?b—. | i . “ ’ ’ \\)) .

OCUBMENT RESUXE

n?;1u§'218 : - 08 CE 013 669
TITLE~ Educational Services, A Major Ocdupational Group im
T ) the Public Service Cluster. s .
INSTITUTION Gwinnett County Schools, Ga. -
SPONS AGENCY Bureau of Occupational and Adult Ed\{cation (DHEW/OE),
., . . - Washington, D.C. ' ’ \ ~
PUB DATE " {771 ' e
GRANT OEG-0-71-4781 . X
~ NOTE ' 100p.; For related documents see CE 013\652-672 and
) . CE 013 805 ° ) \ .
EDES PRICE ¥F-$0.83 HC-$4.67 Plus Postage. -
DESCRIPTORS *Career Exploration; *Education; High Schog

Curriculum; Learning Activities; *Litrarian
Libraries; Manuals; *Nuseums; *Occupational ,
. Information; *Public Service Occupations; Senior High
“ ‘ *  +Schools; Teaching; Vocational Education
‘\a‘Q,IDENTIFIBRS . applied Progdraa of Public Service; Georgia °
) ABSTRACT . .
. .. , Part of a course designed to acquaint high school
’ i;udents with basic information concerning careers in public service,-
is student guide is one of nine (each with accompanying teacher's
manual) which constitute 3 course entitled ®"Orientation to Publig
Service." Focus in the«units covered by the guide is on educatiomnal
" Sservices, one of eight Rkdjor public service occupational groups
-4 - included in the course. The student is intrcduced to the educational
services job families (education, libraries, and museums), the
functions’ and dquties in each, worker gqualifications and career
ladders, employment qualifications, and job cpportunities. Suggested
activities include a field -trip and observation visits. Contents are
"divided into several units of readinq\and related activities, some
designed for completion independently;, somé by groups. (The
accompanying 'teacher's manual is CE 013 670. The tetal course is the
: first'of a series of three developed as a compreheasive approach to
vocational skill development in public_service for Georgia high
'schobls. Also available'is a guide for the whole four-quarter D
program, Applied Program of Public Servicg, CE 013 652.) (J7) Y

- \
v, : £

. .l ‘s ¢

[ -

-

-
Y]

ok Rk ok kK Kk kK ***************%*********t@y***************t**ét**********
« % - Doguments acquired by "ERIC include many informal unpublished *
'* materials not available from other sources. ERIC makes every effort *
* to obtain the best copy available. Nevertheless, items of marginal *
* reproducjbility are often encountered and this affects the quality =
* of the microfiche and hardcopy reproductidéns ERIC makes avai le *
* via the ERIC Document Reproduction Service (EDRS) . EDRS is not *
*' responsible for the quality of the original document. Reproductions *
* *
* *
N

supplied by pDﬁS are the best that can be made from the original.
At AL e L L L T I I T

~ * [}
v.

. ) - . . t T
. . o -
.




AU\

AL D P

— Introdugtion to Job Families . . .
- Functioﬁs and Duties
"_ Worker Qualifications and Career Ladders .

—Er%ployment Opportunities . . N

AN

.

S

-~
-

EdUCA‘TiONA[ Services- - - - -

A MAjon':OccupA‘TioNAl‘ GRNOUP.‘i_N-T.l-iE Public 'SEI.?)/i_CE._ClUSTER ‘.

. .
— . .. ~ . .

N

e

- ’ ’ ’ '
{ »
- ' \
| ) . . . US DEPARTMENT OF HEALTH
. | . . ~ EDUCATION & WELFARE
‘ . N NATIONAL INSTITUTE OF *
EDUCATION

M5 DOCUMENT MAS BEEN REPRO. %
DUCED EXACTLY A4S RECEIVED Engf/« :
THE PERSON OR ORGANIZATIONORIGIN. ’ *
) . ATINGIT POINTSOF VIEW OR OPINIONS *
. \ STATRD DO NOT NECESSARILY REPRE
. SENT OF £ I 1AL NATIONAL INSTITUTE OF * ’
EDUCATION POSITION OR POLICY *
. .

] b e A.Unit in the Public Services Cluster ( '

' { » L Applied Program of Public Service

‘ Gwinnett County Schools BY M
Franklin Lewis, Principal, Project Qirector .
- . Daniel Cowart, Project Coordinator

- ‘ ' Melinda Skiles, Proje:t Implementor

-

3 3




Ja - .

ACKNOWLEDGEMENTS

Y

l}\pe APPS staff owes a debt of gratitude to.the United States Office of Education and the California ‘Board of Educatlson >

(G;ant OEG-0-71-4781)-which developed some original public service materials. Some af the content materials developed for

teacher use in the above mentioned prolect have been adapted for direct student use.

In addition, the fol‘ro‘qmg peopie and organnzatlonmstgcﬂtly contrnbuted to the development of these materials.

Paul Scott
Bettye Hirst
Mary Harville

J. W. Benefield

Franklin Lewis

" * Charles Mantooth
Marion Scott

Melinda Skiles -

Charles Hili

~d,‘_‘/
Alice Hibbard

Patricia Brooks

,,MaW Atlison

Denise McDaniel
Anita Duncan

State Project Managers

Superintendent, Gwinnett
Coumy Schools

¢ Principal, North Gwinnett

High School

‘ Directors, Gwinnett County

Vocational Education
Project lmplementor
Formatwve and Product

Evaluation

Editing

Currlculum Writer

vOT
. H!gh School

Yy

udents North Gwmnett

i

Metropohitan Gooperative
EducationalfService Agency « For their contribution in
Ernest Benfley, Ex. Dir. prog@ﬁw conceptualization
Michael Chfistian and formative writing.
Frederick $ Kopp

- Lucrous Baldwin «~ TN~
Ansta-Cole : ’ o4
Kathy Farrdll ‘

* Lamar Frasgr . . T o
Gary Stewgrt
‘Robert Hagt
<Grace Hylgnd
Mary Janide Luzier '
Neit Nichgls ‘

® Gwendolyh Gantt )

Contributing Writers

Cdmpositon, layout and -

"Mary Hayjgood '
‘ ® design @

Joy Phillsps Graphics and Design




FOREWORD

3 - .
A4

. ‘Y ‘ .
This ““Orientation to Public Servnce“ series IS one of-a3et of mne student centered books’ desngned to acquaint hrgh school

students with basnc information concernrng caree}s in gublic service. Each book_ addresses itself to either a major occupational

¢

- group in publl‘c service or an important supplemental area of study necessary to the understandlng of publlc serwce In addition

to the student centered materials found in this book a teacher’s gulde outI|n|ng how this book can be used i |n a eourse settlng

»
'

has been developed for the potential user. ‘ . . z

- . .

The “"Orientation to Public Service” course is the firstin,a series of three courses deveLoped‘as a co,mprehenswe approach to
vocatlonal skill development in Public Service for Georgla High Schools. While materlals in th|s course are vaIuabIe to the student
wnthout benefit of the rema|n|ng two courses in the senes, a student would normally enroII |n “Preparlng for Public Servrce and

the “Publlc Service Commun|ty Skill Development Program subsequent to the Orlentatlon Course

As wnth all curriculum materlals and guldes the |nformat|on contalned here is a beginning ponnt In order for this course

to effectlvely meet the needs of each |nd|VIduaI student, the user must adapt to iocal and mdnvndual student needs As such, | make\

“"astrongrecommendatron that extensive use of the currlculum guides be used with the materlals Included in theSe gu»des isa

. wide range of suggestlons for helping these materials meet the IocaI classroom teacher’s needs.

-
v s

This material was prepared by the ”Applled Program of Publrc Servlce under a direct grant to Gwmnett County Schools

from the Georgia State Department Office for Adult and Vocational Educatlon (OAVE) OAVE is presently under the dnrectnon

~

of Dr. RusseH Clark, Assistant Superlntendent\for Adult and Vocational Educatlon Programs ' ©

In the development of these matefials special consideration should go to Mgs. Melinda Skiles. Her tireless” efforts in evaIuatmg

these materials for.theit useabllr by the classroom student, has been mvaluable

G

.

3 Daniel L. Cowart. L

Project Coordinator and Operations Ditector
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'EDUCATIONAL SERVICES,

Introduction to Job Families

s d

AY

L

. .

This packet of infor'matipnhas b‘een prepared to help you know more about the major occﬁpatiqnal group, Educational ~
Services. Generally, jobs are related to the devetopment of an mdwndual 5 abllmes and interests, whether in schools, libraries or
museums. Educatlonal Services have the responsibility in many ways to make sure that all peopte have the chance to have the
skills and information (knowledge) essential to mak|ng our démocr.atrc system of government work. Thefulmlnatlng actlvrty

serves as your summary exercise for all the sections in this packet
' ,

a
.

* WHERE AM | GOING?

By the time | finish this basic intraduction, | will be able to identify three job fam|I|es in Educa‘tlonaFServrees and |nd|cate

7

the kind of work done wrthm each family. | will be able to explain general, objectlves of educatnon’and how educatlon is organlzed

,’

in'the United States. | will be able to name some different types of libraries. = . - *
. -
"I

HOW WILL | GET THERE? . HOW WILL ! KNOW e

1, Read the materlal prowded on the fbllownng pages | will take the Self Check Activity.

1
L

2. -Prepare a’one-act script ‘ | will prepare a script, monologue or dialogue (like
' + Welcome Back Kotter) and performing or producing
the roles typically imagined as part of education.

*

-

“

3. Complete an introduction to Education. " . _l will complete the 3 introductory activities.

’ ’
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WeIcome taeducational services. YOu have selected a very rewarding area of human effort to investigate. It is rewarding (as

-

. are most jobs in pubhc service) because it provides the opportunlty to see people beneflt from what y%u do. Whether it is teaching

-~

«

a Irtﬂe ch|Id to t|e shoes or dtscussnng a term paper wnth 4 college student, the feellng is the same. Educational Servrces are occupat

ions wh|ch aﬂow you. to do someth|ng to help people do for themselves. _ ' <t ) . o

. -~ .
» - =
'

Pducational Ser\nces is one of the major occupational groups in the Public Service Cluster. There are estimates of 'as‘many

as four to five malllon people holding johs as professuonafs or as para-professionals. Many other mdrwduals work qr\teach part time.

Jhe three job famllles tha‘Oare included in this occupatlonal group are educatlon libraries, and museums ,
- . v v - -

. -

. Teachlng is the largest of the professrons with about three niillion fuII time men and women working as teachers n elementary

Y

schools,.middle or junior hlgh schools hngh schools technical schools coIIeges and unlversmes Belneve it or not, it doed not in-

clude those screntrsts physncrans accountants, and others who teach part -time. There are aIso many skllled workers and craftsmen

~

who nnstruct part -time in vocatjonal schools whq are not rgcluded in the four miilion f|gure

N f. N % - - . Fd
More and more people are turning to education because it |s a reward;ng experience. As more people enter the field, the anl|

<

ab|I|ty of pOSlthnS in tEachlng has decreased Competltlon for ]ObS has become increasingly intense in education and you should-

‘realize that you will need to have a good academlc record in order to be assured of a career in this freid

. ‘
»

- N . o . . ' @ . .
- .

The Job Families c ! . \

- ) ‘ N

~

-

As you have probably aIready figured out the EDUCATIONAL SERVICES GROUP t;les to g|ve everybody a chance to reach

N

his or her. full potentlal—help them be F better citizen with the knowledge and skill Aecessar? to keep éway of I|fe go|ng Each of‘

!
the famill,es helps the perso. acquire new. skuIIs or knowledge and conttnue h1s or her growth and deve
+ / L) / =
However if you think the jobs in educational services are 'only teaching positions you are Wrong \A A person workmg Nedu

\

catlo,n mlght work in a school as a teacher or he or she might be a librarian, superlntendentra prlncrpaL a museum ‘curator, an alde\

10 a researcher or one of mény different posntlons -These jobs and how you get one will be dlscussed in fhls MOG,

A 4 - N . .
- N .
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Education-. The teaching area of education is the largest and is diyided into public ahd private edycation. Since we are

.
drscussrng pubhc service positions, the private |nst|tut|on will not be discussed. Every state but one in the U. S: has a compulsory
schooI attendance law which means everybody rpust go to school until a certain age. Therefore, ever\bstate ceunty and townh is
i i
|nvoIved m the teaching family of Educational Services. . i : .
N : T . ~y \

LPublic educat|on |s dlvnded into four levels or groupsa pre- elementary “elementary, secondary and higher education. Most

of you read|ng this ha Iready been a part of atTE‘dSL two'of these groups and maybe even three. ' : o
* ‘ v - : ’ ’ ® ‘ I. ' ’ ~
You probany remember or know some‘body who was a part éf pre-elementary education. Did you go to kindergarten7 ~

-

How about nursery school7 Your nursery.school tried to hélp you dZVeIop social, moral, emotional, and psychoIoglcaI maturrty

The knndergarten wanted you to bj: teady for thé first grade and continue with the progress made in nursgry school. -

Elementary_school was next. Here you were in the first to fifth grade. (In,some areas elementary school goes up to the

eighth \gra'de:) It\v'vas here you learned the basics negeded to go on to junior high or to high school.

» . " .

.

Junior high and high school are other names for secondary‘schools You m|ght be gett|ng teady. to go into a trade, or you

g
v

m|ght be Aaking courses so you can go to college. in each case the secondary schools are t!‘yrng to meet your needs

-y - * Y.a ., : . .
Teachrng does .ot end after hlgh schoo‘%\ V,gcatlonal schooIs junior colleges, adult and continuing educatuﬂn commuﬁrty
colleges, ‘nwersltaeszzand colleges are all members 'of the highet sducatlon group.. You mrght be i in one of these at some time. .
. . . s ) . . . .
-

Federal state and local jnvolvement in the publlc education system is usuaIIy described accord|ng to the role eacH’ plays.
At the federal level there is an agency known as the Office of Education that has the responsibility to gather and analyze statistics
and facts about many knnds nf educatlonal activities. The Offnce 'of Education also d|str|butes and administers monies for edu-

cational grants, glves advice on organ|z|ng and admnnusterung schools and school programs, an |mprovnng ways of teachang Trée

are jobs both 1n Washington,Q. C. and around ‘the country related to the federal |nvoIvement in educatlon For example. The

~

"Federal Office of Education fdr.the eight Southeastern States is located in Atlanta. ) . s .

o
v

.The United States Constntutton leaves the main responslblhty of education to the States. There is usually a State Board of

Educatron (éeorgla SIS c0mposed of ten peopIe appointed by the governor.} wh ich makes the poIrcles for the stat'e The superintendent

*
13 »r ' "
- N . . . . Vid .
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N . A )_ . .




. L
- of thie state’s schools is the top paid Ieader for the sch?ols in a state. He is the head of the state departmer\& education or in-

struction, which includes staff to serve and provide leadership and asslstance

S ’ )
PR - :

Local agencies are often the county fosm of local government. A local board of education supports and controls education.
Policigs and directions for operation of the local school system are made, budgets or funds for operation are agreed on, and tax ¥
AN

rates are set to support the schools. The local school district {system) board supervises the superintendent and others on the staff.

. . —
Jobs at this level include superintendent, assistant superintendents, supervisors, principals, teachers, counselors, librarians, psy

L%

chologists, aides, custodians, bus driverscoaches, secretaries and so forth. The local district has the direct responsibility to implement *

, "

the educational' programs. Local property taxes pay more than half the cost of operating schools.
. . Ny N ¢

Libraries. The main purpose of libraries aé to have collections of maferiat available to the public in a way that makes their
selection as enjoyable as posmble The staff mvolved in these jobs assist people in Understanding where certain bo&ks are located and
help them find agd utilize the materials. Library personnel are responsible for selecting materials that sﬂl be of interest to the
people in their community. These items will be different depending on where you live. Once a boblsor piece of mater‘|al IS selctedv

it must be processed, tlassified, catalogued, displayed, and made available to the people.. These duties are all performed by individ .

'~

uals in the library and museum family. - N
"0

N -

There are many different kinds of libraries. You are familiar wiﬂﬂe public library and your school library. There are also
county libraries, college and university libraries\;hatare more for people involved in research, and special libraries th‘a_g_g,ften provide

supplementary material} on specialized areas. ’ PO . .

. ‘. > -

1. Public'Libraries, offer fiction, non-fiction and reference books. They are dpen to residents of a

community, and are supported by public funds. They also offer suth a\dditional resqurée‘materéals

. I
\as newspapers, magazines, records, art prints, and films. -t

a. Couj{ Libraries are usually referred to as branch libraries g? the commumty . A @
~ %
b. State Libraries wylch are maintained by state funds and eontam specialized sefbctions of
N »” materials made by staff members. - - - .
- ”y 1 .

_ . T, e . s ' ¢
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. 2. School Lubranes wh|ch provide instructional, geheral, and cuIturaI reading material for the schools.

These are established and financed by the school district and are available primarily for the use of

’

, ' students and faculty. . \ y , *

3. College Libraries keepllnstructional and research materlaI and books for faculty and sfudents

4, Speclal Libraries provide materia! for special organizations, such as trade groups or professnona| groups. .

- 5. Labrary of Congress is a Federal library located in Washrngton D. C It contains a copy of near|y all

legitimately published books, new&papers, magazines, etc. It houses a large mrcro_fllm resource for

research and other specialized use.-

L

L4 -

Museums The third job family is I\7|useums It is the smallest of the Educatlonal Service job families and offers the fewest

‘ ~

- ":]ObS for the beginner. Museum work 1s quite sumolar to Iubrarles The major dlfferenck is the materials each uses. ubrarles know .

G

\ .
about books and printed materials. Myseums are concerned wnth such things as works of art, furnlture stamps, guns, cars or ;

anything else of concern and interest to a specna| group.” - .

-« B
‘ - - - ' R . (.r i ,
Most libraries and museums are open to the pubhc to provnde the sqrvnce of cultural enrlchment and entertar%ent Pu ic

W
mus)ms attempt to have collections that will interest a.majority of the people, however specnahzed museums wn|| collect or}e

- . .
partrcular artist, the furniture of one century or any othef specnal collectlon o . i :

‘\\ 1 . . , . . .
| . ) . V)
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Act}vity h‘ ) ¢ Do riot write on this form.
i PR - ¢
Objective:_ | will cheymy understanding of the reading.
Materials:  This self check. A ) . e
¢
Aot
ACTIVITY ‘ M
w . ]
- This set of questions will assist you in understanding the terms used in.this section. Co
. ) . N . ”“ 5.
Self Cheak '

museums

elementary and secondary >
'carpenter a‘nd eIect.ricians
librarians

’pre-elementary schools -
community library
special library
special museum
teaching

librariés qnd museums
employment counseling

— :
S e U e

How will | know I've done it correctly? . .

_lMatch the terms in Column A with the appropriate definitions or examples in Column. Use all answers one time each.

[

. 1 will check mjér;gwers with the answer sheet.

- .

H

R ' N -

Collection of rare autos .
This job family contains the Iargest of all professuons .
Contams‘lam . ) .
Not included in this major dccupational ‘group
These people can find you a microfilm .,
Two subdivisions of the job family of teaching
‘These persons work at their specialitiesbdt might teach
) .part time -
. h. Contains books arfd*magazines of general interest

i'.A: This job fémily offers the fewest entry level positions

j.  Sources of information for personal development

. - education-and entertainment )

K" :More involved with social development than with

- academic specialization and knowledge

»

@ »o a0 go
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Aruitoxt provided by Eic:

-
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-

b

.,

' Ob'jective: ‘| will identify highlights of interpersonal activity in education. .
\ J -
Materials: Imagination, effort, pen and“paper. ’
- ) . )
- V4 : - -
ACTIVITY . < p ]
* - 3 ﬁi . ‘e .
« " b l’) *

’ + Prepare a script or write_a one- actplay that, like, “Welcome Back Kotter ,,wull \Iustrate at~least one more- -truth-

than-ﬁctnon episode in the hfe of any educational 3ervices job.

It does not have to be homorou's but should be at least

five minutes of prepared staging whep complete (amaxtmum of fnte"n mmutes) You might thmk ab0ut some things

which.have happened in your own classes T

—

-

-
.

L - > -
" - .. N
. i x ., " -
e ) >
A . i
] .
How will 1 know 1’ve done it correctly? . ;I wnII show my teacher my, scnpt l might perform my play for the cla.
> - A -
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Do not write on this fojm, 5

Ac:tivity 3 . . r ?
~ i - » .
. s T B . -t t ) . . '
Objective: | will become familiar with education related attitudes®ad ideas by reading and listening to certain selections.
. ‘ ' . . ( . . i . s ) - “
Materials:  The listed resources. A ~ .
: . - \
) . S
‘ AC n%/ TY ) <
N L - s T l '» ’
. : ' ’ . _/ <L
Here is a |lSt of three prehm"‘nary or expla‘natory suggestnons to'introduce you to the MOﬁ'EducatlonaI Services. » .
You do not have to complete them in the order they are listed, but you.are expected to do them all. . \ ‘
N hd ° / ’ \
. L Se!ect read and prepare a short review of a book in the f:eld of Educatlonal Servuces There are a number avmrable
"the APP ¥ - : . ’
in'the APPS @ffice: | o, “\} _ ' .
The Water is Wide by Conroy - ' 1 .
. .- The E'mpJ Sppon by Decker | r ‘- . :
Up the Down Staircase by Kaufman . . o

The Classrooms of Miss Ellen Frankfort Confession of a Prlvat)e School = .
Teacher by Frankfort . . '
To Sir With Love by Braithwaite” Cea

[ L

-

" However, If none are available, in the office, check with the Librarian about other possible choices.

¢t

2. Listen to the c'assette tape of “Close Up of a Jeacher” for the attltudes and qualmes that make that person a good
teacher. Make a list of thesg and compare the-qualities,far the teacher on the cassette with your four highest scores’
on the Values Appraisal Scale which you completed in “Decision Making"’.

. 7
. ! : :
3. Develop a I@t of local colleges or umversmes which grant degrees in education, Using @ copy of A Comparatlve
. " Guide to American Colleges look up the requurements for entrance to at least two of the coligges. Make a chart or ,

tabIe to compare the entrance requirements with the courses you have completed at North Gwinnett. In the last

. column list those suhjects you must take to get in that college. . (See sample} .

3 [

' . . 14 -
v e

“°

A small chart or table would be helpful,
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How will | know |vé done it correctly? . . . | will turn in my book review, list of qualities and colleges - N
investigation to my teacher. .
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. 5.. V'iew'filmstrips on Careers in this MOG,

EDUCATIONAL SERVICES

. .5 ,f A’;’ : . 4
: z’;’??‘ Gy, Functions and Dgtles

' * .
- ' RN . -

Workers in jobs that are part of Educational Services are active in a vanety of assignments, that vary according to the job

family and the level of educat:on Teaching includes workers at the pre- elementary school level, eIementary school level and .
secondary school level. Para- professmnals in all three job famnhes function Iargely in clencal instructional assistance, and house- ,
. 0 . ‘ﬁ‘ '
keeping duties. ) ] ..
. ~ . . .. : .
o ) ! //
WHERE AM | GOING?  ~ -

| will be able to identify the types of work {functions) performed by workers in each job family in the Educational Services
MOG. Job actiities of both professionals#nd para-professionals will be included in the information and activities. | should be

able to compare the.different duties of workers.in educational services.

. ’ S .
3 ¢ . . ' ~
HOW WILL | GET. THERE? N . ‘ ’ HOW WILL.I KNOW . . |
"1, Read the section in this packet on functions and dutigs. 1 will cc’)mplete the set of self-check questions.
2. QObservea wor-ke;' - 7 * will plan and complete a Shadow Study

- s

3. Write letters fequesting jnformation. I will use the |nformat|on to comﬁlete thls MOG.

v . -

4. Read Vogational Biographies . | will answer & set of ques}uors on the Blographles.

. | will answer a set of questions on the filmstrips.
#
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‘FUNCTIONS AND DUTIES

« & -

\\a‘ & - 'S \
Thedocal hamburger stand has the manager and the counter help. The corner gas station has the owner and the general

heI’p. . The downtown department store has the manager and the clerks. ‘The areas in education are the samg as uther businesses
when it comes to jobs and job responsLbillty. éombody IS responsible for thé Bverall success of the business 1 the case of the
schools, it is the superintendent, in the library, it is‘the head librarian, in the museum,it 1s the director ur curator of the museum
Working for these people are different individuals with different interests and different qudnfscatlc;nsu Their jobs and jub re v

+  quirements will be discussed here, .

. , .
Workers in Education. General froles forpre- eIementar/(such as kmdergarten) elementdary und secondary schools may be

N -

helpful as you examine the functions and duties of workers. Pre-elementary schools help teach children to be aWdy from home &

. They try to create an interest In school in hopes of helping children desire to learn. This s done usually through drt stories,
. -

music, and play. In these groups, as well as in the elementary school, the teacher usually stays with the same group of childran

N . A .
all day. These teachers or workers must be aware of ali the children’s needs including academic, play, social, and medical. A good

oxerall academic background and experience in working with young children are helpful.

. ¢ ’ . . ¥ .
Elementary schools are usually the child’s frrst Jook at academic subjects such as reading, writing, arithmetic, and speliing.

One teacher often teaches the same group of chiidren all day and must be able to teach all subjects. In some schools specialized
' -
teachers i physical ‘education, art, and music will help part of the time. . .
. . — . ,c\ i . L \
L .

- ° In most secondary schools many subjects are offered. The student moves from one room to another and the teacher is ¢

usually well informed in his particular subject aréa. Each teacher teaches several different classes, makes teaching plans and does

other related tasks. - ) . . ; . . . . A
Sup . ‘ ' -

#

You can see that different requirements are needed gp,teach at the different levels. Inthe early grades most teachers deal

with the same group of children all day and must meet the needs of these students 1n all areas including academic teaching, play

2 \ ' A °
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times, and sogial experiences. In the higher grades the teacher can usually 'be a specialist in one particular area. Your history

teacher_probably teaches @nly history and your ma‘tkﬁ:‘cher probably teachés only math and science. At the college level teach-

ing is more specialized and advanced degrees, such as amaster’s degree or Ph.D. are required. . .

-~
'
id - '

As you have gone through schodl you may have worked with a teacher’s aide us_instructional aide. These people are

ﬁ)r "para-professionals’”. They help the teacher in non-

teaching duties. They are very t"r%‘portant because they free the teacher to _concentfa;e more on the job of téaching: Thes® aides
. . : N A .' . . . )

might help the teacher in preparing and cleaning up the room, obtaining suppliés, setting up labs, passing-out supplies, and

also a part of Educational Services. They are called pre-professionals

arrar;ging seating. These duties are called "housek\qeping duties”. They might help in “clerical duties’ such as taking atterMance,

Keeping roll books and health records, assisting in the school office, filing and sorting, or a var')ety of other clerical duties. They
s . . ¢ .
often help in “instructional assistance’’ which usually takes place after the teacher has introduced a lesson. The aide might N

perform individual tutoring, help pIan and supervise study halls, take charge of one sectior of the class tg) allow the teacher to

work with a small group, provide assustance in art, music and physncal education, work with students who have been absent,
“w

counsel students, talk with parents, and many more jobs. As you can see, a job/as an instructional aide an be a very rewarding "

- . . 4
and fulfilling career. : ; /
- ) i - L

Workers in Libraries and Musqums ‘Although a college degree is usually requured for positions in museums and Ilbrarues

]

many pre professional positions are becoming available. These pre-professional jubs requure less training than do the professional ’ ' &

jot\Thesaposxtton do not come with the responsibility of professional posnﬁons, butihey do offer people interested in

. . 4
library and museum work, the chance to work in the field.

.

. The dgtieyhe professional will vary with the size and type of library or museum you work in. Duties usually include

. P
providing info/mation to those using the facilities. You fight assist readers in locating materials.” Y ou could work in classifying
and cataloging materials, publicizing services, researching the interests of the people served,and providing research and reference

services to various groups. In addition,you might be called upon to prepare bibliographies or review and abstract materials.

’

Remember, there are some jobs available in_ the museum and library area that do not require college degrees, however, in

order to advance in this field it will be necessary ,tb obtain- these degrees. This is a very interesting area in which to work and

offers the employee an opportunity to learn about a number of different subjegts. '

-




Para-professionals {usually referred to as aides or para-profgssionals in the schools) do their jobs under the direction and

supervision of professmn/a]s. As a para-profgssional you may be rdsponsible for checking out materials, shelving those returned,
maintaining files of articles, arranging displdys and some cataloging of materials. You may also have responsibility for audio-
. *

visual equipment, instructional aids, such as readiAg devices, and training for some clerical and pre-professionial staff.

-

The duties and functions that workers will have will be set by the management and staff of each school, library or museum.

Sometimes you will be assigned work with one other person. At other times you may work with a iumber of different §taff.

-

Regardiess, the work hours are usually in the day n a fairly pleasant environment. .
v N
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Activity 1- ' ‘ T ) _ bg not write on .this form.,

N N

' T Objective: | will check my understanding of the reading by taking the self check. -+ . . oo -
. , A t ~ N
Materials:  This self check. s '
" Part | — Short Answer Questions - ’ S -
1. Readiness.for academic studies is provided in the level of education where emphasis is on creating interest
in learning. * . T : ' H
' . . - - - . ‘ . . A
3 L2, A rmaster's degree or Ph.D. is usually required for those who teach at the level of education. . (
) « 3. Teachers who specialize in ane subject ,al’ea are usually fqund at the . level of education. ’

. . e- . . = N . .- N . . . * .
: 4, Professionals in.edycation, libraries, and museums can devote more of their time to their area df specialization because
. _ somé-of their support tasks are performed by people with less training; these helpers are known as’

- ’ Y ,\ «
5. A person who would like to work in one of the job families in Educational Services but who does not wish to go to college
« ~ can enter at the level and perform valuable support services. - . \‘

A hard working high school graduate can become head librarian without going to college. True or False?”

6
7. A teacher’s aide can become a p}ofe.ssidnal teacher without going to college. True or False?
: ) : q.
8. Teachers at this level work with the saime group of students all day. » T
9

. e
o ___ and »__are two examples of “housekeeping duties” which might be performed by a teachers
. . aide. \ N S T '
\ . ‘ ‘& ?;-.(; B e : . » .
10. "’Clerical duties’ in a library might include : and P

+ ! ’ {\,\ . M . ’
11. With assistance from the teacher, a teacher’s ajde might*do which of the following:

- -

. o a. supervise a study hall or lunchroom * _ ) . )
. ' b. take charge of one section of the class while th&teacher works with a smaller group, .
- c. work with students who have been absent ; -
) ) d. help supervise a fiefd trip . )
’ - e. all of the above ) .
j , f. none of the above ' . .
| ' g. allbutd '

\‘1 . L) ‘ 1 5 I ’ ’ - Al
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12. Who would be mojt likely @perform the follovjng. tasks?
’ (1) professiofal (2) aide

.
. s
\ . >

(enter 1 or 2) _ - \ ' .

- a. select paintings for a museum __ ' i ) . - ,

- [l
L]

b. help a person checkout a book on loan from a library _. : _ ) ©on _ I

c. teach reading . ’ . ; .

d. clean erasers . : .-

———————

e. not have.a college degree , . : 5

L]
4

f. file library cards -,

-~ . = « . . 1 .
g. put away art supplies . CL N /

Part Il — Summary Questions " L \ /
. 1. Name at least three types of duties\perf&rmed by entryilével workers in Educational Services jobs. Give two of more’
examples of each type duty. . : / _ ‘ S b

’
-

2. Name the three jop families generally identified-in Educational Services. Describe the major activity or work of each

family. . .
. e
s . P .
' \ -
\ ' ' -
KSR - - .o
" Howgwill | knq{j've done it correctly? . .
\ ) )
¥ ‘e \ X -
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K “Obijective:

Materials:

4

This MOG.

4

~

I will identify functions and duties of workers.’

<

-+ Do not write on this form.

*ACTIVITY

Shadowing meaps that you will select a person to follow, and watch as if you were thaf persons shadow, while he or

Obg¥rve the person to see if you can identify't

help you organize your observations, «

1.

N

2

3.
[

4.

5

6

Name and describe woPk activities that seem important to the job.
What skills appear necessary in the joby observed? Can they be developed?

List problems that happen in the job situation you are observing.

| <
: / she goes about @ normal day’s Work. Spend a period, a half day or a day - after you arrange with your instructor for
hecessary permission — following 4t least one person in teaching, hbranes or museums. Do not interfere with the person’s

| / 1 operatlon of their work schedules be as mconsplcnous as possible. _
‘ /;Junctlons and duties of t

A )
heir job.* The followifig suggestions may

A}
t

«

< #. -

How were most problems solved? ‘Were they new problem solutions? f\

Describe a typical day for one person.

Prepare a summary of your observations. One sample is sthn below.

\-—«i P'roblems\

>

Job Family Observed

\‘1
.

How will | know I’ve done it correctly? . .

’

SJ(iIIs

-

Work Activities

‘ :

.

’

N

L 3 .

Sample Summary Chart

“‘ v

I will turn in my completed shadowing form to my teacher for review,

17
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4.” Following the form in your workbaok, write a letter to each agency requesting information on this

A } itv3* . b
Ac ivity -< . ) . . . g
\ ' sk
- s ] ¢ * .
Objective: | will add to my resources in this MOG by writing letters requesting information. *
- . - . - ’ . K. ., - . -
Materials:  Paper, pen, envelope, Vocational Biographies, list of local agencies, and letter writing form (obtain from your teacher).
f e - ’ ' J i
' <
- .o ACTIVITY +
Inorder to complete this aetw:ty you will need to do the followvhg things: -

1. Gotothe resource table and locate the list of IGcal agencies

From that list select an.agency to write for mfbrmat_lon about this MOG.

3. From the back of the 2 Vocational Biugraphies you read, select 2 agencies to write for information on this
MOG. & '

MOG. . ]

5. When you receive the information from the agencies, place it in a folder and keep it with your MOG packet.

You will be using this information to answer questions and to prepare displays.

.
-

-

"~ . .
J] . How Will | Know I’ve Done it correctly? .

{

-

¢

b4

. | wilt complete a letter and have my “teacher check it for accuracy, |

- " will file the information which I recelvﬁ and use it it other activities. ‘
1 ) . - .
i‘. » . “* IS
L [y . .
4 ‘7 . o ° N
. - . % el
. ™ . : i ' - d
4 [N » N
\ v . -
S : v ! . \ . VR4
:\ . E 3 ’
\
. . o - .
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. ‘ - ) Do not write on this form.
Activity 4 '

Objective: 1 will become familiar with some basic things about Educational Services through reading about the lives of some
actual workers. - : .

s

-

# Materials: Vocational Biographies on Resource Tablex

,ACTIVITY

This activity will help you to better understand some of the things you will read in the packets,

Go to the resource table and select the Vocational Biographies for this MOG.

Read at least 2 of the biographies.

Answer the questions on the form provided. Answer a separate set of questions for each biography read. You
should have at-least two sets of questions.

NOTE: The Vocational Biographies are kept in folders on the resource table. Each folder contains all the
biographies for a particular MOG.

Biograpily Questions

Job Title

What kind, of education is required for this job? '
high school technical school 2 years College

= 4 years college : advanced degree other (write in) ‘

Is this a job which often requires after hours or overtime work? ___yes ___no __ can‘t tell from biography

Persons with this job title work alone, wotk outdoors, work in groups, work
- indoors, travel, direct the activity of other workers, ___° use tools

Would you like to have thisjob? ___ yes ___no

{Write 6 sentences for each)

Why

Why not

How Do | Know I've Done it Correctly? . . . | will have my teacher check my answers.”

»
’

19
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Activity 5 ]

)

Objective: | will view an introductory program in order to gain an orientation to the MOG.

*

Do not write on this ft)rm.'

Materials:  Film on Careers in this MOG, Audio vance viewer. - T -
, T N—— y; .
-~ - ’ ) ‘
ACTIVITY . . «

’

This activity is designed to help you learn. some basic things about careers in this MOG.

| . Go the the resource table and select film/cassette set or sets which goes with this MOG.
!
2. After you have prepared the Auto-Vance for Viewing, read the Introduction to the Film/Cassette program
which will be found in the inside pocket of each package.
‘3. View the Film/Cassette program. .
- ~ »”
4.  Answer the questions for each Film/Cassette program. These questions are included in your workbook.
5. You may vie\g the program as many times as you wishin order tojanswer the questions '
5 . ] .
A\ ] 4 : t\‘i
- . . t FA
{ ’ ’ . . .
How will | know |'ve done it correctly? . . . Take your completed answers tq your teacher for review.
. . * -~
_ *
. | 4
20 - A
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" EDUCATIONAL SERVICES e

[y

Worker Qualifications and Career Ladders _

§ -
s

|
|
|
|
|
|
\
|
|
1
i ( \
Career ladders, lattices,and hierarchies are all terms to let you know what j)?bs are at beginning levels and the steps that are_ * |
-— . . 3
usually necessary tQ gain a higher level of responsibility and pay. They show the various steps to the top. Worker qualifications ,‘
: |
\

A
-

simplyyefer to what you must do to be eligible for employment on a certain job. A major part of selecting a job is knowing
the likelihqod of advancement or the chances for prz:otion. These are often rela/}e/d to qualifications such as age, educatiorf and

. * - previous experience.

4

. ¢ . .
- ’ i . -

WHERE AM | GOING? S ' - ..
’ ' pd

‘. . Itis duj(e helpful to be able to evaluate your own qualffications for entering a field of work and to recognize the opportunities )
i for advancement, You should, also, be able to identify pre-professional :antl;y Ievél jobs in the education, library and museum
job. families to be sire you qualify. ( . ) .
st ) ' 5 ’ - o o "
b ) : . . .
’ ,, . ~ : N ¢
L . °
HOWWILL | GET THERE? . . HOWWILL | KNOW . . . BY 4
. : -~ » A L &
1. Read selections identified in outside resources . | will complete theself check.
* and study the material'in this section. MR . - 7 : ,
2. Discuss pqéble interests with other teachers, I~wi|\|\compJet'e the study activities that include practice,
library persons, and adults who work in the . . on key concepts or ideas. 7
.o _ three jobyfamilies you are investigating. o ‘ ¢ . -
3. Research information in this MOG. T will prepare or use [ob cards. =~ * )

/< . s N ’ . Q? . . ?” ‘.«’g;
.‘1‘46-. | Y ' o ,,4
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WORKER QUALIFICATIONS AND'CAREER LADDERS

"If you have ever been job bunting you may have been told you can’t have the job because you are too young. There’sa
good chance, you've been (told you have to have a high school d|ploma In either case there are quallflcatlons the employer has ’ !

put on the job and in most cases he or she won't bend a bit. Because of the high number of applications for many posnttons in the

governmen} officials have tried o develop a fair way: to pick who will get the job. In many cases the way_this-is done is through

an entrance exam. One other way is the amount of formal educatlon a person has (dlplomas degrees, and certificates).

For example, in order to be a teacher you must have a college degree. You may have been a babysitter for ten years, eight
hours a day, but this is not sufficient. You might know how to handle children, but nat be familiar with teaching techniques or

the preparation of educational materials.

\
¢

Many people argue that certain requirements are not fair and this argument might be true, however, this is not the point.

You must keep in mind that there are requirements and if you are interested in filling one of the jobs you will have to meet the

~

requirements. -

»

Qualifications. Each of the three families in EDUCATIONAL SERVICES has a worker that we will call the “’professional”’
|n the field. There is the teacher who |s required to have a college degree and who often has a masters degree and, in some cases

a Ph.D. in library work, the professional librarian must have a master’s degree from a college or unnVersnty library school. I\A . |

museum work, the curator usually ha at least a master’s degree and, in many cases a Ph.D.

~

There are many peaple who work above and below theteacher. The easiest way to see what positions are available and the

requirements needed to be in one of these jobs is to study figure 1. 3 .

.
. B . ot
.
. .
7 ©
. . 49
.

' 22
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-

Educational Services: Worker Quaﬁfica'tia;és’ " ‘
., ‘ —1
EDUCATION T . .
Minimum Preferred ¢
Superintendent Masters degree Ph.D. - P
Principal Masters degree more g;aduate sc@o/lef Ph.D. s
Teacher College degree Masters degree
Teacher's aide H.S. Diploma some college
. . "
LIBRARIES o
Minimum Preferred Y )
Librarian Masters degree more graduate school or Ph.D.
Library Associate College degree Masters degree
Library Technical
Assistant g + some college Collegé degree
Library Clerk, book- v
mobile driver, cir: - . : 4 .
culation desk worker H.S. Diploma Ne’ college ‘ . "
Library traineeor o ' ’ '
aide . H.S. Diploma some college . ‘ -
. Y = he -
i - .
MUSEI\.TMS - -
C Minimum Preferred

Curator Masters legree . Ph.D.
Museum Associate Coile&e degree Masters degree
M/wseum ;‘t\sswtant some college ‘ College degree ’ . i
Museum Aide AC\ H.S. Diploma some college . Ve

/ Figure 1 5 1




It is possible to enter any of the three Educatlonal Services families with a high school diploma and advance sgme. There ¥ ["
comes a point, however when you can not advance any further without meetlf?g certain requirements. If you are lnterested \“"

-

in any of these families know the requirements and work to meet them.
. . \‘ .
Career Ladders. ‘Tt is very important for you to begin deciding where you want to be ten years from now. You should” - . s
3et goals'and make plans to reach these goals. Just as there are many roads you can take to get from one city to ano‘ther, there
are many directions yofcan take in planning a career. You might go straight from high school to college and stay in cotlege
until you, i‘_lave a Doctorate and then begin teaching. On the other hand, you might‘leavt_a high school, become an aide, go to
school at night, receive your degree, begin teaching and work on a Masters degree 'in the summer and continue your education
while you're teaching. There is nothing wrong with either plan. Just don‘t gefyouself in a position where you cannot move
up just because you don’t have the formal education. . . -

. - s o
The following pages are charts or figures that show you what formal bducation you must have to reach a cgrtain position

. N i . . &
in relation to the career ladders or staff hierarchies. Look these over and see where you want to go. Good Luck.

' e
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- . Education Requirement

SR

Masters/D octorate degree

<

-

Staff Hierarchy in Education . ' '

., —)
Position
Superintendent

Associate Supkrinténdent ‘

Assistant Superintendent | |
or Area Superintendent °

?

« - /
v

.

¢

;o

Directors, coordinatc%,/principals,
and other support professionals
and administrators

College degree (minimum)

.

R 2 ) H. S. Diploma

e

& )
. >
{
Teachers

Py
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Educational Requirements

» Master’s degree

Staff Hierarchy in Libraries -

Position

Librarian

College

. . ;

. Library Associate

. »

Some college or technical training

4

_| Library Technical Assistant

~

-
~
—

H.S. Diploma : \ -
. ;h
o .

. EY -

Library éle}k (Book loan, Book-
: . mobile, Branch, Circulation, etc.)

. T -
Library Trainee or Aidej. '

s

Figure 3

Staff Hierarchy in Museums

A . o
Educational Requirements Position :
Master's degree - % Curator
College * L0 ' Museum Associate ,

¥
o

Some collede {minimun)

Museum Assistant

-

H.S. 'Diplorpa

I'd

Yy

Museum Aide

T




Activity 1

Objective:

Materials:

E) B} .
T

[3

P

| will check my understanding of the educational reqhireme(tts oy'tlined in the réading.

The self check form.,

«

~

Do not write on this form.
. j

Iz '

. \ ' ACTIVITY

v

——h - o )
COXND A WN =

Part | Instructions:

Qualifications:

» librarian

How will | know-I've done it correctly? .

. P -
From the list of qualifications below, select the a

listed and place in the apptopriate blanks.

a. high school diploma
. b.  some college

c. college degree minimum®
d. masters degree minimum
e. frequently aPh.D.

Position

Museum curator h
bookmobile driver

school libraridn _ N
associate supermtendent . N

curator T
museum aide ST

principal .

library technital assistant -

superintendent

, S
.

v
-

27

.. Lwill check rr{y answers with the answer sheet. - .
o v

ppropriate letter code for each of the positions L
-

- - RN

Qualifications

a N

Y

59




Part Il Instructions: -Match the answer in column B with the items in column A. Answers from B may be used more

than once.
) -
In order to do this \' - you o .
1. Drive a bookmobile a. need only a high,school diploma.
2. If a teacher goes orvto become a principal b. ' should have some college or technical
3. To be a curator of a good museum, one will find
school.
that_ B t—h- . II d
4, In the casé of school superintendents — A must have'a college degree
5.- In checking out books for people who come to d. must get a masters degree in addition to a
_ the library, you — . college degree. ‘
6.- Tobea librarian you — X . , €. amasters degree isenough, but a Ph.D. will
g Museum assistants — help '
‘ Teachers — ‘ - : —
e
Part 11 Instructions: For each item select one of the following answers: ,
* ~
% Y — Yes, this promotion is possible without getting more education.
N — No, this advancement is not possible without going beyond the minimum education
required for the old position.
. To advance from~ L Y or N .
!“/1" Bookmobile driver to- .checkout clerk /J L - .
2. Museum aide to curator : — ¢
3. ~ Assistant supermtendent to area superintendent r- " —
4. Attendance aide to teachers aide ) o . —
5. Library technical assistant to librarian —_— '
6. Teacher's aide to principal c _—
7. + Teacher's aide to teacher. . —— .
8. Teacher to principal —_— .

- .
. '
. .
.
b
. ‘
.




Acti\;ity 2 . « Do not write on this form.

Objective: | will assess ’T/ current qualifications and cBmpare them with those needed. \\ .
Materials:  This form and the reading in this MOG, .
. ’ 1
. | .
ACTIVITY
' Complete this suggested form by naming and describing at least one job family position or job that interests you
> ® ¢ . ’ .
at the professional and pre-professional levels. Discuss your results with classma‘es, instructor and other interested
educational services job holders. , ;-
o Courses you can Volunteer work
. Qualifications Qualifications you take in that gives needed- )
. Listed in Sources can meet already high school experience ®
Type of professional . ) ; .
position that interests . .
you. . , \
. . 1 - s
N~ - 4 4
- ’ i
2 - & ) .
i - \ ’ 4
. Type of pre-professional - ) L ; ; o . -——r—""‘:
position that interests
you. ‘
/i .
2 ] 63
R +
6 2 How.will | know I’ve done it correctly? . . . | take it-to my teacher for-review. . ® )




Activity 3a° 4 _ Do not write on this form.

OPTIONAL EXTFiA CREDIT ACTIVITY
-

Objective: | will use available resources to research job titles.

Materials:” Job Card Box — NOTE: If there is no job card for you job title, do the next activity. ‘

4

to do.

%

- ¢

1.
2.
3.

Before you begin this activity, read throu

[

+ Look up and read the matgrial listed under each of the three larg
They dwill be listed on the card like thig? ) CoL ]

T ACTIVITY

’

(4

Select 2 job titles from your MOG to research. °
Go to the job card box located on the resource table. ..
Locate the job card for the job you are studying.

4 ~

Museum Aide .

|. Dictionary of Occubational Titles
Pages

1. Occupational Ouilook Handbook
Pages ™

s III.’QEncyclopedia of Careers
Pages .

§

¢

v

. [ R
|. Dictionary of Occupational Titles
Il. Occupational Qutlook'Handbook
~ 11l. Encyclopedia of Careers

. - 30

Y

A

»

e

gh the entire activit"y so you wfll know all the things you will be expected

- '
e reference books located-on the reference table.

85




I s 4 . !
¥ ¢
) If there is'no listing for a particular reference book, that nveans that there was no reference made to the job in that
+ book. . . '
Now look in the Merit System reference books and locate the job title(s) you are studying.
The Merit System referénces are listed like this:

v

Es

V. Merit System -
State
Job title 28305 (reference
number)
t 4 . B °e

There may. not be a job title listing in each merit system directory (State and County) only the Merit systems listed
on the job card are relevant to your job title, -
When using the state of Georgia Merit System reference:

"

- 1. Look up the job title and note the number code for that job. Example: Museum aide 30712
2. Look up the number code in the number code notebook. This will give you the job description.

Locate the Audio-Visual material listed on the job card. View one film/cassette pfogram and answer the questions
(see activity No. ). Review the other material. -,

° 1)

~

I3 Kl ’

V. Audio-Visual

°

EXTRA CREDIT

»

]

°

+ “out for further study (activity No. -

).

L

Go to thae library and find the books listed for your'job title. Look over the books and select one to the checked ﬁ

4

- o ?' ~
¥
- e —— o
» 4 ° ° o
. . VI. Card Gatalog ° . .

° ° N} /

- —

) . 31 ' .

B

°

og "

@
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This activity is to be done when there is-no job card for your job title. R'gad through the entire activity so you
-will know all the things you are-expected to do. ' '

Separate Instructions:

.

1. If there.is no job card for the job you are Iookin'% for you will need to make a job card.
2. Get some note cards from your teacher. g

I3
3. Look up your job title in the following books: 1 Dictionary of Occupational Titles 2. Occupatlonal Outlook
Handbook 3. Encyclopedla of*Careers

: o/
4. Write on the note cards the job title and the pages the job title appeafs on in each book. . '

- b

AN - /
- T .
Job title
| Teacher
e N} . 3
1 _DOT 137 © page number,

’ Book n
oo it row ' '
° / — Ny ‘k L

' ] . ,}’

‘B, Look up your job, title in the Merlt System notebooks (Gwinnett County and DeKalb County are in folders)

6. List the tltle and the code number for the,five' (5) Mertt Sources (all'may not be listed).
f- |

“

\7

" Activity 3b o . i ..~ 7 Donotwrite on this form.

, . ’ ) ) N
f - ! )

Objective: To Bepare job cards for the study of an occupation. . a

Materials: Blank job cards the attached instruction sheet. N '

o . L | o
N i - ‘ ‘
ACTIVITY . -
a ”~




" . o
\ .. ‘
{ 4 P , ) " ; ‘
IV Merit System .
® 2 »
GA 11362 1 -
Atlanta . i -
O Fufton
‘ - Gwinnett
- Ha'b ) I
¥ 3 - .
7. Go td the APPS index file or Audio-Visual material. List the material (if any) relevant to your job family. Include
films, filmstrips, cassettes, agd tape recordings. * . ;
.V . . . . > . -
- ) ! - ~— ’ ' . -
: . g e ) *V AV Material .
- - . 7
;, 4 ’ ’/I ) J 1' 1—/‘_ " ' ve
. " e [ : v - )
ry - 2.
« s
Lo E - g e
8. Check'the library card catalpg and the APPS library. List the books and there library number on the card. .
. v -. s .— (} % 'ma ..‘ . \ b’ .
- @ ’ ) B -
N - - ' Working ED. 742 -
4 . , ’ . M . »
v » . - /{ S 4
» .” ! ‘ T > * ' M 7
» 5 Y s ® o A _/‘ A ) . P
r ) T L : ’
(XS o . - . . - . ) » ? ~-
" . X, . _ A
A - LA , < 'S . PRV o
- ‘~. 7 ’ ° ﬁj&h e /‘
1 : )
‘. - b \ kg
: . 33 oo 71
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Activity 3¢ . - .. - Do not write on this form.

¢

Objecti?®: To answer questions relating to the job card research.

Materials: Questions ' 7
— ' ‘ j H M -
: 7 - . ACTIVITY - :
o 1 Now that you have investigated some job titles, you should be able to answer some questionos. Use the information
. you acquired from the job cards to heélp you answer the questions. Answer one set, of questions for each job title
. . ’
. investigated. > .

- : : Job éard Questions ° o

1. Job title 20( o - L B

2. . Briefly describe what a worker with this job title does. . i

3. Whatare the eduqational requirefnenis ot training for this job? ‘ , , ) , . /«

4. What sorts of expefience.and skill would a worker with this job title’require? . '

5, Whatis the general salary range for this job title. 0 . ’ . )

6. Isthisjobtitleina growing field, one that will provide many job opponugities? Yes - “No )

Briefly explaip yyour'aﬂSWér.’ R ) . . )
7. What Figh-sehool courses (if any) would help you meet the requirements of this job title?” ' ‘
8. Do#younthink this job will be here ten years from now?  Twenty years? What about in the year 20767
\ Briefly explaip. E 4 X
9 Would you like to have thisjob?  Yes No _
¢ - Briefly explain your answer. ' " '
.
» How will | xnow I've done it correctly? . -, . T will have my teachér review my answers. - ‘ ‘
i . . A} oL ) . ,
' . ’, ' . . '
.3 . . u " .
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EDUCATIONAL SERVICES . *

Enmiployment Opportunities

El

f >
@ Oftenitis as |mportant to know about the types of jobs and careers that are gomg to be available as it is to know your own

jobs goals. The best thing'is wheny.Qg,r hopes or goals are in agreement with a favorable outlook for employment in an area of

A d

Jnterest. Sou('ces of informatien about projections by the labor department and other interested d groups can be very heIpfuJ W,

o7 "y
WHERE AM | GOING? ¢ 4
. ‘ . ) ) - . ’ .. .
You wjll be able to request information from at least. two sources of inférmation that provide statisti

the emﬁloyment outlook in Educational S\ervices job families. You will, also, be’able to compare your job goals with the

prospect of jobs in your area of interest. T

cs and summaries on

v

Vo
] 5 \
: R -
HOW WILL | GET THERE? - . @OWWILLIKNOW ., . BY - -
1. Read the overview. ? - ’ ¢ | will prepare a short statement of my employment (
. . goals, comparing it with the outlook for employment
‘ o in my area of:interest.
C 2. ‘Participate in a field trip to visit job sites in this ' I 'will complete two field trip forms to prepare for and '
' MOG. - o RS —evaluate the trip. - - -7

b




bl

v

R

»

v . - N

EMPLOYMENT OPPORTUNITIES

For years there was a serious personnel shortage in the field of educational services throughout the United States. Pre-
pro?essmnal jobs were the result of this shortage. Teaghers said they had little time to teach and ligrarians complained that
information was belng produced faster than it could be handled The use of aides was one answer to the problem. |tis estimated

that over four m|ll|on peoplesare in jobs in educatlonal services in either para-professional or professional positions.

v However, the shortage of personnel seems to have ended, partlcularly in metropolitan and other highly populated places.
-1t is now more popular to talk of |mprovmg selection of staff and choosing the kind of personnel that will meet the educational
service,needs of the population. In other words, there is no longer the concern of insufficient numbers of workers, but how
capable and well prepared are the employment seekers /' - - y '
Pre-professionals will ¢ tinue to play an |ncreasmgly import;ﬁ’f‘role-as library helpers or aides, teacher assistants and
aides and museum aides. Thefe are many ways that non professionals can assume responsibilities thathelp professionals do

better jobs. Cou rses have begome popular to certify that pre- -profesgionals have completed helpful education.

Employment Qutlook. A number of jobg will be open each year even though tge overall need will not be as great WHen

___you have four million people employed there will be jobs-available from retirement and employee turno\}er. Turnover has been'

as‘much as 10% |n the past because teaching, in particular, was a first job after college training for many. After a brief stay man
y

[ EY

. moved on to busmess having families,or other lnterestsf - - . .

T lnformatlon Sources You already have access to The Occupational Outlook Handbook which is generally considered an

excellent source to describe the employment opportunities in educational services. State employment services as well as the
dunited States Department of Labor often have single copies of mformatlon free. Professional assoc|at|ons in educatlon and

libraries also have information that may be available in your classroom library. |f not, the National Education Assoclatlon and

£

the American Library Assoclatlon should be able to assist you. ,

=The United States Employment Service malntams (through the state ) a free employment service ln,cnost cities and towns.

In addition to finding jobs, these agencies offer job counsellmg services and other related services. In Georgia, it would be called

the ‘Georgia State Employment Service!'. Itisa part‘o? the United States/Department of Labor.

A
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Do not write on _this form.

Activity 1+ - .
+ . N a
Objective: | will visit sites at which the MOG being studied can be observed. { -
\~ ) v L
Materials:  Field. trip questions, fjeld trip evaluation form. . ‘ \ .
o
’\\ ,

. | " ACTIVITY

.

This activity is in two parts. Part 1 — The “Field Trip Questions” form is to be completed before you go
on,the field trip planned for this MOG. Part 2 - The *Field Trip Evaluation” form is to be completed after you

retu\n\from the trip. .

&

1. Fill out the “’Field Trip Questions” form. \ ’ -

2. Your teacher will check your forii* This will help in planning, the trip so that ali of the students can

see some things of interest.

. 3. After the trip, fill out the “Field Trip Evaluation’* form. , . .
- ) ° . . ‘ .
» “a
' ?
® - ‘ . ' .
How will I know I've done it correctly? . . . I will turn in the field trip forms to my teacher.

37
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FIELD TRIP QUESTIONS

1. Place to be visited .

\ 2 | would like to see the foliowing jobs

]
3

3. | would hke to talk to the following types of wurkers

o

4 | would Iike to know the following about

Salary

Waorking Conditions {(where workers work)

. -

Hours

Educational Requirements

v

Skills needed

"Equipment used (if afy) __~ -

L)
by

Job mobility {advancement)

Things | can do nZw to prepare ‘fpr this job

What the workers actually do J -




. _ : P

®* Ya 7

Date of Trip ) Place 5

Special job observed : ' . i

WOG being studied . e '

: — — —
\ ' 1. Ingeneral, did*;ou enjoy the visit?  Ye3 No ] ¢
. Hf no, explain briefly s »
. ’ <7 N
A . .
2. Did the trip help you better understand the Major Occupational Group which you are studying? Yes' __ No__ .
. . Why . ' o ‘. .o \\ /
. » i “ ) Y
3. ,a. What jobs in the Major Occupational Group did you seé being performed?" . . .
t*‘k . "(b‘ Whi'ch of these jobs, if any, would you like to have? <o \} X ’ ' ‘ '
. \
.- - ’\)0
c. What did you find out about the requirements for jobs in the MOG? ¢
. n =
d. What did you find out about the kind of work (duties and type of work) done by people in this MOG?-
[N L - A » - . 4 b 4
-~ K ! »
) ' X 4 ~
4. Additional comments about tRis trip. _ ! . -
. P ‘ .
5 N . x>

’
s
A
T 13 .
©

5. Writeatwo paragraph description of a typjcal day of a worker. "

s




.~ - CULMINATING ACTIVITIES. ™~ :

Now that you have finished this packet, you are eligible to observe yoyr current interest al cluse range Most\o&erva“on

,
-

periods are for approximately one working day Full mstruction are included in your package . .

What you must do before you go. " ‘ N P,\:/

1. Read the instructions designed to prepare you for your visit., (Observation Day) - ,

é . . .
Read all activities scheduled for the day and bemummﬁ ’

N

. Complete all interview gdides to be sure that you understand what each guestion means. .

N

. Have your teacher check all’activities, such as interview quesuons before you Ieave )

B 4
- . ' - o 3 N -

. .  TEACOHER COFPSQBSERVAT ON DAY ACTIVITY ,
- . . . . - © %

N

.

As a student who has expressed an interest 1n working in Educational Services, you are invited to spend one entire day in -~
an e|er'hentary school setting.” During that day you WI|| observe a teacher and a classroom of studer_ns in theiwr day to day activities

During that day you will complete a%ss of activities désigned to help yod make the most of your day In addition te the

activities in the ackage you will find a description of what to expect during the day. Please read thlS carefutly! H you have any

. questions about y of the conkgts of this package, ask your teacher before you go to your site. . .
- ¢ ) : ) o °
e N Informatlon on Rulesand Conduct

-

, During your stay at the observgtion site, you will be under the direct supervision of your assigned teacher and the principal

' of the school You are Q follow their instructions as if they were your classroom teacher at t@gh school. You should be
*neat, clean, and conservatively dres:ed You are to'attract as Imle attennon to yourself as possrble In addition to the at;ove

‘. rules, you should,simply exercise good judgment and common sense m your conduct You will ,fmd below a list of "'do’s and o

don’ts”’. Use them-as the guide for your conduct. . ‘ o, © {
o : o - - .
, 8 s : S ' . . . '




hand - . ¥
./ DO'— [ DOn't— - . -
vf;,_ ' ' 2 i hd ) ' < 1
' *  Smile . ¢ ' L Smoke . . . j
. . Be n‘eat - Wear sloppy clothes - . * '
Bg attentive ) Draw attention to yourself .
. Be prompt T e . I Be a "know it all” v .
“e * . iy ]
) 8e'cons:derate Diseuss individualstudent per;sona[»tlesynth
. . 'Be courtgous oo your friends .. . -
Speak up when asked°que‘st|ons ' Disrupt any cla’ss procedure ’ L
“ ~ . N o . ’ & "
ABOVE ALL ELSE REMEMBER} What occurs in the classroom is a private matter between the teacher, student, and the
4 ' . . .
. student’s family. You 4re to respéct that privacy and not discuss the behavior and actions of individual students in casual >
e . conversationwith friends.or.neighbors——oe e .. S “(’ T B
v . What will happen during the day?. . 7 : .
6 ¢ . . - . . '
y Actually the plan for the day is quite simple. You will arrive at the school at approximately 8:45 a.m., meet tlf .
. 5 ’
principal and be assigned to your teacher for the day. At that point, you will go through all of the activities of the day with
o that teacheL) At 3:30 you will be picked up and driven home if other transportation has not been arranged. . . ¢
. . : ) - . 2 '
- . , . ° -3 . . LY - .
. , y ” , = -~
‘ k . ( * . : }\ A \' .
Vs : , T "
. - 5 - - ] ' ’
) ‘ . o
2 MR ’ @ . 2 ’ ' T
) . ' : .
NN
. ‘. SN . -
' 2 ‘v 5 ‘ - N ! ; e -
. » . . . . w , Q. . ,/
» v . N
(3 - ~N . ". . N R »
- s . N
- - L] - “
A . .
-« * . » - . Y N
h - . ® - X . * LY . » . . e} . | ' b,
” . . - s ' . R ’ 14 '
. - 5 5 ’ ' ) . » 2 , '-."‘ N ) | " - - ' ,‘ 8 8 ’(
( B ' - ° s - . T o . . Y
\.1 '-‘8 ~ ' - ‘ LI (44 . ’ * ) ! - *

Aruitoxt provided by Eic:
.
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Activity 1~ ' , L S

\
. ~ - _OBSERVATION OF A CHILD
,____' \

— - .
-’ * - o

Select one child and observe him or her for ' minute period. Use this check list for writing down observations. Select

Y

C\ at least one child frorgone of the categories below. Complete this activity three separate times.
1 A child who is active -
2.~ A child who is quiet ) T .
{ . ’
o f ;o 3., A Chl|%WhO does not fit the physical norm. ,\) T .
‘ o Tt T e {extremely tall, fat, or extremely small) - g o
. N ’ : ) i -
« ’ \ * .
Age Date Time S
—~ ) ¢ . . - &
’ T Place an X in the appropriate column &5 each behavior 1s observed. Do not check a tgehavior vou do not observe. o
B -_____b-—,z..n—- e c— ! - - . .
P Behavior . Usually Sometimes ° Never
\& 4 . : . - w T . - . : =
. 1. Accepts other children L c .
. 2. . Joins grduﬁ activities © . °
_ ° 3. lSmHes or laughs frequently ) ]
. : ' . ] - r‘ - ‘r ’
| & Hsha . '
-~ P heeey Ty o , ]
- , * 5. Tries new-activities r " . '
> | [ . . . N
6. -Speaks naturally 4 ' .
. 7. Plans own activities ° . . . - . . -
. 18 Takes turns willingly o . o
R '\N9. Shares’ . _ Y s )
- : . LR P 3 ) : ]
, . . 110. Talks to adults . h . oy ,
»8 ‘ Y Accepts’suggesn(w .. " h ‘
) - . v S S o JERAUS VR

. ’ ] . g g R
_List 5 to 10 actions you saw _t6h|s child cqmiSIem during youg, observation. . )
4 ) ' S ) 4? S E

L 4 .. .

p . . . .
. -
.




Activity2

R . ‘ * ‘\ .
@ b ~ ! o
. ~ This should be completed at least twice: during the day Try to select two different kinds of activities. You might ask your/
P *  supervising teacher when would bé the best time to do this, & b
Select a small group of chlldren 10 observe for a ten mlnutE’perlod Answer the following que \IIOHS about the, chrldren ’ //
: " you observed. ' ) ’ : _ AN .
b - » \ - . . .
' . Date ] Kmd of Activity P i \ .
. 0 - .
R I ‘ \\/- B ) ' "t , ’ . L
. Time ‘ - { v ’ '
- ' - T -
: « -/ . : .
Number of ¢hildren_ebserved — . S

- ' ‘
“ 7 1. Didall the group behave inkthe same manner? N . 4 ’

. . = - T _ ‘ Q | oy

-

\;\.' .

. £ - .
2. Describe orlist'the different kingds of _be,h'avior you saw)n?\e group.

Dld you sgfee any chttdren needmg help.w1th aotnvntles? if so, what help did they need?

4. Whtch child was the most |ndependent7 Why7

' - >

. i :“

7. . ,_Descrj'be'the wéye you Qw c\hildrr?{r showrnb aT ectlon and frlendlmess toward the teacher and other children,

v, .

’,\ La




Activity 3

) N

) OBSERVATION OF A TEACHER - . -

. 4
.
/ . . 1 *
. P Al
- ’ , ,

. ) . . r- . - .
N . At stome point during the day, select a ten mlnute period when your supervising teacher Is actively engaged in readin
; n 9

&, ‘ - 5 ./
and supervising students an complete part | of this’ actlwty Select another ten minute period ant complete part Il. . ya
' -~ -
l\(-{ne of Teacher — - : "
Date _ i Time : : ) ’\ :
o Kmd of activity being conducted : \ : N
' -l. Place an X in the appropriate column as each behavior is observed. Do*eg check a behaviof yau ao not observe.
v ‘ ’ o
d . N . u’: ’ ' —. ¥
: 7 Behawor ) - - usually sometimes never
* . '. . . , - - ° y ,
: ' . 1. Smiles 5
o L 2. Is patlent with students
N 3. Accepts student suggestlons g ——— —. l ’
: .. 4 “Aliow children to,ex;bress themselvesy
N . P - . . . : ‘
“ .. . 5 Exhibitspatience .
" g . ’
K 6. Reacts well to unexpected behavior .
; 7. Gives positive answeis co 0 ) e o .o L
o .- 8. Ha'sajrlendly manner - - . : . T, as
* | : c . : v
" 9.* Became upset ‘ N .
. . S L ‘ : . T
- o » 10 Spoke harshly to students ) bl
i s : - Cr : g <
‘ ' B30 1 }-A-; ' e .. : *
R AL s l}é{ N -
) ‘II‘;\Dtﬂ; iilg a'ten minute period record all theg actuvutles in WhICh youf-Supervising teacher isinvolved. ~ , ~
- S - R \ L : : ,
A AN R ) NEAA “ N A J . - - . -
91 SR - : . ;
» . 3“: g K Y - - . J o
E Q a Ouestlon-—J, ‘ Cooh i - i C ) ' 9 i
: 1. What did you leden ang school durirly this activity? /e \
. ¢ ::,'V . . . . K e . . \ - "
L3 N , . - N . %A - - ° \\‘ q & -

S I N °

e
K o 2
o o~




2 y ‘Act|v1ty4 . N . ' ‘ 5 | A ~ ; -
‘ ‘ ‘ . PERSONAL INTERVIEW : - .
, P . ) . \ D . [ ° ) T ‘ . -

¥ 10 gain more lnformatlon you have this suggested set of questions to use m a personal interview, Ask for a time of about ;- o

~N
- thlrty minutes when it does not interfere with thework of your, supf rvising teacher to complete this activity. R 4
Name - \
7 . ] >, <
Title e y ’ -
\J/ Y R 4 Yy P
Place of work - . . . o
\ - . \ / N & '/ . ’ . . o K .
Length of workday: from - ; to How many days per week? e e . )
. ""\ﬂ . * - -
T Night or weekend work? Yes : N . - @ .
- *
» %
’ What is the'nature of t after hours work if any? L "L .
How would descnbe the working condmons? T ‘ - * i
Are there.workers for whom this person |s‘respon5|b1e? (if yes, describe their work and the nzture of the interviewee’s responsibility. e
. . ' » N - - . . -, . o f -
- [ . ¢ . ( ‘ »
‘To whom does the interviewee answer? (Who is his superior or supervisor)? P . Y
N Lt ’ . N - ,
- " What kipd of supervision or independence does he or she experience? — ‘ 3
» lr ; . \ \ ?
- oy —— ) .
I A ~ . J :
’ What jebs did the interviewee have that helped to gain the present position? - )
What education? ' % .
' | : , L SR lv ; ) . . . R} )
\ What positions can he or she move up to without additional training?
~ : : -
\\\ What positions could he get Wil{\ additional education? What sort of additional training? ‘
\\\ﬁ ;
¢ . - - - L] -
. Is it w&m It to the interviewes to get the additional training? (i.e. Is there consnderably more responsnblllty, pay, free time, etc. in
° Lo : - .
. the next posu\on up?) A . -
. - \ ’ ¥ ¥ . f
) © if the mtervuewee cou\Id not have his or her present job, what would he or she do? -
.93 SN . - 94
Q .. . . - . _ : 45 « S

> .
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Activity 5,

SN < ’ .

SUMMARY ACTIVITY

. /
Once you'have completed your days observation you are expected to complete a
. e

*

consist of the following.
. N *

¢ IS . \

-

summary activity. Your activity will

T ,1.' ‘C‘ompl’etf; the summary-questions: Part |‘and Part 1. ’ ' N
2. Make a formal report or activity of one of the foIIoWin'g:. o
Ca érrange for people with- similar visits to develop a combined report on ..
. ' ’ (1 .tape \ . . ) ’

(2) ‘panel discussion
(3), otfier project developed by group

;-« b. develop an’individual

*

L)

(1) visual disglay . b ' .
. (2) written summary i
N - \ . -
€ {3)  taped presentation i , ; ' -
L] . ~ "
o - Part| — Summary Questions
. s : v \ . - . - '\ -
- . 1.. Do.you think.you would tike to have your interviewee’s job? (Why? Why not?) ___ .
- {2, .fyou had your interviewee’s job, what would you do? (keep it,"try to move up, etc. — why?) -
- . ) . '

N . . \
v .
. " M -

3. Aside from what the irﬁerviewee said, what do you think you would like best and least about the job?

[N ' « ! - . .

T N T
L)

-

4. , Did.your interviewee seem to be aware of his or hes own career options or did he of she

* /

, g . .
seem more concerned with just staying

in his or prestnt job?’ ; - ' 4
. . ]

-

. . B . . '

-

5. WhV was this, do you think?

<
4 ¢

h. ' . T
075 | S : -




)

A

rait = ouliindly guestions tontinued
A ]

- . ] . N ' \ !
6. The-things which | will remember most about the aa'y/. (Either a list or yragraph will do, but |imit your comments to -
- things which are significant.) ) ' ' o
) N . . \
. _// _ 7 .
7. ‘ What things didysee today that would make you want to be a teacher? ‘ . ’ N
\ g 4 . . - —

.8. - What did-you see that would riiake you decide NOT 10 be a teacher or para-professional? .

— . -

A ¢ —

9. Teachingis warking and being closely involved with people. Teachers often are confronted with severe human problems

for which they can do little to change or alleviate. Teachers are often confronted with thsir own failure to do anything X -

wh’?qh is significan‘t in ihe‘area of learning. Given your experience today, what would be your reaction to the above statement?

<
A . :
.

Pait 1| = Careers,in Education )
T
1. " What should be the favorite subjects of a student who is considering a career in education?

‘
"

‘ a .
2 lk‘what‘squects.should .st'udents’ cohsidering a career in education bs; doing well? | - ) . 5
S e . L
3 Wh:ezt ;zxtra-class a/hd extra-scéhool‘activi'ties\'vvouId be helbful in breparing for a career in education? !

-

4.  What are thé advanfages and disadvantages of a career in education? Do the advantages outweigh the-disadvantages?

- /J . - . { . . *
- i N - - . .

! ) . . -~ ‘ $
5. Would women have a more difficult time in job opportunities? advancement?

¢

r ’
Q . o : . NS
- 6._ -What impact would a career in education have on one’s daily life (e.g, salary, work schedules, vacation, etc.)?
= . . ,
- - . '




.10.

-1,

/ .

Ed
- 7

Is education a “’9-to-5" job? Or do you have to devote a lot of your own time outside the &:Iassroomg ' ¢ .

Is education a good career for a woman with a family? ~Why?* Why not?

~
vy . \
.

What other occupations related to a career-in education might attract someone with interests, aptitudes, values,and needs

e ' L V.

similar to those that are important for this occupation?

. - ¢ ‘ .
Can a teacher/administrator work anywhére in the'country? Would it be easy to move from district to district, city to city,

state to state? Would it be better to work in txhe same schoo! district for several years? ' - !
. » . N\ )

- \ )

~ ‘ -
What is the emPonment outlook? Are job o;iporturfities growing in certain a%f education, such as day care centers ; *

and voc{iénal schools, vxpile declining in other areas, such as private schools? '

.l‘ ‘ - . -
. "4, . 2 . . B .. N .
Would the'training you receive in education be helpful in other careers? Which dges? : ) ) v
Would an ex-newspaperman. make a good teacher of jo&’nalisn;? Would an extactor be agood drama coach? Would work 4 S ey
experience in the subject area be helpful to a teacher? . ) Sl . K ,
: ! . o i - .
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