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FOREiJORD

"Preparing for Public Service" is a one.warter course designed to acquaint,high 'sdhool

students withthe commotidTpetenciesuPelated to all Public Servie job In addition to the,'

student centered materials found in thiS'book', a teacher's gu1de outlining hw this book can
,

. .

be used in a course setting has been developed for thejpo-fentia 'User.
.

i--_-_
.

e.

The Preparing for Public Service course is the second in a Sbries of three courses developed- 4

,
as a comprehensive approach to vocatidhal skill development in Pulbic Service for Gegrgia High

1

Schools. -While materials in thit course are valuable to the student without benefit of the 'remaining

twocourses the series, a student would normally enroll in ",Orientation, to Publio ServiCC

to enteripg this course. Upo'n su'd .ssful completion a student would then enroll in the Publib

Service Skill Development program which is taught in the community.

As with all curriculum materials. and guides, the inforMatie contained here is, a beginning
'

point. In order for this course to effectively meet the needs of each' individual student the
.

-. ;

user must adpt to local and individual student needs. As such, L mak(ka strong recommendation

that extensivetuse'of the curriculum guides be Used with the materials. Included in these guides
Ato

itra wide range of suggestions for helping these materials meet the local classroom teacher's needs.

This material was prepared,by thet"Applied Program of Pub?-46 Service" under a directigrant to

ipwinnett County Schools from the Gebrgia State Department Office for Adult and Vocational Education!/ 1

4 I
.

(DAVE). QAVE.is presently under the direction of Dr. Russell £,lark, Assistant 'Superin'tendent of

7 Adult and Vocgional.Education Programs.
,

.

%Daniel 61 Cowart
V

Project Coordinator and Operations Director
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EFFECTIVORITTEN COMM6NiCATION,
l ,

. -

,
(%

Introduction/fo Communication
t

,

.
I

r

. .

This . packet was prepared to help'you blcothe seillful with soMP of the many 0-ins of written't
f

- . ,

.,..
,

. .

, communication xoil Will encounter in- Public Ser'vice.owhether or not yau decide on a career in public",
. .

_. .
.,

0 service. These forms include the busineis letter, the application 'form,-the memaranduM, and the
, t -.. _______,

. . .No .
short reptyrt.

.

In. order. for you to be. able to communicate effectively in writing, you need to Vflowexactly what

it means to communicate and hOw important communication is ir/our everyday lives. 'There aremany forms

of communication that do not use words. When you are writing, although you may never have realized

this before, you-are using one of these other forms. Therefore, it is important to`k'now about the other

fohris, of communtition and-how thay may, effect your vir tang. The basic introduction will-help you to

learn' some of these things about cOmmunqation.

WHERE AM II GOING?

,.

__.--

By the time I'finish this blic introduction, I will be able to explain the meaning of the.word
.,

"communicate". I will be able to tell what is meant by "verbal" and "nonyerbal" communication and
_. .

explain how these sometimes combine. .1 will. be able to demonst rate examples of these two major forms

4 . ,
,

.
.,

. of communication.
. -

A

r

.
'",-,. j I

k
A \ft

4

4

Jar



. HOW WILL I GET THERE? ;HOW WILL I KNOW WHEN I'VE ARRIVED?
4

A

1.,'I will read the material provided T. I will. check my comprehension /of the

on the folllowing pages.
A

2./ L will complete the Self-Check Activi:4

'*3:, I will ccApPete the Impi,T,Lisation

Activity.

J

material by checking my answers tb,the

Self-Check Activiq.

2: I will/ask'for'my classmates' teacher's

.reactions to my performance on the Impro-

visation Activity'.

O

P.

I.,

12
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INTRODUCTION TO COMMUNICATION

Have you ever thought Aout the meaning of the word "communicate"? tommunicate" means

to send a message that has meaning. To help you in understanding this definition a litt4
4

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

Jane.
4

ti

4,
When the alarm clock wit Off at 6:30' on a.school day,-Jane pretended that she didn't hear

. _

it and,burrowed-_deeger into he covers; Ten minutes later, tho2h, when she heard her 'mother's. .

J . .

440

voice calling her from downstairs;-Jane-knew she had to get up. While she was getting dressed,
.

'Jane turned on the radio to her favorite station for the morning music show.. As she war combing

r her hair, the dis.0 SockeY'plaYed th song Jane and-her boyfriend, Mike, thought of as theirs,.

. And she began to daydream about Mike and 'the spring formal.. When she heard her mother's irritated

voice calling her again, Jane finished dressing and hurried downstairs. At the breakfast table,
,.

.

Jane exchanged "Good mornings" with her parents. She,.poured herself a cup of coffee from a coffee-

,pot attached tp.a timer.that made it start automatically. While she was -glancing at the newspaper,
,

0 . I

Jake's younger brother came rushing into the kitchen, scowling at everyone who spoket6KTM.

Bosco, pe,family dog, nudged Jane's elbow with his nose. Every morning Jane fed him pieces of_

toast and Bosco'was getting impatient. The sound of Mike's car horn outside ended breakfast for

Jane, She grabbed herboOks, hurriedly said goodbye and rushed 'out to join Mike.*
. .., .. .

. ..- .

C

.14
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This simple little 'story is not just about,a girl named Jane; it is. about communication in

many forms. Take a few minutes to jot down on apiece"of scrap paper all the instances of

communication you can find in this story.

. How many instanceof communication dick you find? Y.ou probably-realized that people were
. .

sending other people messages in the story end even hat a dog (Bosco) was sending a message,

butdid you'realize that mechaniCal gadgets were sending messages to peopX and that electrical

gadgets.were sending messages to each other? The alarm clock 4.-int Jane a message that it was
_...-

time to get up and Mike's car horn sent Jane a message that Mike was outside. The timer sent the

.. ,.

coffeepot an electrical message that it was tiMe to start.

Of course, the'gadgets in our story didn't'sdnd "verbal" messages (messages wi th words). The

"verbal" or Nord" messages in tour story were all sent by people. Jane sent'her parents 'a ward

message when she said "Good morning" and she received a word message when she listened to the radicf

and read the newspaper. The people,in thit story es6 used '!nonverbal" communication (communication

without wordsI The scowl on JaKe's brother's, face _told how De,felt. Jane was senqing,a'",nonverbal"

message to herself when she was daydreaming. Sometimes the "verbal" and "nonverbal" messages were

P

combined.'The irritable' tone in Jane's mother's voice combined with the words her mother used to call

Jane to breakfast to tell Janeher motpor meant business. The words of the song Jane listened to

combined with the "music to, convey a menage.

YO



These are just a :few of the hundreds of verbal, npnve'rbal, and ,combined' essages w get

every day. Sometimes our very lives may depend on messages, both -verbal and nonverbal'. Consider

skull and crossbones on a 'bottle of poison

1

4 may save our lives by warning us of danger. Many times, a5 on a bottle of poison that has the

..for example, how a siren, a buzzer, or the-piCtdre of

word "POISON" and the picturp.of a skull and crossbones on it ,'verbal and nonverbal messages work,'

. together, but sometimes they.may work against each p,th Imagine arriving for ajob ipterriew

dressed very sloppily. You may communicate the right things verbally to the interviewer, but

i ,,'

. .

1 7

what message is your, physical appearance communicating to your prospective' employer? If you

.
- , -. .

jotted down only the-verbal forms of communication in our little story it's probably because in

our society we are/ mosi used to thinking in terms of verbal communication, but it is important
. k

to remember about nonverbq-forms of communication as well.
.

,

I

I

.

18
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Activity 1 SELF-CHECK

Objective:' I will check my ability to recall important points about communication discussed in

this introduction, and I will distinguish between'verbal and nonverbal communication.

.4

Resources: This self-check activity, pencil or pen.

Part I

Instructions: Below'is a list of messages we received in our everydaylives. Beside

each message,, write whether that message,is verbal, nonverbal, or- a combination of both.

r;

1. The 'warning" label an a package Of cigarettes,

2. A teldgram.
s,

. 3; A flashing blge light on the top of a car.

4. 0A...billboard advertising a'nearby motel .A

5. A bell that rings at,the end of math clsf.

6. Saying "hello ",irt a PleasOnt voice.
1

q., The frown on your parents' faces when you come in two hours late.

8. A red; traffic light.

9. A cross on_the top of a building.' S.

;

,10. Your favdikesOng.



11,

(
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.1 \.. , .

Part IV'
'i-

..

,
Instructions: Supply thebest shor:t answer that you can for each of the following sentences.following

1. To communicate means

2: -People can communicate with people, but communication can also take place between

and

'3., "Verbal" corunication means

4. "Nonverbal" communication means'

1. Cr

5. An example of verbal communication. is

6. An, example of nonverbal communication is

7. An example of the two kinds of communication combined is 4

8. An example of a time when the two kinds of %ommuniCation conflict with e'ch other is'

'Is '

, 4 .

. .

N,
9. An example of verbal communication that may save our lives is

a/.
10. An example of nonverba) communication that may we or lives is

/

How will I know I've Done it Correctly?

I will check my answers with the answer key:

t 4

1

O

a:

22



- ctiv4ty 2 - IMPROVISATIONS
lr

Objecti'a: I will demonstrate some instances of verbal and non-verbal communication.

0

ACTIVITY

Resources: Some imagination and several of your classmates.

'Instructions:. Get into gropps of two or three and seleft one o

or create one of Yoyr own'a6 a group.. Assign parts and improvise ake up dialogue'

e situations below

,

and action as you go along) a 2-3 minute skit atound the-sitilatibn. Have each playey-
.

,

use both dialogue (verbal liommunication) and some form of nonverbal communication such
.

-

'as gesture, facial expression, body movement, or voice tone. Youcan maket.the total

effect of the communicationeither positive on negative.

SituatiOns:
A

1. You are a nervous prospective employee of a public service agency (select one) an0 have

-arrived for an interview with the personnel manager.

2. You are a public service agency employee (teacher, fireman, parks director, etc.) who s

just been named the local "Citizen the Yearn. You .are accepting an award from,the major.

3. The President of the Unit& States is making a _tour of.goiernment agencies and yours (select

one) Kas been chosen as one he is to visit. .Y6u, have been'selected to greet him.Y
_ . .

23
..

4. you and another public service employee (each froM a separate' MOG) have been asked to speak

to afiigh-school APPS class. One or two of the students have a question to ask you.when you
'y 4

,; finish speaking.

How Will I Know I've Done It CorrectlY?1,
LA011 ask for the reactions of my geacher and classmates.

i

K.
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-A The Business Letter

;.-

A '

EFFECTIVE WRITTEN COMMUNICATION

+en

.

Whether . you decide on a careerin ppblic service, One of the forms of written communi-

cation ;oil will c-h,,t,:ter.most frequently is the business letter. .The'business letter is simply
. 4

,

an agreed upon form most people Yse:t, '''4 messages in the business world. They have Many pur- ,

poses: to ask. for information or to respond to requets are two of the most common.

As a public service employee, you could come into contact with busepess letters daily. If you

had an entry'level-job in a public service agency, gou Tight Be expected to write letters oh routine
. . 0
)nattets as well as put theM into their.final, typed form for mailing., At the managoent level, you

4 -
. I

would be responsible for the contents of a business letter. Either way, you would be expected to

.crmMunicate effectively through the form ofa business letter.

a

-

WHERE AM L-GOING? .
. -kr

.

4 By the time I finish this section, I will be able to identify the cotrect procedures for writing

25

a busthess leitter. I will be able to write anAacceptable business letter.

N.

9 2 6

7



}.OW-WIL1 I GET" -T.' ERE?

.

1. I will -r2 ad he material provided

on the folleoging :)ages.

p

HOW WILL I KNOW WHEN I'VE ARRIVED?

27

1. I will check my knowledge of the basic

procedures for writing a business letter
Iv I

2. I will complete the Self-Check by checking my answers on the Self-Check

Activity. answer key.

3. I will-complete the Letter Writing 2. I -win ask for my classmate's .opinion.A of

Activity.

A

10

-Ahe letter I write.

3. I will ask for my teacher's eva)uatipn of

the letter l\write. .

0

28
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' THE BUSINESS LETTER.

tNrititj an tiv business letter means that the person receiving the letter gets, as nearly

as possiulc,-the essa;e you intend for the letter 6 [1w/el. In order to ensure that the receiver will

gets this message, are several "rules" 'you should follow.-

1. Organ our thoughts as carefully as,possible, so tHtt they will be easier to understnd.

2. Keep your message as simple as possible. DoL not include any unnecegtary information that
,- L

might "clutter up" your letter andmakethemainpafrtsofthemessagemare_ihIffcult fOr

the receiver to get.. Keep your words simple 5hd 3;ou sentences short, if possible.

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

public service agency, you will be speaking for that agency.' Adopt ,a "tone" in your letter

that willHpe polite and indicate that you are happy to be working with the public. At the

same time, convey a nonverbal lessa.ge that you are responsible and knowledgeable as arelpre-

sentative of,yourAiRency. Use the proper form and avoid any carelessness (misspellings,

smudges, grammatical errors) that may say otherwise. USe good quality, unlined paper of a

standaid size. Type you ietlr, if possible. If not, use your very best handwriting.

Use a pen'that writes with dark blue or black ink and does not,skip or blot.

There ar e'several acceptable forms for business letters and you will probably be expected to.use

one of thse forms. The following page shows one of these accepta ble forms. The key at the bottom o

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

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.

'29
S
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Public Service Agency
(1) 123 Any Street

Any Town:Any State 12345
(2) March 15', 1977

Miss Jane Smith, APPS Teacher
Typical Town High School

('3) 123 Any Street
Your Town; Your State 12345,

(4) Dear Miss Stith:

#
.0un pffice has just received your letter of March 13.

Could you please let me [(now what time woi1di'be con-
. yerlient for me to come speak to your APPS class. The best

(5) time for me would be either. a Thursday or Friday morning,

I am looking forward to meeting with you and your class.

KEY

1. Sender's Address .

2. Date Line

3. Inside Address

4. Greetihg or Salutation

5. Body of qe Letter

6, Closing:

7. Signature

(6) Sincerely yours,

(7) John P. Wilson

7

ara

1.

CNJ

41.



1. Addreys Df S If you are working in'a publicservice agency or other office, yo r ffice.

'stationary wli ,pro ably have a "letterhead" with the name and addressof the:bffice,on it_' If

not. tite your., 1 ,ss irk, the manner shAft:qYour house number and street name, or your rural

route 'and,bC ,er go on the top line; your city; state, anezip code on the second line. A
o

comma goes bt!w.en the city and state or rural route and box number. Notice that-the left-hand

margins of the sender's address are exactly even and itat the right-hand margins are as_even as

possible. Don't use abbreviations unless absolutely necessary (an exCeptionally long city and

state name that would run over into the-right-hand margin, for .example) It is most acceptable

to abbreviate the name'of'yoUr state and to use the abbreviations "St." for "Street"; "Ave."

for "Avenue"; "rt." for flloute". , Each item in the'sender:§ address goes-directly under the,

other. Do not.skip.lines.

2. The Date Line Today's date goes directly under the address of the sender without skipping a line.

The left-hand margin of the date line is exactly even with the left-hand margin of the,sender's

address. Write out the month (don'tjab6reviate), follow thatIwith the day, and put a. comma between
3

,theday f.the Month and the year.

3. Inside Address - frhis address is the name of the pirlon and/or company to whom you are writing.
, \ ,

t, .

If you do not know the individual's name but wish the letter to go410 a person with a particular
.. ,.'

.

. title, you may use the- itle in.you0r inside adress (Example; Public Relations Officer/pepartment
,

-of Agriculture)'. Some rules about the inside address are that the left-hand Margin is Terfectly
.

'straight and about one inch from the left of the ()age. Separate this address from the endev's

13

32



it

.,, . .

3. 1"(cont.inuq - :th a double space. Each word in the name of,tfie-agenc;or company to which

you are wr"tir7, . 'capitalized. Again, put a comma between the name of:the.city and the state.

4. Salutation lr - (Separate the salutation from the inside address with a blank space. The

left-hand r '4 should be exactly even with the left -hand margin of the inside address. If you

know the name 0" the person to whom yoU are writing,.begin the salutation,with,"Dear" folloWed by

person's
A i .

. .
t title and last time. If yoU do 'otknow the person's name; you mayuse as salutation

.
,

like "Gentlemen" or "Dear Sirs ". .It is now considered accept6ble to begirN business .w. letterith.
. ,

: t"Dear §iror Madam". Always. follow the salut tion with a colon (:) and capitalize each word in
:.._

r
r the salutation. Common abbrevations to be us 4d with this portion,ot the letter include "Mr.",

. ,

ti A

"Mrs.", and "Dr.".
7

5. Body of the.Le Thjs is the main part of your letter. Keep your left-hand margin exactly

even with the left-hand margin of the insidea dress and slutation Mate the right-hand margin

of the letter fairly even with the right-hand argin of the sender's address. You may indent

the first-t-entencof each paragraph in the le ter, if you like-- Separate thispar.t.of the letter

from the salutation with' a blank space and ski a line between each paragraph of your letter. The

body of the letter is Obviously the most import ni part Of yOur letter since it will contain the

information you are sending. State your most i portant information first and do,not include any

unnecessary information. polite, but as bri fas possible, And do be certain that you are

sending correct mess s. Get your facts strat ht:

35
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-:-/. ::

6. Closing - There are ,several closings can use. These inClude-"Very truly yours", "Silicerely

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

a *
'r ----. . .

Capitalize only the irst wordin the closi0 and use a comma after the final Vord of the

'`closing:

r

F a? X'
.-

7. -Signature - If jou are writing your lttter lay Ignd, sign your letter on the-line below ybur closing.

) s

Use your first and last name, but.not your ft.itl You would nob' for example, sign your letter
.

.

"Miss Jane Smith". You may, if you likelOt your itle.in parentheses before your signature. If
r

you are typing your letter, skip four spa,es /below "the closfng and type your name so'that the left-

hand margins of the closihg and your typednameire even. Write your nameln.the space between the

closing and your typed name.

Thenvelope

44.

'1

The envelope is also an important part of your bu'Vness letter. If possible, use astandard

size, white business envelope (4" X 91/2"). 'ia.the,name of your agenty or company is already printed

in the upper left hand'corner of the envelope, you may write type your name beneath that of your

, ,

agency. If your agency name i$ not on the.envelope, leave a small, margin at the'top apd left of ,

ft.,'
nd thenthe envelope, and type Or write your name 'a your 'address just as it is op the sender's address.

. ..

© ,,,,,t,

/ t
,-.

3E) 1/4
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The Envelope contitmeu
.,

se The.name and addres;.nf the person to whom you are-sending the letter goes in the middle of the
4.

.

envelope in the same =o'n as the inside address. Notice that the left-hand margins are always

even. When.you finish, your envelope should look. like this:
...

- :

.

Mr. John P. Wilson
Public Service Agency
123 Any Street
Any Town, Any. State 12345

-5

,

/

Miss Jane Smith; APPS Teacher
Typical Town High School
123 Any Street
Your Town, Your State 12345

. .

I ,

. e

sz,

1,

If you are using a standard size envelope, fold yoUr letter by turning it'up one-third of the

way from the bottom of the -sheet so that the type portion is on the inside. Fold the'top third of

the sheet over the.bottom third. If'you must us a small size envelope, fold the paper up from the
.

i

I

Folding the letter

.-

,

...

,)

'I

d

.

.,

,

-.4

..

t
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Folding the lettp:. ccotinued

bottom sodthat the sheet is folded into an exact half with the typed portion inside. Now fold the

right third section of the sheet over the two thirds. Your teaher will demonstrate the proper way

to fold a business letter.

z

40
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Activity 1 SELF -CHECK

Objective: I will demoRstratesmy knowledge of the basic conventions of writing a busines letter.

ACTIVITY

4

Resources: This-self-check activity, pencil or pen

Directions: Place the letter corresponding to the pdft of the bustness letter that fits the

i

3. Left-hand margin is even with the left han margin of the sender's address.

-
-.

t...1

4. Right-hand margins are not exactly even.
N...cr.

°description of a rule for that part on the.space'to the left of the description.

The description may fit more than one etter part.

--A. Sender's Address

B.' Date Line

C. Inside. Address

D. Salutation

1. Commas may go here.

2. Comma goes at the end only.

E. Body

F. Closing

G. Signature

5. Address of the person or agency to' whN the letter is being sent.

6. Address of the person or agency who-is': sending the letter.

7. The first line may be indented five spaces.'

8. A colon is the correct punctuation.

18
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9. Goes immediately below the sender's address.

10. The left-hand margin should be even withthe left- hand margin of the inside address.

'11. Eac word should be capitalized.

12. Should be separated from the part before it by a double space.

'13. This part must always be handwritten,,even.if the letter it typed.

14. Gives the title of the person to whom you are writing.

15. Contains a zip code.

HOW WILL PKNOW I'VE DONE IT CORRECTip

will check my answers with the answer key.

44
119
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Activity 2 LETTER WRITING

Objective: I will deqinnstrate my abilit67to write an effective business letter.

4

l' ACTIVITY

Resources: Good quality, unlined, white writing paper, pen that writes with dark'blue or

black ink, or a typewriter; your favorite MOG, and a white business envelope.

Difections: Imagine that you are already employed in the public service area-that mos, appeals

to you, in the capacity of public'relations officer. 'A High school APPS cla itten to

you asking for general information about employment tn your public servi ea. Locate the

MOG that describes the area in which-you ere serving, and review it for the infdrmation the APPS

D

class has requested. Now write z business letter in acceptable forpconveying the information

to the APPS class. You can make upian address for your office and use your owp high schoOl's

,address for the inside address. Pr'epare'an envelope to go along with your
t
letter. Type the

.

0,

letter and envelope if you can. /If not, use your very best handwriting._ Ask one of yourrclass-

,1 .

. , -

mates tb proofread your letter before you take it to:your teacher. Since you certainly want to

convey a good,impression Of public service to prospective employees; rewrite your letter. if your

teacher,ays you have any mistakes until it is as perfect as you,can mike it.

HOW WILL I KNOW I'VE DONE IT CORRECTLY?

ask my teacher to evaluate my letter. r
20
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EFFECTIVE WRITTEN-COMMIICATON

The Personal Dafa Sheer*

Like the business letter, a FORM is simply an agreed-upon means 'for sending iriformatton in the

1 business worl4. Evan if you have never worked, you have probably filled out many different kinds of

forms: a for when you are issued a textbook; a form to register for classes; a forni to open a savings

or checking account; perhaps even a form,to apply-for a driver's license. Once-you do start working,

you will be surrounded. by even moreforms: forms to apply-for the job; forms for the payroll and

insurance departments when you have the job; formi to file your income tax; and forms to apply for redit

or to buy a car. If you do decide on a-career in pub)icservice, most local and state governments and the

federal government have special forMs they have adopted for various purpqses: But, regardless of whelficr

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

Of course, the first form you will fill out for a public service agency you want to work for is a
4 .

, job application form. The personal data sheet is a way of gathering and organizing information you will

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

municator through job application forms.

WHERE AM I GOING?.

By the time I finish this section on the personal data sheet, I will be able to write a personal

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

48
1 21
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EFFECTIVE WRITTEN COMMUNICATION

The Application Form

Certaihly c )f the most important forms yr. will-ever fill out is the job application form.

Just as wit' the bu,,i,less letter, ther'e are certain agreed-uPoif "conventions". or "rules" you should

follow,in filling out an application form: And, ,st as.with business letters, you are communicating .

nonverbal information about yourself at the same time you communicate the verbal information asked

for on the form. The application form may be the first contact you have with a,prospectiye employer

and if your form looks messy and gives the appparance of having been°carelessly filled out, that

employer may come to the conclusion that you are not the person the agency wants to hire. You may

never get the chance, to appear in person to correct that impression. In this. section on the appli-

cation.form you will learn to be an effective communicator through the medium.of th'eapplication

form.

WHERE AM I GOING?

By the time I finish this section on the applicattft form, I will be able to fill.out a

general application formAnd a civil service jabapplication form with total accuracy.

22
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THE APPLICATION FORM

The purpose oC.the application'form is for the employer to get information about you that will

help hill or her' decid& whether you are the kind of,employee the agency or company needs. Most

application require the same kinds of information. Since it is very important to be accurate

(supply the right information) on an'application form and since it is difficult to remember all-the

details you will be expected to know, it is-a good idea to Make a personal data sheet for yourself

that will contain all the information you will need to fill out an application form. You can then

take this sheet with you to have when you fill out the form;

The first. kind of information the application 4rm will probably require is personal infortNon.

You will have to supply your name and address and details such as where and when you were born; physical

characteristics such as height and weight; infbrmation about your parents; and perhaps something about

your interests, hobbies; and career goals.'

r2

ti

A second kind of information you will need to fill out a job application form i8 about your

educational background. 'There will probably be places on the --form for you to'list.the schools you

-attended, where these schools were located, aid dates you attended them. Sometimes there ,will also be

a space for yo into list the subjects you studied in ,school and what yourgrades were in thos subjects'

A third categorY.of information is about your work experience'.. You must init downton most appli-

cation forms the job you now have and, usually beginning with the most recen.: job and Oing'back, the jobs

23
53
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Application Form - co, .tinued 4

have held ,n the past. You wilT1sO have to write down the names of yoursupervisors on these

jobs, the, rate (-2' pay for these jobs, how long you hil.d each job, and your reason-forleaving each

job.
O

Finally,-there will probably be a section on'the application form for you to write the names.,

and addresses of three people who can say something about your-earacter and your qualifications

for the job for which you are now applying. These kinds of people are called REFERENCES. Usually,

the form will state that the re:drences should not be relatives or the same people you listed as

former eMployers:

.2/ I '

family physician,

Good proSpective 'refei.e/.mes might include yobTlitiser, Sundayschool teacher,
_

teacheroor, a neighbor, who is re'SpecNd int.the community. The prospective.employer

will:probably-contact these peOple,

you list them as references.

Om.

4

ti

so it is considered courteous, to ask their permission before

-24
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HOW WILL 1 GE7 TH-2E?

I Will .real the material prov ide on

the following pages.

2. I will fill out the general application

3.

form.

I will.fi.11 out

form.
.

4: If time allOws, I will complete the Role

Playing Activjty.

HOW WILL I KNOW I' /E ARRIVED?

1. I will ask my teacher to check' my C

& civil service appliciaion

56

T

general application fth-m for total

accuracy..

2. I will ask my teacher.to check my

civil service application forth for

total accuracy.

3. I will ask for my classmates' and

my teacher's opinions of my perfor6-

ance in the Role Playing ACtivity.

25



58

THE JOB APPLICATION FORM RULES

A :oh applia-f:io form is a means employers use to get a lot of information about a pros-
.

pective eN:Ilore in a relatively small `space. :When you fill out ()tie of these forms there are

certain rulEs., follow to be sure you are communicating th right kind of verbal and"

nonverbal infOrm,,Ition abdut yourself.

1.

General Rules for Filling-Out A Appfication Form

Be neat. The way your form loOrNillosend a lot of nonverbal information abOut you. _If

your form is smudged, if your printing or handwriting is sloppy or if you write in the wrong

spaces or let your writing -trift all over the page, the employer is not going to be very

imprOsed. When you are filling out an application,form, use apen that, writes with dark

blue or black ink and that does not skip or run.

2. Be accurate. *Give correct information. The agency will probably check your information, so

be sure you have names, dates, and addresses correct. The time to check this information is

before you go to
II

fil l out the application form. Your personal data sheet will help you here..

3. Be honest. Many application forms,'including the civil service one, state that giving misinfor-

Ration can cause you not to be considered,for the job. If you have to write something on the

form you think will'hurt your chances for petting the job, you will4reably have a chance to

explain in a personal interview.

26
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41.

'Ott Be conp'eLe. ,Give, all the information asked for and do not leave any blank'spaces. If a

lr 1.
certain question does not applyto you, write 'N/A" (not applicable) in the space provided.

If you leave a blank space, it may look as though you simply overlooked that question. Many

times, also, o"equestion will ask for more than one kind of information, so be sure to answer

each qucs:-..ion completely. The civil service application form states that failure to answer

.
all the questions completely could.mean you would not be/considered for the job. How would

you'feel knowing that a moment's carelessness cost yot.)'a job?

5. Follow directions exactly. If the directions say "Please print'" and you proceed to answer

the questions in writing, whais your prospective employer gokg 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 reacLall the instructions

carefully.

0
These are the general rules for filling out application forms. If you f011ow all these rules

carefully; you should,have no probleemaking a good impression with yourcompleted form. As you

6 0

fill out the form, put your pansonalata sheet,beside,the form andAransfer the information on

your dat sheet to the form. There are some rules about putting this information on the form;

Q.
you should know.

I
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Ruies for Putting Personal Information on the Form

1. Your name. Usualij the farm will ask for your last name first, then your first name, and your

middle name or iritial. Be sure to put yOur name in the spaces provid?d. If there is a

separate space for each part of your name, don't run yoUname together.-

2.° Date of birth. You may put the number of the month, folloWed by a slash line, followed by the

day of the month, followed by a slash line, followed by-the last two numbers of the year),

(EXAMPLE: 3/7/77)-

3. Address. There.will probably be a separate space for the number of yqdr house, your street,

city, state and zip code Don't run all this information together if a separate space is

provided for each item.

4. Work history. The form will probably state to list your most recent (last) job or present

job-first, and then the job you had just before that and so on. Even if your jai) was only a

part-time job,- you should list'itT-since any jobexperience helps. The rate of pay may be

listed as $ per . If you'were paid by the hour and made $2.75 an hour, yod would 4

write $2.75 per hoOr. you were paid by the week tndmade $80 a week,,you would write

Ak.

$.11gper 1ek,,and so on.

63
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5. Health. The form ask you to state the general condition of your health.. If you have not had

any serious health problems, you would probably write "Good".- There.may also 1?e a list of

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

serious physical "defects" (handicaps) such as blindness or loss of hearing.

6. Person to notify in case of emergency. This is ?person your employer can get in touch with and

.who can be responsible for you if you should get hurt or becope sick at work. This person would 0.

probably be your wife or husban'd if you are married and, if not, your father, mother or other

close relative. The form may also ask for the name of-the doctor and hospital you prefers to use.

z

7. Blanks, blocks and parentheses. Sometimes the form will provide blanks for information. Be

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

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

include names of states, "Streets (St.), "Avenue" (Ave.),."High School" (H.S.), "Junin High

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

of words.

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

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

application.

You are ndw ready t),:) begin filling out the application form!

,
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Activity 1 THE GENERAL JOB APPLICATION FORM

. Objective: I will fill out a general job apoqication form with total accuracy.

0

4

Activity

Resources: The general job application form, a pen that writes with dark blue or black
4Pg

ink, and your personal data sheet.

Directions: 'Fill out the general application 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., ask yo teacher and then make a list

of these words for future refOrence. When you finish your form, exchange forms

with ,S classmate and proofread each other's forms. Ask your teacher for final

approval. If you have made any errors, reAiiew the rules for filling out

applicati n forms and re-do your form until it is completely correct. Use your

personal data"sheet for the information you need.

HOW WILL.I NOW I'VE DONE IT CORRECTLY?

I will ask my teacher for final approval of mVorm.

30

a

r



.

6b

Activity 2 , THE CIVIL SERVICE APPLICATION FORM'

Objective:, I will fill out a civil service-jo application form with total accuracy.

Activity

*Resources:, The civil service application form, d pen that Writes datk blue or black

ink, and your personal data-sheet.

Directions: Fill out the.civil service application form (Personal Qualifications

Statement) provided by your teachee: Read the instructions carefully and

follow them exactly. (Notice that there are genetai instructions as well .

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

instructions) . If there are any words+ on the-application form you do.not

know, ask your teacher and then male a list of these words for future
4

references. .When ybu finish your form, exchange forms with a .clas,smate

and proofread each other's forms. Ask your teacher for final approval.

If you have made any errors, review the rules for filling out( application

forms andte-do your form until it is completely correct. Use your perso9a1

data sheet for the information you need.

I. I

HOW WILL I KNOW I'VE'DO IT CORRECTLY?

I will ask my to cher for finayapproval of my form:..
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EFFECTIVE WRITTEN COMMUNICATION

/4, The Memorandunt

Imagine that your parents have gone out for the evening and left you in charge of yogr younger

brother, Billy. Of course, they expect to find you at home when they get there, but something

important happens shortly after they 1 ye' r best,friend, callsland tells you he has free tickets

to a concert that has been out for weeks and that yOu both wanted badly to attend. He tells you
,

that his mother 1%s said she will, watch Billy, if you can bring him over, but you will have to. hurry

sinct you have 14ss than an hour to make the.concert. Yo do* think your parents will mind your.
.....1-

.,

going if someone responsible is watching Bibly, but gnu kn w that you Piave to let them know where yOu
' e

have -gone and who
%
has

-
BillY. Yoi don't.know how to contact your,parents, so you.decide to leave them

a note. Since.you are in a hurry, your note will'probably read something like this: "Mom and Dad,

'
.'

Have gone to concert with Jack. Mrs. Onneg-hat-Billy. Bck by 1 . Joe. You have probably been
.. -a.. .

.04 ".-
_

,

: ,

writing notes like this almost 'since you first:learned to write. 'Notes are simply a

t

way_of passing

along concise information. (4'Concise"ihforthation is information that contains all the necessary

4detels but leaves but any, unnecessary jnformation.)
j,

.

-g' .
. , . N . / /IT / %

. ,
t 'I

V
AI. 1, .

is
. .

, The memorandum or "inefno",,as s usually ialled, s nothing riidrs than a form business Offices

use to-pass. along concise informat4on.,,It is 'the business world's ecibivdient. of Joe's pote. This
- '-' . .

I
0

section will help you to become an-effective cd unicator through the nlifunte the memo.
.

4.

41%

.

.
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WHERE AM I GOING?

.

By the time efinish this sectf on the memo, will'4,be able to write an acceptable memo.

HOW WILL I GET THERE?

1.. I will read the material provided on.the

following pages.

2. I will complete one of the activities on

concise writing.

3. I will complete the activity on memo

writing.

2

6

a

33

HOW WILL I KNOW I'VE ARRIVEDq

1. I will ask my classmates and teacher

.for their reactions -0 my concise

writing exercise.

2. T will ask my teacher to eheck my

Memo Writing Activity," r

4
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THE MEMORANDUM (MEMO)

We have already described the business letter as a form to.send information from one agetity to

another, or from the agency to the public, and the applicsation,blank as a formhthat sends information

about a prospective employee to tle employe).. Similarly, a memo is a form in which information is

sent from one person to another or from one'department to another within the agency. Because the

information travels within the agency,, the form is called an INTEROFFICE MEMO. Basically, then, the

memo is not more than a note that is passed along inside the agency, but because busihesses and

public,soryice agenciespust keep copies'of notes about official business, the memo takes a different

for6than.a.note. This "official,: form may, vary from agency to, agency or from company to company,

but usually includes headings,that mate it easy to file the memo for futurefeference. Tkie headings

for a memo usually look something like this:

FROM:

SUBJECT: .

DATE:

.

"TO" tellsithe person or department where the memo is going. "FROM" givel?the name of the person or

2 e

- agency.sending the memo. "SUBJECT" is a brief statement of what the memo is, about. "DATE" is, of
. -

course., the date the memo was prepared.

7 4
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In a business office or public service agency, the message of the memo -i's usually typed a

few spaces below the headings. Memos, including the headings, rarely an over a half page in length,

The message itself should be a shortlfactuai statement. The name and title of the person sending
o

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

his or her nam4above the typed name and title. Memos may be sent for any purpose that requires only
T.

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

for example.

S.

35
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Here is a memo that might be sent from a principal to the teachers in the school. The purpose

of the memo is to announce a change in a previously announced plan to use a new report card for the

. next -mark i ng period.

TO: All Teachers

FROM: John Smith, Principal

A

. SUBJECT: Change in report card form

DATE: December 1, 1977

Because the new formhave been delayM at the printer's,

we will have to use the old report card forms for this mprking

period. Any teacher who does not have a

r/

adequate supply

of these old forms, please see me.

John Smith
Prilcipal

4 Notice that the principal did not express his opinion about the report cards bein ate; he

stuck to the facts. Nor did he add any information that was about anything other than this one matter.



I

O

Many of the same ruleS.that apply to writing business letters and filling out,applicat

forms also apply to memos, "Nonverbal" information is important here, too. You want people to

get the impression that you are esponsible, knowledgeable, apd courteous. Therefore, your

memo should be free of errors, should appear...net, and thelinformation in your memo should be

accurate.

4

Most.people in public service agencies are very busy.people. They do not have time to read.

long, involved messages when shorter ones could send all the necessary inforAttion. For this

10.
reason, your memo must be concise; it must state all the hecessariinformation in brief form

without adding any unnecessary information. 'One of the most difficult skills for many people to

acquire is this ability to write concisely. Remember the note th Joe wrote to his parents at)the

beginning of-thisIrction? Joe made his note brief because he wa:, in a hurry; he didn't have time

to add details like how excited he was-when his friend called about the concert or hownice

Mrs. Jones was to offer to keep Billy. He had to stick to the facts, but, at the.same time he

knew there was some information he-had to leave his parents: where,he was going; when he would be

back; and who was keeping Billy. Writing it concisely-sticks to the facts and eliminates unnec-
,

,essary informatiob. The next two activities will give you practice In writing concisely.

80
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Activity 1 CAPTIONS a

Objective: I will improve my ability to write concisely by.writing picture captions.

Activiy

Resources:rnOld magazines'and newspapers, scissors, pen or pencil, paper and

) your classmates.

11.

a

Directions: Cut out ten or so fairly short newspaper or magazine articles that have
w

accompanying pictures with captions_ Separate the picture, its caption,

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

the same number, so that you wilt know which ones, go together. Exchange
ti 4

stories and pictures' with your classmates, but k'ep the captions. Read the

orY that gOes with a picture and, based on what you read in the story,

write a caption that can go with the picture; When you finish, your

classmate to give you the original caption that Went-with that picture, Make .

a summary sheet that lists-the original captiOn for each picture and the

captions you and your classmates made up. How,concisely were you able to-

summarize the details'in the'story'you needed to use to describe the picture.

HOW WILL I)KNOW I'VE DONE AIT CORRECTLY? t

. . ,

,

I will compare the captions I wrote with the originals and With title ones my classmates wrote.
a

N
,

....--

I will ask my teacher for her opinion-of my captions
:

18
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Activ TELEGRAMS

Objecti've: Iwill improve my ability to write concisely by writing a telegram

4"

Activity

'ReSdtrces: Pen or pencil, paper and your classmates. 4

Directions: Telegrajm are good examples,of concise writing. Since you taye to pay for

teach word you .use
.0

, you certainly don't want any unnecessary Wormation but

)

)unless you had important information to send, you wouldn't be sending a

olt

gram in the first place; Bead the situation. below and write a teleg'hm that-
-

.

would convey the necessary information: Imagine that yOur telegram is costing
t

you five cents a word. Compare your results ith your classmates and see who

-was the most ecOnomtcal. You are eliminated from the cOmpetition if.your

teach& says you left out aninecessary in.forMation7 The word "STOP"-is used

.in place of a period in a telegram and the telegraM is written in capital

letters. (Example: "ARRIVING ON 9:55 PLARE:STOP PLEASE MEET ME AT GATE l9/'.

STOP).

,
SO
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Attivify 3 WRITING MEMOS

Objective: I will demonstrate mpability to write'an inter-office memo.

Activity

Resources: Paper, pen or typewriter, and a MUG

PART I

Directions: Read the situation below and write thdkinter-office memo the situation
requires.

You are .the police sergeant in your,hometown police department and are responsible for

the processirlg of2aperwork Beginning with today's date, the form for reporting minor

traffic violations (running stop 9 .signs, etc.) will be change'd from.PORM 7050 to FORM 7060.

Yoq must send this Informatiop to all traffic offiters. Use own name.

PART II

Direc(Tons: Select one of the two MOGs you have studied in this clas's.. 5e1ect a
-o .

public service job Aat interests you .from that MOG. . Review the job decriptian 114(1r that
/

-
.1 .

job.' Using that information, make up a situation like the onein Part I of this activity
14

that could require an inter-office memo:P-Exchange 'sitiatiqh$. with your classmates, and
. -, -

s

write Memos for their situations. '._. i
...

A

,
' lo.

HOW WILL I KNOW I'VE DO\IT CORRE0iLv? I will.(ask my teachr t9 check my merles:

It 4

a

8:
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To be an effectilie writer of communications; there are certain rules you should know and observe.

Rules for Writing Reports

-44

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

knowledgeable arid responsible. Your report should eat in 'appearance and free of careless
, .

errors in spellin and mechanics.

2. Accuracy is important. Be sure to get.your(information straight. Check your facts. Misinfor,

tr.

(

mation can have disastrous results. r

Completeness is imp etagt. Be sure to cover every aspect ori;thl subjeCt'you4need.to, Don't , e'
%

v-

leave out important i forAtio.
)

. \,.
.

.

4: Know your audience. Include in your report the information your audience wants to hear. If you

were presehting your report to a group of-first graders, for example, the information, you wouldr
I'.-2 el

give would.certainly be different than if you were presenting information in a high-school.

5. _Keep the purpose of the repor.t0D4And.,'Suppgse you .have an assignment to write a report on a

public service agenc]. If the purpose of that report is.to try to interest yobr classmates in

that agency as a possible career, you, will include ,general information' about what the agency

4
. , lif

'does and about employment opportunities and job qualifications. If, on the other hand, you are

already employed by that agency and were assigned the task of writing a report on budget needs
q

' fOr the coming year,,Youe reporit would.go into much more detail.on.specific prerams and the

costs of tho'se programs.

er

041
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17.

specific details and answer the questions who,'what, when,ia here. Don't be vague
.

aboutyoUr information. Use specific details in writing your report and avoid generalizations./

7. Use the proper form. Most reports should indicate the name Of the person writing the report,

the' person for whom the report is prepared; and the date the report is prepare. The title

of the report tells what the report is-about.

The'following is an example of i report that might have been prepared by a city inspector

following a visit to a'high schdol to cheff on obServance of safety regulations.
. ,
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EFFECTIVE WRITTEN COMMUNICATION

The Short Report

The final'form we are going to consider in this packe\of materials through which people

communicate the busines5, world is the short report. If you think back over your school

experience;', y u will realize that for many yeart you have been writing reports, whether it was

a report on spiders forjour sixth -grade science crass or a report on Abraham Lincoln for your

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

teacher and your 0assmates. Similarly, people in the busines wol9d and in public service agencjes

find it necessary to Other inforMatiOn about many different subjects. The form in which this infor-

mation Is usually presented is knOvin as the short.repc t. n this section, you, will have an oppor-
.

tunity to sharpen your report writing skills and b me 41 effective communicator through the medium

of the short .report. C'

4

WHERE AM I GOING? ..:.

9 2

J.
By the time I fini.O'thl section on the short report, I will be able to write an effective

'r-

ItIort report.

-:Y

HOW 'WILL I GET THERE?

1. I will read the a4Orial, prov,ided
on the follolAng

2. I will complete thtSA:11,ChecK:'
Activity.

.

I will complete-the Repdkt:
Activity.

.,43,

A

HOWAILL I KNOW WHEN I'VE ARRIVED?

1: I will check my comprehension of the
written material by checking my ahswers
on the Self Check Activity wi,,th the answer
key.

20 I will
.

ask my teacher to evaluate my
Report Writing Activity.

-' 3
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ACtiOn5)1
.

SELF-CHECK ACTIV TY

SOP

Objective: INwill check my comprehension of the wr tten material on report writing.

;

r-

Activity

Resou es: This self-Neck activity, pencil or pen and paper.

_ Directions:.

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

report to write. In each case, se the, employee did not follow all the rures .

good report writing, the report will no be as good asit could have beery. Using the

rules for good

as good as it

you have just re

ould' have been an

indicate why each report will notthe

hat could ,ha e been done to make the report better. w'

.. Situations

N1. Employee 1 s a park...ranger. He works in a park that is becoming more and more

popular as tourist attraction. His supervisor is planning to request additional

funds to en arge certain much used facilities. The supervisor asks Employee'l t6-1

write a rep t on the xiumber of visitors"the park has had during the past few years.

Employee 1 es not have much time, so he makes the best estimate he can of the
fk

-number of p ople who visited the park during the past five years. WHAT WILL BE

WRONG WITS THE REPORT? WHAT SHOULD BE DONE TO MAKE IT BETTER?

U



2. Employee 2 works in a public library... tier supervisor is Considering doing 'away-with over-
,

due book fines. She asks'Employee 2 to write a report on the experience another library

in the area had'when they did away with fines. Employee 2 visits the other libraryand

interviews the head librarian and the circulation clerk. She also studies the "overdue"

records for the past yeat= to see how doing away witildfines affected the length-of time

books were kept out. Employee 2 does not agree with the idea of doing away with fines
:/

avd she thought she hal:lome wad ideas on the subject, so when St.'''e wroie her report,' she

spent most of her time telling what shethought woulehahen if the library did away with

fines. WHAT WILL BE WQWITV THIS REPORT? ,WHAT SHOULD BE DONE TO MAKE, IT BETTER?
c

3. Employee 3 is a health inspectorwho inspeOts.restaurants to see if they maintain health

standards. 0.n.one visit he forgot his checklist', Aso when he gets balk to,the office he-

writes a report qiving-his overall impression that the restaurant was notineeting basic

. cleanliness standards. WHAT WILL BE WRONG WITH THIS REPORT? WHAT46ULD BE DONE TO -

MAKE IT BETTER?

4. Employee 4 is the personnel manager for A Department oUirictilture office. He has been

-%

asked by his superior to write a report on reasons for absenteeism among employees. Employee

4'checks through his records and writes a report using the information 4.1e has compiled. He

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

.doesnq have time to re-do thereport, s6 he turns it in like it is. WHAT WILL BE WRONG WITH

THIS REPORT? WHAT SHOULD BE DONE TO MAKE IT BETTER?
e..

9 bb
41%
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I

-.''' 5. Employee,5 is a caseworker in a toctil welfare agency. Her supervisor thinks the caseload/

is too high for the caseworkers to do an effecte job, so she has asked each Caseworker
. . -

to write a report outlining problems they have encountered dualto their high caseloads.

i,. /
. .

Employee 5 loves her job-anid wets everyone to 'know it, so she -writes a report saying that;...,

-4... . i'
.

,,
.

ho problems are too biefol/her and telling hoye rewarding she thinks social work is. WHAT

ir

WILL BE'WRONG WITH'5IS REPORT? WHATSHOULO BE DONE TO MAKE IT BETTER?

o HOW WILL I KyW.I'VE-DONE'ftCORRECTLY?

41.

I will check my ansyrers with the answer key.

1

. Q8

rr.

4
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ORAL COMMUNICATIONS AND GETTING ALONG WITH OTHER PEOPLE '

Speaking Flpently and Indicating Emphasis

,*

-\ . Introduction -.
. ,

.
4

I

Speaking fluently 4 a task that is never really mastered comptletely.. 'It is a con-

tinuous effort which needs Constant atte tion. The activities you will complete in this
/"S

unit are designed to aid you in your ability to,yse your oral communication skiljs'mofe

'
effectively. ,In completing these units'your,instructor, will aid you. in setting, personal

goals and evaluating,Your progress in the'unit. You will also be given -Spme,basic.stan-.

dards you Will be expected to achieve.

WHERE AM,I GOING?

10

' It

4.4

y.

By the time I complete this section, -I will have become aware of and practice basic

principles of peaking fluently mitnemphasis.

47,
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HOW WILL I GET THERE

Read the introductory.
material.

10,

---''- Complete a Seri es of

obserVatiOn exeftises.

Prepare an introduction
for another member of
my class.

Prepa.re a five-minute
talk on a subject.

'

HOW WILL I KNOW I'VE ARRIVED. . .

/-

I will complete a review.activity.

411

'I will comPlete and turn im'a

written assignment.
4

I will tape my introduction foi-

evaluation.

r
.

I will have my, teacher video-.

tape it,for.evaluation.
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U.

It
\ SPEAKING PUJENTLY,

.
, .

AS you perhaps know, entire books have been written about speaking, fluently and effect 4
`v.

tively. In'this unit you are- going to find the basic rules for fluent oral comMunications.°

. . .

Asipu'complete youractivities arid make your talkg, keep them in mind. There are not many

i o
sulgestIong included, but they are very'iMportant. Remember!. It is practice' an0 cohcentra-

- .-
tion

-It
which brings forth'real

-
progress in learning to .speak fldently. ,'

DISCOSION

The larger the vocabulary of the speaker, the more words are available from which to

4 , . , / 4'0
Choose to express thoughts:' The audience should be considered in choosing words that they

, ._

, -
. , .

.will understand. Technical or upuivaL words should-be ayLided; but if they must be used,
,

explanatipn or examples should IA give to exPjain -their Ameaning. Simple words.are prey)1 ,

ords should be kept to a minimum.- no more words should be usederable. The numbe

. . t an are necessary to,con ey a clear and complete thought. Long phrases, repetition;and

cliches bore listeners and are barriers to communication. -
/

49

rr
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Instead.of lying "in the month of June,". use "June". Or instead of "I should like

to tell you I am happy to be here", say'" am happy to be here".

Precise words should beused.- Rather than say "A lot of people will be there", say .

4

'About 500 people are expected". The precise expressioni* give clearer pictuwes for.the

minds of.the listeners.

Language should'be natural, but appropriate. The
/
degree of"formaaity to be used will

'" depend on the audience; but in almost all doses, slang and cursing, should be avoided. In

. some situations the listeneri may pay more attention and be easier to persuade with street

1anguage.

Delivery should not be so east, that listeners cannot understand the words or assimilate
. . . -

the meaning. The volume would be loud enough for everyone idthe 'room to hear. Some pauses
.

. .

used for emphasis are effective, and some questjons asked to make-the audience think aid in

.rclarity Rate and volume should be varied to avoid a monotone. Pauses should be silent

pauses and not-filled with "ahrs: and "you know's".
O

_
, ,

. . .

II; additionto.the above new information there are .some very impor.tant things which must
-..

, be remembered which were included
.

in unit three :4 This includes posture, gestUres and eye contact
1 .

.
. .. ,

106 .
Finally, the most imporitant part of effective communication is enthusiasm in your voice and in

your gestures.

b

1 50

i.

G.



Activity 1"

Objective:

Materials:

1.

a

./

To review and understand the reading material by completing a study

Check list in this booklet.

ivity

4

ACTIVITY

108

Instructions:'

1:. Complete the reading which, describes the basic rul4 of oral communication.

2: SOIre a copy of the-cheCk-list which willbe used to evaluate your presen-
- . .

tatiAns-in this unit.

3. To the right of each item on the check list, list the key word(S) from the

reading which describes what should be rememberedabout that part of- the

check list.

4. After you have listed as many as You Can remember, refer to your reading
4

to complete list.

HOW WILL I'KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY?

Neck your answers with an answer sheet in the,f14. Save your own, list 'to

use when preparing your presentations.'

51

109
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Activity 2

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

a series of observations.

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

-ACTIVITY-

Instructions:

0 .

This activity has three parts which are required for completion. You may

complete them in any order you choose.

1. Listen to a speech on Radio, T,V., or in person. Using the check list

for speakei-,evaluate the effectiveness Of that speakers In addition

to the check list, write down the, special adaptation the speaker made

for his or her audience. Some examples of this'type of adaptation would'
. ,

.be:

A) Personal reference to being interested in that particular audience.

B) Personal, reference to experiences which a particUlar audience will

appreciate.,

C) Personal 'reference to deyfires which may bof particular interest

to arOludience

521

,.
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112

Activity 2 -,,l-c-antinued)

ACTIVITY

Statements-which are designed to 5 Ow an understanding of

the particular needs of an audte

2. View the weather reports from two different T.V. stations. Prepare a

short paragraph or two which compare the effectiveness of the visual

aids used by the programs.

:3. Collect a series of advertisements hhat illustrate v-i-v1d Or expressive.

language; Collect at least five examples which show Olacticularly collar=

ful or exatt language.

, , . A'

HOW WILL-I KNOW I'VECO1PLETED THE ACTIVI , CORRECTLY?
..,

,

I will complete my report and check ists for relew by my teacher. I will

also be prepared to report my findings to'the class.
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1

Activity 3

Objective: I will demonstrat

to my class.

Materials: Classmates, check ist, tape recorder

*

I

my ability to speak to a small group by introducing someone

ACTIVITY

.)Instructions:

,1. As a, part of a class oom discussion you will be asked to introduce someone.

This person may be on of your classmates or you-may be given information

about aperson.., You ,ill,be asked to introduce this per!on and tell your

class something about that person.

You Should write down hat y94 exPect-io,say, compare what you 'are going to

say,with the check list.

2. If,you desire you may secure a tape recorder to practice your introduction.

115
NOW WILL I KNOW I'VE COMPLETED(THE ACTIVd Y CORRECTLY?'

Your teacher and Your 'classmates will evaluate ur introduction with the check

elist_for Aral communications.

IF
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ciivity 4

Objective: '[() demonstrate paper use of oral communications skills by completing a five

S

minute presentation.

Materials: Tape recorder and video tape.

ACTIVITY

Instructions:

1. Select a topic'for a five-minute talk on a,g4bject4of your selection.

A favorite hobby ,sport would be quite acceptabTe.°

.

2. Write out a draft of your presentation in either outline or narrgiveform.

3. 'Revise your speech uitlizThg the check sheet against which you will be

evaluated.

4. Secure a tape recorder.

5. Tape your speech.
..

6. Consult withyour teacher if yOu are unsure ofyourpresentation.

,

7. Identify visual-aids to use in your present )ion.

'8,. After you have completely revised your 'presentatri;:check with your teacher.

She will :schedule .your presentation..

55
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f . 4

CHECK LIST FOR EVALUATION OEF'LUENCY SKILLS IN ORAL COMMUNICATIONS

Instructions:

Check the number which most accurately reflects your evaluation.of the speaker. Con-

sider fiveas excellent andone as poor..
"

./

Voice Characteristics Silent Pauses

1 2 3, 4 5

Gestures

I, 2 3 4 5

Use of Words

/ 3 4 5

Enunciation

(

4

I-

1

2 3 4 5

Enthusiasm

.2, 3 4 .5

. Posture

2 3 4 5

'Visual -aids
.. .

. .

1 2 3 4 I. , 0 1 2 3 4' 5
,

.

,

Eye Contact

-2 3 4 5

56

Facts and. Evidehce

1 . 2 . 3,
<--

N, 4 5



Activity 5

ORAL COMMUNICATIONS AND GETTING ALONG WITH OTHRPEOPLE

Listelpiig and Responding Skills
4

WHERE AM I GOING?

By the time I complete this section, I will have

to improve my ability to listen and respond verbally.

*

HOW WILL I GET THERE

Read the reading iection
an listenind skils.

/ A

0 9

120

Listen to some cassettes
to practice my skills.

Practice repeating an
exacts message prepared

by a classmate.

Read-a discussion describing
some.good practices in verbal

responses.

PartWpaie in a role- playing
activity.,

View and-respond to a set of
transparencies providgd by my
teacher.

4

_57

coMialeted a spe?es of exercises,designed

N.

.

-HOW"WILLI KNOW I'VE ARRIVED. .

I will .cOmplete a self-check
activity.

I 6i1.1 respond as requestal
on the tapes.

I. Will par'ticipate

activity.

in 'a class

I will complete a self-check
activity.

I will participate-in a de-
briefing activity.

I will respond as-requested
by my 'instructor. 4-;

t.. 121
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SOME IMPORTANT FACTS ABOUT LISTENING SKILLS

The average persdn is only 25 percent efficient in listening and yet spends 45 to 55
aJ

percent of the day in listening. One of the greatest barriers to good listening is the

tine difference between the rate of speaking of 125 - 150 words per minute, and the rate of

thinking or listening of 400 or more words per minute .% To overcome this barrier, the listener

needs to, use the time difference to do four things: (1) think about Whit the'svaker may be "'

going to 'say, (2) listen to the evidence the speaker gives for support of statements made,

(3) listen to feelings, and other nonverbal cuesTO'hear what the,speaker is not saying, and

(4) review from time to time what the speaker has. already said.
V

The desire to talk also keeps listeners from hearing what is being said. Mostrspeakers

are not listeners and are gpt interested in hearing what the other person did or said, but

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

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

forget personal problems.

J )

Too often listeners are evaluating what the other person 4S saying rather than listepinq /2:3_

for facts: All judgements should be reserved,until the speaker is finished and, in most instances,
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,

withheld from the speaker unless the speaker reqoests or expects en opinion.

Physical conditions can be barriers because of distracting sounds, uncomfortable seating

arrangements, poor acoustics,.or uncomfortable air conditioning. Concentration is-the most

effective device to surmount these barriers.,,

Poor .listening habits such as faking attention, avoidfng'difficultmaterial, criticizing,

delivery,Issuming lack of interest, daydreaming, or doing-something-else such as reading are

all barriers.

a.
Motivating oneself to resolve to listen is the first step toward efficient listening.

Like all 'skills, practicing good'listening habits with commitment and concentration is

necessary for improvement.-.

Critical listening shOuld be used in listening to a speaker or to-an individual in con-

versation. Critical listening does not mean rejecting what is heard but meaps'being able to

question, e valuates and make judgements on the content.of the message, or even thepersuasive

techniques of the speaker.

Look for the purpose of the message. What does the speaker want tbe listener to do? A

1 ,24
59 *.

125



1 C.

4

Separate what the speaker says f what the.0eaker is. Do not be so impressed by a speaker's

appearance, voice, or personality that the meaning of the message,is ost.

Critical listeningaiso mean being aware of the words the speaker use's. WOrds are only

symbols repreSentpg things, and isteners mu st try to determine exactly what things the speaker

is referring to by,the use of words. The symbols words) do not always mean the same thing t
,

everyone. The meaning of words i really in the listener - what the words mean to him or her.

Often the liitener should question the speaker when the meaning is not clear by asking, "What do

yOu mean when you say that?" A estatement using different words will usually clear up the

4

question.
111

Be aware that speakers often talk in generalities instead of spedifics. Exaggerations and

implications.._ re used sometimes when specific information4is not given. Check for facts before.

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

may be intevting PA-have no bear:ing on the subject teing.discussed. 0
In listening to a speaker in a conversation,-help the speaker_to,dommunicate by looking at

the speakerf nodding occasionally, srVing, saying "I see" or "uhAhuh" and at times remaining

-silent; in other words, not speaking and distracting the speaker. f

. e
i

s. Response - Listening is thNosi important communication act; for if a person does not
.%,

. .

, 12i
, - listen carefully and understand what has been said, the response can be meaningless,.
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Objective: To demonstrate my understanding of the reading material by completing aself-check:

Materials: Included in this unit. Test,and answer sheet from your teacher.

Activity

0

1. The average person is

(b) 55%, (c) 70%, '(d) 25%.

efficient in listening ability. (a) 43%, .

2. Which of the following is not a good listening practice?

A. Think about what the speaker maybe goi g to say.

B. Listen to the evidence the speaker gives n support of what is said.

C. Listen to feelings and other nonverbal Cues tp hear what the speaker is

1 11
not saying.

D.' Rtview from time to time what the speatr has already said.

E. tvaluate what the person is saying while it is-being said.

3. True or False- The desire to talk keeps listeners from hearing what is said.

4. In order:to listen to a person it is necessary to: ,

,

. Become interested in the other person.

B. To feerempathyfor the other person.

C. Forget personal.problems.

D. All of the above.

E. A and B only.

61
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5. 'Of the following physicalcondi4ions, which one is not a barrier to listening?

A. Uncomfortable seating 3

B: Poor acoustics

C. Afr conditioning`

D: Distracting sounds.

y

6. ,Which of the following is not considered a poor liftening,habit?

A. Faking attention.

B. Avoiding difficult, material.

C: Criticizing delivery.

D. Listen to feelings.

.

. E. Avoiding difficult material.
. -

.
.

.,.

True or False
., .

. ., .

.

7. According to the reading,- listening is, the most important act in communications.
.

. ,

.0 8. Motivating oneself to resolve to listen.is the first step toward efficient listening. .

1 ,r3 f.)

9. Critical listening allows the listener to to -re,j ct what is heard:

10. It is a good policy for the liftener td Separat what the speaker says_frop what

the speaker is.

11. If the speaker becomes overly involved in the voice and Son'ality of a speaker,.

the Message is often lost.

6?



SUGGESTIONS FOR THE TEACHER

.
, .

.

, Activity 2 - p. 63
.

Ma teri a] s

You_14111 need copies of the evaluation

forms.

, .
-.

....,

..
.

. .

.
. .

. .

. ,,.
.

.

0

.

1-.

Pur ose '
Nc.

,

( The purpose of he activity is to .

make the student a re of the most important

listening skill This is also designed to haye
them evaluate those ski 1 l s .: . . '

. .

.

.
. .

.

,

. '.
.

,
.' .

,
.

..
. . .

.

Guidance
. ,

_
. .

In addition to having Students evaluate
,their habits in the abstract; the teacher
selects one o'r more of the activities on the
following page to fOrther evaluate their

listening habits. , - ,

.
<

. .

..- .

.

.

1- .
)

.

'

-

-. /I

.

. -

.

,
,

Modifications 4 Extensions
. .

Students may be encouraged to list
.

.
improvements needed and to-present for .
extra credit along with their own suggestions

of how' they will improve in these areas.

.

.

t
.,

. .

1 . .

.
. .

.

.
.

4133
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Objective: To complete a self-evAuation Cif'my personal' listening habits.

Materials: Evaluation included in this activ 4

A

. Activity 2

1. Secure the evaluation:

2. Answer each question.

3. Secure an answer sheet from your teacher.

4. Score answer sheet,

Self-evaluation of Listening Skills: Please answer the followi ng questions with a "yes".

A
7

or "no" answer. w. 4 W

1. Are you easily distracted?.

2. Do you make it a point not to interrupt a speaker before he or she finishes
.a thought?

3% Do you twy to listen to' the teacher as much. as you can?

4. If solue9ne says something that is not clear to you', do you ask that perton to

repeat or explain the point?

5. Do you make a speaker think'you are g when you are not?

6. Can you'tell by af,person's appearance or delivery that he won't have an hing

of interest to say to you? .

7. Do you listen. to the radio or.tv while you are studying?

8. If you feel it takes too much time and effOrt to understand something, do you'
try to avoid hearirig it?-

- 63

+.

.135'
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Evaluation Test -(continued)

9. Do yow listen for ideas and feelibgs as well 'al, for facts?
e-

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

*6.

.4*

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

/

I wi.11,make a rist for myself of areas in which I may need improvement... I will
'

tarn in this to my-teacher if requested.
4

136 . .;

.
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SUGGESTIONS FOR THE TEACHER

Activity 3 - p. 65 -

.

_ . Materials .

A series of rode playing c'ards with subjects
of common interest, ,

.

.

-

-
.

. ,

,

j ,

._
. . .

- Purpose

The purpose of this activity is to
provide direct feed bad( to the student
concerning how-little-we really hear.,

.

.

.

.
,

. , _. .

.

. .
- .

. . .

,

,.,

Guidance .

.
,

The teacher will discuss the difference
between hearing and listening before this
activity begins. He/she will listen to the
students understanind of this activity.;

., ,

,
t

.

..,
.

, 7 .

-

Modifications or Extensions

This activity' might grow into small
debates if the teacher deems it valuable..
He/she should encourage the students to
make notes and then wmpare the major
points.

.

-.
.

,

LI

.

,

.

r

.

11.
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,Objective: To demonstrate my ability to listen effectively and efficiently.

Materials: Tape recorder, role playing cards

Activity 3

There is, a difference between hearing and listening. Listening requires active atten-

tion and concentration on the part of the listener_ (If necessary, reread discussion

for Activity,5). If the listener is not Interested, emotionally upset or thinking a-

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

following activity should h.lp develop better listening habits.

1. Your teacher will select two students to take'opposite sides of a situation and

, role play,for one or two minutes.

2. The teacher will tape the role-playing.

,

3. After the role-playing activity.is complete write down what you saw and heard.

4. The teacher will request volunteers to read their notes.

HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY.

The teacher will play back the tape and will compare my notes with the:tape.

4'
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Objective: To become aware of how difficult it i5 to listen to and repeat, specific

Materials: Your classmates, a tape recorder, pen, pencil.
4

Activity 4

1. This is a group activity your teacher will schedule. You may 'participate as

a part of this demonstration or.you may be asked to serve as an observer recorder.

2._ Your teacher will select five students to participate in the pi'ogram. They tai -1'1 be

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

3. The ,object of the Oercise will be-to repeat as precisely as possible a message of

approximately'20 to 30 seconds duration.

.

4. After the teacher starts the.reoorder the first person will, be brought into the°

room. The student is reminded that the object of the activity Will be to repeat

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

5. The teacher then reads a prepared 20 to 30 second message toethe student one time.
IL

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

6. After the message has been'read to the first student, each of the isOlpted student%
o

is- brought in and the message is passed from one to another in turn After the

HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY?

Your teacher will aid ydu in debriefing and reviewing the activity.
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--SUGGESTIONS FOR THE TEACHER

Activity 4 ? p. 66
. _

.

i Materials .

.

.
.

Purpose
. -

.

Yo,u will need a tape recorder, paper, pen - .

or pencil, and a 30-40 second announcement of,
common interest to the class. /L.

The purpose of this activity is to
further the student's appreciation of the
difficulty orlistening effectively.

.

.

.

.

.

.
.

,

.

, .

.

.

,

.

.
.

,

.

.

4 i

. , ..-

Guidance . Modifications or Extensions

Isolate the students from the group and impress
on them the importance of repeating everything that
they hear. Assure them that there are no tricks
involved.

,

Students will insist th4t they could
probably do better than the'first group.
Repeat exercise for effect.

. .

\

1. Take the first student into the classroom.
Repeat the message for the student and tape
recorder.

, . .

2. , Bring each student in turn to h,ve the announce-
. ment passed on.

.. .

.

% i

3. Have the final student repeat the announce-
ment to the recorder.

. 3

I
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RESPONDING SKILLS

Skillful listening helps one to be a good conversationalist because in listening we

learn how the other person fee15, thinks, their likes and dislikes.° This knowledge helps a

responder talk about things of interest to the other persdn. Trying to keep the personal

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

themselyeS, but not alldf the time. Show an interest-in the otheK person, and the com-

pliment will be returned. Some peOple talk about themselves all tha, time and monopolize

a conversation. They are not cpnversationalists; they are bores. Be natural and enthusi-

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

thus more interesting in Tesponding.,

Occasionally, people need to be drawn into a conversation. AskingAquestions to get the

other persOn to talk is helpful.

As in listening, concentration in speaking is necessary. A speaker, in responding to

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

change the subject, that/speaker should indickte a change of subject to avoid confusion.

A great deal of miscommunication results because two people are talking about different

things without realizing it.

146
0 .-^
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In either initiating a conversation or responding, the speaker should be certain that

the attention of the listener is secured before the message is started. Then the speaker

should look at he listener from time to time for cues that the listener Wants to say some-

thing. A movement of the body toward the speaker or a brightening of the eyes or a smile

or parting of the lips are all indications the listeper wants to take part in the conver-_

sation.

4s

The listener also has the responsibility in a conversation ,of giving the'signals just

mentioned, of letting the person finish a stateme% rather than interrupting a train of

thought. If the listener gives no cues, the speiker should at least pause occasionally to I&

see whether the Listener wants to ask a quesii6n or make a comment.

Both speaker and listener should appreciate silence. ,Speakers often drag on after they

have made a point. 'And listeners often start talking, giving answers or opinions before they

e
have taken time to make logical judgments.

Two or more persons in a conversation do not-always agree in their opinions. It is

necessary to learn how to disagree agreeat)lx: Ever9one isentitled to an o inio If the

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

all wrong". Or use the words "I think".

68
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In responding to a question, the length of arf answer should depend on the complexity of the

. . ..J ..-
question. To

''`a

question whidh demands a relatively short answer, the resppnder should give a

relatively short response. Fpr example, for aquestion 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.

People get to know each other through conversation. The information must be-'at the same level

of informality or intimacy for the relationship to. cfevelop and keep going. As people get to know

and like each other, information is. not as equal and one person mad be encouraged to talk more than

7.4
the other one talks. -

.

_ Persons who like each other comuniCatezpre than strangers or those who do not work well to-
, .

gether. Individuals should talk to each other, and get -to know each otiher better before they decide

they do not like each other or cannot get along. Lack of communication results in many inter-
.

persbrig,1)Yoblems. .

Although much mores could be said about responding to people and_ interpersonal
.

elattons in

ogeneralltheCscussion above'prol/ides a goOd'baSi4,for understanding. It is imporivf that you

remember mast oi the points discussed. If iciY are yp lear abotit any part of this reading review

.,.--

that section.' If you are still uncertain, see yog -;&acher.

O

69
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Objective: To-demonstrate an unders anding of the basic principles of respbnding by

41E

answering the question on a self -check correctly.

Materials: Self-check, answer sheet.

Activity 5

Instructions:

Answer .the questions-below as indicated.

1. Perhaps the most importantThsOect of being a good Conversationalist is

listening and learning the thoughts, feelings and needs of the person to
4ir

4 whom you',are talking. .

2. One of the best things_a conv1 ersationalistcah do is to respond to most
. . 1.

situations with apersonal commeht,about themselves.

A good way to draw a person into a conversation is to ask questions.

efore responding a person should,always'be certain that the potential
.

listener is prepared'to pay attention. 7

5. A.good way to see if a listener is paying attention is to,check for non -

verbal

-
.' /-

verbal clues.

6. It is very rare that.twp people'cariy on a conversation about twrdiffer-
.

entsubjects,
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#

SUGGESTIONS FOR THE TEACHER

.

Activity:5 p. 70 - , k

.

,

Materials
,

,

. The preceding reading ill, this booklet .

(pages 64 thru 66).
--.... .

. 1 .

. .

, \
.

.
. -

.

.

.

( Purpose
',

The purpose of th13;s %activity is to

confic7 that the student has mastered the
previous reading.

:

-

,

,

,
-,.,

.
4

.

.

.

.

,

.

f

,..

Guidance

_ This activity is sell explanatory.
assistance to slower students.

.
. 4

_

. . =

-. ,

-

,

. .

Offer

. .

.

e

,

P '

-

.

.

.

.

.

Modifications or ExtensiOnst

None suggested.

) ,

,
.

,

,

.
. 4 '

,- ---, , .
.

.

.

,

.

. .
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Activity 5

Instructions: ( tinued)

Answer the questions below as indicated.

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

listener will understand you have done sq.

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

wishes to respond.

9. It is generally agre,d that a goodconversationalist never allows much silence

to occur in, a conversation.

10. It is the responsibility of the speaker in a conversation to watch for nonverbal

cues which shows that the listener wishes to respond.

11. Normally speaking all questions should be answered with a short answer.

12. Two good conversationalists will always manage to agree on a subject.

13. For individual's to get, along in a new relationship, they 'must convey information

15th

to one angther in eve amounts. and at a fairly rapid rate.

14. People who are responding to a new relationship normally discuss general topics

in the beginning.

15. People who like each other communicate more thanpeople who dislike one another..
4

71

4

157



*ft

158

0

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

Materials: Classmates, Role Playing

Activity 6

Instructions:

The objectof this ltsson will be to practice responding in a series of role-
-

playing situations. This activity maybe done in front of a group or you,may be

asked to tape the session individually.

1. Secure a card from-your teachtr.

2. Read the situation and formulate a response.

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

A

HOW WII.L I KNOW I'VE DONE IT'CORRECTLY

EpluatiOn will be a composite of.the teacher's critique and comments from the

students Evaluation will be based on the information. ontai ed in the discussion

sections of this unit.

72'
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SUGGESTIONS FOR THE TEACHER

.
, Activity 6 - . 72 ,

Materials

Tape recorder (optional). You will need a
set of role playing cards which require students
to.respond to a situation. Use the preceding
reading for suggestions for topics.

.

,
, ...

. ,
.

.

t,

.

Purpose

The purpose of this.activity is to develop
skills in responding and to learn to think and
express oneself extemporaneously.

k i .
. .

i--
,

.

,-/
,

. ..,
.

Guidance

.

Prepare situational cards for role-playing.
Allow students to critique each others responses..
Be sure this does not become .a "nit-picking"
exercise. Offer constructive comments.

.

.

,
. /

Modifications or Extensions
..

.
This activity may be repeated if the ,

teacher feels the situations need changing
for better responses. L and D students.
may be taped_priv_ately._

. "k

.
-

.

. -
.

.
.

. 1 6-0, .

Ap

C
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SUGGESTIONS FDR THE TEACHER

.

Activ-ity 7 - p. 73

,

.
.

.
Material s .

. ,. .

Paper, pen or pencil, transparencies.
. .

r
.

.

..
.

.

'
...)

1 Purpose

This. purpose of this activity is to have ,
the student demonstrate an ability to recognize

appropriate responses. ,

...
. . .

°..
. . -

, ,

..

.

-
Guidance

,

Review and .critique student responses (on

an individual basis where necessary). Aid the

less able to respond to the questions orally.

/
.

.

.

.

e..--__ ,,

,

0

,

. Modifications pr Extensions

An extension of this activity could
combineit with written coMmunications.

, .

.
.

, .

8

.

, / 4. '''

o / D -
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1

Objective: .To demenstrate an understanding of responding 'skills.

Materials: ''Paper, pen, transparencies.

9- A
,

Activity 7

Instructions:

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

- 2. Each transparency will call for specific knowledge about responding.

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

,olaw tor

la

HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY.

I will turn in my answer sheet to my teacher for evaluation.
o

73



ORAL COMMUNICATIONS AND GETTING ALONG WITH OTHER PEOPLE-

Identification and,Use of Basic'Skils

In this unit you will study directly the basic skills of getting along with people both

.

-on and off'of the job. As you study each ea.yqu. will find some of the skills discussed

earlier in the unit inclubed here. When this occurs, if you feel uncomfortable using this

skill, refer to thelearlier unit for review.

In some cases there is additionaFinforma!tion,abably specific skill: When such is the
.

se

case the new information is included in this unit and is designed to further your understanding

of the toptc.

v

WHERE AM I GOING,

. ,

.
. t

f

o

1 4 ',
f 'e

' . 74 . 6.
4 , 0 N f i /I ,.

By the time I cbmpletethis unit, rivill be able to identify and use specific skills,in

-A

,

44
, A

Human Relations. . .

4 . er

74

1
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HOW WILL I GET THERE 1.

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

2. Complete a description of the
Characteristics of a person who
practices good human relations.

ft

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.

6. Practice recognizing personal

" aefentse mechanisms.

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

B. Participate in an activity
.designed to help me with my
initiating skills. *.

9. Participate in an exerci
designed to teach me abo
cooperation.

1 66
.10

4.

HOW WILL I KNOW

I will complete a review activity.

I will provide- the_ class with my.

description.

.1 will complete my assignment.

0
*I Will complete,the activities
called for in tie film.

'I .will complete 'a review activity.

I will turn in my list for
evaluation.

I will participate in a role-playing
situation.

7a.

I will .complete f6e instructions

.fin the book.

I will participate in a debriefing
session.



BASIC SKILLS FOR GETTING ALONG WITH OTHERS
n

I
The'basis for getting alopg with other people rests on a foundation of Good 'ComMunications.

In studying this unit you will find that gettingalonrwith others is really another way of

studying good communications. There is also additional information on human relations which Will

tmProve y -ability to communicate. For example, if people refuse to listen,to what you say,

yourmesSage will not get through no.matter how well you say it.
-t

. a ,
44, 4

This unit will be organizel by
*

tsubject- matter from he ideas listed below. Read them care-

fully. They will be valuable,ft helping you understand the purpose 'some of the activities.

1. . Be.interested in other people and what they have to say (attending, listening).
+-

,

. .

-2. Have respect for the worth and
-

dignity of others (perceiving, responding).

3. Show that you understand and caret (personalizing).

4.- Cooperate with what other people .need and want (initiating).

The components of basic humanrrelations skills are:,
o

1., Attending ta°,another person.

2. Listening to.What that person has to say.

3. Perceiving the content and

1 70

eling in his statements.
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BASIC SKILLS. FOR GETTING ALONG WITH OTHERS

(continued)

4.' Responding to that person and statement.

5. Personalizing the emotions of that other person.

6. Initiating constructive activity.

ATTENDING SKILLS

Attending refers to non-verbal appearance and behavior which includes: space, movement,

pettu're, eye contact, time, clothing, energy level, tone of voice, mannerisms, facial expression,

furniture, feet and legs, physical appearance. Appropriate attending skills are important because
lr*

tney show that an, individual is paying attention to and"showing respect for another Qersoh gnd they

are ready to actively listen. 41t sends messages.to the person to whom you are talking.

-77

OS,
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Objective: To identify the characteristics of a person who practices good human relations

Materials: Blackboard

Activity 1

Instructions:

This activity is designed .to,help you pitk out good human relations skills from

your own knowledge.

. We all have problems t face. When things get/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 characteristics'of a person u would go to for help.
1)

1. Think of a severe problem yOu have had to'face'Who Would you go to for help?

2. Liston a sheet of pager the things (characteristics) about'tat person which
made you elect him or her.

\*
3. Dlscu s why you picked this rson with your class. Your group leader or

teacher will list il-of thecharacteristics on the board.

41,

HOW WILL I KNOW I'VE COMPLETED THIS ACTIVITY CORRECTLY,

I will participate in a group discussion.

78
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SUGGESTIONS FOR THE TEACHER

. Activity 1 - p. 78 It

.

.

Materials

.

v

Papern, pen di pencil, blackboard
..,- ,

. .
.

.

0

. ,

, ' i

.

.

\

Purpose

The purpose of this acti'vi'ty is to
.

identify good interpersonal characteristiaf
in other people and in oneself through the
students current knowledge. The students
will then col pare this list with a formal.i zed

list of characteristics.

, .

-

1 /
. .4\- )

k

.

4

.

Guidance

Note: Have students complete this activity .

before they read pages 76-77.

,

Suggest' hat they do not name the person whose
characteristics they have selected to observe and

list. Choose a student leader to list the charac-
teristics on the bl6Ckboard. Use this list to

compare with the ideas which occur during the
reading.

.

.

-

.

Modifications or Extensions
. .

Lead the students (hy discussion) in
modifying or expanding the list to strengthen
and broaden their concepts.

.

...., r

,

.

.

t

,

.
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SUGGESTIONS FOR THE TEACHER

.

.

.
-

, .

Activity 2 p. 79

.

.

.

.

aterials

A copy of Dr. George Ga'zda's Attending Skills.

.

.

.
.

.

Purpose ,

The purpose of this activity is, to aid

,. the student.in learn-ing ways to respond to
people, -

.,
.

,

, .
.

, .

. ' .

.

,
.

.
.

, ,

1 4
.

1
.

,

.

,

1

, .

.

..
.

.

.

.
.

, .

.

.

,

.

,

N
.

.
..

t

.

.

...

4k4ance
,

.
.

This, activity is self explanatory.

:
, ,

a

. .

.
,

\
,

,

.

.

cm, P

,

.

,

.

.

.

.

. ,
Modifications or Extensions .

.

6

.

None suggested.

F . ,P ,.. .

"X
.

..
< .

, . .
,

.

... .
X

/ r .

.

.

I,

.

.

.. ,

.

.

1
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Objective:. To demonstrate my ability to recognize various non- verbal attending skills.

Materials: A set of transparencies Or picturs from your teacher.

r ,

4

r

Activity 2

Instructions:

1. Your teacher will provide a list of attending.skills7.

2. View the pictures sliown.by your teacher. On a separate

which behavior is described.

4

C
sheet 'of paper` identify

.

Discuss and Compare Your answers with your teacher and/or classmates.
P

4

HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY?

a

I will turn in my answer sheet to my instructor. I will be prepared to discuss

uy views in class.

()
/9

,

r
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. 6

Objective: Tc demonstrate the ability to recognize and a attending skills,

Materials: Role-playing cards

,

eP

ACtivity 3

Instructions:

Ai

1. Your teacher will p vide you witha slip of paper which Willdescribe the

'2. ,Develop a way to demonSfratebpth the Ineffective4and effective use of t e

skill for the class.

effectiveand ineffective use of an attending skill.

Jf you re unclear as to what is calle4 for, consiflt'your' teacher.
)

HOW WILL I KNOW I'VE'GOMPLETED THE'ACTIVITY CORRECTLY'

My teacher will evaluate my participation in theNrtle7playipg activity.
.

p

X

M's

4
. '

80 .
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SUGGESTIONS FOR THE TEACHER

.

... .

.

Activity 3 p. 80
.

.

.

.

Materials
.

Paper en-or pencil, role - playing cards or

situational cards and asda's list of attending

k skills.
r

.

,

, .

,

i_

. '

.

J

.

,

}.1- urpose
110 !

The purpose of this activity is to have
the student recognize and use' appropriate ,

attending skills. . .
.

, .

c

,. , -
. sks:

.

.

.

lk,

.

,..

......./

.,

Guidance .

P . .-.

. , Assistance will be needed preventing the

student from generalizing too much. ,

,
Encourage a review discussion of page 79

before going on to modifying or extending this

activity.

1.

.

. ,

.
.

1

k
1

, Modifications or Extensions

.
.

Have the students:coordinate this activity
with body :language..

,

L & D students can participate with little

,
modification and will enjoy this activity.

Be certain they understand it.

,

,

.

.
.

.

,

_

,

.

.

v 2

,

.

:184-

185
I

sr.

J

I

I,
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SUGGESTIONS FOR THE TEACHER,

Activity p. 81 4

Matprials-1-

,Firm - Eye of the Beholder, Georgia State
0, Film Library.

'I--

Gulden

.

)10urpose

The Eye of the Beholder is specifically
deSigned to sharpen a students ability to
ocrceile through demonstrating the need for
c-reful thdught and observation.

%

S

PrevieW the film before shoWirig. _

to halt film at 'the. appropriat

e prOafsed

" 7 r

.02

ModificatiOns or Extensions

:An

a

.advanced student might be allow d to
Sit.by visually handicapped of'one tha is

hearing disabled and explain the film as i

--c-prOceeds.-

.

. 41



Objective: To increase my understanding of perception - surface and underlyig feelings.

Materials: Film Eye of the 'Beholder

vi ty 4

Instructions.:

1. Your teacher secure the film for you. Your teacher will stop the film

during screening.

2. Write down on a.sheet of paper what you think each scene is.

,biscuss:your idea with your class.

,4. Your. teacher will .then.s`how the remaindee of the film. See how well you did.

*ft o

6 .

H4WWILL I KNOt4I'VE'COMPLETED THE ACTIVITY CORRECTLY

1ST 6

I

"I will complete a series of statements drigne'd to demonstrate my ability to

perceive eMotions.

81

7

.189



Deferso

P.

To be ableetc. ;Jerc...ive accuratel one's 3 i and another person's disguised feelings; it ,:.
\--

...V
-

,,s neceSsaiiiiptd be awe of tne nature of defense mechoryisms or "ih games people play". When

L
.

V
. .

people are bothered wid'a physical problem such as 4-stubbed toe we all it "pain". When we --'''''\.,
,

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

self from physical'harm -- we duck to prevent 'bumping out heads, we sl.KLon,the brakes so we

won't hit the car in front of us -- we "defend" ourselves. All jobs, have safety precautions to

protect the workers.

People also try to proteetthemselves m worry, anxiety or frustration. When'used properly,'

defense mechanisms get rid nxiety and prom to a feeling -of wellbeing. However, when tfiey be-

.

come self -dece tive and ignore reality -when we begin "kidding ourselves", they are...1250UL

They might also be harmful to other people.

. Some of the types of defense mechanisms are:

Identification - ascribe to oneself the accomplisl ,ants and other valued characT;1-istics

of another person or group.

"4 ,am as pretty as Anita."

"I am as /smart as Joe."

1.1
"I admire Allen, our supervisor. We have many things in common."

82



SUGGESTIONS FOR THE TEACHER '

. .
.

.
.

Act vit 7 - p. 82
.

...Materials
.

.

No special mate als needed.

. ,

.

. .

. .

,

.
.

. -

.

. ,

. .

I
r

.. .

. -.

. !
.

Purpose

_
. . .

This,is an gijoictle activity which
givet the student a chance 'to be creative

and also fun.
.

v. it

.
... , -

.

.

.

.

.

,

.
.- .

.

Y
, j

.
3

6 t

i

'

,

.

..

.

. .

Guidance . .

.

./
.

. ,

. :
.

Havethe student who is "Dear Abby" analyze
the problem. 0 identifying the feeling', the

.

Modifications or Extension
..,,.

,

. A.

This is a difficult exercisefor slower
students. Evaluate the response pf,slower

students.' ,
.-:_.

..

L.

. .
.

.
.

. .

.. .... . .
.

. .

. .
.

,

_
.

. .

% #
.

_ /
.

---__

:

,

oroblem and, behavior. Have them reflect these

to the person with problems.
.

As.each response is made, review the steps
in personalizing the response until students

..':catch on". .

. .
.

.

.

...

/
,

.

k
..

- 192



Rationalization - making an Vrnfol si unreasonabl e 'action seem 1 ogi cal , -"sour grapes " ,

# 1

S

"making excuses".

( , . .
,

"I'm glad Mary got a r\ew boyftiend, She was kinda square atlywaf."
%

,-,
.w

"I'1]. never get an "A" in this course. ',Mr. Jackson doesn't like me.. "

`e

Cliches such as:
k

"You can lead -a hose to water, but you c'Lt Take him drink."

Projection attribWng one's own motives and characteristics to others.

"Everybody cheatt ona test if he/she has a chance."
.

"The .only thio9 the girls in my class are interested in are boys.: f.

Compensation - reduces tension by accepting a less preferred but more easily attainable objective.

"I'd ut4ef Spend thf evening eitching TV than go out to the movies anyway."

/Dan flunked twice so he bullies jmerybody in his grade."
a

r

'

Ar

4
"Who wants a promotion to head clerk? They have twice as much -workto do."

Reaction Formation an exaggerated attitude which is the opposite of one that produces anxiety.

k 1, "

"My bst :friends arke. black."

J .

"These X-rated movies are absolutely horrible."
. s

1

I

A

83
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Objective: To demonstrate my underitanding of the reading.

(
Materials: The preceding reading.

1

Activity 5_ -7-

-In the previous reading you were given some examples.of common defense mechanisms.

1. For each category of,dense mechanism, write down anotlier sentence which would be

an example of that 'defense mechanism. (Do not write tAelentences down'in the same

2. Exchange papers with your partner. wisa

3. See if yofi and your partnef- can match the defense mechanism to your-examples.

WILL I 0ow I'VE COMPLETED THE ACTIVITY CORRECTLY?

We will discuv _off answers with, the crass.

All



t

a

a

ti

SUGGESTIONS FOR THE TEACHER.

. . - ..,
. Activity 5 - p. 84. * .

.

3 -\ ,Materials
t *:..-,. ..

, .

,

No specialmaterlals needad.-

.

a

Purpose . ,..

. ? ;(--

. .

.

.

. The purpose .of this actvity is to have
the studenttreview th'e various types of
defense mechanisms. . ,.

.
.

,.

, , .
. .

. 6 .

. ' ,
_ .

,
,

.

.

.

I

6

. .
,

___ .

. l. ,

',

. -

.. .
,.

8 v ,
0 '

la

.

. ,
. ..

10
.

- k
, .

Guidance
,

Either through class discussion Or individual'
check, be'sertain that students used appropriate
situations as well as -whether or not they were

labeled properly.
a

.

. ., .,

\

.

. \

.

.

.

.

.

. ,

ir -

0 Modificationsor Extensions
-.

None suggested.

, .

.

.

.

.

.
.

. ,

.

.

,
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SUGGESTIONS FORJHE TEACHER

(.;

.

. ° , p.Activity 6 p
.

85
.

,

1

.

Materials ,

.

,,, '

. ,

The list of statements on thb next page.
.

,
.

.

\..) t
.:,.. .

_
N I

.

,

, . ,

.

.
. ,

. .

. .

. ,

t .

.

. .
.

. Purpose
---, ,

,
.

The purpose of this activity is to confirm
the students ability to recognize defense' .

mechanisms. This activity is appropriate for
a test activity. .

.

.
( .

r

c
11 .

.

'
,

.
.

f Guidince.

.

This shoulri be conducted immediately following'
the conclusion of activity 5.

.

_ .

. 1

.
.

(.., ,

,

.

_. ...

. .

. ,
. . .

.

.

. .Modifitations or Extdhsions
qb .

_

None suggesiell.
..

, . .

.
,

.

.

.

D

. .
- - .-,

.

. .
.

. \ .

J
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Objective: To demonstrate my ability to perceive defense mechan-isMs in the statements of

other people.

Materials: Paper, pencil or pen

C

.1

ActiVity 6
to.

1. Review the different types of defense mechanisms from your reading.

2.,. Your teacher will read you a list of statements. As each statement is read, pick

4k-*

our the defense mechanisms,

4
.

HOW -WILL I KNOW I'VE COMPLETED THIS ACTIVITY CORRECTLY?

,. _ A e +-..1
- I will turn in a list ,of'my answers to my teacher,

. .

85

v

10.
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c

PERSONALIZING SKILL

In the list you read at the beginning of this u , Personalizirig Skills were defined as

"showing the list4ner that you understand and care. This kind of response encourages the '.

. ,
,

...
. ..

speaker to disCuss the personal meaning of a subject, look for the emotiqns being expressed
4 .

. ,

by the other person, and to iq oate what 'he is going to do to influence a situation.

For example: .A person hasjust expressed the fqllowing: ) -

0,7, , ,

"My40-4s is always picking on me. I -01trying very ha .to do a_good job, but I'm

..ready to quit."

Read the following responses: .0*14
. / ..."

. \'

.'.

`-,*

1. "You feel like quitting because you think your boss doesn't.like you."
(feeling) ,.(behavior) , s

1/
,

.

-,/ ,

2. You feel like quitting because you think your'boss doesn't like you because he picks on you." ''''.

(feeling . (ottiblem) (poor betlavjor)

g

"You feel like,quitting because you think. your boss doesn't like you because he packs On you

(feeling) . (problem) (poor.,-behIor)

.

,and you would- ltke to have him see the good" lob you are'doing.
, (goal)

(.)
p

e

r
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Objective: To demonstrate the ability to respond toanother's feelings (personalizing).

Materials: None .P

Activity 7

Instructions:'

Choose one student for the role of mDear Abby" -- the other students Nould take

, turns presenting him or her with problems. "Dear Abby" shdilild only use active

responses such as mirroring (refl,ecting back what they say) and ciuestions.which-
s, 0

'alIoea responder to express himself or h&rself freely. After discussing the

responses, another student can take,the part of "Dear Abby Solutions are

not to be given only discussion of feelings and behaVoior is important.

10'
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4.

Object.ve: Iwill develop my'initiating'skills.

;Materials: Your teacher will provide 'a separate booklet entitled World of Work.

a. -7

Activity 8

1. Re 4d chapt r 4 in World of Work.

2. Re

3. Cd

d acti ity pages 55 thru 57:

plete he list of magjeal words thattwill get you- fired - at least ten.
i % t

(2)

I only have two hands.

Just a minute.

I'm ready to go on break.

HOW WILL I KNOW 'VE COMP4TED WIE ACTIVITY CORRECTLY?

I will turn list 'pf the words to my teacher.

88

Te
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Activity 8 - p. 88 .

hese activities 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

The teacher should refer to those texts for information.

4

kf'X,;ir



SUGGESTIONS FOR THE TEACHER
c

, b
Activity 9 -

.

.

.
.

Materials' -t

1. Mimeographed sheets of a beachball which has
an outline of design suitable for coloring.

2f

A. package of crayons "

(.

The purpose
students work in
will be asked to
toward cooperation

Purpose .

of this activity is to have
&cooperative situation.. They
evaluate, their own attitudes

as a result of the activity.
.1z. )

.

.

.

..
.

\..

.

.

3. four or five pairs of scissors.

.
.

.

.

.

..

.

,
,

.
. *

.

.

.

. . -

Guidance .
.

The purpose of the activity is to-have the
students cooperate by working on an assembly line .:L.

coloring and cutting out 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-should then act as an

observer. .
.

.

Debrief the students and their feelings after

. the session. ..-

'.

. Modifica

^ None suggesd.
-

.
t

.
.

_

ions or Extensions

.

.

,_.

,

.

. ....

.

. . .o
_

,

. . .

.

,

_
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Objective: I,will participate inca beach' 6afl production line as an exercise In Cooperation.

Materials: ell be provided by your teacher.

O

Activity

c

l. 'Your teacher' will divide the class into several groups.--

2. You will belorovided with the supplies to,make bead) balls.

3. Your teacher will give all necessary instructions.

HOW WILL I -KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY?

?
Your teacher will conduct a class discussion.

89

a

c

at

211.
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WHERE AM, I GOING?

S

GOOD tROOMING

. III
i

-,

A

,

.By the time I complete this activity I will have a basic -.knowledge of the good grooming habits

'.
necessary to get and keep

4
a-Public Servipp job.

(----

HOW WILL I GET, THERE?.

a film and complete a shortreading

View a series of. photographs. to learn

about imagery. ,-

i
Complete an evaluationof my grooming
habits.

'4. Complete a two week grobniing log and

,pummary form.

.0

c 1

t r

r

\h-

L\
r

HOW WILL I KNOW......
,

I will complete a self check activity.

,
I will respond to' questions about each;
photograph.

v. I' will 'turn the evaluation form into
my teacher.

I will _discus.s the summary form with

my teacher.

0, 0"

7

1-

4 .1

/.

V
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Good grooming begins with your own self concept. How'much you care abnut.how you appeal'

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

appearance. -Since a gdo94 self concept is the foundation of good grooming we will examine it in.

some depth.

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

the way you walk, and the set of your head and shoulders. In addition, the care of your body,

. -

your chOice of clothes and the time and effort you spend on self improvemiant are expressed (or

negated)in poise, self confidence ard self esteem. -This 4,8-65n't mean hat/what is in your

head and heart are not important only-that a good mind and high aspirationS deserVe god pack-

aging.

Did you ever stop to think%about how much money large companies spend on advertising? This,
.

is their means'ofrgettinT the concept of their product on people's minds in a positive manner.

'Wheaties would-taste the same from plain waxed boxes and the Colonel's Chicken would be "finger

, licking good" from-a brown paper bag. Why do you think they advertise so colorfully and package

217

I

!s

218
91



theiroroducts it an attractive manner? Tne aciertising is designed to.,iake yo, remember

11)

their product when you start to buy. They have tried to create a bette'r image than their

competitor's. Appearance, color and how something is said all'ergate'm image in your mind
(.

of their product.

Although people are not bought and sold. their orOducts and services are. When you

approach a personnel manager you are selling your services.in return for a salary. How

Ns,

your image is packaged is an important lactor,i

chased and

ether or not these services will be pur-

whether. or not he/she will waO't to explore your other qualities%

Good Health:

People are often surprised that health is considered a major part of good grooming. 'If

one remembers, however, that it is very'difficult to look or act well when one feels bad, the

idea of good health as'a good grooming aid is riot difficult to understand. A clean, wellr
scrubbed persdn who has, appearance of vigor does much to forestall\any question of his/her

phyiC i,a1 abi-lity to accomplish assigned tasks, .

I -77

The basic healER hajps of rest, proper diet, cleanliness and exercise are essential.

.A thorough understanding of your needs in-each of these areas is imOortant. If you have not

S

A



,scr:eouled a course in-Health and. Hygiene, you

.A will have books and fil mctrips. describin

ir

wish to do so. In addition; your library

d health 'habits to more detail.'

Most Health habits are interrelated to personal hibits and cannot be separated.

addition'to an'immaculate body (a deodorant is -a "must") Aur clothes should be clean and well

pressed and your fingernails Clean and properly trimmed. Whi4- hairstyles may vary according

,

to personal taste, your hair must be clean and well kept.
#0.

Good post.re is another interrelated health and persoinal habit. By sttnding and sitting

pk)perly you aid your body in functioning properly. As a persbnal habit it is an indication of

_personal discipline and that you 6- a person whO takes pride in his/her appearance. good

pos"tbre is a habit which requires constant practice to'develop ar#61 maintain. No Atter what

your real height is, stand and walk as if you were ten. feet tall.

8

D

thing and Accessories: . uk,

1

large part looking /well groomed -is selecting and.wearing suitabl clothing and acces-

i improve spoil appearance. W

. . ,

acces-

sories. What you wear can. mprove or spo your ppearance. eare not scussillippearance,

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 style: Neatness and suitability_rarely depend on that;

"221 222
-93
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rather that they be comfortabli,"becoming, and Project the best possible image. Choice is

involved; a person can (and will) critically evaluate your choices and often relate them to

your values, Is your clothing too tight, too sexy, too casual fdr the work world ,or too.

elaborate?, Your choice 'does more than simply add-tb your physical appearrance; it is alto

a reflectionof your inner self.

In selecting clothes to wear to an interview or on'the job, remember they must be clean,

mended (all the buttons in place). and be pleasing to the eye. Evek if you are interviewing

for ajob requiring casual or work clothes, e above ruljs still

In order to honestly project 'an image of yourself that is pleasing to others, you must

make up your mind to be that kind of person. In other, words you oust develop a. positive

self concept - not a superficial one. Once you have,done that, the4voof will.be in your mirror,

your, mind and in your attitude. The most important point to remember is thgt the basis of good

grooming and the ultimate aid to yOur self concept is a pleasant and alert manner.
I P ,
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SUGGESTIONF.rOR THE TEACHER

.

,

Activity 1 -: p. 95

.

.

Materials
o

N
1. Copies of the self check activity.

.

..

f-
.4

Purpose
,.c .

.

The purpose of this activity is to make
the student aware of the basic rudiments of
good grooming. ,

.

.

.

.
. .

,

.

.

. .

.

. . .

' .
t

1

,

,

. .
. q.

.

. ,

e ''
,.

.Y

.V.f...

.

GUidance
.

, .,

This is a self check activity and'is self-
explanatory.

(

. .

, -

. ,

.

'

. . _

s

.

:

.

Modifications or Extensions
,

"., .

1., 'You may wish to add or delete questions.)
from this activity. e

,

2. A discussion concerning the concept of

..
"over-dressing" is quite' appropriate.

. . .

.

,,N,.

..,,

.

,

. /

.., .

.

.

.

_
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Objetti\;:e:* To lean about good grboming habits by wa:cning a film on good grooming.'

Materials: Film - Good Grooming

Activity 1

4.

ins-auctions:

The purpose of this filmstrip is to help you furtVer your knowledge of good rooming.

AO you complete your viewing of the film, there will Pe a short objective test which will

2 2'?

cover both the previous.readina and the content of the film.

If you have not already:done so,read the section on grooming which occurs just before

this activity.

2, View the film on good grooming.

3. Discuss with your teacher any questions you may:Are concerning the filter. Add ideas

j you may feel needed to be included and were not:

4. Review the reading.

#

HOW WILL I KNOW I'VE DONE IT CORRECTLY

I will take a self-check test.

ti



Activity 1 - continued

Self Check: Mark each of the followjng -items as Tr False7 4 1

1. Good grooming habits I - our basic outlook on life as well as physical habits.

2. A person who has a-good and realistiC self concept is likely tohave good grooming habits.

3. A person can never over-dress for an interview.

0

4. A man should, always wear a coat and tie t
4EL

n interview.

5. A woman should always wear a dress to an intervie

6. Projecling a good self image is a form of'hdvertl ing.

7.' Health habits-are a Lritical part of your grooming habits.

8. In today's' relaxed atmosphere, very few personnel managers object to hair styl4Cwhich
*W 4

are extremely different.

9. Posture is a health habit which does not require very much attention.

$

10. In order to honestly project a positive image of yourself, you must make up your mind

to be that'kind of person.

a

096

O

t
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SOGGESTrONS FOR THE TEACHEe

Activity, 2 13:97

. Materials
,

1. A series of product commercials fr.m Magazines.

.

,
.

-:,
t

.

, ,

.
_

. .

Y . . R

e ,

.

. .

.

Purpose
.

.

4

Through recognition of the mean's by which
imagery is used to advertise the student will
see the possibility of projecting'a personal
imager. .

.
.

.

.

,

.

. Guidance

.
,

The teacher should be c.peful to select .

pictures which, has a readily iden;iflable image.

,, .

,

,2 'Care should alo\be'takdn to select honest
rather than mis1eadin advertisement. During the
conversation thetoe-6er should be prepared to deal
wit students-wbo feel all advertising is basically

,

_ .

Modific.ations or Extensios -

,

1. Advanced stu is can be asked to analyze
the basic ingredientsdommon to all.
advertisements.,

.
,

. _

.

-- -

, ,

..
.

.- .

. - . ...

. .

. .

)

,

.

/ .

.

nest:-.1 i

: 1
...._,

,

_ - .

-, .

.

,N
,

4

,
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Objecvti T., learn more ar.out imagery.

Materials Selected magazine advertising, pl-tures provided by your teacher.

Activity 2

Instructions:
mw

1. Your instructor will show,yoU a series of photographs or transparencies.

2. As you view each picture.;; bru are write down or respond verbally to the

Kind of image (or.conceot) which was being communicated in this picture.

3. After you have viewed the pictures or transparehcies you will be asked to

participate in a class discussion. Be able to defend your decisions.

HOW WILL I KNOW I'VE DONE IT CORRECTLY,

I will participate in a class or group discussion.

97
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Objective: To evaluatemy own personal grooming habits.

Materials: Evaluation form included in this booklet

Activity,3

InstruCtions:

This activity is designt to help you evaluate your personal grooming habits. A5 you

review each item o the sheet, answer it as honestly as possible.

Rate yourself on a scale of 1 - 5 on each item. Be honest with yourtelf and -do not

compare your answers with anyone until you have finished.

1 Do I bathe daily?

Do I wash and comb my ha* before starting my day's business?

3. Do I average 7'or 8 hours sleep each night?

4. Am I satisfied with myself,

5. When I purchase clothes, do I spend all of my money on fun type clothes?

6. Am igreatly overweight?

7. Am I always tired?

8. If there was no one else to'do it, would I be willing to wash, iron

and mend my own-clothes?

2 5



SUGGESTIONS FOR THE TEACHER

Activity 3- P. 98

Materials
.ee-

1. You will need copies of the evaluations-form.

..-i

,
.

.

.
,

. .

.

.
...

_

. ,

Purpose

,

The purpose of this, activity is to have
the student assess his/her current grooming
-habits. From this assessment the student
will select two or mere areas for improvement.

. .

,

.
.

.

T
. .

.

,

.

, Guidance

, d_
,

1PP This activity is designed to have students
take a look at themselves. Care should be taken .

in order to avoid potentially embarrassing
situations. I .ndiVidual reviews of each sheet

is strongly suggested.
4

. .

?

, .

m

Modifications or Extensions
. .

-
.

. . None suggested:
;4

.

.

,,,

,.. .
-

..

m
.

.
,..

.

mm

. .

.

.
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Activity 3 - continued

9. I wash my hair frequently.

10. I consider myself well groomed.

11. I have tried to look at myseTf and think of-myself as others see me.

12. Most of the time I am happy.

HOW WILL I KNOW I'VE DONE IT CORRECTLY

I will select the areas which I personally feel need to be improved.

file this list.
r

99
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Objective' I,will improve my good grooming habits by regularly monitoring my progress for

two weeks.
. t

Materials: A good grooming log.

Activity 4

Instructions:

Review _the log found on the next page. Sf

1. Secure a copy of the log to take home.

2. Review your evaluation form and pick out the areas which you listed as areas for

improvement. Circle the item on your evaluaticin form which is in need of attention.

3. Take the log home and keep a daily record of your habits for a period of two weeks.

4. Return the log to your instructor.

5. Secure a summary form from youninstructor and fill it out.

HOW WILL I KNOW I'VE DONE IT CORRECTLY

I will complete my summary form and this log.

/
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SUGGESTIONS FOR THE TEACHER
p

.._

Activity 4= p. 100

Materials
.

.

..

1. A completed evaluation form., ..

2. Copies of the grooming log.

.

.

.

. ,

.

Purpose

v.
.

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
k

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 improvement. Review the summary form

with the student. Be certain that the summary form

and the log realistically reflect the grooming
habits of the student.

.

(1---

1.

.

Modifications or Extensions -
,,,P,

For the well groomed, concentrate on the
finer nuances of 'clothes selection.

A
,

.

-

,

c

z_

,

243 fr
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IN ow Ns am re it
G MOIRIG INIPERIM

vim on um los

. .

I will keep this dailyli0 of my groomingand personal habits for two weeks so that I can identify areas that
need improvement. Refer to page 5 Evaluation Check.

Mon. Tiles: 'Wed. Thurg. Fri. Sat, Sun. Mon. Tues Wed. T urs. Fri. Sat. Sun.

bid I take a
bath or shower
toda

r

.

.

Did I leave my
house well

,

.

groffed
How ,many hours

sleep have I
shad

.,

.'

.

-

"Am I satisfied

with myself
tnciay

.

'

My. attitude .

,with my family
was .

,

My weight is
satisfactory
or improving .

.

)

.

Was I tired
or was I alert

.
,

I,

.

c,.

Did I involve
myself ,in care
pf my clothes

''''-e"-\ . .

c

Did I shampoo
my 'hair

, .

.

Did I look
well groomed

-

.

'

4..

My attitude
with others
was

_

---.

'I was suitably
dressed for
activiti es.

-
.

_

,

.

.

.

.

%

*Other .

a/ ,
14111..M1111,

.

11111111=.,

.

.

PRONNIMMINNOMINI.

.

,P
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Y OF GOOD GROOMING LOG

1. The areas I listed 4g4Umprovement were

I

2. 'The area in which I was most successful in improving my grooming-habits was

The -ipprovement da)1 be shown on my log as .

3. As shown,on my'log, I was least consistent in

4. The area in which I was least successful was'

5% I had the most difficulty in accomplishing

6. In working on good grooming, I specifically worked on the following ideas to improve my manner.

4

. 0-

I
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BASIC RECORD KEEPING

WHERE AM I GOING?

In this unit I am going to study some basic information about-record keeping- especially

record keeping,by Public SerNicg Agencies,.

HOW WILL I GET THERE? HOW.WILL I KNOW I'VE DONE IT CORRECTLY?

1. I will complete the reading 1. When I have read all the information

. assignments. included, I will check my answers and

4

249

1.,

when I hake all of theanswers correct'

I will have finished.

4PA

250
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Everyone's life 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 fora driver's license,

e allowed to marry without parents' consent, and be eligible to collect Social Security retirement

benefits.

School records often determine whether or not individuals get jobs. The list of records ends

with a death certificate, and sometimes a will, which enables the individual's heirs to claim a share

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 public service will come in contact With different kinds of records and

materials. As a public service worker, a person may actually be involved in record keeping activities

or he/she may need to be able to use existing records.

The one basic reasonior keeping-or filing records is so that they may be found quickly when

needed. There are two basic reasons for wanting to find materials; to prove past actions or events,

.. and to get information needed for planning future activities.
.

/ . .

.., , . ,.... . .. .." . ". ,. . .. , . 0

All recokis must be free of Mistakes, easily.understood, and readable. Incorrect records or
, \

records that cannot be read andunderstood are of no, value' to anyone. Suppose a worker in the
0

Department of Transportation recorded a sum owed to a highway construction company as $10,000 instead

of $1,000. This one mistake cold cost state government (taxpayers) $9,000. it. could raise questions

about whether or not the miStake was intentional. Public Service workers should remember that finanCial'

records are subject to audit at Aytime -- accuracy is absolutely necessary.

. 251
.
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Imagine the disappointment of a-bigh 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 who di-dn't receive their Social Security check because a worker

smeared their address and it went to Gaindtville, Florida, instead of Gainesville, Georgia

these records were not clear and legible".

Filing Systems

The filing systems used by government agencies vary. Eah department, agency, section, or

division develops,its own filing system -- according to accepted practices. The exact filing

procedures to be used are usually*in-manuals published by the department. HoWever, all filing

systems attempt to fulfill certain basic needs, follow similar filing procedures, And use similar

methods.

A. Basic needs of a filing system:

1. The filing system should be as simple as possible.

2. It should be accessible to all clerical workers and members of the professiofial staff

who Must use it. (Some files are designated as "Confidential").

3. One person should be responsible for maintaining the files.
A

Aft

. 4. Steps should be taken to Make the storage area safe from fire and vandalism. ''

. . i
,..

5. The system should include a procedure for removal and disposal or storage of inactive

..
recINds..

253
105
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Example of locator guides or tabs: O

LOCATOR
GUIDES.

DOCUMENTATIONWANAGEMENT

'EPORTS (DM consolidated reports)

TNG--T NING

MGT-- ADMINISTRATIVE MANAGEMENT

ADM -- OFFICE ADMI D.TIO4

- - - - - - - -

. .J
3 GENERAL CORRESPONprNCE

(Temporary)

.2 TRANSITORY MATERIAL
J

1 FILES MAINTENANCE AND DISPOSITION
FORMS (AF Form 80)

FRONT OF FILE

Care should be taken to see that the papers (folders) are in the, right section. Seirching

for misfiled papers is a waste of time and moKey. There is alsp the possibility that a

valuable document will never be found if it has been misfiled.
0

lns
- I
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FIN IT

0

14 °,

A

0 ,,

B. Basic Filing Procedures:

1. Separate the materials to be filed from other office materials and inspect them.for completiness.

2. Determine which Ming arrangement(s) fits the needs of that pi-oject.

. ,

3. Sort the papers. This simply means to group.papers'in the correct order for filing based on

the arraftgement(s) selected.

4. Determine the place for filing.

4 6

5. Put the papers into the filing cabinets. For protection, the papery are usually placed in

257

manila-folders and then the folders are placed in certain sections i entified with locator

giles or tabs.

107 °
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This is especially-important since keeping records when they are no longer used wastes manpoWer,

equipment; space, and money.'

A

2r
.

3,



C. Alphabetical Filing Arrangement;

This arrangement is used to file by name, persons, companies, agencies, etc. It is one of
5 -

six basic arrangements and it may be used either byitself or along with'9ne or more of

the other arrangethnts, which ardiscussed in; the next reading activity.

The basic rules.of alphabetical f%g-...are;

1. File papers by the last nee (surname)'

Example: Carter, Amy .

.1 Downs, .Harry
4

Mofte; Bill
f- .e-

,

.4

.2. When the last names of two or ritne persons begin with the same first letter,.look at the

second letter in the names to decide which name comes first. If the second letter is the
,

. .

.

#'
same then look at the third, and-so an

i
Oae .,6%

Exakiple: Carpe&er,,Patil-
. .
Carter, Billy

p

'3. File "nothing" 6efore "somethilign
.

,

-.
Exafnile: 'Johns", Ob

Johnsoi, Bud.
A -

A
141

more
P i .

.4. If the last names of :two ormore persons,are,the same, compare first,letters in the first
,...., ,

. . . 4 r .

names to. decide the order of filing, .. If letters in ;the first names are the same,

.e

.compare 'second letters, and so. on.

.109
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Example: Carter, Jacob rek

Carter, James
r

5. if last names and first names'are the same, compare middle initials- and/or,names.

Example: Calgter,'James Earl

Carter, James Joel

6. File hyphenated and prefixed surnames as one word:

Example': Mac Ginty ,- 0

.McConnell

4

Morrison

Page - Lewis

Pagella

Van' Buren

7. Names of business firms which contain complete names of persons are'filed as if the.name

appeared by itself.

Example: James E. Carter Cone any.,

Carter, s E. Company -------------

8 Names of business firms which-do not contain 'cowlete names(of persons are filed according
. -

,t415 their first words. If the first words are the same, the second words are considered

and so on.

2
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Example:- Carter Farms

Carter Warehouse

9. When indexing the many departments, agenCies, divisions, etc., in our federal govern-

ment list U.S. Government first then index. the agencies under this heading.

Example: .U.S. Government

Agriculture, dept. of

CiVil Service Commission

Federal Bureau ofinve Ition

Internal Revenue, Service*

a

10. The rule,for indexing federal agencies also,applies--tost8te, county, and city govern-
,

ments.

Example: Georgia State Government

Agricultiire,Dept. of

Education: Dept. of

LabOr, Dept. of

Transportation, Dept: of .

Example: Atlanta, City of
4

o

'Fire Dept.

Police Dept.

Water Dept..; -

111

O

a
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Activity

Objective: I,w11 leaen and practice th4 basic rules of alphabetical filing.

Materials: The attached exercise.

ACTIVITY

Steps. Study each pair of items (names, companies', or agencies) listed below.

2. Decide w item should4efiled first and circle it.

3. Mentally,recall the ru e hat -0121-4-es_ to each choice you make.

4. Turn back to the reading assignment an p rules about which you are uncertain.
. I.

Circle the item that should t filed first:

An. '-Billy Graham 5. -Dinah Shore.' J.C. Baker Compan'y
,

. Billy Carter

2.. Gerald Ford

John-Fortson

3. Tom Johnson

-San Johns

4,1 John Adams

John Quincy Adams

$

ShoreMary Shore

-6.- Mary Tyler Moore'

Mary Jane Moore

7. John McRae

Donald Van B en

8. _John Thompson Company

Morgan Supply Company

112

Martin Brothers Construc
ti *t Company

10. Chambers Building Mainten-
ance

Collinstumber Company

11. Country Charm Egg Co.

CountryiBst Egg Dist..

68



SUGGESTIONS FOR THE TEACHER

A

. Activity 1 IS 112

Materials .

. .

Activity sheet, paper, pen or pencil.

.

.
...

- v ..

. .-

A

. . .

.

Purpose
4

The purpose of this activity is to review
the student's ability to alphabetize and
organize materials.

.

.

...

. .
. . . .

Guidance

0

Be certain the students understand the .

reading material's and the concepts involved.
Some students will need to repeat the exercise.
*It is suggested that the teacher prepare similar
activities for additional practice.

--

40* .

.

,-..

. t4,-:,

,

_

Modifications or Extensions

*See Guidance.

8
. .

.
.

,.. ,
.

:...--
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SUGGESTIONS FOR THE TEACHER

.
.

ACtivity 2 - p. 113 - ,

Materials

. a..

This booklet, paper and pencil or pen.

0
.,-

.

.

.

A

. ..

,

.

Purpose .

,

The purpose of this activity is to check
the students' understanding of the units'
basic concept.

.

,

.

0
.

...

.4

.

.

)

Guide
.

. .
,

Students may need a review of concepts
especially if they have had no previous
business courses. Relate this activity to
Activity 1.

. ....

.

.

.

.

. .

.

.

.

4

.

or Extensions

.

A re -check is suggestedto reinforce
the subject matter.

)

.
.

.

,
. .

.

. 4
.

.

27



Activity 2

Objective: I will review the major points included in the reaciing by completing this self

check activitv. .=

Mat6rials: "elow

ti

Activity -v

4

Steps': 1. Read e:ch

2. Turn back

Fill in the blar's:

item and fill in the blanks so that the statement isr'tomylete and correct.

to the read-41g and look up any, item ab t-whtch you are Liner

1. Themair. reason for develq,ng a filing\ system is so that records can be

2. The two baiic reasons for want' g to maintain records are

4

3. In rd.1,t- f3r- records to be useful,'hey must be

,and

,

4. One of the b,:sic needs,'of a filing system is that it should include a procedure fdr removal,

disodSal, or storage of ,) records.

5. Before fi l.i nc any document, it ,should be inspected for

HOW WILL I Kii0WJ'V.E DONE IT CORRECTLY?

2j;3

4

)
I will obtain an answer sheetfrom my teacher and check 'my, work:

'113'

6
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.16

4

255

Mere a,a

Filing system numbers are used as captions on the gui4e. and folder

SE Enis system tp arrange records that are normally identified and referred to

%, Lcrs can be assigned-to persons. contracts, cases, etc. A nuaerical .system
tr

ADDITIONAL FILING SYSTEMS

arr'angements in addition to'the alphabetical system. :They are:-

cannot be used witn.out a card index to,identify numberq. The cards are

acco,- inc tona-ec, suc'acts. Fac'l card lists the number tf tha

tc that ber7:-, con-Tany, etc. The nribers, 'should be_

k

. _
right are --tes 7c, aircraft o rumbers:

\-4

Fr%

Fl03

F104 and so on

me Social Security System assigns nurbers:

Arrangement

-argement is used when the r.sc'erds will be asKed for by subject. it alF7 ,;v)

John Doe is 000-00-0000 '

.

arrangement.
.

I #
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-%

2

4,

c

has ,ZS subject categories

1. ADM - Office Administration

1.'10 first. five

?. CIV - Civilian Personnel Administrallion
ipp-

3. COM - Command Control and Communication

4. ENV - Aerospace Environment

5.- FIN Financial Administration

.

III. Geographical Arrangement:

In this_arrangempnt material is fired by geographic location (area, state, county, city,

et----). The specific geographic division used will be determined by the,filing needs af the

agency ir=volved. The s#,c fic.location is filed alphabetically.

4r
1r

Examples: Butts County qeorgia

Hall County

Warp- Count

IV Chronological A r'rangement.

South Carolina

Utah ti

4

This arrangement is used to put fi.les,in.order,by, dates with, the most recent ate(s)

, .

ap:!earing in 6e front'of.the file. this arrangement isoftep used along with of r arrangements.

e 0
:

Example: /2 :----- -r
( c May', 1976

%

1

L ,.4 .1

Jan., t19;7

--7-41-
Y,

Sept. , 19726

Front of file .

,
.

%

- I(/ 115 -
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Y. Organizatic, Arrangement

'arrancpment is used when the names of the orcjall..-ation is the main basis for filing.

The orgariz', "c,r, *5' a'Ro filed alphabetically.

Examal C,:ntra: rminnett High School

North Gwinnett High School

Gwinnett High School

Q4.

t

/

.

116
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SUGGESTIONS FOR THE;t1EACHER

Activity 3 - 4 - p. 117

Materials

Thi-s'booklet, ,,aper and pen or pencil,
olackboard and several different colors of
chalk.

/ t

GuidanCe

*-

Purpose

The -purpose of this activity lis to,

reinforcethe unit concept and add know-
sledge of additional filing systems, theAr
use and organization.

Assist tle in..'k-edpi n (filing

b=1.ackboard ji I llistnat1Or-S

side b/side to show direct differences
or .3)41ii 1 ari t' es) .

-.1

Modifications 'or Extensioiis

:1..and D. students should be encouraged
fo irorr with advanced students in a peer-
tUtoripg relationship

'



Activity3
(

Objecti e: The purpose of.this activity is to help you prepare for' your unit test by reviewing

\- so major points of the reading.

kdMaterials: The at ivity below.,

4

_,/

0e.

Activit

Steps: 1, Read each item and fill in the blacks so that the statement is complete and correct.

2'. Turn back to:the reading and look ip any item about which you are uncertain.

4

2',Fi11 in the bl,.nks:.

1. In a numerical filtng arrangement plumbers are used as

tO and

2. P.'nuMer=4tal arrangement cannot be used without a

1 .:

assign& numbers.
t.,

-3.---tf-Aunties are .used on 'the' locat6rLguides the

on the

r

to i.dentify the

-a-r-rangement

being used. :.:,' .

.v.,

4

.

4,YIn a chroarrangement'ogicarrangement' are used on the .

;

1.6t.aior guides;

.ie
1

C r-
WILL I KNOW I'VE DONE ITC,ORRECILY?

t...
,,-

I will obtain an ansvidr Sheet frpm

. ;

HOW

283
Air

My be her and check my work.

4....

117,,
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1

Objective:

,Material:

.46

Act4ity

Thecpurpoof Ais activity is to help you\learnto recognize and use all the basice

filing arrangement.

.You will Resd the attached filing exercises.

.1)

0

Steps:
,

t. .

Activity

1. Read the instructions for each exercise.

2'. Study the illustration.

4 Mark gre file llustraiion and/or-fill in the blanks as instructed.

HOW WILL 1 KNOW I'VE DONE IT CORRECTLY?

iJ

I will have an oral review and discussion of each exercise.

-ade at this time.

Coi-rect any mistakes 1.,

4

4.`



r, so ir am ea leslin,. II' reAc ivityII- con roue ANN

1 ----- --T .

AF 3025

AF, 2464

-:- AF 2495

I. Stlidy this exampie of' a numerical file. Find 'and Circle the item that is misfiled. Dx

. arrcr, to show where0-e misfiled i m should be placed. Example:

4

it

AF 3050

front

AF 2459

front of file`

1

I)

an

2. In thi \exarnol e of a subjective fi 1 e , 'Find

404

le

the misfiled itcn, .circle lit, and draw an airciw

- .

q,-

'to f','hO4W where

. Rape - 1H 1

Murder'

it- should be'
.

'

. L_____pl aced:
Burglary b -.

Kidnapping
,

Forgery

front of "file

119
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1.

Activity 4 - continued ,

-t..

.j0,4P

00%e

3. Suppose Sou are employed by the Georgia Department of Transportation. There has .been alOolent
,f

A.

storm in .the,oillesviile area and you have been asked to set up a file for records about damages.

You have information ablpt damage to roads, culverts,'bridges, traffic lights", tr.ffic signs, and
/

the,highway mainteriance.shops in six cities,- Murrayville, Flowery Branch, Clermont, Oakwood,
1

, 4

,'''

Gainesville, end Lula. You.are told to use a geographical arr'angement for your file. Show how

. .
, r*;?

. 3 ?-#
,s.

. .

. the file shguld 116 set up by labeling the folder§ in the fol,10wing illustration: . :/-

-,- ,

,,

2/0

kill it MOP 1 MINI
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.t

4. Study the examples of chronological .11es below, circle the example in whiati the documents' re

correctly filed. ( 4
,

.. A. 1-171.1, 197 6
.

r

'__--Th L. A

/, June 14-, 1976 --.,

1,L_
, 4',

'e'''' Aug. 1, 1976

Mar. 17,,1976,

.

Jan. 1, 1977
.

- front of file

B. February 14, 1976 .

April 10, 1976

291'

j July 4-, 1976

V.

4

November 24, 1976--

r

December 25, 1976

front of file
0 .

I

1S

(

121

4
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Activity- 4 = conti nued

5. StUdy the organizational file below. Civle the item thatis-misfiled.

Transportation,Dept.

Governors of Georgia [

Georgia Bureau.-6'f

Investigation .

Education Dept.

Agriceture,Dept.

t

b. The file below has two different filing arrangements being used at once.

r

a. Name the'arrangements.us'ed

(1).

()

b. Where wertild,ydu loek to find out about a murder committed on August 10, 1976? Circle
.401k

the correct folder. °

f."

c.

4-

,
, , .

i -122
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'Adtiy\ity cprrtinued

:July, August,--Septe.mbec-, 1976,,

April, May June, 1976
st.

- .
,January, February, March, -1976

RAPES

October, _November, December, 19,76 , ) f v.

____
r.. : f_ ti July, August, September, 1975

Apfril, May, June, 1976

January, February, March, '1976

MURDERS

October, November, December, 1976

July, August, September, 19,76

April; May, June, 1976

January, February, March, 1976-

ar

sto

.BURGLARIES.

123 2

J
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'

29

1

. a

-4
Activity 4 - _continued

7 1 ,

7. The file below uses three different filino.arrangemekts at once.

a. Name the arrangements used.

b. Where would you.look to find the Safety Plan of the Hall ,County Office of Department

of Agribulture?

Circle the correct 'folder gu:ide.

-st

I

4 tP



( 1cg::nuer -I ple - swe or mom immr°

tJ
.

Ware County

Butts' County'

Safety Plan

Ware'County

Butts County ,

Financial Plan ,

TRANSPORTATION,....clEPT. OF(

'Hall County

Cobb County

Safety Plan

Hall County

Cabb County '

Financial Plan

- .

'AGRICULTURE, DEPTc. OF

Front of File

$

125`
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1
DATA PROCESSING '

p.atameans fa&ts'of information. Processing means to manipu)ate or to handle. Therefore,

data,procffsino is the handling of.information. The purpose of data pr'ocessing is to orgyize

many facts into 12sef.)11nformtion.

_ . ,

. ,

Public Servic agencies'muSt process ata in.order to get qrganjzed information upon- which to-
.

.base Its,dperat;ofis. The'kinid of information a:pd:the7vo)ume of data, will vary.with"the.tYpe.and,
.

size of thesagenc:',. Data pr cessing'procedures will also vary. Each agency uses data processing
1. . .

.. .

._., . methods -Oat\best serve its needs

. ,

I. Basic Steps of Data Processing
.

.
.

,

z

,

Regard'ess of tne method used, the baAic steps.' in"data prdcessing re,the same.
w

a. Re'..u)j Mt: nPLessary information (data) on a form usuallyt4i1 d the source document. It is

abso'ute necessary that the information.recorded on the sours documentis accurate and
Lr

1qt1P2r. The other stepS in data processing would' result in wasted.tjme and effort.if

in-corredt dat were used.
,

.Put the data into the system for processing. This step, knor as the'input,TTcary with

,ithe processing methoodused. '

) r.
.

c. P
%

rocs or handle the data. .As mentioned earlier different methods can be used. The basic
41e--,.

lieti-.)ds are disciAsed in the next reading secti-on!

Record the useful information that 'has "come out" (resulted from) the processing. Thislig-
..

29;)
canted' the output of data processing.

O

ar

126
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I

I

II. Methods of Data Processing

People who specialiie in data processing have 'devised and used hundreds of di erent met4ods.

Tv.o of tie 11,1e; methods of data processing, manual and mechanical, and the newest method,

computer prcessing? are briefly discussed below. Many variations of these methods are in

use today.

at Manual Data Processing

In thi method the processing is done by hand. Often called the pencil arld paper way,

this method involves the rise of many forms designed to_rhandle the data. ,

b. Me_hanica"1 Data Processing asa .

Th: ethod inlolves e'use of machtne$ that help to handle the data more quickly and

Xachines used include adding machines, calculators, cash registers, acf6untina

7:achines, pookkeeping machines, key punch machines, etc.

. Data Processing by Cdmputer

The newest method of data processing is bycomputer. The digital computer is in itself:

a data procesing system. It is electronic equipment designed to perform the input, pro-

ces.singand output steps of data proCessing.

. k

A

To better understand how the computer works, study the followingccimparison between the

washing machine and the computer.

.
127 302 41!



ashin_g_Machihe

j

14. The vnparis dirty clot es and

dete'rgent._, 4

2. Processing i; the ),as ing according .

to a given cycle p rmanent press,

c.

Outputis the s clothes -- clean.

,Computer

The input is data and a prog am (manmade

instructions for handling da a);

Proces'sing is when,the comput r uses the

program to organize the data-

..

P

Output is the v ms data organ.; ed as T-S\
Lul information.

The dat? and program may be recorded and entered into toe computer by a.number of`met ods

includiRg'. .

44

1. Punched Cards- Data is represented by holes punched into cards. Each hole has a eanin

and groups of holes represent words or numbers.

2. 'Punched tape - Data is recorded continuously on paper tape and wound On reels. As with
// N

*
piinClei: cards', data is recorded in the form of holes punched into they tape accordi to

a ca,I.din'code.

128
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3. Printed characters on paper documents The print contains magnetic particles that can be

"read' by machine.

IxaMple: Account numbers on checks are magnetic and can be "read" by machine.

4. Magnetic Tape- This is plastic tape covered witha layer'of MagnetiC material. Data is

recorded in the form of invisible magenetized spots, called bits. Combinations of these

its are used as-codes for letters, numbers, etc.

disks - Data is stored in code on a layer of magnetic material which covers fl

People ai- .-esconsible fc taking data from, the source document and recording it in a method hat

can be "read" by the cc.oputer. Computer equipment changes-this man-readable data and instruction

machine-readable code (electrical .impulses) and then Veres this information in its memory (internal,

storage The computer processes data by,routing electrical impulses, representing the data,

' through electrical circuits. Computer equipment then changes the processing results from electrical

impulses to a form man can read and use., The results may be:
5

1, Printed, on'a form

2. Puncked in cards

3. Written o magnetic tape

4. Showhjin TV - li!ke display

'Date processing by- computer has two main advanta e

129
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1. Speed The computer saves a lot of time.
0) .

Example: A medium size computer can add a'milliori four-di.git numbers in ten seconds.

It woufdprobably take a man more than 100 -days to do that much adding the

pencil' d paper

1

2. Accuracy The compUter can perform second after second, hour after hour day after-

day without a single mistake.

-.. ..

Of eourst, the computer does have limitati ns. It can woitk only with the data d program

fed into it by people. If either one or both are wrong,
,
the result'Srillb rang. And then,. ,

.

too, there is a%ay.7- the chance that computer eguipment.will weat out gr break'and\reuire repairs.

, i .,

Dat-a.v..o :.ssing by'computer. especially valuable,to government agencies s they attempt to
,.

...

.... handle hUge7,4olumes of information.' Foo.examplerwi-fhout the computer processidg ensus data and.
,

0 .

tax records w4. id be an.almost impossible.t4sk ---' census ai would pyobably.be-out,dategibefore it

.

t ..

could be processed and the new tax year would probably start' before the_previous year s returns were

completed.

The ,computer has additional value to governmentaragencieslecause it goes beyond themere
,/,. .. .

4'

4..

o

.processing of data -- its memory allows the computer to kgetecords of informatidnthatcan be found
, .

.
.

k ' iu4ckly4u6en needed. ' For example, a policeman can check -to see if a car is stolen in a matter of

seconds, the Aif Force can know the loCation of all its aircraft at the flick of a switch, and 4tt.he

.30 state income tax unit can check a person%l'iax,records instantly'.

130
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SUGGESTIONS FOR THE TEACHER

. ,

.

' Actiyity 5 - 131.

. .

Materials

.

. This booklet, papers, pen or pencil. . .

., .4 .. r l /

I
'we

,

,N.,
.

%

.

. .

.
% .

,

.

.,

,
.

.

1 _ ,

/

- .Purpose
. .

I
...

, Thip purpose of this activity is to review
the basic principles of data processing.

a, ,

/.
...%

/

//'

1

.

.
.

..
.

.
.

/. . ...

'/

.

.
.

,
.,

4
.

. ,

.

%

C

Guidance
. ,

.

'Give additional ezamoles to student. Have
the students observe a data processing installa-
tions (Banks are usually cooperative in'this).

. . .

..._ .
. ..

/

.

.,
I ,

. ,

.

.

.

,

.:-- °Modifications or.Extensions , 1,...

.
., i .

. g

Atrportt_ and government agencjes often
give tours and explain'the operation of
theiN processing. ,,.

. .

, . .

.

,i .

'14S

,

,

.

.

.

,' , .

.

-,

.

et,

t

1.

t-

v
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1

c

Activity 5

4

Objective: The prpnse of the activiyy is to 'help you prepare for your unit test by reviewing

ll

major points of.the reading.

Materials:, You 9ill'need the attached fill in the blank questions.

1.

Activity

_teos:" 1. Read each iter aild fill in the blanks, so that .the 'statement' is clittolete

and correct:

2. Turn'back to the reading and loOk up Wiy item about which you are

I

uncertain.

:HOW WILL I KNOW I'VE DONE IT CORRECTLY
f

I will Atain.an'answer sheet from my teacher-and.check my work.
N.

131
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Activity 5 continued, .

Fill in the zlar.,,s:

1.' 'oPonR Processing.means

Theretr e, C'ta processing is

The purpose if data processing is to organize many facts into

3. Tilt-2 first -tz,p in data processing is to

0
on a form usually called'the

4. In data prossing ,V computer, the input is

J6anized as

the necessary

or manmade instructions. The output is the same

and a

5. Fo, by a,computer, data is recorded in a method that Can be "red -" by machines.

Examples include:

1. cards

12 ,

k tape

3. on paper documents

4.
S tape

5. Advantages O. data .processing by compute'r are its

and
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INTERVIEWING SKILLS

WHERE AM I GOING

By the time T complete thii unit I will learn and practice the basic interviewing

`1.

skills needed to conduct factual interviews.

How Will I Get sherd
How Will I Know. .

1. Vi4w a4 film on interviewing.

.2. Review a list of "do's" and qdon'ts"

3. Prepare forsan interview

4. Conduct a mock interview

315

I will answer a series of review questions.

'4.

I will 'complete a self ,Oeckactivity.

I will,complete a' form designed to help .

me prepare for%an interview.

I will be evaluated by my teacher.

A

316 \



Objective: I Will view a film on interviewing skills: -

Materials: Your tePcher will provide the fild fo# the group.
e

ii

L

so^

Activity 1

Instructions:
40 t.

1. Review thtfollowing questions prior to' viewing the film.

2. Vi.ew thP film.

a.

3 Paticipate in'a class review.

4. Record answers to each question for future refgrence.

a. What is an interview?

is the purpose of an intervjew?

c. What-are some of the critical human rations skills needed to complete

an interview properly?

Whec are the types of questions asked in an interview?

Other than listening to whit .a person, saying, whaellOhOuld the

the interviewer attempt to'observe in --der to better Understand the

interviewer?

f. What thetwo basic types of interviews?
. f , /

HOW WILL I KNOW I'VE I1ONE IT CORRECTLY? J will record the class answersfor future reference.

a

".*

.1.4,

318
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SUGGESTIONS'FOR THE TEACH

Activity.1- . 134

Materials

1. -Public Service .!6rn film on Interviewing

Purpose

- .

,

The purpose of this activity is to +srovide
instruction in the basic skills involved n

a guided interview,

The teache should list the answers on

the board for -th purpose of note taking.

Modifications or Rxtensions

None sOggsted.

3115 320



Obje6tive. 1 -e,iew a list of "Do's" and "Don'ts" associated with intetviewiq skills.

MateriOs: materials, in this booklet.

Instructions:

<1.

41.

A:tivity 2
t,

1. Read the suggested practices,carefully. I

2. As you read the list, compare the "do's" and ;'don'ts" ,which are related to
J

one another.

3,- Complete the attaCed selecheck activity.

4. Correct yotir act-\ItY.

.

5: Optioual) Your teacher will assign one or more° tems fromthe list to act,

Out o'r to provide an.- example of the .correct procedure for your classmates.

aat

HOW WILL I KNO14 I'VE DONE IT CORRECTLY?

I will complete the self check activity and praetlse inthewdemonstatiow activity.

4

135



- 1. Prepare for the in,c

- C c'de w a .

ti

learn from the interview

and pl n yo 1-hat you will ask for the

information yu rc,ily need,' If you have an-apbli-

cation or a s;t,Ldy-it, know what infor-

mation is
, a , (4=,cide,h\or to word your

q -k-uestns to ret t-', t'orm:Itio

2. Hold the'intP'rvlow 'I.Ac-!, that is pleasant, comfort-
,

able, -..tnd p.itiit7. -o try to do something else

at the same time r] h t D- -mit yourself be
4

inrerrupted.

-Cp the ,)erscl interviewed to feel at ease,

and i'rLe to talk. ') at ease yoursel'f.

Beginthenter,iiew by_falking about things

Don'ts

%

1.
,

Don't wait until the interview has startedto

read your form and.plan your questions. You

can't effectively listen to the in rviewee

and plan your next question at the same 'time.

Also, if you have'not epared your questionS,

before ham, you run the risk of leaving out
.

important information, not finishing on time,

and distracting the interviewee.

2. [Wit do anything that seems to distract the

intervie ee.? Don"t even take notes if it

seems to bother him/her.

3. Don't tact nezot or uncomfortable.

4. Don t, "tal k, down'' tb- the other person.

5. Don't act as if you are irritated.

that are easy.-o t<ik about. For.example, -if you - 6. Don't be critical of him/her.

have ft} form 'a c.,Jr, lete, stmt with non-controversial _ 7: Don't do anything,,that would indicate a lack

'rift:2ms such as -age, address, etc. of interest on your part.'4 -n

136
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Co.

4: Show that you are sir- ,nterested in

viewee and that you zf. ;',ng p him/h

becomeemploy'd. ,?ou di this by careful 1,\

ing to him/her and lettin., ;le persons know tha you-

understand his/her feeiin).

5. Be sure yau stay in rOrtr( of the interview.

questions that .Jht-- person talking on

subject.

6. As simple, direct ciLs1.1.-1- one at a time. Be

.certain tle intecvie., uti. stands what information'

you want.

7. Allow enough timt, the interview. Give the i ter-

k

viewee-plenty of time to anser each question be ore

.asking your next question. If there is q set"ti e

limit for the interview, be sureto tell the int r¢

viewee beforyoustart.

4

81 rf you must ask for confidential information, do so-

4
in a businesslike Onner and show that you inten

to,keep it confidential.

137'

4

Don'ts A

8. Don't Bask long, involved questions.

9. Don't use words-that seem too hard for the

interviewee..

10. Don't, ask several(,questionsat one.time.

11. Don't be afraid-to ask questions.

12. Don't..trc too much -- The purpose of an

interview is to get information, not give it.

13. Don't let your personal bias (prejudices,

Teaningsr'distort theCcts ybu gathered.
4

xample Don't let a person's physical

appearance in=fluence your evaluation of
1.

.his/her ability or character.

326



8. (continued).

.
r.

F

lest

4

Example: Wrong. 'T 'n5r t,:at you've got a woman

wich you now. Who is she'

and now song has she been living
4r.

with y u?

Right: 'Our or'ice must have a .record of

C=1 chances in living arrangements.

Have there been eny-thanges in the

-htmher of _people 1 ling with

since "ly last visit?"

tell- the ikterview,i,e when he/she tan-expect a decision,

Example:. "You shoal' get your license in about

two wee.s."

Ctil lmorrow afternoon and let'xou

.A!'
knew whether or notyou have been accepted

for the pr ,c ram.'

,

10. aluate;the

Did you get the nfarmation yo.0 wanted or needed?

Were you Object-rye and fair with the person being

interviewed?

4 138
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iiSUGG ONS FOR THE TEACHER

e.

Activ ty 3 - p. 139

Ma-erials

1. 1=0; v11' rhea :207,ies of the self-check

2.. o s'^o,1 -nswer sheets in a student

Purpose

The purpose of this activity is to teach
the student through reading and review the
standard skills of conducting a guided inter-
view. -s

Guidance

Self explanatory.

42.

Modifications or.Extensions

1. The tea4r may wish to make additions
or dele ns from-the self-check.

rit

O
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Objective' I Will , understanding of the "do's" and "don'ts" list.

Materials This activitS,

o 4

3:31

Instric'ions.

Activity 3

Put a (,, the things you should do while preparing for or conducting an interview

and put a (01.Desi-j.E., ,-ne things you should not do.

1. Sr -"w, thet y understand the interviewee's feelings.

ant 4-0-2rviewei ake over as soon as you think he is ready.

si, diect queStions one at a time'.

7hat,,JU are .interested in the interviewee-end that you are willing to help him/her.

to do )st_of the talking yourself.
-""

how to word your questions before the interview starts.

7. If hold the interview in'private.

F.: Begin the interview with questions that are easy to answer.

9. do'nq anything that seems. to distract the interviewee.

Eia'uate tL,. interview according to your personal bias (prejudices).'

139 332



Objective: To prpAre to conduct an interview using sample forms.

Materials: Georgia State Department of Family and Children Services initial Contact form.

(Copy iqcluded in this booklet).

Activity 4

Instructions:

\I. You are to "assume you,are the initial contact person for the Department.of

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.

00

HOW WILL I KNOW I'VE DONE IT CORRECTLY?

I will ,turn in the form for evaluation.

6 140
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.SUGGESTIONS FOR THE TEACHER

Activity 4- p. 140

,11 s

1 Cori 's of °t irre view form in this unit.

2. Copy or tne ,'e v ew preparation form,in
this unit.

Purpose

The purpose of this activity is to provide
practice in framing quest ions to get specific
information.

Guitiance.

Students shout be counseled against
writing questions efo-ce carefully considering

the i'ollowing aspe_ts:

clarity
brevity
courtesy

Complete this activity in `conjunction
with activity #5.

Modifications or Extensions

1% Have studehts orally rephrase each
questidn.in several different acceptable
forms.

335
e
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1

FORM FOR COMPLETING INITIAL CONTACT FORM

4

Give tne fv mear-i.g of the following abbreviations or terms.

1. Rel. to H.H.

2. M/S

3.- R1

4. 'Income/Source

5. ,ReferraZ and/cr other agencies providing services:

2. The way ,ou would phrase questions to get information about each section of the form.

1. 7.

2.' 8.

3.

4. / ,
.00:

5. 11.

6. 12.

141 338
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Objective: I will conduct a mock interview to complete initial contact form.

Materials: Information in this booklet, a tape r:pcorder or video tape machine.

Activity 5

Instructions:

1. Review the information on your form.

2. Your teacher will arrange for a partner to work with you.

secure a recording machine.
O

4. Conduct the interview in front of the class or tape the interview and give it

to your teacher..

r

HOW WILL I KNOW I'VE DONE IT CORRECTLY?

I will be evalua,ted by my teacher. I

. 142
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OV, SUGGESTIONS FOR THE TEACHER

, .
, ,

Activity 5- p. 142 ,
.

....)

. .Materials

_

1... Tape recorder
/

2. Video tape machine (if available).

.

.. ,

..
.

.

..

.
.

,

.

. .

Purpose

The purp9se of, this activity is to afford
the student practice in completing a guided
interview. .

.

.

.

, ---)

. .

v
_

)

Guidance
\

This is a time consuming activity which
will require at least several days to complete.
It'i-Ci\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.

AL .

.

,.

..i.,,
.

.

,
.

.

1.

Mpaif.4.2tionsor Extensions'

Invite a social worker or other pro-,
fessional -to visit the class and

review procedures.
.

.

,

..

...

. ,

,

.

.

.

,

)

34. a
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II= ill AIM III 1111111 c01111in-YalliVicallitNT11011 1111111 - ma err
) Basic Information Form

Initial' Contact

-ase Number

Date
Name of Staff Member

Last Name First Name Maiden Sex Rel.to Date of , M/S R Social Security . IncomdfSource.

Name HH Birth Number.,,

,:.

_

Hea,. of HH
.

Otners
.. .

.

r .

.

e -
.

.

.

. ..

.

,

.
,

.

. .

,.

.

o. r

..

.

s',

.

Re,tzral 'and/or Other 1gencies Providing Service
,

.

Address:
, , ,.

.
.

.

.

,_.Phone Mo. .

.- .

., Own or Ne,Ig.hbor e .

.

.*Problem:

1

3 4 ,3 143
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APPLYING FOR PUBLIC StRVICE JOB

Introduction
7

As has been stated from the beginning of this course of study, the urpose of APPS is to help you

public service job. Tfie areas that have been selected as being of the most help have been presented

in your reading and you have finiShed the many activities which reinforce accomplishing this goal. Now

it is time to see if your knowledge is practical and really can be used to enter the work world.
,

0-.

The best test if to see if you can be successful in getting a job and the best measure of your

APPS preparation is to be interviewed by a prospective employer. This unit is designed to coordinate

this information that you have learned and then to examine it froM the stand point of an employer.

No two interviews are the same, but most employers are looking forthe same general employee assets.

For example good health, a neat appearance, a mature-attitude and ability. But, you are fortunate you

haVe the opportunity to take with you much more when you are interviewed. The, activities following will

.
. review some of the APPS additiOnal knowledge so that you can stride rather than tip-toe into your community

ag encies armed with s kills-beyond those of generalities.-

WHERE AM I .GOING? '

I

- ,

By the time I complete thts unit I will-successfully identify and apply for a public
/

service work',

..,.../

Station using the information in this' booklet as .resource information.

345

144

34

IMO M. Ile ea OM 111. am as ea en am



V

I
HOW WILL I GET T RE?

1. Review all elf-checks

'omq-n2. Review( the gro g log.

3. Complete an application for the
station for which I am applying

4. Take part in an interview with
the personnel officer of my
prospective work station.

HOW WILL I KNOW

I will take a comprehensive'test from
the self-checks.

I will dress properly

I will submit it at my interview
for evaluation.

I will receive word as to whether I
have been accepted for a work station.

4 1.

348
145
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.1

Objective:. To revi'ew the students knowledge-of the readipg materials.
r..-t_

Matethls:- This booklet, unit test.

)

Activity 1

/

I

349

,

1. Your teacher will direct you to a review of allLof the check tests in this booklet.

2. You will ask for assistance or clarification of skills which you have forgotten or

of which you are not, sure. (example: Written and Oral Communications)

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.

HOW WILL I KNOW I'VE DONE IT CORRECTLY?

My teacher will grade my test.

- . .

4

146
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.SUGGESTIONS FOR THE TEACHER

. .

..
.ActiVity 1 - 146

.

....
Materials'

1. Al) of the unit te§ts and self checks
in this booklet. fir

. 10

2. A test taken from random items included
on the self-check.

t

.

.

.

Purpose

The purpose Qf this activity is to take
tii6 first step in preOring for APPS Completion.

.

.

.
.

tr
.

._ .

,

.

.

Guidance
.

.

. ,

Individual assistance should be offered
as requested. A composite of areas of study
most frequently troublesome should be presented
to the students.

I e

N

A

. ,

Modifications or Extensions .

.

one suggested.
.

e
....._

,4 t

Ng.

. ,
, .

.

.

351
. 352



.
J SUGGESTIM, FOR THE TEACHER

- 'Activity 2 - p. 147

Materials

Paper, pen °or pencil, grooming log and

video tape.

Purpose

he purpose of this activity is to
continue preparation for a rive interview.

Guidance
.

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.

a

Modifications or Extensions

. None suggested.

s

.

`......,

e '

, ./
0

2, ".



)

Objective: To properly dress for a job ihteAtiew.

. Materials: sNo"special materials needed.

35')

Activity .2 ,

1. You will check your "grooming log".

2. Yew will.list.those fOts where improvement still is needed.,

3. You will watch aavidedtape on interviewing.

4. You will select the most effective elements in the taped interview and list them.

HOW WILL I KNOW I'VE DONE IT CORRECTLY?

My teacher will evaluate the apOopriqteness of my dress for the intehiew.

147:'

A
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Objective: To prepare for a job intervie.

'Materials: Application form, dark blue-CA..' black pen.

ctivity 3

1. You will fill out°an application form neatly and accurately.

A. You Will exchange applications with a fOlow student and make suggestions to

eachlother.
. .

B. You will solicit the opinion of,:your teatiler as to the final quality of your
-

application end yo...r interviewing techniques.

2. you wiAl 'conduct mock'interviews.

A. You will play .t4113 role of.appircart:

to

B. You will play the role of employee.

#

't , t
HOW WILL .1 KNOW I'VE DONE Flos6Rutm? .

A

My teacher willevaluate:1* applicatiop form.
ti-

t. r

148
1



SUGGESTIONS FOR THE TEACHER,

Activity 3 `1). 148 :

ink.

Materials

Application form, pen with blue or black

10°

f.

Purpose

.

The purpose of this activity is to practice
filling our applications in'preparation for
an interview. 1.

O

Guidance

This activity is scheduled for.approx4
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, those who compleie'thts one

-rapidly,'

6

Modificatior Extensions

Ektra applications for advanced studen,f;,
Slower students.should be given addittonal

time.

9'1/4 -

o'
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SUGGESTIONS FOR THE TEACHER

Activity 4,- p. 149
..

.

. a

.

Materials

This activi'4, pzi or pencil:resource
persons (pre::erably two or three).-.

../. .
.

.

.

, ".
AO

, ..
.

. ,

. . .

Purpose

The purpose of this activity is to have -

the students experience a real interview
(in private).

, - A.
,

.

- .
t

.
4 Cr .-

, ,

. .
I

.

.
,, .

_

.

Guidance

The ted..r1-_r will introduce the interviewer

and wilLhav2 ..,-ranged space ahead of time for
privacy. 'The '-:.achc,r, will ,discuss the objec-,

tive wit* the resource person(s) and will
confer with't.he interviewer(s).atthe conclu-
sion.Of the 'nterview as to the outcome of
the students' interviews,.

-:.

!

I ,.

.
Modifications or Extensions,

Special consideration and interviewing
practices should be presented to handicappeo
.students. An emplyer who hires Handicapped, _

persons should belfncluded if there is a need.
Local Public Service employment agencies car,
direct yoUto these. e.g. County, State
or Federal. . .

.

lt: - , , ...

.

.1

.

:

a
dt

&Ow

I



'Objective: To be accepted at a Public Service Job Station.

Materials: No special materials nedded.

Activity 4

1. You will come to school dressed for an interview.

A. Ygu will self check your'job application:

1. Is i.s neat?

2. Iiiit complete':

3. Is it accurate?

4. Does it say what you want it to express?

B.. You will think over-what you have learned and be ready mentally

2. You Will be interviewed by a Public Service employer whom you do not know.

R.4

HOW WILL I NOW I'VE DONE IT CORRECTLY?

My interview will be evaluated.,
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