation and formulate a response.

3. Tape your response or present it to the class.

HOW WILL T KNOW I' VE DONE IT CORRECTLY ¢ . .

N
-

Evaluation w111 be a compos1te of the teacher s critique and comments from the

studentsS» Eva1uation will be based on the information'ggffijned in the discussion
’{; { ~ " { -
sections of this-unit.




SUGGESTIONS FOR THE TEACHER

—_

Activity 6 - p. 72 ! 4
Materials - Purpase
Tape recorder (optional). You will need a The purpose of this.activity is to develop
set of role playing cards which require students skills in responding and to learn to think and »
to‘respond to a situation. Use the preced1ng express onegelf extemporaneously. .
reading for suggest1ons for topics. :
k . 5 >
r~ E
P . ¢
. ’/,
i —
. Guidance Modifications or Extensions [\
Prepare situational cards for role-playing. This activity may be repeated if the =~ -
Allow students to critique each others responses.. teacher feels the situations need changing
Be sure this does not become -a "nit-picking" for better responses. L and D students
exercise. Offer tonstructive compents. may be taped privately. ° .
. ~ = - -
- N
/
% .
~
i G R - - -
; V c ) .
. / . 161
¢ s ¥ ¢




v SUGG}ESTIBNS FOR THE TEACHER

Activity 7 - p. 73

Materials . - - A

o L v

Paper, pen or pencil, transparencies.

'

»

2

Purpose

This. purpose of this activity is to have .

. the student demonstrate an ability to recognize

appropriate responses.

-

° e

b}

°
~ , * -

S

e e e e

Guidance

Review and critique student respdnses (om
an individual basis where necessary). Aid the
tess able to respond to the questions orally.

Modjfications or Extensions

An extension of this activity could
combine it with written colmunications.




. 1
" Objective: .To demenstrate an understanding of responding skills.. ' b
. . . N ' 4 B ‘ ¢ i \
o ~ Materials: " Paper, pen, transparencies. : ‘ 7 B 1
- \ . . :
v ¢ ; . N : _ \ ~
' e © o, . Activity 7 L
‘ w - ,
X Instructions: o . ‘ -

T. Secure a-booklet of pictures or view transparencies shown by teacher.

. : . 2. Each transngrencyawi11 call for specific knowledge about responding. -

™~ 3. Write your answers on a separate sheet of paper.

pan——— »

. ) ) |d
< N - )
i ) *
- 3
) M s ’
' ‘ ® . v ‘. ! . - . ! “ : s
. HOW WILL T KNOW I'VE COMPLETED THE{ACTIVITY CORRECTLY. ) ’ .
I will turn in my answer sheet to my teacher for evaluation. / '
¢ = - ’ AN ] S / -
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* ORAL ‘COMMUNICATIONS AND GETTING ALONG WITH OTHER PEOPLE .

Identification and Use of Basic Skills

H

In this un1t you w111 study d1rect1y the bas1c skills of gett1ng a]ong with people both

-on and off*of the job. As'you study eac;§§F€g’;a;TW111 find some of the skills discussed

ear11er in the un1t 1nc]uded here + When this occurs, if you 4ee1 uncomfortable us1ng th1s

sk111, refer to the‘ear11er unlt for review. ;

- ~ ~ 3

’ In some cases there 1s add1t1ona$:}nforma¢1on aboazaa specific sk111 When such is the

€

. case the new 1nrormat1on is 1nc1uded in th1s uh1t and is de51gned to further your understand1ng

. . - -

of the toch.

. . ’ L & ‘
v T '. .. N .-°'. . . j . .
'\ . “ ~ ) -.QA % ?.:' \ R
[ . ) c oy . PN . B
WHERE AM 1 GOING' el A L [
) . : : Y] - ‘, .//v" - / ( " « ﬁ . . av
.o By the time I comp]ete th1s un1t 1“w111 be able to 1dent1fy and _use spec1f1c skills.in
- r- ) ol -~ ' e
Human Relations. i S ;'7 R S )
~ [ e . b| ~ Ve ;- . -
A - . . “
* - < ) T 5
! ‘ W . ’ 1 ,
A e
’ 1
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. - , 74 s ’ . -~
. .
b 4

e

»




HOW WILL I GET THERE =

1. Read a short description of the
basic principles of good human
relations.

r

2. Complete a description of the
practices good human relations.

' 3. .Participate in a role-playing
‘ activity on attending skills.

4. View a film called "Eye of
the Beholder".

5. Complete a reading on defense
mechanisms. ,
Practice recoanizing personal
deferse mechanisms.

7. Participate in an exercise
requiring me to respond to
another person's feelings.

3. Participate in an activity _

- .designed to help me with my
’ initiatjng skills. =

9. Participate in an exerci]
designed to teach me aboit
cooperation.

¢ gharacteristics of a person who .,

'

HOW WILL T KNOW. .

.

1 will complete a review activity.

L ’ -

I will provide- the c]ass w1th my,
description.

L Y .
I will complete my assignment.

-

o

J will complete -the activities

»

called for in the film. . S

T will comp]éte a review activity.

will turn in my 1ist for
p ° Tuation.
I will participate in a roie-playing
situation. .

=

~ a

I will complete the irstructions
7in the book. >

-

I will part1c1pate in a debriefing
' session. . -

P




BASIC SKILLS FOR GETTING ALONG WITH OTHERS . ™

.
. .
- ’ -
J - ' |
¢ " : )
¢ ¢ e

TE, The'basis for getting alopg with other people rests oﬁ a foundgtion of Good*Communications.

.t In study1ng th1s unit you witl f1nd that getting a1ongrw1th others is really another way of //,/
studylng good communications. There 1s a]so additional information en human re]at10ns which will
?mbrovecxoyr.abi1ity to communicate. For exgmple, if people refuse to listen, to what yod say,

jour;meeéage will not get through no matter how well you say it.
con e Tl ' . - ' : * ' - ' v Y

k]

. . - * v A~
) . This_unit will be organizéd by subjectfmatter from the ideas listed below. Read them care-
» . /
fully. They will be va]uab?e in he1b1ng you understand the purpose of 'some af the activities.

1. . Be ]nterested in other peo; le and what they have to say (attend1ng, 11sten1ng).

<

o _-< ~2. MHave respect. for the worth and d1gn1ty of others (perce1v1ng, responding). ‘ -
N ¢ 3. Show that you understand and care (persona11z1ng) L N
%-§§§ o ;.’ Cooperate with what other peop1e need and want (1n1t1at1ng) - L \
“ S e T N
* The components of basic humanﬁrelations skills are: . o B

1.. Attending toﬂanother person. .

2. 'Listening to.what that person has to say. S ;ga- o
3. Perceiving the content and jke]ing in his statements. - .o we o ~I:22
- w

@
i * . - )
" T &

) % ’
. .
. .
k4
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: BASIC SKILLS,F9R GETTING ALONG WITH OTHERS'

) ?Icontinued) ‘ g

4."Resgoﬁding to that person and Statement.

Personalizing the emotions of that other person. *

-5,

6. ‘Initiating constructive activity. . - .

v
- "

~~ ATTENDING SKILLS
) ‘ o v
N g ,
Attending refers to non-verbal appearance and behavior which includes: space, movement,

.

pdsture, eye contact, time, clothing, energy level, tone of voice, mannerisms, facial expression,
. - . — )

furniture, feet and legs, physical appearanqé.' Appropriate attending ski11sisre'important because;

'ﬁqey show that an individual is paying attertion to and showing respect for another person 4dnd they

“are ready to actively listen. .t sends messages to the person to whom you are talking.
.’/ - ) '\ - X ‘ .

» - -

g
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Objective: To identify the characteristics of a person who practices good human nelations °

e

" Materials: Blackboard ’ :

Activity 1 |

Instructions: ‘ -

‘This activity is designed lo¢help you pitk out good human reﬁ%§ions skills from

~

) your own knowledge.

-

L3

. We all have probjems t face. When things géf/hectic or we get upset, there is-
normally someone, a special person who can help us. In this activity you will be
asked to list the character1st1cs ‘of a person‘yqu wou]d go to for help.

-9
1. Think of a severe probiem you have had to face? Who would you go to for he]p?

-

2. List on a sheet of papger the things (character1st1cs) about” tBat person which

£§ made :i;/§é1ect h1m or her.
. [ .
3. DiScuss why you p1cked this person with your class. Your group leader or
.. ‘teacher will Tist al7l-of the/charactenistics on the board.

A M - * -

- e

HOW WILL I KNOW I'VE COMPLETED THIS ACTIVITY CORRECTLY

I will participate in a group discussion. . \\

T

I
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%, ”» . N N o
, SUGGESTIONS FOR THE TEACHER . .
. : C ,
" Activity 1-p. 78 N
> .. Materials ! Purpose
- ' ¥ N !: 3 N ’ ‘t,‘ % . ;f’
~ Papern, pen ¢ pencil, blackboard * The' purpose of this activity is to
i g . 1dent1fy good 1nterpersona1 characteristies
. ’ _ in other people and in oneself through the
. students current knowledge. The students °
. will then coipare this ]Jst with a formalized
Tist of character1st1cs
«‘.: o \ . . ‘
»‘ » i v ) \ N / ’
\ ' -
. Guidance ’ °  Modifications or Extensigns
Note: Have students complete this activity . . Lead the students (hy discussion) in -
before they read pages 76-77. modifying or expanding the list to strengthen
; and broaden their concepts .
Suggest ‘that they do not name the person whose ,
characteristics they have selected to observe and L N~ *
list. Choose a student leader to 1ist the charac- .
teristics on the bl&ckboard. Use this Tist to
compare with the jdeas which occur during the
- reading. . ~ r
T o=
4 \’ ) .
1 s’ 2
| s _ -
e B ’ f/ » L) .
176 ' 1777
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. , . SUGGESTIONS FOR THE TEACHER -
’ T - . Activity 2»— p. 79 | .
\haterials Purpose -
) - ) e <
. A copy of Dr. George Gazda's Attending Skills. ) The purpose of this activity is. to aid
: .. the student.in learning ways to respond to
) L peop1ef . . L o
. ) \ ) . ) )6\ i .w N Rl S R N ) \:‘:}5@:;’
. : ! .
o s - - £ -~
$ - . . .
, w" X | .,
- ‘ '
\ - - . » . -~
. » Gd(&ance Modifications or Extensions .
7 ) ' Co \ . ;
,This activity is self explanatory. None suggested.
. o S o
- ’ : - ; 4 . . \\\ - .
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Objective: To demonstrate my ability to recognize various ron-Verbal attending skills.

- R - L
Materials: A set of transparencies or pictqus from your teacher.

Y 3
i £ R . i
- r—' L _ : . B ) ! .
T - ! -
. ) Activity 2 T : '
1 VW
. - \ . & . .
« Instructions: ° , . Ce -
1. Your teacher will provide a Tist of attending skills.. e
N - , ,\~ - " ° . ,
, © 2. View the pictures sliown.by your teacher. On a separate sheet of paper identify
[ ..‘r . » ’ . ,
which behavior is described. ) - o s
-, .
., .t o . N v B '
\ 3. Discuss.and compare vour answers with your teacher and/or classmates.
. @ ‘. . P : .
' - 7

s

HOW WILL I KNOW I'VE COMFLETEQ THE ACTIVITY CORRECTLY? .-,

S

* T will turn in my answer sheet to my instructor. I will be prepared to discuss
. @y views in class. g _

v . ’ . °




s / .
/ ' -
_ J ' .
-~
. : ) ' . ' ¢ . " ) ! o 'R
| Ty Objective: Tc demonstrate the ability to recognize and gge attending skills. . .
| o Materials: Role-playing cards
T . e I~ -
- . - , / ' ) ,u' o
- - ; ) : )
- o Activity 3 - . ‘
o/ ' _Instructions: s
' ) i _ 1. Your teacher will pée\me you with.a slip of paper wh1ch will descr1be the '
' -
- effecti ve‘and ineffective use of an attending skill. 1
2. .Develop a way to demonstrate bpth the -ineffective &nd effective use of tf
K
skﬂ] for the class. W "
. . .o A
Y ' »3. Jf you ﬁe ynclear as to what is called for, consult:your' teacher. ~
;’# i - . : ., P , i L ,’ . , s .
’ - é - X:' .. ‘ ) ‘ - /l/A .
o v ; e
. : HOW WILL I KNOW I' VE GOMPLETED THE ACTIVITY CORRECTLY\ ) ‘.» o -
4. . My teacher wﬂ] eva1uate my part1g:1pat1on in the w%]e p]aymg act1v1ty !
, v a\' C e v N 2 % .
, -4 .
- S » v e . L3
N b . ~ ? ) “ ,. N
-~ t »~ -( . ._’ v <
/ , o\ K . S
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-7 SUGGESTIONS FOR THE TEACHER

§r
Actzivity 3-p. 80 Ly
A “
Materials ' / éurpose
" Paperﬁen-or pencil, role-playing:cards or The purpose of this activity is to have '
situational cards and Gasda's list of attending { the student recognize and use ‘appropriate .
& skills. attendmg skills. . . '
s ‘ * . ’ 4
J .U .
N - \ -
. ) o , \
. \
7 .
) ‘/‘
»| ' ‘
. 1 ' / - i L. ¥
) ' Guidance > x : Modifications or Extensions
\ 9 » ‘ -
o’ Assistance will be needed in preventwng the Have the students.coordinate this activity
student from aenerahzmg too much. . R with body Tanguage. -
\ ¥ v
Encourage a review discussion of page 79 L & D students can part1c1pate with htt]e J
before going on .to mod1fy1nq or extendmg this ‘ mod1¢1cat1on and will enjoy this act1v1ty f
act1v1ty - Be certain they understand it.
. S 1 5 ) faak
- ® ' ’ > . \ ‘ :
’ ! ‘ -
‘. ” . ' s
¢ i ’ . / .
.g‘: - ):‘ R i . S *
- N S ’.
- ] -
Q . : ! * 1}8

RS
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i . ' - ~ SUGGESTIONS FOR THE TEACHER. ~
— L4
g . Activity 4.- p. 81 - " A
Materials— . o ﬁ’urpose ‘ \ .
." . - 1 Y
- . ) Y. . ~F -
) -FiTm - Eye of the Beholder,\Georgia State The Eye of the Beholder is specifically
» Film Library. ) N\ designed to sharpen a student*s ability to-
' ) - ’ ) perceive through demonstrating the need for
. P ‘ «~reful thought and observation. ¥ '
* / ) ! -
,
\ - . ‘ 1.
- = ., A g *
N i - '., "t- . - .
,}\‘: 4 . _;’ ) : . ' '
SR Y o _ .. -
* L - Guidande ). LT 17 . .- Modifications or Extensions
Preview the film before shéiviirig;.__Bé‘pg‘*é’béﬁed B “"An_advanced student mightwl?e aliowed to
to halt film at 'the appropriaté time. -~ ©, | sit.by a visually handicapped or one thak is
- : T .. 4mm .1 hearing disabled gnd exptain the film as i -
. ST e T iNSbroceeds. : . L
. ° . . ‘\/‘; w2 ‘ ; T - L , ’ P
. Wi S j‘.'_ , - ,. ' . * ‘
._ L 3 - . ' .187‘
24 . ' g .
‘Pk ) = ] - ' . f.i
- . -
) ' ‘ . ) : -t '



ERIC

Aruitoxt provided by Eic

. . vt " * .
i
Objective: To increase my understanding of perception - surface and underlytna feelings.
Materials: Film - Eye of the '3=holder . - - 7
N
‘ N 4 P ok s " -
~\_,\\ o L ~ctivity 4
oL M : >
) “Instructions. . - . e L E
i ‘ - 3o - . ° , .
T 1. Your ;eaéher will secure the film for you. VYour teacher will stop the film
T ' |
-« during screening. L ) |
i 2. ;Write down on a,shéet of paper what you think each scens is. i
’ - t
t ' i ‘.' . o . ’, . ) . f
| " .g>. Discuss:your idea with your class. ¢ ’
) ‘ ' - '( .. - .:‘ - e .
i’ 4. Your teacher will then show the remainder of the film. See how well you did. ]
) < e ' . "
! v ) . o ;
i ’ K «\ ‘;, .
'i l Do ‘~ N . "' ’ -
v 3. - ‘.\’n : ] . . » . /’
T SRR . :
g HQW WILL I KNOWSI'VE COMPLETED THE ACTIVITY CORRECTLY}. -
o R o « ' . . : :
ﬁg I will complete a series of statements dqsigned to demonstrate my ability to
perceive ‘emotions, ‘ . ~—
. :,. u. \ . ' ‘,
- P ".{‘,:,fa‘t *' \ - . : . -
V- AN woo T g .
. ':55'-. N N ' " / !
‘ . WY BauTh oy T ’ N N
s ' - S ‘.‘?‘t‘;&;‘{'}.\l }' k\d ! , ) % '
3 wz ) «" .-:‘;i‘?‘;:‘ : ) ) . d '
. ” . &y Lo . - o O !
o 8 o LTI v ‘ 81 ' E
S - - TN o » ’

18y
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Deferse Meshareme: 7 - ' &
’_‘—_——_‘-_ - A . -

N\
N\ - ) ! . . .
To be qglg to pergiive accurately one's owp and ancther person's disguised feelings; it

; if - . TN ~ C o
1,5 NECESSAuue L0 be awg?e 0f tne nature of defense mechonisms or "the games people play". When
. ! . -

ie
Beop]e,are bothered with a physical problem such as a- stubbed toe wecall it "pain". When we

2

r'd -

are bothered by a 1ifewgrob1em, we call it "worry or anxiety". Everyone tries to protect him-

self from pH}sicai‘harmi-- we duck to preventgﬂfnping out heads, we slgm_onlthe brakes so we

o

won't hit the car in front of us -- we "defend” ourselves. A1l jobs: have safety precautions\to

‘ N e -
.

protect the workers. . . - e Y & . T

- PR
. - L
. .

B

nxiety and ﬁrdh te a feelding of well-being. However, when‘fﬁey'be-
L IS . - -
come self-dece t{ve and ignore rea11£§>?=~wheg\we begin_ kidding ourselves", they arq\hipmfﬁ1.

]

They might also be harmful to other people.

"defense mechhnisms get rid o

-

. Some of the types of defenge mechanisms are:

3
o

Identification - ascribe to oneself the accomplis' «ents and other vé]ued characzg?istics

of another person or/ group. T . - RN
" am as pretty as Anita." . ’
"I am as) smart as Joe." ' - —;
"I admire Miss Allen, our supervisér. We have many things in commbn."
. ‘ " . ' , ;

o

.' T 82 - , ‘ ( : :

.PeopTe also try to protect’ themselves m worry, anxiety or frustration. When used properly,
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3 . SUGGESTIONS FOR THE TEACHER * S

L S , Ac&vity 7-0p.82 ‘ .

-V

Materials

No special m&éggials needed.

Purpose

this is an &jossble activity which
gives the student a chance *to be creat1ve'
and also -have fun. ,

. " _ .
AN , . . Z .
A S
. - .
] \ hd - —_
i r
' E\ . J .
- . 3 »
Ny A 1Y <
“Guidance Modifications or Extensiofs
I v - . - . . - l‘

Have the student who is "Dear Abby" amalyze
the probiem by identifying the feeling; the
problem and behavior. Have them reflect these
to the person w1th problems.

As .each response is made, review the steps
in persona11z1ng the re§ponse until students
‘"catch on". *

~

This is a difficult exercise for siowe
students. Evaluate the response pfislower
students. ' SR A

~

[




’

C . Z /
1/Q ‘o ’Q .

\]
Ll o o . .
Rationalization - making an imgulsive,®unreasonable action seem logical, “'sour grapas",
] : = 4 o -

[

N '.. IS
“making excuses".

. 4 g I 7 « \ N
“I'm glad Mary got a th boyffiénd, She was kinda square ahywaﬁ.”

"1 T]~néVer get an "A" in this course. “Mr. Jackson doesn't Tike me."
" Cliches such as: % . - , . | - ‘
— » g S SR
"You can Tead a hoyse to water, but you cert make him drink." =
P}ojection -

. . C s -
. . attribdting one's own motives and characteristics to others.

) S "Everybody cheat§ on-a test if he/shé hasOa chance

: ’ oY
"The only th1ng the g1rls in my class are 1nterested in are boys '

9% ) '
J,{i- B
Comgensatlon - reduces tens1on by accept1ng a 1ess preferred but more eas11y atta1nab1e objegtive.
. Ay

‘ "T'd ranpeﬁ spend thé’even1ng e ftching TV than go out to the mov1es anyway

N -

/gan flunked tw1ce so he bu111es/gyerybody in his grade

""Who wants a promotion to head clerk? They have twice as much work ‘to do 4
. ] ) A .

-
.

Reaction Format1on - an exaggerated attitude which is the oppositg of one that produces anxiety
o "My bggt fr1ends aAe b]ack o .

£/
- ’
<

"These X- rated movies are abso]ute]y horrwh]e

- 1
- ‘ o N . . ' / o
104 LT . . |
O l u)f ‘ Y , '
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L { IS «
) . iy P
/ o ,rf . ’ .
/ -8 Y ’
Cow / * .
. Objective: To demonstrate my understanding of the reading N )
1 “ ( - . . - .
Materials: The preceding reading. ) .
' . ’ . \ o 1
% . > /‘ )
' . B
'd » N . ‘\ -
* : Activity 5. = . \
v In the previous reading you were given some examples .of eommon defense mechanisms§\i
. N , -
o + 1. For each category of. deﬁgpse mechanism, write down another sentence which wou]d be |
-
— N / * an example of that ‘defense mechanism. (Do not wr1te tﬁéfsentences down'in the same
-1 “qrder). : T ‘J“U
v Eghhange papers with your partner. o - , ' ) ‘ '
3 / »
/ See if yofi and your partner can match the defense mechanism to your examples. -
! ; < - )
. —- HpW WILL I ENON I'VE COMPLETED THE ACTIVITY GORRECTLY?
. , I .
) We will discuss ouf answers with the class. ' ,
j ; ,
N “)/ . . . \
- o JR— IS ‘
. 8‘,- \
} . / - - T P - .
~ \"‘ .
.’P ~_\_,v(\ T
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SUGGESTIONS FOR THE TEACHER
3§ 3

- -~ R . -

Activitys - p. 84

k]

Materials

> . .
. \ . (ﬁ-h

L4

Purpose

5 -

°

-
—

*;_BQSpgg%al:materiélsneeded;L"

- . 3 —~—

o3

" The purpose of this act\y1ty is to have

the student.review the various types of
defense mechan1sms .

-

»

Guidance

\
e

Either Ehrough class discussion or individual"

check, be certaln that students used appropriate
situations as vell as- whether or not they were
1abe]ed proper]y ) -

»

t

s Modifications or Extensions

None suggested.

°




-
2
~

r r‘
- - \ > >
LI . . \7 \ ( ’ ; - . . X ' Y
N, ' . ] o SUGGESITONS FOR. THE TEACHER
X . ~I/‘\ (‘.‘ ) T . \'l <
. , | Act1v1ty 6 - p. 85 N . ’ 7 ‘
" Materials - : L ., Purpose —
. ‘ . .

"% The 1ist of statements on the next pagé.

_The purpose of this activity is to confirm
the students ability to recognize defense’ .

4

This should be conducted immediately following’
the congclusion of activity 5.

?

, / t . . mechanisms. This activity is appropriate for
. . .
. a test activity.
- , ' h v 1 , y
. ) . i .
(
A ~ P . 3
b L}
j ‘ t . " 4 h
. ¢ B “w
R ~ I ‘ " »
— { -
i o ' y
. . \ .sw -
L - — { .
. Guidance, - ' . Modifitations or Extéhggons
N

None suggesiﬁg. , ~

oo
e
M

Peon




ten - N N . '
Objective: To demonstrate my ability to perceive defense mechanisms in the statements of

other people.

Materials: Paper, pencil or pen

*

’

3

~

¢

.

Activity 6

\

“ -

’

j# ‘ " our the defense mechanisms..

w

-

IToxt Provided by ERI . .

ERIC - 208

I'will turn in a list of’my answers

’

.

85

i

HOW-WILL T KNOW I'VE COMPLETED THIS ACTIVITY CORRECTLY?
» «

A

to my teacher,” ~

e

1. %Fview the Hifferent types of defense methanisms from your reading.

~

AN

3

2.. Your teacher wi}l read you a list of statements. As each statement is read, bick
. -t R o

P atinl

1)

»

-

N

v
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e . o . (feeling)

PERSONALIZING SKILLS

In the list you read at the beginning of this umt, Persona]iziﬁg Skills were defined as

"showing the listdner that you understand and care".

speaker to discuss the personal me?ning of a subject

-

For examp]e

"My @Bﬁs is a]ways picking on me.

" ,,ready to quit.” '
Read the fo11ow1ng responses

.
2 1.

by the cher pevson, and to 1nd;g\;e what he is go1ng tp do ‘to influence a situation.

A person has-just expressed the fq11ow1ng

5 .
Rt

~

This kind of response encourages the
“ . :

1bok for the emotigns being expressed

/-

I am trying very hard, to do a_good job, but I'm.

\
] i

. e . . - ’t:

. N

"You feel 11ke quitting because- you th1nk your boss doesn't- 1ike you.'

' o2,

(behav1or) A . e

- 0

“You feel ]1ke qu1tt1ng because you th1nk your 'b8ss doesn’ t 1ike you because he picks on you.'

- ' (fee1vﬁg)

e

(pﬁob]em) (poor bepaV4oF7f

(fee]]ngj

"You feel 11ke quitting becauseg you th1nk4your bqss doesn't like you because he picks Qngypu

» (problem) (poor\behavﬁofjf

o

,and xou would 1tke to have h1m see the good” job you are do1ng

(goal)

[ A
4

ot




”~

1

Opjettive: To demorstrate the ability to respond to: another's feelings (personalizifg).
Materials: None o ’ ' - o
t. _ . ” . . .
- ~
h ) s _ -
Activity 7 " .
Instructions”

| -
PR O T A b o N e it e e

Choose one student for the role of "'Dear Abby“ -- the other students sﬁpuld take

, turns present1ng him or her w1th problems. "Dear Abby" shd/Jn only use active

responses such as n1rror1ng (ref]ect1ng back what they say) and quest1ons wh1ch_
; ® 8 .

’a]Yow a responder to express h1mse1f or herse]f freely.

x'v'

After discussing the
responses, another student can take .the part of "Dear Abby“~ Solutions are

not to be given -- on]y decusswon of feelings and behavhor is 1mportant

‘
I e e




.
FARS

- Voo
v - / -  Activity 8 o
1. Rg d chapter 4 in wor1d of WOrk R '
i\ 2. Re d activity pages 55 thru 57 i . - L s
3. C plete the list of mag1ea1 words that,w11l get you.f1red - at leasy ten.
’//,////”/f£gabies,?t(¥0 1 only have two hands. g : ’
| (2) Just a minufe.

Iwill develop my ‘initiating’ skills \

Your teacher will provide @ separate booklet entitled WOrid of Work

* .13) T'm ready td go on break.

’ i

3

>

"0 oo

88

>,

7

L3

oy
T
()




ActiviEy 8 -p. 388

Y3

1y

S

v

a

>

The teacher

s v 3 Z
v

»

hese activ?ties refer specifically to the printed text:

. Succeeding in the World of Work
Kimbrell and Vineyard -

. Text and Activities Book

McKnight and McKnight,Pulishing Company
’ 1970 .

*

should re?ér to those texts for informdtion.

-

»~




SUGGESTIONS FOR THE TEACHER

e

Activity 9 - p. 89

Mater1als

< ais 7 A

°

1. Mimeographed sheets of a beacﬁba]] which has
an out11ne of design SU1tab1e for coloring.

A package of crayons N

3 Four or five pairs of scissors.

( . ' Purpose
_ The purpose of this activity is to have
students work in a’ cooperative situation.. They
will be asked to evaluate their own attitudes
toward tooperation as a result of Ege activity.
. e ,.Q,l . .

¢

el

Guidance | . V

The purpose of the activity is to-have the
students cooperate by working on an assembly line -
coloring and-cutting oyt beachballs. Divide the -
class into groups of five or less and give them
the supplies. .Their job will be to produce the
most beachballs in the shortest period of time. »

In each group,_ arrange for one member, to feign
illness, (or simply not cooperate) once the work
has started. This person’sh6u1d<;hen act as an .

. Observer. . , -

. Debrief the students and their fee11ngs after
* the session.

Modificajions or Extensions

~ * " None sugg d.

. LN

()1 N .

/“()V




) Ogﬁec}ive:

-

-~

£

VWfﬁl be pfavided by your teachéf.

<

»

I-will participate inca beach bafl production line as an éxercise'inAgooperat%on.

Materials:
7 . : V . . . 3 /
[} S - //
Activity Q o o/
) - : T ’ s ’
\ ’ & /,L”
. 1. Your teacheﬁ w111 d1v1de the class 1nto severa] groups. ; f
. C o7 ® b )
* 2. You w111 be*brov1ded w1th the supplies to-make beach ba]]s ,
( ‘ ’;’ (¥
, . 3.0 Your teacher will gjve all necessary instructions. : . f
. . . . ’,[ .
A,
\' ., 7 N * : L 1/ :
: I Y |
4 ! - / hd ~
. ) . d ” . =
. . ‘ - e f .
3 » ) . . v . ‘ . ‘/, ’ .
HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY? =~ ! )
' S - C
e Your. teacher will conduct a class discussion. ‘
3N . y . , . e . - | ot
¥ | .’
L L - 1 ’
> ¥ A} . i - "
. b i N .%‘El‘ \1' -’ !
N . . * Y ) . [‘ . _‘/,
, . U R -
A , y , o o
- , A ) /, [y - “L\ , : a -
N . s g
> - . s o ~
~ .. 89 . 1 ‘e \ ("’ -
~ L:;"“ ) : ) %
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GOOD GROOMING
IRt

WHERE AM, 1 GOING? ' : _ A

-

71y the time I complete this activity I will have a basic -knowledge of tﬁe good grooming habits
. /

necessary to get and keep é;Pyblic Servipp job.

1

— . . . A
) | #
HOW WILL I GET- THERE?. . ~ HOW WILL T KNOW. . . . . .
. ) ey

1. View a film and complete a short-reading I will complete a self check activity.

t . ; . . ’

3. View a series of. photographs: to Jearn ¢, T will respond to questions about eacht
-+ aboyt imagery. . ) photograph. . . .

\}. ° - ‘ - ’ >
‘3. Comp]ete‘gn evaluation’of my grooming v. I'will turn the evaluation form into .

habits. L , _ my teacher.

t - . - ) « -
4. Complete a two week grooming log and < I will discuss the summary form with

summary form. . ‘ my teacher.

L

, ’ , | :H | - /7 _ o
. \‘ - . - )




3 . roe
.
-

Good grooming begins with your own self concept. How' much you care about.- how you appeat

.

and what you.are willing to do\about it are the most constructive approaches to improving.your

“

appearance. .Since a gggd‘se1f concept is the found%tion'of good groeming we will examine it in.
: - € ‘ ' Co -
some depth. o . v . '

:“1 -How you feel about: "you" (your self concept) is. projected in the expression'on your face,

3 the way you waIk and the set of your head and shou1ders In add1t1on, the care of your body,

“yeur cho1ce of clothes and the t1me and effort you spend on self improvement are exoressed (or

negated )in poise, self confidence agd self esteem. - This deesn t mean that/what ]s in your

, . .\
head and heart are not important only”that a good mind and high aspirations deserve g(od pack- °*

v

N

% . -

_aging. ) o - Lo

-

Did you ever stop to think- about how much money 1arae compan1es spend on advertising? This.

-
.

is their means “of .getting’ the concept of the1r product on people’ S m1nds in a positive manger.

2

' Wheaties would -taste the same from plain waxed boxes and the Co]one]'s Ch1cken would be "finger

. 1ick1n§ good" from-a brown paper bag. th do 'you think they advertise sp colorfully and package
. [ - s . .




A

‘ .the1r‘ﬁr0ducts in an at ractive manner? Tne ac/sertising is des1gned to,.make yo. remember

their product when you start o buy. They have Lr1ed to create a better image than their

'/:_ o 1 , i

competitors. Appearance, color and how something is said a]]‘bregte'an image in your mind -
o - Y b - (" ‘ N

of their product.

Although peogje are not bought and sold.-their DrOducts and services are. Wheh you

re v

approach a personnel marager you are selling yo:r services.in return for a salary. How

\,

“your image iS pacxaced is an important Tactor. 1 ether or not these services will be pur-

-

chased and whether or not he/she will wapt to exnlore your other oua11t1es

Good Health: ‘ ' )

) People are of ten surprised that hea]th is considered a major Dare o. good grooming. " If

one remembers, however, that it is very'difficult to look or act well when one .ee]s bad, the
»

1dea of good health as a good grooming a1d is not dif ficult to understand. A clean, well
L3
scrgpbed person who has, the appearance of vigor does much to forestalf\any quest1on of his/her

4 =
B

phys1c1a1 ab#lity to accomplish ass1gned tasks. .

| ’

The bas1c health hab;ts of rest, proper diet, cleanliness and exerc1se are essential.

-~ -
L

PL

A thorough understanding of your needs in -each of these areas is 1m¢ortant. If you have not

<

S




EN

A

S will have books and filmetrips describing~Ydod health‘habits Tn more detail.
. \J ' .

\ ~

iscrequled a course in Health and. Hygiene, you may wish to do so. In addition; your library

Most h&alth habjts are- -irterrelated to persona1 habits and cannot be separated. 'in ’

A

’addition‘to an immaculate body (a deodorant is -a "must") y%ur c1othes shou]d be clean and well

- \
pressed and your fingernails é]ean and properly trimmed. WhiTp hairstyles may vary accord1ng
. '. ‘ ﬁ\ ’ +

to personal taste, your hair must be clean and well kept.
e . '

good posture is another 1nterre1ated hea1th and personal habit. By stand%nq ano sitting

- -~

properly you aid your body in funct1on1no proper]y As a oersona] hab1t 1t 1s an 1nd1cat1on of

'

tpersonal d1se1p11ne and that you“gr a person who takes pr1de in h1s/her appearance Good

posture is a habit which requ1res constant practice to-develop and ma1nta1n No matter what

-~ your real height is, stand and walk as if you were ten. feét tall. s " -

CY th1ng and Accessor1es — )

.

%._
1arge part \f1ook1ngfweﬂ groomed s se1ect1ng and wearing su1tab1 clothing and acces-
!
sor1es What you wear can. improve or spo11 your dppearance. We are not scuss1‘|lippearance

. in terms of the current fashiods. It is important that you are not confused into thinking your :

- clothing must be new or the very latest stylev Neatness and suitability_rarely depend on that;

7 - i -

Y ' . 11“
+ . ‘




-

A\

~ a reflection. of your inner seif.

‘make up your mind to be that kind of person.

' self concept - _not a superficia1 one.

. .
[ - b - - v
r

rather that they be comfortabz,'becoming, and project the best possible image. Cnoice is

*

1nvo1ved a person can (and will) cr1t1ca11y eva]uate your choices and often relate them to

~ your values Is your clothing too t1ght too sexy, too casual for the work world .or too

e1aborate7 Your choice does more than s1mp1y add to your phys1ca1 appearance, it is a]so .

¢
.

In se1ect1ng c1othes to wear to an interview or onsthe JOb re ember they must be cliean,

mended (a!] the buttons in place) and be alii;lgg to the eye EveR if you are 1nterv1ew1ng
for a-job requiring casual or work clothes;—the above ru]Js still ap

) 3 , ~

el

In order to‘honestly project an image of yourself that is pieasing to others, you must

- * , ¢ 2

A

In other,words you smust develop a.positive
Once you have .doné that, thg?pvdof will.be in your mirror, ‘

your mind and in your attitude. The most important point to remembér is that the basis of good
3 . —
groom1ng and the Wltimate aid to your se]f concept is a pleasant and and alert manner.

{oe ’ L.

8O
oo
N
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SUGGESTIONS TOR THE TEACHEP

14

) . AcPivity 1< p. 95 ‘
o . [ . .
Materials . ‘ ' Purpose
. ~ ~ - -
é~ 1. Copies of the self check activity. A The purpose of this activity is to make .
o7 the student aware of the basic rud1ments of T 7
] good groomng ' e
- —_— y " ) t
& -
» : ) >
_ ) ; . s
‘. . - - [S ~ S . '\ «
7 E4 ’ LY
l\ Guidance ’ 3 , . Modifications qr Extensions
- j:." <7y
Th1s is a self check act1v1ty and is self- 1.: You may wish to add or delete quest1ons\
explanator'y . fr‘om this act1v1ty ‘ ,
' ' " 2. A discussion concerning the concept of
" - ’ "over-dressing" is quite appropriate.
/1 ¢
// f\\-\q ~ \
- » K . - / p / .
\ ) - = P 228 ’
e be <
225 : . ~
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A . 3 " . .
Objettiiéi' To learn about good grboming habits by watcning a film on gooa grooming. -
i, ‘ . N .x . w
Mateni@}§; Film - Good Grooming B § .
) Activity * . I
7 v N <= _ :
Inst@uctwons . . , : 4 .

The purpose of this f11mstr1p is te he]p you furtyer your know]edge of good ghoom1ng

) Whén you complete your viewing of the .1Im, there will pe a short objective test which will
cq&er both the previous.reading and the content of the film. '
. :

e
-

1. If you have not already.done so, read the section on grooming which occurs just before
this activity. S

"2, View the film on good grooming.

3. Discuss with your teacher any questions you may,lpve concerning the f)1hr Add ideas

J you may feel needed to be included and were not: -
4. Review the reading. ’ . ¢ i o ¢ .
. ' ' Tt b . . T S s Il

HOW WILL I KNOW I'VE DONE IT CORRECTLY

I wi]T take a self-check tesf.

22

2
O

'a]
G2

" S s
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. Activity 1 - continued - : ' !

-
-

¢ Self Check: Mark each of_the followjng ftems as Tr False: L4 / ’
_:”___ 1. G;)E)d grooming habi;cs our baﬁic outlook on Tife as well as physical habits.
2. A person who has a-good and realistic :ge]f eoncept 1is 11’ke1y‘t'o(havc‘e good grooming habits.
o 3. A person caii never over-dress for an interview. .- : . S " e
. - 4: A man should. always wee}r a coat and tie ‘fgn interview. ) “ . o S
. 5. Awomn should always wear a dress to an intervieH. | X

6. Projeéting a good self image is a form of wdverti 1:ng.

1. Fiealth habits~are a (ritical part of your grooming habits. . ) - . .
' ’ 8. 1In todaj's're]aqu atmosphere, ve:y few personnel managers object to hair styl#& which - .
b' ’ " are extreme]y d1ffere:t ‘ 5 < : ) oy ) ,.' ) ’
- 9. Posture is a health habit which does not require very much attention. | .
; _____10. In order to honestly pl"OJeCt a pos1t1ve image of yourself, you must make up your mind +

. ' to be that"kind of pemson. © . . < . v ¥
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SUGGESTIOIC FOR THE TEACHER .

o . A N~

Activity 2 - p."97 . . ~

. Materials

(N

1. A series of product commercials

“~

from magazines.

&

Purpose

imagery is used to advertise the student will
'see the possibility of projecting 'a personal
. ifMage, -

Through recognitiori of the means by which

¢ , ¢ - - )
. - ( ' - ¢ -
o M ¥ ’ s v .
» . o N
4 & ’
&, e .
A . ' :
. ‘ Guidance Modifications or Extensigns -
" The teacher shou]d be careful to se]ect 1. Advanced stuttents can be asked to analyze
p1ctures which. has a readily 1dent1f1ab]e image. the hasic 1ngred1ents common to all.
\b . advert1sements ’ D ..
. ‘tare should also be takén to select honest . S . ,
rather than misleading advertisement. During the . - —_ .

conversat1on th

er should be prepared to deal

students who fee] a]l advert1s1ng is basically
s nest R i




~ .
1. Your irszructor will show -you 2 series of photographs or transparencies.

Ny

JAs you view each picturs; :you aré to write down or respond verbally to the
) L)

xind of image (or,cenceot) which was being communicated in this picture.

d | . 3. After you have viewed the pictures or transparehcies you will be asked to
i ~paﬁ§jciaate in a class discussion. Be able to defend your decisions.
¢ ! N ) bl L
, 'i HOW WILL I KNOW I'VE DONE IT CORRECTLY, .
' i I will participate in a class or group discussion.
- ; . ° i ,
b,
' ! - ‘ -
!
. t “ N . .
! ) - . . !
2'2’< L ) . , .
\) . s e . .
ERIC -7 .
| o | {///ﬂ‘\ \ 97 "

0 ' - - ' ,‘
. . Objecti.: . learn more atout imagery.
\ ‘ - o~ -~ . ¢ . ' . Lo . -
Materials Sciected magazine advertising, pig¢tures provided by your teacher.
; Activity 2 . .
- '; j . ) - 7
\ . . ~ - ! ‘ B oY
: Instryctions: ) oo

.

-t

4
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¢

: ‘Objective: "To evaluate~my own personal grooming habits.

Materials: Evaluation form included in this booklet '

Activity.3 _ o ‘

Al

Instructions:

This activity is des?gnza to help you evaluate your personal grooming habits. As you

" review each item on the shéét, answer it as honestly as possible.

e

Rate yourself on a scaleof 1 - 5 on each item. Be honest with yourself and do not

compare your answers with anyone until you have finished.

-

1\ Do I bathe daily? . - ‘ _ e '
2. \Do I wash and comb ;ny hair before starting my day's business? _ »
3. Do'1I qygtsge 7°or 8 hours sﬁgfp each night? ‘ ] ®
1 4. Am 1 satisfied with myself#
5. When I purchase clothes, do I spend all of my mohey on’fun type clothes?
6. Am {.greatly overweight? ' ' S o % .
7. Am T always tired? | . . . .
8. If there was no one else td;AO it, would I be willing io wash, iron )
and mend my own- clothes? . \ . ]
» — , - R .
~ - 1 - : ‘ )




SUGGESTIONS FOR THE TEACHEP

Activity 3 - p. 98

Materials

1. You will need copies of the evaluation form.

. the student assess his/her current grooming

Purposé

The purpose of this,activitj is to have

Jabits. From this assessment the student

“y will select two or more areas for improvement. \;
b . Yo
. /
//
. - T _ _/_'
. Guidance Modifications or Extensions
N - 4 _ ' o .
> This activity is designed to have students None suggested. B i
take a look at themselves. Care should be taken .8
in order to avoid potentially embarrassing ~ . T . .

situations. ‘Individual reviews of each sheet
is strongly suggested.

- §

EAd A
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Activity 3 - continuég

<

— e

file this 11st

r

4

9. .I wash my hair fréquently.
10. I consider myself well groomed.
) —_—
11. I have tried to look at myself and think of myself as others see me. -
, 12. Most of.the time I am happy.
HOW %ILL I KNOW I'VE DONE IT CORRECTLY R .
I will se]ect the areas wh1ch I persona]]y feel need to be improved, 1 will

«
&




~

Objectiver I will improve my good grooming habits by regularly monitoring my erpgress for

two weeks. . " . d
Mpterials: A good grooﬁing log. . . ‘ -
| . =
Activity 4
Instructions: . ’
, o .
Review the log found on the next page « Y
1. Secure a copy of the log to take home o L .« -

L

) -
)

- 2. Review your evaluation form and pick out the areas which you listed as areas for

improvement. Circle the item on your eva]uatidn form which is in need of attention.

3. Take the Tog home and keep a dai]y record of your habits for a period of two weeys.

/

4. Return the log to your instructor. ’ . 7

5. Secure a summary form from youre1nstructor and fill it out. . .

M .
R ' , R .

HOW WILL I KNOW I'VE DONE IT CORRECTLY

I wﬁW] complete my summary form and this log. h .
/ Wt ," - . i i . - .

- o J 100

A
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SUGGESTIONS FOR THE TEACHER '

-+

S

Activity 4> p. 100

Materials

ﬁ. A completed evaluation form.,

2. Copies of the grooming 1o0g.

Y.

Purpose

' The purpose of this activity is to monitor
specific grooming.habits for a two week period.
Through this practice the Student will improve

certain grooming habits.

~

—

Guidance
L

Counsel with students to select realistic
goals based upon the assessment. Have the student
record all items but select only two or three items
for specific improvemerit. Review the summary form
with the_student. Be certain that the summary form
and the log realistically reflect the grooming
habits of the student. '

Modifications or Extensions -~ e
R . Q‘.

1. For the well groomed, concentrate on the
finer nuances of tlothes selection.

« 0~

>




S sm Em sm S "i' "h‘ekaﬂﬂ!ha .o, e ""‘ e

.

1 w111 keep th1s da11y§569 of my grooming-: and personal habits for two weeks so that I can 1dent1fy areas that
need 1mprovement Refer to page 5 Eva]uatlon Check.

=]

Mon. | Tdes. | 'Wed. |Thurs. Fri. | Sat. | Sun. | Mon. Tues| Wed. | Thurs. |Fri. Sat. Sun.

Did 1 take a : y
bath or shower
today

Did I leave my y
house well . -
groomed
How ,many hours -
sleep have 1 - , . - L
thad > 1 . .

I satisfied . . ' g T . ~
-~ with myself - ’
today
My attitude ' e
with my fam11y ~1 ‘ ) ’
was . .

My weight is . N _
satisfactory -

or improving : _ N
Was I tired : : . L]

or was I alert ‘o B

e\

=

7, IDid T involve { . R . - ; ‘ l f
fmyse1f -in caref " ' 1\ . - ) o : -
f my clothes ]
Did T shampoo

[y hair | , g

Did I look .
well groomed b | 2

ﬂ\\
+

5
~1

e

N~
1

Py attitude

ith others
as '

I was suatab1y

N sed for
fdr %?v$t1es

1
|
|
9 ' - 4 : ‘
. Y ’ ) [ / s . . » —= —
«; J0ther B l \\\;/,/f’/—# : i

s
p—
o
—
h

~
Do
o
c




LT . /‘ SWY OF GOOD GROOMING LOG
; DA . v
L _ L .
1. The areas I listed ggr\improvement were® T
. . ] ‘ ;'s
2. "The area im which I was most successful in improving my grooming-habits was .
N * The “improvement CE,’)} be shown on my log as .~ ' .
S AU '
3. As shown,on my log, I was least consistent in j
! ‘ - . . .
i +4. The area in which I was least successful was” -
. . . “ . . v
W 5. I had the most difficulty in accomp]iship'g . B
- ) ; . ) ) . . . . . ]
6. 1In working on good grooming, I specifically worked on the following ideas to improve my manner.
- .ot et -’ ‘ . R
- *. ! . [ * - o ’ R /
. a‘ L% ! e ! . - e
‘ ) L3 A
’ . ' . >
. . . .
t . - .
. _ 7
! - +
et ~ X ) 245 7
- - ‘ . s 4
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WHERE AM I GOING?

-

’

L

1]

BASIC RECORD KEEPING

.~

In this unit I am going td'study‘some basic informétipn about .record keepinﬁ-— - especially

record keeping,by Public Senvice Agencies&m“

1
-

N

=

HOW WILL I GET THERE? e

1.

I will complete the reading

+ assignments. S~

« N e

-

p

-

HOW.WILL T KNOW I'VE DONE IT CORRECTLY?
1. When I have read all the information
included, I will check my answers and
' wheﬁ I have all of the*answers_correct’

.1 will have finished.- - - =




K%/’- o' ‘ -* 7 — i R )
Everyone's 1ife is governed by records. For example, the birth certificate verifies-age,
and will determine when he/she will enter public school, be allowed to apply for ‘a driver's license, -
—be allowed to marry without parents’ consent, and be eligible to collect Social Security retirement ;___ ’ R

. . benefits.

School records often determine whether or not individuals get jobs. The list of records ends

with a death certificate, énd sometimes a will, which enables the individual's heirs to c]aim a ‘share

A
-~ ¢
. ’

of his/her posses§Tons.

" Public Service agencies, like individuals, are governed to a large extent by records Everyone

who works in the field of pub11c service will come 1n contact with different kinds of records and
“materials. As a public service worker a person may actua]]y be involved in record kegp1ng act1v1t1es
. ) 'or-he/she may need to be able to use existing records,
o " The one basic reason‘for keeoing-or filing records is so that they may be found quickly when
needed. There are two basic reasons for wanting to find mater1a]s, to prove past actions or events,

‘ o : - and to get 1nformat1on needed for planning future act1v1t1es
ATl records must be free of m1stdtes, eas1]y.understood, andireadable;y'lﬁcorrect records or f
records that cannjf be read and understood are of no value to anyone. Suppose a worker in the - ) .

, Debartment of Transportat1gr recorded a sum owed to a highway construction company as $10, 000 1nstead

. of $1,000. This one mistake coU]d cost state,government (taxpayers) $9,000. 1t.could raise quest1ons

about whether or not the mistake was intentional. Public Service workers shouid remember that finantial

e

records are subject to audit at aﬁytime‘-- accuracy is absolutely necessary.’

(]
e\

ol

"’ 4 , s 104
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Imagine the disappointment-of-a-high school senior who was refused admission to a college
because the admissions officers thought the "A" grades on his record were "D's". Consider the -
inconvenience to an old couple whé_diaﬁ't receive their Social Security check because a worker

smeared their/gddress and it went to Gainesville, Florida, instead of Gainesville, Georgia --

these records were not clear and 1eg{51e: N

Filing S&stems
The filing systems used by government agencies vary. Eakh department, agency, section, or
division develops,its own filing system -- accordind to accepted practices., The exact filing

N .
procedures to be used are usualiy’in-manuals published by the department. However, all filing

systems attempt to fulfill certain basic needs, follow similar filing procedures, and use similar

. methods. - ‘ _ N

-

A. Basic needs of aifi1iﬁg system: . . o

S

1. The filing system should be as simple as possiﬁ]e‘

2. It should be accdssible to all clerical workers and members of the professiona] staff
. . . . T
who must use it. (Some files are designated as "Confidential"). - -

3. Oné person should be responsible for maintaining the files.

4. Steps should be taken to make tﬁe storage area ggfe from fire and vandalism, °
‘ ‘ " —— .

. 5. The system should {hc1ude a procedure for removal and disposal or stdrége of inactive

o , recowds. |




' . # : )
/. TNG--TRAINING ;S' : R .
Lo o, Zcaa - - I

Example of locator guides or tabs: o

/"

DOCUMENTATION@MANAGEMENT
EPORTS (DM consolidated reports) - A

 m aee mr v e e We mman e G me e e wa e e e e

. : - .

///' 3 GENERAL CORRESPONDfNCE \\\k

(Temporary) ~
-1 {1 .2 TRANSITORY MATERIAL
/ - 3 i B
1- FILES MAINTENANCE AND DISPOSITION - . \\

FORMS (AF Form 80) , o S

/)//' FRONT OF FILE B .

E .3

Care should be taken to see that the papers (fo]ders) are in the right section.

for micfi]ed papers is a waste of time and mortey.

valuable document wq11ﬁ§ever be found 1f 1t has been m1sf11ed

-

-~ < —  1nF R

There is alsp the poss1b111ty that a

Search1ng



FJlING PROCEWRES

AT TOOUMENT you' Y :

o WANFIS SOMEWHERE N
- ¢ THESE FILES SO TusT SN
. BROWSE ARSUND UNTIL s

R A | eu PP IT.

& 2 \ °
fﬁ T B Basié Filing Procedures: ) ] -
-~ " 1. Separate the materia]s to beffi1ed from other‘off{ce materials and inspect them for completEnegs.
o - C 2. Detenn1ne which £ 1ling arrangemént(s) fits the needs of that proaect. .

" 3. Sort the papers. This s1mp1y means to group pape STn the correct order for filing based on

Y
F‘”\\\ the arrangement(s) selected. - .

4. “Determine the place for filing.

<

5. Put the papers into the filing cab1nets. Fo; protection° the paper are usually placed in
manila fo]ders and then the fo]ders are placed in certa1n sections “ilientified with Tocator

— .

\\des or tabs. ‘
) e . . :
257 - e

. N
. . f% i . . . ° ’ ‘ FE 4
° ' ° ° - . . o
) . R . .
R £ o R , ] o . . ° ca e
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This is especially important since keéeping records when they are no longer used wastes manpower,

1 -

equipment; space, and money. : Y A -

TATS NoT'Ho.vlw"a O

VESIGNATE. TEAD FILES
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4. 'If the 1ast names of »two or more persons are. the same, _compare first 1etters in the first
-

Alphabetical Fi]ing Arrangement;
. .
This arrangement is used to’é11e by name, persons, companﬁes, agencies, etc It is one of

g

six basic arrangements and it may be used either by- itself or a]ong w1th gne or more of

the other arrangements which are-d1scussed in' the next reading activity. : :
The basic rules. 0% a]phabet1ca1 fth:g;are;\b .
. : !
[. File papers by the 1ast naire (surname)~ .
-

Example:s Carter, Amy .

.t Downs, Harry . ,
< ' - . ~
s g

"

o Moore, 8111 . . A _

" .2. When the 1ast names of two or Mbre persons begin with the same first 1etter .look at the

second Jetter in the riames to dec1Qe whith name comes first. If the second letter is the

A e

same, then look at the third, and-so en ;
..Cs, _.‘. ) .
Example: Carpenter, Padl- *3 ' :\\“ '

- ’
’ L 4 “
.

‘,c' -,

Carter, BiMy b T

3. File "nothung" before "somethrng
Example Johns Don ';" ’"e :

.y - ‘e

Johnso)( Bud. ‘,3-; ) ’

v
. .« = b —

P

. names to-decide the order of f111ngﬂi¥1f'f1rst letters in the f1rst names are the same,

.compare ‘second letters, and so, on. o o ‘ s

»
’ - -

-

w , S 262




Example:

5. If last names and first names are the

Example:

6. File hyphenated and prefixed surnames as one word;

Example:

.McConnel1l - ,

Carter, Jacob

Carter, James

Caiter, ‘James Earl

Carter, James Joel
Mac Ginty ..

Morrison g
3

Page - Lewis

Pagella

Van' Buren

K
¢ ) -

same, compare middle initials and/or.names.

—o
~

+
U4 . -

4 Y

7. Names of business firms which contain comp1ete names of persons are’ f11ed as 1f the_ name

h appeared by 1tse1f

Example:

-

James E. Carter Qdmpany_,

. k3
. k3 .
e

-

Carter, s E. Company

Py

8. Names of busifiess fi f1rms which-do not contain copplete names/of persons are filed according

to the1r first words

and so on.

IS

If the first words are the same, thé second words are considered

- o s

-
L "




'Example:- Cartef Farms

Cartér Warehouse

-

o

ment list U.S. Government first then index. the agencies under this heading.

LS

Example: -U.S. Government

”

§

R

9. When indexing the many departments; agentigs, divisions, etc., in our federal gove

rn-

»

PR
~ .
-
- -
. -

v

)

”~

. Water Deptﬁﬂ -
. ‘ A i
e

Agriculture, Dept. of

Civil Service Commission
. , < (_ﬁ,,gﬁc‘“ B . '40
‘ . Federal Bureau of/lgueséigﬁfion -
(—‘/ ¢ °© = -
‘ . Internal Revenue, Service*

’E]
S

. 174 . . Y {r 4 -
méents. . L N -
. 14

Example: GeorgiqﬁState Government =,

| .Agriculture, Dept. of
£ducation, Dept. of
. Labor, Dept. of

. . Transportation, Dept. of .

‘ '?kamp1e: Atlanta, City of;

‘Fire Dept. ' -

¢ 7 $

PoTice Depf;_'

-10. ’The ruie~for indexing federal agencies alsg,applies—%e-state, county, and city govern-




Objective:

v o= K

Activity

I ,will learn and practice phé basic‘rules of alphabetical fiﬁing.
Materials: The attached exercise. -___
A IR S S . :
ACTIVITY . .
A=

. F
Circle the item that should t TFiled first:

.

- Billy Graham ) 5. Dinah Shore.
. Billy Carter _ Mary Shore Mart1n Brothers Construcy,
T .- t1ﬂh Company
. Gerald Ford , 6.~ Mary Tyler Moore’ :
: s ‘ ) "10. Chambers Building Mainten-
John-Fortson - Mary Jane Moore ance ]
Tom Johnson - A Johﬁ McRae Collins ‘Lumber Company '
"San Johns Donald Van Byren 11. Country Charm Egg Co.
John Adamsg f 8. :.John TQompson Company . Countn{ Best Egg Dist.
. John Quincy Adams s Morgan Supply Company =
.&“( . - )
s ) \ )
o

Study each pai? of items (nahes, companies’, or agenc%es) 1isted below.
iteﬁ\Eﬁpu4dggg\fi1ed first and circle it.
hat apﬁ%%es to each choice you make.

AT
up ruTes about which you are uncertain.

9//<5 C. Baker Company

3. Mentally. recall thgﬁru 3

4. Turn back to the reading assignment an

P
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SUGGESTIONS FOR THE TEACHER

Activity 1 - p 112

Materials

Activity sheet, paper, pen or pencil.

]

qupose

The purpose of this activity is to review
the student's ability to alphabetize and
organize materials.

Guidance

Be certa1n the students understand the .
readjng materials and the concepts involved.
Some students will need to repeat the exercise.
*It is suggested that the teacher prepare s1m11ar
activities for additional practice. _

A : , :

™

% N . -
L] a ] R 9 -

Modifications or Extensions

*See Guidance.




’, "+ SUGGESTIONS FOR THE TEACHER

Vsl
f

©

Activity 2 - p. 113 .- : .
-

. Materials * -,

& - 5
. $

This booklet, paper and pencil or pen.

L~ ¥

£

Purpose ‘

" The purpose of this activity is to check
the students' understanding of the uhits'
basic concept. “

\ ”

Guid&e

Students may need a review of concepts
especially if they have had no previous
business courses.
Activity 1.

Relate this activity to .

Modifications or Extensions
"A re-check is suggested to reinforce
the subject matter.

RS

#\

04
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s - . . ( A
2 , - * N .
, Activity 2 . -
Objective: I will review the major points included in the reaging by completing this self
check activitv. R
Matérials: The azt-vit ~elow . Tt - . ‘
S | — — =
. Activity - .. ) “ ,
v <4 ! > . . o
" Stepst 1., Read g{:h item and fi11 in the blanks so that the statement is-tomylete and correct.
. \ " 2. Turn back to the readigg and took up any item abdyt-which you are gncer' in.
Fi11 in the blar's: LT : |
1. The.mair reason for develor.ng a filing system is so that records can be ’
2. The two bé}ic re3sons fbr want‘_g to mainté{h records are ) |
}'4.\ . N . A - -
3. In ardar or records to be useful, they must be S - ’ N
. ’ R - . '
) . L .and
4. One of the busic needs of a ?i}ing system is that it should include a procedure.fér removal, .1
- -_— - @
disvosal, or storage of .- . ] records. .
5. Before filing any docugent, it .should Be inspected for - - L : .
(‘ \ PR '» "J ¥ . . \\ p—
HOW WILL I KNOW;I’EE DONE IT CORRECT[X? ‘. oo . T . .
[ will obtain an answer sheet -from my teacher and gheck"my'workf v T
e . . " ) { . ‘ , e,\\\b \ »
- A ‘ x \
e ’ . ‘ s
21‘56 , . -3 ’ s v “ \L Z(Ii
: A ) ‘ 132 :




e
&
{ N
- i . - ) . ¢
o v : ADDITIONAL FILING SYSTEMS -
v - - J .
» . ’ R ‘ - . -
f _ ‘nere 3re “1,2 L2sic filing arrancements in addition to'the alphabetical system. .They are:- ’
ok A : . : ‘
] . ] T, Yemerioy - ':‘: > . . . - R -
- : - ' ) ‘[ - .- i ~ - .
) . - Y. Te - -:ey-al filing syster numbers are used as captions on the guige and folder tabs. .
) \ N - -
& = 1T it ast o use tnis system to arrange recordd that are normally identified and referrea to
. \ - 7af s . N . ) B
~ . C Sy fa0IEr. M. L2rs can he assigned-tc persans. cojﬁracts, cases, otc. A numerical .system g .
s . ) v B . ,.4,
. v ‘ - . . L. s s
N o _owt T zstored curiers cannct ce used witnout & card index to.lidentify numbers. The cards are .
: v 7 - ~ - -.‘, Lt N , .
, ' resoz CosnatilalL according to naves o sunizcts.  Each card Tists the number %7 the ,
H e .
. . . * . - .
- - * ., . ot ) o ' } «’—
\ <elze o a2l pene as3s™t =4 to that oertin, sublect. company, etc. Tnhe numbers should be - °
- - ' ¢ - ~ v ' Py N .
4 . T N . [
- Avegs izt ocnrlsm T rvely '
. , - , - . ~ ,
v_eamt e, g Tnt oae Tovce maght arrange fiieg o zincraft by rurbers i - .
i @ ‘ .. . ' s Gé}f\’;' - - * R
. - . ' ! v, i -~ * '
- - _— 'II .
2 . - . )
o , h F103 _ v
L[] ’ - .
. ’ ~ . ., F1C4 and s0 on - o , S P T
' ’ - ’, ' 'A» - ~ . : - ) . A ) ‘
' CL ' ke Social Security System assigns nurlders: = .
- . B ) y - . : . ) . / |
) N R . N John Doe is 000-00-000C ° ‘ .
: s i Lo - f.rrangamen, ’ N ‘ .
Vo LY A [t . o - - . )
- o < . e ’ e\ ‘ ? . .
g | ' oL s--apcerent is used when the rocorde will be asved for by subject. Tt ¢ 21zt ow ’
y S M s
- < ¢

! -
" " a"-manejca arrdngement., : . . N .ﬁg’ Tyl

/
i

, PR [ - . o

.
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) , v L S » - o
. .

v Lo ¢ ' ' - .
/ o . x g
* o Leamoier T oA Térde nas 25 subjact categorizs  Tme first five anzr ) -~ o
- .} K : o "
e 1. ADM - Office Administration . v . . .
. - : s e ) ' ,
~ "y ' 2. CIV - Civilian Personnel Administraggon '
. 3. COM - Command Control and Communication - '
N g cooe T : , -
: e 4. ENV - Aerospace Environment . . T,
! - - . 5.- FIN - Financial Admigist?ation ' . , ) . - }’
’ ‘111, Geog}dphical'Arrangémént: \ ' . P ' —
] N ‘ @ . v o
% _In this_arrangemgnt material is fiTed by geographic location (arga, state, county, city, s
er7.). The specific geographic division used will be determined by fhe-filing needs of the -
' . , - .. . . °
- agency irvolved. The spe¢ fic_Tocation is filed alphabetically. ’ !
- ' . - .. o il ’ (
: © - Examples: Butts County neorgia . T
. HaltCounty South Carolina
\ - - : ¢ : ?
-t T . ' . Warp County Utah . v . ) M
< V. . Chrongiogical Arfangement: . S ) J . .. = ‘ -
ey This arranggment is used to put files.in order-by dates with;thelmost recent date(s) ‘
~ ,_\ e " IO . , o ,‘ : ' . ) ‘ .
a apzearing in &he front-of.the file. Thid arrangement is-oftep used along with other arr@ngements.
. Example: v: '__;_,. _-: . . . . . , i . '
o (T may’ 1976 | L e -V
’ " I N S e . e
_ L Sept., 1976 _m\L.__-—- S 8 ' \ } ;
: . . 'I‘- A . D . N
. y Jan. , 1977 T .
: ' ‘ ‘—7i‘— o v ;
“% - \ ©, Front of file A . ‘ T
P ) , . Y sy - rep (7 .
o, : ! : , e . R7Y -
’ N [V by 'q.

“ ’
BN e o
///// 15 - - < L.

S
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v. Organizatic 17 Arrangement | .
-2 . . ) - - - . - sy s
This arrangsment is used when the names of the orgagi-ation is the main basis for filing.

-
i

‘or s*also filed alphabetically. ’ '

- . - = 7 The orgariz-t .
[ . ’ t .
o . - Exampli: Ceniral Gwinnett High School : . '
e FS . ) 9 . ‘

, o C (™ North Gwinnett High School - / ‘

South Gwinnet£ High School

°

N *"

0
ER]

Aruitoxt provided by Eic:
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. S - SUGGESTIONS FOR THE/f%ACHER ' 4
s \ []
_‘ - Qv (“ i - N J
‘ " — "7 Activity 3 - 4- p. 117 '¥
* / R R < + T R
Materials : . . Pvrpose \
e ] . .
_ This ‘boeklet, naper and pen or pencil, The -purpose of this act1v1WVQS to. .
plackboard and several different colors of . reinforce-the unit concept and add know- \
z chatk. - - ' «ledge of additional filing systems, their b
. use apnd organization. \
. B T , <
’ ' -y ! k ) %
L3 ‘/ ' ' ' ¢ ~ . ) N o
. / ) % - R
- / - L <\
; & ) ) .
AR 4 * - h
f.' . / ’ - < ¢ ) | v s
/ RS = ) ,
) , B \ - ) . N \
& . ’” L . x" i “ .
o ’ R % ’ Sy - .
v ] » - h ' y PR . . . . M
‘ Guidance ) ) S Modifications ‘or Extensions
: \_ R ‘.- ) AR f
! Assist tie students in keép1nq’f 11ng o . “{and D students should be encouraged -
me t7ods séﬁafa:e~">1na b4 aukboard i1lUstrations, £o worK with advanced students in a peer- \
side Qy side to s“ﬁw direct d1Fferences (and . tuto“1nq re]a ionship: - - .
or ﬂam & Lo T L - ) )
.:}'ﬂ‘l i C>/7 o . - "' - . . a .
) ] I : . S
’ \ﬂ ?E‘-{} - __ —"“ : .
® . ST S o .
. ,,_\’ - o . R .
. - . \'/Y, . - : , "'_‘ R . .
. ~ - - -_ - - @, _’ . ? .
».i . . - @' P" P ‘e .
: > X." Y - . - ~ " AT - . . -
Z\’ A - M‘i '_ : - - . F X X &_: .. . ¢
~ N , 1\ . (4 ,;‘ N : N S . . .
. [ ,' - -, : ;.'7 . 6_4 1‘ X
) LA . i "; * ! P S ot !
. Q ' . 2 - ) e . - S - . .') T
’ ¥ - - e -7 - - - - . ) A -~
ERIC e R T e e -
. ". . ' .' nl( " - '/ ,’. . P ’ -. .' * f . - - £ - . ~ N
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.o - . e ?
Activitgy 3 - _ \ ' .
n ‘ ‘e ' .
The purpose of this activity is to help you prepare for your unit test by reviewing
, 8 S r
major points of the reading. . : : i
‘ ! s s
‘ ¢ e . ) ’ 3
« . Activity - \ . '
Steps: 1. Read each 1tem and Fﬂ] in the blahks so that the statement is complete and correct. g
, F3 . :
2. Turn back to the read1 ng and look pip any item about which you are uncertain. i
. L : )
SEi1] in the bhnifs / i - .
1. In a2 numerical fﬂi,ﬁg arrangement Q}me"ers re used as ’ on the =
L o 5 . .
3 8 g - and X ; o
o - . i .
2. A numerical arrangement cannot be used wmtq\out a . o ) to identify the
assigned numbers. ‘ ' A . =
3UTIf ‘c%unt'}es are used of the locator-guides) the - . - -arrangement is...
bmng ua od. -y j' R 3:'.. L - _ ' : ) " N '
4. In a chvor‘ologma' arrangemenf L ' ' , . .ar,e used on the )
«.ofator gu1des - ' ‘\ e ‘ o
HOW WILL I KNOW I'VE DORE I'T'QORRECTLY? o] o , g
' I wiil obtam an ansvier sheet from my beacher and check my work. T




» 4 . - .
. ) ¢ Lo A
\ -~ r = | ' | et
SRR | -
l 3 - (W * - )
_2 j ' < Activity 4_° ( ’
<! . J
e X : i < . 5
" Dbjective:” The purpose\of t%is activity is to help you\learn’to recognize and use all the basic - o
. o, - . . . ) U ’ e .
. . ) filing arrangement. , - ) v
N ) I . ' Va \‘ - ' M \/ . - :
" .Material: .You will need the attached filing exercises.
‘ o S L . ’ oo N
R | N e
- “ v ’ _ *: * Activity o , _ \ ’ \
[} ) ‘ o \ - . ve . i}
. Steps: 1. Read the instructions for each exercise. A ' , ‘ \ -
. “ ¥ \Q“ - e ' r )
| © . 2. Study the illustration. ) . N
) S 3. Mark ’fe file 1lustration and/or- fi11 in the blanks as instructed. . < -
' . J ) ' \\WB' T ; ' . fd . - ) ~
9 ‘ - // e : -'t‘ v s R ) . L/ . .
. J i - ¢ ‘ / l *‘
] - 4 ‘ ) ‘ ~ ' ;“
o '
- \\ . . i \ +
I~ . ‘; { . < . N < , - , .
e \ CHOW WILL 1 KNOW I'VE DONE IT CORRECTLY? - , S -
: ‘P_,‘, ) | I 'will have an oral re‘view and discussion of each exercise. Correct any mistakesj,]
_ ; made at this time. ‘ 2 ‘
OO J ) . . .
Zu\) . A\ . N . *
\ ! / Y ! . -

- . ' ° . . .
EREN , 118 . '/ etk . o
: ' ' - e b ;




Ac 1v1'ty*-‘ conﬂr;uep - — - /_ ‘-\ - . -‘ \’ |

N . s - - .
, . . .
. o
- L .
- &
A e \

\ .« ot 4 ) ' v . v
1. Stiudy this examp’e of’ a numerical file. Find and €ircle the item that is pisfiled. D;‘Lw an
. , . . N . — ., "_‘ o ’ ——————— ) ‘
arrciw\ to show where-tre misfited' item should be placed. Example:
v ' 4 S \ _'® L
! ‘ E ‘{ . ¢ - L4 )
*'\ , X ’ ' ¢ \ - ’ - ‘ i
. : | L .
. \ C
3 N \: o ' r ' *
Wb . N N - »
C2. In'.thixexa_m;ﬂe of a-subjective file, Find .
. "AF 3050 f v . ‘ the n;isfiled itém, c'ir‘c]e 71't, and draw an a .ro.‘w *
— R Isfiled Ttém, cire draw.an,
AF 3025 ° : . $ s T — . to ¢héw where A
] T Rape w | _ ‘
AF 2464 . . . . ———— SN it- should be
. . e ——— - N . Murder: - o ? b .
? - 4 AF 2495 L- ~ - ‘ \—__placed. )
. { . ' ‘. . ‘ Tt .
_ o T e : [ “Burglary ’ .o
. AF 2459 : N ‘ T , — —
] - ; . -Kidnapping ,
’ - front of file: , T - . \,l‘ . s
’ ’ . . ‘ - Orgery N . . . N
N . N : - front of *file ~ . .- ’
. - ® - - . ’ ' '



) -/ . - ~
. . ¢ » TN Lo . I . . . '
. - . . S RLIEN . .
, p ’ . - . -
° . ’ '
.

L J

) EMC '

e S IIII - llll IIII llll’ Il-l /

. : “ ‘ L ! 2
* v '- . ' ' R ’
o . v s . ) ‘
- N S N -
", . ) ‘ .. ‘ P o ¢
. LT N N, ' ‘ V‘_"-.(‘g o
3. Suppose you are employed by the Georgia Department of Transportation. There has beén a%iolent
) ;  storm in the wainesviile area and you have been asked to set up a file for records about damages.
’ . ‘s vy
.- - _ You pave informet =jon abgut damage to roads, cu]verts, br1dges, traff1c 11ghts, tréff1c signs, and ]
S “. 7 the .highway ma1ntenance shops in six c1t1es_ Murrayvilie, F]owery Branch C1enmont Oakwood -
. b L t -~ o
e <. Ga1nesv111e and Lu]a You. are to]d to use a geograph1ca1 arrangement for your file. Show how .
A ‘ . L \/ ¢
. A N } @ 4
*T\% . the file shquld be set up by 1abe11ng ‘the folders 1n the fol]ow1ng 111ustrat1on' 7 .
-;" . \ « * .
¢ ¢ 4 \ - B - ® *
<. RN , : Q_/ . o !
‘w. . - B < .
I - »
. - — L4 <! / o / 6 ( ' ‘
‘ ., ] . ] . l“ : Yy ; . ? R , ] . )
P & e " » J '/ /
- . - . ‘- 2N et s * [
A & e :-— ) ‘.__' — - i / R i , » N
XY % ’ -~ i l N . . - ’L/ te -~ <
. ] | . - w . . . . ! » - / - \‘ ) ’
) e / ‘ e \ \.‘ ) - /‘ B ' ‘/’ . e . ‘ , Y
“ e, N 4 . "y . ) . v
, R . < . . ¢ .
. T T T T v B . >
¢ L ’ . ¢ : . ? P ? ' / .
— v - - R ' e
. . ’ - + ' / * A
4 ;-. -4 - S P) ]
“ . . 7 LN -
> . . - . / . "
R e - v ’ » i
. - ) - ’ ‘ ) . / 1 ’ f / , ) )
) / 1Y /./ ’ “ .
. ) & . o~ - . 4 * . ’ .
2 Q.( ! / ’ // P s .
-v\j . ‘ . .o 5 .
i 2 - » Y x ‘/ { . [ 2-(10
] / ‘ \\
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R AR O AR R W A, SR AR G R o8 - N e e S we
‘ . : ) .
L uﬁ.q'Study the examples of chronological FiTes below, circle the example in whigh the documenfs%;re
‘ correctly filed. ( '
T ~ RN
. A. Jan. 1, 1976 . ) '
. \\'\/3 _;' - ' !
/", June 14, 1976 ‘\;’ ’ C~ ’
N . . . .

-, - r
» -

fug. 1, 1976 : \
‘J .
.r' \\

- -~ ’

. ¢
4 . : ) ,

/
~r
.

S Mar. 17,. 1976, i J .
1 YT ’
: Jan. 1, 1977 1 . "
. ] - .H‘ : - : ) ’, .
. { - front of file L ' - a . 4 "
- ﬂ U S ’ . .o
. \ . ~ =
. . A ) A \ Y . .
7 . | . \ ' a -
/. — g : )
. . B. February 14, 1976 . %, . ’ . ‘
I o - . N ‘ - ‘ \ ‘
| April 10, 1976 . ) . ‘ ; '
) . r‘ R . ﬂ' vz =" - | i i ~
July &, 1976 - K ‘ ) ) , g
- s — -~ *

4

- { December 25, 1976
front of file - ‘ . ' '

November 24, 1976~ |- o .
: . \ N

) s ) . . 1 AN

el g - 21 R -
2947 f . — o
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Activity 4 - continued -

[ . . N

s, Study the organizational file below.

J . . - »

PR

.

——— ey —

—— e

Transportation,Dept. “i

~ o —
R —_—

A \ o
Governors of Qeorgia i .

Y L
Georgia Bureasw-of . |
Investigation \ :

y

-~

Education Dept.

TR
AgricyTture. Dept.

-

Y

Cincle the item that. i

a

sTmisfiTed.

‘6. The file below has two&diffefent filing arrangements being used at once.

a. Namé the‘arrangements. used

@
N

(1) o
(‘2) P - <

.

b.” Where wdqid,yqu look to find out about a murder committed o

v

the correct folder. o

%
n August 10, 1976? Circle




S UActiyvity 47~ comtinued - T o ‘ - ‘
! P\J ’ ) ' - e v e s _L____‘_ . sf

b kY
. . 7 . = -
. oo e T ¥ - J°
o A .. P ’(‘ ’ . . I | v . ‘1.
Ve ~

/. - duly, August, “September, 1976, o \ o
/ - Sl e - .

i -Aprjl} May, June, 1976 , e . L , Y. :
T ' - - \‘ - N v : :‘__ - \ - _.“:L.‘-_' . ’ -
/i. . January, February, March, .1976 . ‘{ (o, L= . ’ >,
“ B ' LI N 2 , \‘ . e ) - L ’
d ’ v AR ’ ' N — - T .
[ 7 RAPES - g Lo Ve, . o
- . . “ - B .
October, .November, December, 1976 . e v [~ o .
. A * ‘~ P - \\__f-—..._f_r ' « >,
July, Auguét, September, 1976 = . :‘ji%iy;.‘ ‘ o
- N e Py \" \“ e e . N - )
P M o T

Apkil;'Mpy, June, 1976 v

SR B S~ '

* " January, February, March, 1976 . . ) ) A ‘ (
. ¢ )

. ] \. . .

s e e e i e+ s g e ot Lot hied ~ L8

MURDERS e . "

October, November, December, 1976 e N .
_~__;_L—__.‘_ ‘- — ) _ —— ~ . '\\\A \

July, August, September, 1976 . . - Y ‘ 1 S

April, May, June, 1976 S TN

Jaﬁuary, Fépruary, March, 1976- - —e

v
>
" . .

BURGLARIES ]

123 295 . S
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'Activity 4 - continued

’

o
.
.
.
- 7.
. .
’ -
»
N 1 4
-
’
’
.
g \
s
.
.~
\
.
.
»
' .
* -
.o
.
.
i
.
*

Cn i

.
.

Name the arrangements used.

my

4

ol
o~

The file below uses three different fi]ing'arrahgemeh¢s et once.

@ -
(31) 2 - a .. ’ "-. )

f

Where would you- 1ook to find the Safety Pian of the Hall County Office of Department

" of Agr1cu1ture7

’ ) " . ‘"
Circle the correct folder gujde.

[N

RS

{

v




R ) H . {
e ‘A['uﬂ';)' tcfilhue ] R SR N BR R SR W
- : * * 4

———— e e gy e
Y

b ‘ .
f

. | N
Ware County

»ooe - - - - e e & N
) . \ T

Butts® County* ~ R _ .-

A 'Safety Plan / ' “
" - ° . . ) - .

Ware”County L ‘ - ]
s . S
Butts ngnty p

-

" Financial Plan - ; - : )
n - »

- s
TRANSPORTATION, DEPT. OF

‘Hal] County

"~ Cobb Cognty

Safety Plan

~ .

Ha]i Couﬁfj

R T uR
.

Cabb County *

? .

Financial PTan: S

- ' ‘.\ L 4
‘AGRICULTURE, DEPTE(OJ

? : T
Front of File

‘ 125
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DATA PROCESSING

.2

3

»

Therefore,

¢

Processing means to manipulate or to handle.
‘ \

L 4
. .

.

Data means facts ‘of information
The purpose of data processing is te orgiprze

’ data processinq is the handling of -information
I ) » 0 - - L ’ \’
‘ -, many facts intc d<efui.information . N
- '4 . A - . ... h . )
v ' ) \\ Pub?} erv1a; agencwes must process Qata in, order £0 get qrganged 1nformaf1on upon wh1ch to"
,_/”“ base %ts,pperat,ons. The* k1qd of 1nf0rmat1on and the vo\ume of data will vary.with the. type. and . h
. . L s ~ . . " .
. size of the.agenc:. Data pr cess1ng procedures w111 also vary. Each agency uses data process1ng ; -
' > L . Coe \ o, . .
- methods thatibest serve its needs. . . o . 45- /// \ N \ .
. - ‘ ;| ' i N ) T , .
. ] N v - - l X P ‘;x - :, , . u\ . ; R
s, I. Basic Sfﬁgs of Dara PPCCG$SWﬂg ' ! > L. . v, .
' ' . 4 - - . ' .
Regard’ess o, tre meehod used the baa‘r steps’1n data process1ng re the same.
. a. Re;u’q e one ; ary information (data\ on a form JQUG]]j 5’ 11dd the source document,. It is ' e
S absc]uteiy nece ssary that fﬁe information recorded on the sourgg document is accurate and
\ ] e t N ) Xi
1EL§E &, The other steps in data process¢nr would result in wasLed u?WG and effort. if ¢ ¥
BV i . ' = :
- incorrect data were used . ’ -
¥ ° A * [
QJ) .Pul the data ﬂnto the system for processing. Thxs step, kngyn as the’ 1nput,'WTTT'/ery wweh . '
L N ' “the process’ng Wet}od used. . . .
- c. ;oce:»s or hand]e the data. " As merftioned earlier different methods can be used. The basic
‘ ’ v vt -~ . - e - .~
¢ dethuds are discugsed in the néxt reading section s ) “ ‘
4.0 d. Record the useful information that has "come out" (resulted from) the processing. Thissis™ s
;3()9 , 5~‘ catled the output of data processing ’ : R . . :;(,U
< s " ’ k s ; , ‘ — : ol - ) -~
oo oo o S ' . o
- 4 ]26 .' " . s ; , “
\ . ¢ 4
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computer processing, are briefly discussed below. Many variations of these methods are in ‘ ’ |

> . . ‘ . . ’
use today . . ' > ' . h ’ .
a: Manual Data Prbcessing . i . . .

¢ ¢. Data Processing by Computer

. . .
.
. . . !

P

Methods of Data Processing o
People whro Sﬁecia11ie in data processing have devised and used hundreds of di

Two of t'ie i4er methods of data progessiﬁg, manual and mechanical, and the neweéf method,

. {n thig method thé processing is done by hand. Often called thg pencil and p;per way ,

/—‘

1 N ;
13

tnis method involves the yse of many forms designed tg handle the data.

b. Me.nanicai Data Processing . . )
Ths ~ezhod irffolves e use of méch%nga that help to handle thé~dafa more quickly and

1chur;;gi}. Machines user inclyde adding'ﬁéchines, calculators, cash registérs, actdunting ’
ma:h1ne§, pockkeeping machines, key punch machines, etc. ’ | S

‘ Tt \ ) . ' . ;. L )
The newest method of data processing is by-computer. The digital computer is, in itself, .

] oy

s

a data processing system. It is electrohic ecuipment designed to perform the ipput, pro- . S =~

¢ -
.

« cessing, and outsut stéps of data processing. L f . L ) ~
- il oo R ) ‘ , PR . )
- 4 N ! .
To better understand how the computer works, study the following comparison between the . 1
} washing machine and the computer. /_ . . ) - . _ ‘

“ - -— v
- Vg . . :

o fo ' A2 M v * i
E cs . ’ ks 73
- . o . ¥
, - . {
Y ~ . .
.




S -
“ ﬁgshingMaching // ' ‘ \ ,Computerl
V. - o - S , .
1f The Vﬁpﬁgfis dirty p]ot es and . Lo The 1nput$js data and a brog am (manm;dg
deteégent.~/ o . . instrqftions_for handling da a),
2. Progessiné {3 Lﬁe wasning according Processing is when.the computbr uses the
to a given cycie - permanent press, . progéaﬁ to organize lhe Hata-\
'ormaﬁ, déiicé{e, i ! N y )
v - “ .
3. Output~i§ the o= ' Output is the sgqi»déta organijzed as uﬁe-
. : ' ~ful information. | : . .
- The data and prograﬁ may be recorded andlehtered into the computer é&ia.number offmet ods
including”. . .~ '¢ - | - =~ -
1. 'Ppnched fards - Déta is'represented by holes quﬁched into cards. Eacﬁ‘hoae hés a feaning, ,
e ;nd groups qf1$o1es repﬁésent words or numbers. ' ’ ‘\
Y 2: 'Phnqned tape - Data 1is recorded continuqus]y on paper tape and wound b; reels. As wit‘
. ‘bbncheu car&s, data is recorded jn.the form of holes punched ?;tp theftape accordinF'tb :
fA + & cakain'code. . Co . \ ;e
B _ R 1%
¢ ] o | | _/
p ~ !
. ! v 128 ) .

e




Printed characters on paper documents - The print contains magnetfc particles that can be
" ‘ "read” by machine. - L : '
.. .Exampie: Accuunt numbers on checks are magnetié and can be "read" by machine: .

4. Magnetic Tape - This is plastic tape covered with a layer of magnetic material. Data is

f‘\ .
‘ recorded in the form of invisible magenetized spots, called bits. Combinations of these
f its are used as-codes for letters, numbers, etc. '
V\\\ . .

\“h“"“5‘-Mngue&1 disks - Data is stored in code ‘on- a layer of magnetic material which covers flat

T . disks that Took Tike -hi - fi records This, too, can be "read" by the computer.
- . People av- ~esronsible fc~ +aking data “From. the source document and recording it in a method \that

can be "read" by the cuiputer. Compiter equ1pment chanqes th1s man- readab]e data and instruction t

R T o,

machine-readable tode (e]ectrica1.1mpu]ses) and then ;kores‘th1s 1nformat1on in its memory (internal
storage Qnit). The camputer processes data by . rout1ng e1ectr1ca1 1mpu\ses, representing the data,
* through electrical circuits. Computer equapment then thanges the process1ng resu]ts from e1ectr1ca1

impulses to a form man can read and use. The results may be.*~
. € .

AL

1. Printed on’a form .

2. Puncked in cards e
3. Written on magnetic tape o . .

" 4. Shown on a TV - like dispiay L . _ Co

* Date processing by. computer ‘has two main advantages: .
| c ¥ M
‘ , .



Speed - The computer saves a lot of time.

A

Examnle: A med1um size computer can add a-mil1Tion four- -digit numbers in ten seconds.

- a

It wou]d probably take a man more than 100 days to do that much add1ng tne

Denc1 nd paper way. - . )
. . . . . \
2. Accuracy - The computer can perform second affer second, haur after hour\ day after

, day without a single mistake. ’ - :

"f : " — " . ' !
¢ - Of course, the computer Jbes have limitatiqns. It can woirk only with the data \and program

¢

fed 1nto it by people. If e1ther one or Both are wrong,,the results‘n11 ‘be rong. And thena . .,

.,

\ -
" \
Data. D”D zssing by qomputer f{ etpec1a11y valuab]e to government agenc1es
¢ ) § L :
handle hug2, volumes of 1nformat10n Fo)»examp.e wrthout the conputer process1ng ensus data and

tax records wat'd be an. a]most 1mposs1b1e task -- census d&ta would pyobab]y be out—dateq/before it

could be proce sed anu the new tax year would probab]y start before the"prev10us year\s returns were
. A

” . o
¢ (4
. .

completed. ) ' , S ’
g | L A SN
The jcomputer has addit?onal value to governmental®agencies because it goes beyond the mere
~ - : ' . .“.'/ : - . X
. -processing of data -- its memory atlows the computer to keep'tecords of information ‘that can be found

/
qunck]y-ﬂben needed. ‘ For examp1e, & po11ceman can cherk to see if a car is sto1en in a matter of

—_ ’

. “seconds, the AﬁégForce can know the 1ocat1on of a11 '1ts a1rcraft at the f11ck of a $u1tch and the

stafe income tax unit cam check a personzg/tax recordé 1nstant1y

130
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. SUGGESTIONS FOR THE TEACHER ' ° o
. ‘ . ‘ . ) . '
' ) . Act1y£ty 5 - p. 131 ) . .
" Materials ~ -Purpose | . . p
. ‘ . ‘ . . * p" - i
This Booklet, paper), pen or pencil. . . - The purpose of thTs act1v1ty is to réview / }
v T . the basic principles of data processing. - |
. . ) ‘~; , t ¢ s ; - . , . ‘r i
4 e Py ) s ¥ 'g_,./ \
. L] 4 Wt
Y ’ ) / / . \ "‘
b4 . % /‘/ . . \ k
- . _ :/ . g . v
-~ " ! . —- ’ | * - -
» . . - .
- n M L or
.1 . - " m;- v * A
- ) Guidance . 2 °Modiffcations or.Extensions - . ~
) . - . * - i . . -
"Give additional exampies to student. Have .. ' A1rports and government agenc;es often
the students observe a data process1ng installa- give tours and exp1a1n the operation of
tions (Banks are usually cooperative in ‘this). the1n‘prncess1ng , .
. . i ° - .
/ \ *
F . “ ,l £ J
. ’ : Y J e i .
‘\ ‘. ° 1T : : .~ T
’ \ 1 ) N < r/

. ~ R . f/ _ s
304 . / - 310
- ¢ ) R ’ : '

\‘ 2 ) ﬁ"
- - ’ \ ¢ T ) ’ < ’ -
- T \y ’ i ! ’ -




S

Activity 5

' -

¢ ~

Obiectivs: The purpnsé of the activify is to *help you preﬁhre for your un%g test by reviewing
. ]
-3 ‘ .

’

. major points of .the reading. . J e ' '
Materials: You will'need the attached fill in the blank questﬁohsl . . C
. ) oo . :\ - ‘ . J L .
‘. L -~ * ~ L . ’ / . - -
| . % . . Activity . : - i
e e —— e e — e — . i - ) 1\/

’ . v
_tepc:” 1. Read each iter gnd fill in the blanks, so that .the ‘statement is complete

L}
+

and correct. .
T, : & - . . . . .o ) Lt .
2. Turn back to the reading and look up any item about which you are -
~ ) . 1 y Y ‘. ‘ .
uncertain. o J- , ’ T | ST
. * 4 - R » -
r -~ i
ke *
/ )
' v »
D HOW WILL T KNOW }'VE DONE IT CORRECTLY - ’ d L.
I will obtain-an answer sheet from my teacher.and. check my work, -
. _ X .. ] N
e AN )
y ,
131 . - <
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E

. e S o
e . ' . - - ~
- - N s - &
, ey
~ : .
- ‘k % * f
e : Activity 5 - continued, . ° , N
. {
. _ ,’ ) i . . . 7 -
T - f . Fill in the planis: - ' , ]
, 1.0 Pata means * . Processing.means
N N - . s t . NS
-i Theretr o, ¢°ta processing is : . )
* “ P . ' >
| 2. The %urpqie )f data processing is to organize many facts into . -
t., 3. dne first =tep in data processing is to . Ahe necessary
Lt P . . ~ . - A
A ‘ . — . :
‘ U . ’ on a ‘form usually called the .
Vo = . . . . L
L . . . . ¢
~; 4. Ir dzta processing Ry computer, the 1qput is v -and a
7 _°___ or marmade instructions. The output is the same )
| | . . A s . -
!, oryanized as ' —_\ A
| N - \ v
! 5 Fo. ude by 2 computer, data is recorded in a method that can be "rea " by machines.
@ | . ” ¢ el
e : . N . C
i oa~  Examples include: Co- - . -
,\ 1. , \ cards o
. . L] 0 v - B
. - . . '. - - - > “ *. »
Al 2- . N ': e M [ tape . 3
- C T . . ~
3. . on paper documents
\ ’ 4. ) . S tape
) ' . 5. Advantages of data processing by computer are its
- ' C. - and ’ iy - & . . -
L3 - M . <
, | } . - - ' .
s ] * - ’, . -
%,‘ » 4 . . .
J Q- ' : . * ) .
Ic | ' | Yoo
. . ’ - » . .
. ) —132 -
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4 ‘.
i
4

INTERVIEWING SKILLS

A

-

T

WHERE AM T GOING

By the time I comolete this unit I will learn and practice the basic interviewing

’ skills needed to conduct factﬁa] interviews.

How Will T Get There
1. Vidw a.film on interviewing.

2. Review a list of "do‘s" and “don'ts”
S , . . »
3. Prepare for.-an interview - J

4. Conduct a mock interview

-

-

How Wil} I Know.

I will answer a series of review questions.
I will complete a self gheck activity. . ¢

I wi11ﬂcomp1e;é a form designed to help .

me preparé for'an interview.

I will be evaluated b& my teacher.

’ "
» —~ f .

.

N

AN

3

o

-




[N

Objective: I wili view a film on interviewing skills: ,
1 oo i s g ' ' : o T
Materials: VYour teacher will provide ghe film fo# the group. . 1 ‘
’ > ‘Q » K] ~
. : ’ Activity 1 o
. ¢ ) ‘,. ) “ N
Instructions: ' < O
o 7/ , - - ¢§; ~ .
1. Review the following questions prior to viewing the film. N
T 2. iew the film. ) o P
- * ~ B - '
3 Pa-ticipate in a class review. . . Y
"\ 4. Record answers tc each question for future reference. .
! “a. Wnat is an interview? L ‘ “ >
- ) .. . ~ , LI & »
. L. Wha. is the purpose of an interview? ) 7 . )
KI’ - - . @
. “c. What.are some of the critical human r«"ations skills needed to complete
an interview properiy? ' . ' te .

\d‘. Wha+ are the types of questions asked in an 1nterv1ew?
e, Other than 11stemno to what a person .> saying, what e]ﬁhou]d the

the interviewer attempt to observe in - -der to better Understqnd‘the

-

¢

1nterv1eWer? . . ‘ L

f. what e the. two bas1c types of interviews?

1

1 P

“  HOW WILL T KNOW I'VENDONE IT CORRECTE}? 1 will record the class answersifor'future reference.

. C. -
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N P ’ SUGGESTIONS  FOR THE TEACH

. l - . N N [y
huatleeratuging 0 Y ~
, ' - ‘ : e

Activityel- p. 134

.
&
1)

. '}\\ Materials . S . Purpose T~
1. -Public Service '16r film on Interviewing : The purpose qf this activity is to"provide
CSkille. : : ) instruction in the-basic skills involved in
. * J a guided interview.
2. _Projector : T
\- :

-~  Modifications or fxtensions

Nene suggésted.




LY

E

»

. . ) »

-~

.

Objective: | vitl review a Tist o% "Do's" aﬁd "Don'ts" associated with {nterviewiqg skills. '
Matéfiaas: 11Ty.rri4én} matefia1s'in this booklet. ’ A . N 'ﬁw. .
— ""\_—' o ' » . ‘ - ’
. - ’ __3:tivi%y 2 T - - ‘ \Qaa
Instructions: -t ‘ T . ‘ N s
. Read the suggegted practices,care%ui]y. _j ) .- o
2. As you read t?e 115F,'c?ﬁpare the ;do'sf and "don'ts" which are reiateq to
o ‘. one another. . . . ' h . ‘
_ . 3.7 Complete the atfach d sé1fﬁcheck activity. ~
- 4. Correct your actiyity. { . j
™ 'L tems from. the 1i;f'FQ act )

A . ‘

~

HOW WILL I KNOW I'VE DONE IT CORRECTLY?

B4 ;

-

9

5. LOptiopal) Your.teacrer will assign one or moﬁe~

v

>

s I

»

2

" out or to provide an—exampie of the correct procedure for your clgésmates.

3

I will complete the self check activity and practiee in'the'Hemonstrﬁ%ionﬂactivity.

)




the in.e

1. Prepare ?or

- o L ide wa.

LS

and o1 n yo.r qie

gation or a f.rm, =~ jpiga

matinn is rejueste | g
~

\ questicns to ret t-is o
v v . . 2
—2~ Hold the Untervicw 17 <
able, and poivate. o
. . : ,
at the same fime - o
~—

irterrupted.

4
: “€.p the persen he

.

' and frie to talk. "y 4o

.

.

Rl o

. ° iearn from the interview

-~ that you will ask for the

. study~it, knew what infor-

z ﬂécideﬂg?w to word your

“ormation/

N .

“1ic that is pleasant, comfort-

“et try té do comething else

t[w‘ﬂﬁ? yourself ..o be -

‘ -
.

. \d 5

- interviewed to feel at ease

se. e at_ease yourself.

Smile. Begin the’interview by faiking about things

that are eas, oo

. L}
havef& form “o0 c¢om Jete, stait with

\

ERIC" :

Aruntoxt provided by Eic

"dtems such as age, address, etc. -
. -~ .

telk about. Forfekémple, 4if you

non-controversial

.

- ' %

3"'; 136

", information y.u ve:liy need,” If you have an-appli- //

1.

no

=3

- . Don'ts : : .
. ~‘

v, . v ) ‘
an't wait until the interview has started “o -

\
read vour farm énd,p1an'your questions. You )
.ﬁ' » ) ’
can't effectively listen to the 1ﬁisrviewee '
‘and plan your next question,at the same ‘time.

N ‘

Also, if you have nat fepared your questionsg

« « -~
before hand5”you run the risk of leaving out
~ - v . * - °
important information, not finishing on time,
, -

and distracting the interviéwee. .
Don't do anything that seems to distract the
’ A\ -

“interviedee.? Don"t even také notes if it

seems .to bother him/her. _ .
Don't .act nefvo® or uncomfortable. o
Don't "talk, down" to- the other person.

5
-

Don't act as>if ybu are irritated.
Don't be critical of him/her.
Don't do anyth1n§~%hat would indicate a lack

of interest on your paYt.~'

Do
bt




4

‘
<

¢ 8 .

- ¢

Show that you ane sir-e

viewee and that yog =~ w 17

gip h1m/ﬁ%

become~emp1oyfd. Y Ou

-

ing to him/her and Tettin: tie person: know tha

-

you

understand his/her feelin~s.

co de this by carefu1]9 listen-

4

‘Be sure you stay in rorti; ﬁf §hé interview. Rsk
duestions that w7 ke~ ~he person talking on henﬁ
subject. .

Asi simple, direct quasii~1- gne at a tiﬁé. Be

. certain tae nterviee ¢ unl. stands what informalion
~ - [

JOu want. .
* T

Allow enough time “or the interview. Give the ir

a

T L C ) - m .k
viewee plenty of time to <answer each question before

-asking your next question. If there is g set“tiwe

. ~N
1imit for the interview, be suresto tell the intgrs

-

viewee befors" you, start

If you must ask for conf1dent1a1 information, do
é o

in a busine;s}ike mbnnef and_show that you inten&

to keep it confidential.

325 |

.

S

ter-

! 137

7>

10.
1.
12.

13.

.

Don'ts ,

Don't‘%sk Tong, involved duestidﬁs..

2

< Don't use‘wonds'that seem too hard for the

interviéwee..
Don't ask several.questions-at one .time.

Don't be afraid to ask éﬁestions.

Don'titiﬂk too much -- The purp?se of an
interview is to get information,
Don't let your personai bias (prejudices,
feanings)“distort th€“€5cts you ga%heredl
E&amélef Don't let a person's physicél

appearance influence your evaluation of
$.

-his/her ability or character.

not give it. _




. 8. (ébntinued). :

e ) B . for the pr .cram.',
SN ” -
: 10. ‘tvaluate, the intervié | ~

3
?

wo

V)

ERIC

PAruiitex: provided oy enic [
,

€ .
Example: Wrong. *I nexr tnat you've got a woman

RN

- _ " 1.v-ag wicth you now. Who is she-
& : and now ong has she been Tiving
) : Sy . _
) 2 with v u?" R
. v N -
T Right: "Our o“*ice must have a.record of
e . a1 chanees in living arrangements.
Wy ' . c . -
.o Have ghere been any-chapges in the
. “pimber of peopie 1 wing with you *
) since ~y last visit?" &

4

v

rxamnle: "You should get your license in about
.o A4 - .

~

", two wee.s." Y o~

a0 T C§Zi,fQTorrow afternoon and let you
. ”’\4 . v — . .
ot § '
u know whether or not-you have been accepted

-
: f

¥
’ Did vou get trg “nfarmaticn you wanted or needed?

el

Were you objective and fair with the person being

interviewed? , N .
« 4

138

: & . o i . ' . « .
. 9, Tel¥ the wrerviewge wnen he/she ¢an expect a decision.

2

)
»

!




g oy
, SUGG ONS FOR THE TEACHER
o ‘ Activity 3 - p. 139 '
Ma.erials ‘ . Purpose
eq conies of the self-check ! The purpose of this activity is to teach
* i the student {£hrough reading and review the
- ) , standard skills of conducting a guided inter-
. nswer sheets in a student view. , =
PR " L
Guidance y Modifications or ‘Extensions -
Self explanatory. ¢ 1. The teaéﬁsr may wish to make additions
, : . - or delet™ns from the self-check. .
| _ " L .
\ , - ) * N .
‘;; -,~"¥ Y 1"’"*& N .
m@", - . * ) N
‘ : ‘ 30




ERIC33

Aruitoxt provided by Eic:

) ot
Objectiveé I witl e'2¢l 1, understanding of the "do's" and "don'ts" list. .
Materialsi This :>'1 ...  activity ‘ .
i N T ;
| ' g - , ) Activity 3

Instrucsicns.

-~ 3
{ 1

’

and put a (0, veside rne things you should not do.

-

; 1. Siw that y u understand the interviewee's feelings.
»
§ 3 7 Lot g in*arviewer  ake over as spon as you think he is ready.
;o 5. Pfek si.ie. direct quedtions one at a time.
| ° ' N .
l
o B Gy to doioast of the talking yourself.
», <
! ~
‘ , ‘ %. =:c-1e how to word your questions before the interview starts.

Lf ~osz1ble, hold the interview fin private.

¢

1
<

.
o

139

’

&. Begin the interview with questions fhat are easy to answer.

.A.:01d do'ng anything that seems’to distract the interviewee,

5

Fr/atyate ti2 interview according to your personal bias gprejudices),‘

4

| Put a (+) '»side the things you should do while preparing for or conducting an interview

2w 3hat._ Ju aré.interested in the interviewee-and thai you are willing to help him/her. ,
- .. ]

k)

o




H
Objective: To prepdre to conduct an interview using sample forms,
Materiais: Gecrgia State Depértment of Family and Children Services Initial Contact }orm.

(Copy inciuded in this booklet). -\\

e
*

- -

= Activity 4

Instructions: : . '

\

Y. You are to assume you are the inittal contact person for the Department.of 7

Family and Children Services.. You are to interview a person tomorrow as a

clerk trainee. ’ \ ’

2. As preparation for that interview, you are to complete the attached form.

13
%

1

<. «

' °

\ ’ . ) . v
. . . ° °
/ s . N . . | .

HOW WILL T KNOW I'VE DONE ET CORRECTLY? a - ® *

I willsturn in the form for evaluation.

o : . 140

o
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v ) . -SUGGESTIONS FOR THE TEACHER Lol
) : . | 3’ | . ‘ o K\\_ﬁ
. l ’ Activity 4- p. 140 o i -
T T T T ' ) : t
\ &TOr . als s ‘ . Purpose
i o 1y { - " — -
o0 1~ Copi:s oa’g . arre yiew form in this unit. . The purpose of this activity is to provide
. ' ) pract1ce in framing quest1ons to get spec1f1c
2. Copv 0° tne r*c'v 2w preparation form in - information.
,this unit. .°
N ~- . i o

s
v
L

B & 1
B _ . Guifance' ~ Modifications or Extensions -
i/ ? Students should bc counseled against o T~ Have students orally rephrase each
: 1. writing questions fefore carefu]]y considering question .in several d1fferent acceptable
the following aspetts: . forms .
clarity ' E A “
brevity ; o
. i courtesy ¥ ’
Complete this act1v1ty in con3unct1on N ' ) )

. with activity #5.

1335 . - T 33




b ]

FORM FOR COMPLETING INITIAL CONTACT FORM

. .
. . -

»*

- ) <

T .,

~,

£
1. Give tne ful mearng of the following abbreviations or terms.

1. Rel. to H.H. )
2. WS
3.‘ Rn . - o
4. “Income/Source

. 5. . Referral and/cr otheﬁ‘égencjes providing servigces: i

z A

- 2. The way ,oﬁ would phrase questions to get information about each section of the form.
1. ~7. | IO
— \—c

) 2.° > ' 8.

3. - 9 . w
" !M 71 - » -

4 / ! \’lo"l V‘i
5 - .
6 12. . '

L : -

337 w o \ 336
N\




v

. = .
&

- »

Objective: - I will conduct a mock interview to compliete initial contact form.

'

- Materials: Information ‘in this bookiet, a tape rgcorder or video tape machine. b
N ' ‘.

[

Activity 5

Instructions:
1. Review the information on your form.

2. Your teacher will arrange for a partner to work with you.

3. Secure a recording machine. &

rd

A. Conduct the intervi:w in front of the class or tape the interview and give it
. L}

4

to your teacher. T .
¥

HOW WILL I KNOW I'VE DONE IT CORRECTLY? - . & \ )

I will be .evaluated by my teacher. -

‘ .
.
~ ’ ‘\f\
o

: : . 142

3

(RS

O.
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SUGGESTIONS FOR THE TEACHEP

Activity 5 - p,

142 »

4 - Materials
1. Tape recorder

2. Video tape machine (if available)’

- - 7

14

Purpose

The purpgse of, this activity is to afford
the student practice in comp]et1ng a guided

interview.

¥

4

¢

BN

Guidance , » N

,% o 3 * - M
This is a time consuming activity which
will require at least several days to comp]ete.
It*is7a~good idea to complete this activity in
conjunction with activity 4 in order to prevent
students from having to wait for claSsmates to
finish their part.

-

. Mod3

ions ‘or Extensions’

-3

-

1.

Invite a social worker or other pro-

fessional ‘to visit the class and

¢$nev1ew procedures

{

o




---—-—--CO’-ITY‘VI("\JT--------

<" Case Number
x.'1 \

Date

. Last Name
- -

«

First

Name

<

L 4

Basic Information Form

.

Initia

Contaqt

Name of Staff Member

Maiden
Name

Sex

Rel.to
EH

Date of
Birth

1 M/S}R

Social Security
Number

. Income¥Source -

»

Head of HHE

’

otners

€.

&Y

epagn v

§

B

Address:

Phone #o

Own or Néighbor

"Problem:

Reisrrql‘

[

L

a

pave
1

~F mc

ht

‘= Tent Provided by ERIC




APPLYING FOR A PUBLIC SERVICE JOB -

- ‘ Introduction . ) \

> . . T . . ? N

*
P

As has been stated from the beginning of this course of study, the éurpese of APPS is to help you
é\t~a’bub11c serv1ce job. Tﬁe areas that have been se]ected as being of the mgst he]p have been presented
in your reading and you have f1n1shed the many activities which reinforce accomp11sh1ng this goal. Now

it is time to see. 1f your know]edge is practical and really can be used to enter the work world.

’» R ,

The best test if to see 1f you can be suctg:sful in getting a job and the best measure of your
= APPS preparat,on is to be interviewed by a prospect1ve employer. This unit is des1gned to coordinate
g th1s 1nformat1on that you have learned and then to examine it from the stand peint of an employer.
" No two 1nterv1ews are the same, but most employers are ‘Tooking fgn the same_genera] employee assets.
For example good health, a neat appearence a mature attitude and ability. But, you are fortunate you " .

have the opportunity to take with you much more when you are 1nterV1ewed The activities following wiT?

rev1ew some of the APPS add1t1ona1 know]edge'so that you can stride rather than tip-toe into your commun1ty
¢ . -

- . o agenc1es ‘armed with sk1115/bey6na/those of generalities. - :

N

.
& o ') - e . B .
. ‘ s . :

s

* WHERE AM I GOING? *

.
By the time I comp]ete th1s un1t I will"successfully identify and apply for a pub11c service work

- ~
% ~\\\ stat1on using the 1nformat1on in this book]et as. resource information, : .

L ¢

L 1 ,

o
(YN
>

oo 144 °
¢ .

. -
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s '+ C
HOW WILL I GET THERE? o . HOW WILL T KNOW.-. . : .
1. Review all self-checks ) | I will take a comprehensive test from
the self-checks.
2. Review the grooming log. \ I will dress properly ’
3. Comp]éte an application for the I will submit it at my interview
station for which I am applying. | for evaluation. . \\
4. Take part in an interview with , I will receive Qbrd as to whether I
> the personnel officer of my have been accepted for a work station.
prospective work station. - ‘ -
4 s
o
[ ) l) -
- BN R - E3 ,‘ L Y -
! . i ég\k” . . .
’ : v o
,‘ 5. | '
; &
T~ ,\ -
b . . .
; 5 4 ¥ § « ~
! ¢ , 145
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,é /

Objective:. To revi®w the students know]edgE‘of the read1yg materials.
(Vo

Materials: < ThTS booklet, unit test.

¢ -

Activity 1

© 1. Your teacher will direct you to a review of all of the check tests in this booklet.
* 2. You will ask for assistance or clarification of skills wh1ch you have forgotten or

of wh1ch you are not, sure. (example: Written and Oral Commun1c&t1ons) o
3. You will practice or study these deficient areas and then recheck.

4. You will be asked to ta.e a comprehensive test from the,self-checks. B

/
~>

HOW WILL T KNOW I'VE DONE IT CORRECTLY? o

k4

¢ - * My teacher will grade my test. )
]
’ -y * . -
[ - ]
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.SUGGESTIONS FOR THE TEACHER

‘Activity 1- 146

Materik]s‘

’

ts and self checks

. o« .
2. A test taken from random items included
on the self-check.

1. A1l of the unit t
in*this booklet.

z

A

Purpose

The purpose Qf this activity is to take

‘the first step in prepdring for APPS completion.

]

uidance

%
Individual assisfance should be offered
as requested. A composite of areas of study

most frequently troublesome shou]d be presented
to the students.

: ;

——

Modifications or Exteﬁéioné(F

\gfggne suggested.
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) 4 SUGGESTIONS FOR THE TEACHER
. - Activity 2 - p. 147
. - AT ;
Materials - Y Purpose
<

Paper, pencor pencil, grooming log and

video tape. .

»f

N - )

he purpose of this activity is to

contfinue preparation for a Tive interview.

° ~
.

Guidance e
1. Check the grooming logs for "missed" items.

2. Divide the class into groups, guide them in-
” selecting the major points on the video tape
and relating them to their own projected
experiences. , ’

3. Lead a class discussion. . cT

.

€

Modifications 9r°Extensions
. None sﬁggested.

(%1
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Objective: To properly dress for a job ihtéfview.‘

Materials: ° No “special materials needed.

= i £
3 © - Activity .2

T ' T
You will check your "grooming log". =

Yeu will. list.those *!.ks where improvement still is needed..

You will watch a.video tape on interviewing. L

You will select the most effective elements in the taped interviéw and liét them.

L

o

@

HOW WILL T KNOW I'VE DONE IT CORRECTLY? . - ’

My teacher will evaluate the'appﬁopriateness of ﬁy dress for the interview.

-
- PR -




Opjective:

‘Materiais:

’

:o prapare for a JOb interview.

Apolxcat1on form, dark blue oY black pen.

"/

v

™

-

+

Q@ctivity~3
vm

A

'-:’\\
‘

1.

You will fill out ‘an app11catgon form neatly and accurate]y

A.

You will exthange dpplications with a fellow student and make suggestioﬁs to

each‘other

-

& o

-~

-

.

-

e

e —" .
B. You w111 so]1c1t the oﬁ’h1on of:zyour tefcher as to the final quality of your

app11cat1on and yo.r 1nteryiewihg techniques. A - -

2. You Wil ‘conduct mogk Thterviews. - )
. ¢ L 4
A You will p]ay Q\s roTe of. apglwcaﬁi : C N ’
% s 7 . , A
B. You will p]ay the’ ro]e of emp]oyer -
. ) ’e : . B I. »
. : . I'f P .8 -, / . < - ‘ e
. e ‘ F . - 4 ! . el v -
. HOW WILL T KNOW I'VE DONE ITs CORRECTLY? . . oL . ; :
. - 4 o a ! e
My'teacher‘w111'Eya1uatefﬁy application form. . . ’
.ot - 23 ~ " a % N .
Vo . . . ‘ ° \.: . . .
- . 4 ‘ - ‘ - ¢ \ ’
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SUGGESTIONS FOR THE TEACHER. -

e

Activity 3- P- 148

Materials -
L - ) N 3
Apptication form, pen with blue or black
" ink. - '

" Purpose
“ . -

The purpose’ of this activity is to practice -
filling our applications in preparation for
an interview. -

Guidance

- This activity is scheduled for.approxsy

- mately three class periods. Its seriousness- .
should be impressed on the students, Excellent
quality responses are the only ones acceptable.
Additional types of applications should be. °
made available for.phosq who complete this one

-rapidiy.’ (:::::‘

ol

v - O . i
Modifications or Extensions

Extra app]icétions for advanced studes.c.
Slower students,should be given additfonal
time. . : )

-
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SUGGESTIONS FOR THE TEACHER
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Activity 4 «- p.

149 A

ve

Materials ¢

, resource

y Purpose

The purposé of this activity is to have
the students experience a real interview
(in private). .

. [

" This activity, pen or pencil
persons {pre’erably two or three).-
g o ~4
\ . v .
< i T e *
) Guidance
4

The t
and will b

a
pw*vaCf ‘T
tive w11§ i

confer

With

sion,éf the
the studerts

€L

ea.l

A
vz
w
i
L
[
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e

n.v will introduce tHe interviewer
f“=ﬂqed space ahead of time for’
“zacher, will .discuss the objec-.”
resource person(s) and will

he interviewer(s)eat the conciu-

o

’Modifitktions or Extensions _

Special consideration and interviewing
practices should be presented to handicappec

interviews.

'n*arv1ew as to the outcome of

Students.

‘An emp 1t

persons should be
. Local Dubhc Service employment agencies can

er who hires Handicapped ,
fncluded if there is a need.

ot

”

“direct you to these. e.g. County, State
R or Federal. .

Pl

-
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"Objective: To be accepted at a.Public Service Job Station.

o
o

Materials: No specia’ materials nedded,

Activity 4 -

v
™~ ’

1. You will come to school dressed‘for an interview.

A. You will self check your‘job application: . S
i

-

- 1. 1Is is neat? .
S — -

2. - 1s.it comptete: v _~‘

3. Is it accurate?

4 - : 4. Does it say what you want it to express? '

B.. You will think over-what you have learned and be ready mentallyg ‘

12 M ? .
* 2. You will be interviewed by a Public Service employer whom you do not know.

I d

g

v
Ry Y

MNOW I'VE DONE IT CORRECTLY?
My interview will be evaluated. |
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