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- — * ATCOURSE IN THE WORK SKILLS COMMON _ -
’ TO ALL PUBLIC SERVICE JOBS }
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The document was prepared under a developmental grant in

Py

accordance with Part C, Section 131b of*Public taw 90 576
by the Gw1nnett County Applied Proqram of Pub11c Serv1ce
The Applied Program of Public Service was developed undec‘

the directioﬁ of Daniel Cowart.
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.o v T © - FOREWORD ", ., -

| | | . j . . ," . i . T
"Preparing for Pub11c Serydce” is a ‘one quarter course desygned to acquaznt hlgh schooT,
. students with the commen competencies re]ated to all Pub]ic»Serv1ce jobs, Im add1t\0n to the

student centered materwals ‘found in this book a teacher s gu1de out11n1ng how this book can*- = C e
» . - 9 . & o ) X
be used in a course 'setting has been develeped for the potent1a\ user, - . A _ . <

The Prepar1ng for Public Service course 1s the second 1n a ser1es of three courses deve1oped !

_ as -a comprehens1ve aoproach to Vbcat1ona] skill deve]opment in Pu1b1c Serv1ce.for Georg1a High - ““!... .
‘,/ 4 A R -
LR Schoo]s While mater1als 1n this course are va]uab]e to the student w1thout benef1t ef the rema1ning'

two*tourses in the sertes, a student would norma]]y enroll. 1n -"Orientation to Public Serv1ce“ pr1or
" to entering-this course- Upon suci2ssful comp]et1on a* student wou]g then enroll in, the Public

Serv1ce Skill Deve]opment program wh1ch is taught in the commun1ty . e , St -h‘ .

/

A -with all curr1cu1um mater1als and gutdes, the, 1nformat1on7conta1ned here 15 a beg1nn1ng

. ?
-

.point. In order for th1s course to effect1ve1y meet the needs 0§ each 1nd1V1dua] student the p

- v

" user must adapt to 1oca1 and 1nd1v1dua1 student needs As such I make a strong recommendat1on ' 3 - A. -
m’ rd -

that extensive use of the curr1cu]um guides be used w1th the mater1a1s Included in these gu1des . o

- 1s a wide range of suggest1ons for helping: these mater1a1s meet the 1ocal c]assroom teacher S needs

- ,' This mater1a1 was prepared by the "App11ed.Program of Pub11c Serw1ce" under a d1rect grant to

Gw1nnett County Schools~from the Georg1a State Department Office. for" Adu]t and Vocat1ona1 Educat1on
(OAVE) ' OAVE -is presently under the direction of Dr. Russe]l Clark, Assistant Super1ntendent of

7 Adult and Vocatioral Education Programs~ ) ’ ) : . : v

‘o S - "¢ Daniel L. Cowart e L

- ) Projectéﬁpqrddnaton and Operations Director
“ ' S < "",,; o/ C




L | EFFECTIVE MRITTEN comumcmou .

»

R Introduction to Communication o, - . o i
o o L

This packet was- prepared to help you become skiTlful with some of the many forms of written

'C
- *

communication you wiTTgencounter in Public Service, whether or not you dec1de on a career in public

serVice These forms. inciude ‘the buSiness 1etter, the application form, ~the memorandum, and the <

/7 -

[ S S . - 3 *
Ve , . '

short report. - . )

In order for you. to be able to communﬁcate effectiveiy in'writing, yqu need to know exact]y\what

’it means to communicate and how important’ communication is in our everyday 1ives There are many forms
of communication that do not use words When you are writing, a1though you may never have realized

‘this before, you are using one of these other forms Therefaore, it is‘important to know about the other

" forms of communication and how thay may effect your writing: The%basic introduction will help you to

. . . . '
Tearn some of these things about, communication.

’ - \\,\ ’ . : ’ ) ’ / : » > M
- l r—’;\

WHERE AM I Gofhez™ .~ <

»

3

R

By the time I finish this basic introduction; I will be able to explain the meaning of the word

communicate" I w111 be able to te]] what is meant by- "verbal"- and "nonverbai" communication and

g
explain how these sometfmes combine- I will be able to demonstrate exampies af\these two major forms

-
.

of communication. - B ‘ ’ . ‘ .
g . - S | .

) ¢ Py !
. Y
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" HOW WILL I GET THERE?

¥ v

L N N -
.01 will read the material provided

-

on .the following pages.

L 3

2.. I will complete- the Self-Check Activity
3. 1 wiﬂ\iomplete the _Imprgvisati‘oﬁ

. . & L]
Activity.
V N
g
R hd (
*
‘ N
L3
\
. -
> ’
. -
- . »
- N ’ b‘
- ‘ e k\
~ ) - - ¢
s

HOW WILL I KNGW MHEN I'VE ARRIVED?'

"1, “I'will, check my comprehension of the

. mat.é'ri‘al by checking ﬂmy'answersyto'the
— . ~ s ) }

Self-Check Activity.
. [}
2. Twill ask for my Classmates' "and teacher's
reactions tosmy per'fbrmance‘\on theﬁImpro—

visation Activity
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& S ' - INTRODUCTION TO_COMMUNICATION
- , . c v e ‘ ' < ) a
. . . y e e . . 3 ‘ r
. . . ° ] N . J . T Sy
# _ - 4
L o Have.you ever thought about  the meaning of the word "communicate"? "Communicate" means -
'F§ - g - ¢ to send a.message that has mean%ng To he]p you in understand1ng this definition. a 11tt1e A
¢ - bette'rz read the followip@ story about a morning in the life of a h1gh schoo] student named
VAR [ ' , LYo . ' t . - / — o
L Jane, : . o \ ~ ‘
"k Ty S

> 3
L . -
- .

When the a]arm c]ock went off at 6: 30 on:a schoo] day, Jane pretended that she didn' t hear

it and burrowed deeperAﬂnto gpe covers. Ten m1nutes 1ater though when she heard her mother s

vo1ce ca]]1ng her from downsta1rs Jane knew she, had to get: up While she was gett1ng dressed,

Jane turned on the radio to her favor1te station for the morn1ng music shdw As she was combing - -

her hair, the d1sc Jockey played the song Jane and her boyfr1end M1ke thougHt of as the1rs,
) and she began to daydream about Mike and the spr1ng forma]

- voice calling. her aga1n Jane‘f;n1shed dress1ng and hurried-downstairs. At the breakfast table,

P

Jane exchanged “Good mbrnTngs" w1th her parents.

pot attached to a t1mer that made it start aytomatically. ' Wh11e she was glancing at the newspaper, '

2.
Jane S younger brother came rusb1ng into-the kitchen, scow11ng at everyone who spoke to h1m

-

Bosco the fam11y dog, nudged Jane s-elbow w1th his nose. Every morn1ng Jane fed—h1m p1eces of ‘-

toast and Bosco was getting 1mpat1ent

P

Jane. She grabbed her books, hurr1ed]y sa1d goodbye and rushed out to Jo1n Mike. -

When she heard her mother_s irritated .

She .poured hérself a cup’of coffeeffroﬁ a coffee- .

The sound ‘of Mike's car horn outs1de ended breakfast for S, .




N
P

. This-simple, 1ittle story is not just about a girl named Jane; dt/is about communication in
y f?rms. Take a few minutes to jot down on-.a piece of scrap paper all the instances of\

commynication you cani?ihd in this story. p
~ ) . - . _ ' -

0

" How many instances of communicatton did you find? You probably realized that people wereq B
sehding other people messages im the story and even that a ng (Bosco) wgs sending a message,
but d1d yoit realize that mechan1ca1 gadgets were _sending messages to peop]e and that electrical

¢

gadgets were send1ng messages to each other7 The alarm clock sent Jane a message that it was

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

'me/tQ Startk '

Q coffeepot an electrical message that it was,
N . ~ . - ) {

& ~ * ’ N \ 7 .
Of cou<se the. gadgets ‘in sour” story di#n't send “verba]t*ggsSages (messages with wordsg

"verba]" or “word* messages in our story were af] sent by peop]e Jane sent her parents a word

—
"message when she sa1ﬁ "Good morn1ng“'and e rJLe1ved a word message when she listened* to the radio - ‘

and read ‘the newspaper- The people in th s story aTso used "nonverba]" commun1cat1on (communication .

- * a « :. ~‘ . . . . <
+ 7 without words). The scowl on Jane s brot er' /face told how he felt. “Jane was sendrng a "nonverbal® .

message to herselﬁ_when she’ was;daydream ng. |[Sometimes the . "verba]" and "nonverba]" messages were

"s voice comb1ned with the words her_ mother used to call @!E

Jane to breakfast td‘teﬁl Jane her mo er meant business. The*words of the song Jane listened. to N

. . r . N ; . N ~ T N
l[_ combined with the music to convey a message. . T - B '1()
-19° . . _ . . L - -

combindd. - The®irritable tone in Jane‘%{éyothe




These are JuFt a few of the hundreds of verbal ¢nonverba1, and compined messages we get

- y -~

/
ever day Snmeﬁ1mes our very lives may depend on messages, both verba] and nonverbay Consider

| ; o

how’a siren, a buzzer, or “the’ p1cture of a sku]] and crossbones on a bo;t]e of poison-

for -examp

_may save our 11We y warn1ng us of danger Many times, ]S on a bott]e of po1son tnat has the

word "POISON" and the picture of a skuT] ard crossbones on it,, verba] and nonVErbal messages work

AN
together_ but somet1mes they may worksagainst each other. Imag1ne arr1v;ng for a job 1nterv1ew ' T
/
dressed very sloppily. You may communzcate the r1ght th1ngs verba]]y to the interviewer, but :
\
“what” ‘me%sage 1s your physigal apgearance commun1cat1ng(%oﬁyour prospect1ve emp]oyer7 If you: _\
Jotted down on]y the verba] forms of commun1cat1on in our little story, 1t S probab]y because 1n . -
-our soc1ety we are most used to th1nking 1n terms of'Verba1 commun1cat1on, but 1t is 1mportant
a
. { to- remember about nonverba] forhs of commun1cat1on as we]] \ . _ ’ .
K4 ‘ < ' '\1 ) :! - ' . ) Y "‘.3 .
~ . . - - )
& ! o - \ Y
8. \
"‘ - ¢ -
4 . /: N ‘-"
-, \ _‘\),\ ’ \ * "




Activity 1 . SELF-CHECK
. N X < i

Objective:

this 1ntf/;uctfon3 and. I will distinguish between verbal and nonverbal communication.

s

I will check.my ab1]1ty to recall important points about communication discussed in

o

a

3

~

Resources: This self-check activity, pencil

- Part 1 o ' ;

[}

or pen.

.

-

Beside

/ g Instructions:

L'

Below is a list of messages we received in our everyday lives.

each message, write whether that message 15 verba], nonverba], or a combination of oth

L . . g
oL Qu,- 1. The "warning" label on a padkage of ciga}éttes;
2. A telegram.
3. A flashing blue 1ighF on tge top of a car. e .
| X 4. A bi]lboérd advertising a nearby motel. i. A
. 5. A bell tpat rings at tﬁe end of math class. (.
‘ ) ’ 6. Sdying "hello" in a ﬁ]easant-&oice.' )
B , , : T 7. The frown on your parenfé' faces when you come in two hours ldte.
) 8. A red traffic‘ﬁighf. ‘
;\ ‘ 9: A cross on the top of a building.

Your favorite song.

~

“ A

F—

.

)
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{ Instructions: Suppfy the best short answer that you can fog each_oﬁ\the following sentences™
] j . ' ' N - ) \
1. To communicate means ) ) : “t ) T

[}

2. People can communicate with peopil‘e,l,but communication can also take p]a‘cg between

—_ -
- ., f .

and ‘ - .

’ —t,

)

3. "Verbal" communication means A ] ' (- : \
IS v ' . . - -
4. "Nonverbal” communication means ; — ; . A
¢ v e ’ ) : s L . YRR . ' . \" " .
* 5. An example of verbal communication is" ;oo RN ) .
B ' 1 B - i, ’..
* 6. An example of nonverbal communication is— ‘ ) . :
R . L. . .. = L L. : - : e .
7. An exampTe of the two .kinds of communication combined is . . ?
- . - . v - n oA T ’ -
-.8. An example of-a time whem the -two kings of compunication conflict with each other §s
) ' ‘ . : .0 L ) ’ ) . ~
1 o , : . ' . ’
9: An example of verbal communication that may save our lives is ° - /1 "
10. An example of “nonverbal communication that “may save our -lives-is - . <. j '
VA ~ ' - R :
. 1
LTS ‘ ~ ‘ . o . s v ‘
. [ " , . » \ \ .
How will I know I've Done it Correctly? . »
AR . : e . H B . Iy
I wifll check my °answers wit?‘answer key. L Ty )
- - e - - \ _ - L) hd . * - *
) ' s
- , o - :
A} ; * i ) - 21;)
J - \ - - .o T 4 . ’
e > ” 1
- % 7 N . .
< - g -
» ~
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Activity 2 . C IMPROVISATIBNS - T e e

~r

-

’ 3 * - "o - ” s ~ * - .o )
. Objective: I will demonstrate some ‘instances of verbal and non-verbal communication.
o~ . . ¢ / . : ' .’“\ | » 3
. < : . . . . *
T - 4 i A - : i R
. CaT ACTIVITY ¢ .7 -
- ,~ "' - . ‘. . ’ !
) Resources: Some imagination and several of your classmates. - -
. o . T ) L 3 N
N . . Instructions: Get into groups: of two or three and select one of the situations beTow
or create one of your ‘own as d:gﬁoup. Assign parts and improvise (make up'dié}ogue
N and action as you go along) a 2-3 minute skit around the situation: .Have eaqh’p]axer

use both dialogue (verbql communication) and .some form of ‘nonverbal communicaﬁion such

L 4

as gesture,. facial.expression, body movement, or voice t6ne.‘§70q.can make "the tbtal

;3 effect of thé~céﬁhunication either positive or ndgative. -~)*&'fj E -
~ eSituations: . . ' ‘ L. ' . ' )' ;L
'p - 1. You ?;e a nervous p%osgéctjye emp]é?eé of a pub]ié service ageﬁty,(seleét Onéf and have
- ) ) arrived for an iqﬁerview'w%th the pe%sonnetjnanager. © . B |
" ‘ 2. You aﬁ%,a pub]is_ser?ice agency emp]oyee'(teaéhe}, fireman, parks directar, etc.) wﬂo\has
© . Jjust been‘namea'the'1oca1 "Citizen of the. Year". You areoaccepting an award %rom the mayor.
. .3j/‘The_President of'fhe‘Uﬁited‘States is maﬁing a tour of;nggfnméht agencies and yours (select,
LA . .- 'one) has been chosen as one he is %; visit. You have been selected to greet him.'
i C ) '_~4.'@?;u éﬁﬁ,ﬁnotﬁ&f'pub]ic service employee (each from a separate MOG)(have been asked }o speak
o '% to a hiéﬁ-sghool APPS class.” pne or two of the students have a qdéstioﬁ=to éskT}ou when you,
7 S finish speakihg. _ ‘ o . - ’ , e
ERIG e D e e oty R
o : . . y teacher and classmates.

¥ Pl

24

@




EFFECTIVE NRITTEN COMMUNICATION

The Business Letter

.~

- 3 . . ’. ..4- z -
Whether or not you decide on a career in public service, one of the forms of written communi-
~ i
cation you w111 encounter most frequently i3 the bus1ness 1etter The bus1ness letter is s1mp1y

an agreed upon form most‘pebple use to send mesgages in the bus1ness world. They-have many_ pur-
p0ses to ask for information. or to respond to requests are,téz Qf the most common. -

-~
- . 4 . .
oo o

As a pubdic sérvice emp]qyee you could come ,into contgct with busine‘B letters dafiy If you

-

had an entry 1eve job .in a pub]ac serv1ce agency, you m1ght be expected to wr1te 1etters on rout1ne

matters as we11 as put them into their finalk; typed form for ma111ng At the management level, you

~

e wou]d be respons1b1e for the contents of a bus1ness 1etter Either way, you would be expected to

-communicate effect1ve1y through the form of a business 1etter U

N

WHERE AM T GOING? ' .
. H

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

a business letter. 1 wi1l be able to write an acceptable Business’]etterI

/ . -
. . . L
y < . > . N
’ .

~




»

- HOW.WILL I GET THERE?

. ot
1. .1 wilf.read the material provided

~

on the following pages.
’ \

2. 1 will Complete the Self-Check
- Activity. '

P Y

-~

Activity. _

¢

3.0 1 will complete the Létter Writing

-

«f

3

'HOW WILL I KNOW WHEN I'VE ARRIVED?

1. I will check my knowledge of the basic

procedures for writing a business letter

‘by checking my answers on,the Self-Check

4

answer key. ~ . B

+2. 1 will ask for my clasemate’s opinions of

/ .
the 1ettgr I write.

R g

3. 1 will.agk for my teacher's evaluation of

the 1ettér I write.

—

N



iis

)

. . THE BUSINESS LETTER ° ,

-
.

-

\

writing an effeCtive business letter medns that the person receiVing the letter gets, as near]iﬁ

as possible, the message you intend for the letter to have. In. order to ensure that the receiver wiil

1 >
get this message, there are severa] "rules" you should follow.
[ 4

]. ‘Organize your thoughts as carefully as p0551b1e, so that they will be easier to understand

2. Keep your message as simple as possible. Do not include any unnecessary information that

might "clutter up" your Tetter and make the main points of the message more difficult far

the receiver to get. Keep your words simple and your sentences snort,.if possible.

pub]ic serv1ce agency, you will be soeakino for that agency. Adopt a "tone" im your letter

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

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

same time, convey a nonverbal message that you are responsible and knowledgeable as a reore-

sentative of your agency. Use the proper form and av01d any carelessness (misspellings,

s

smudges, grammatica] errors) that may say otherWise Use good quality, unlined paper of a

4

-

- standard siée. Type your letter, if possible. If not, use your very best Handwriting. = ~

-

Theve are several acceptable forms for husiness letters and you will probably be expected to use

one of thes forms., The following page shows one of these acceptable forms.

R 4 , - . ) .
the page identifies tne parts of the business letter. The explanation of each.oj/ﬁmese_parts on the

next few pages'wiii help you to understandesome of the agreed—upon conventiz-:

1

As you read the explanations, refer back to the sample letter. \\\\\\\\;

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

The key at the bottom of

N

/™~

‘0~ writing business letters.



. Miss Jane Smith, APPS Teacher.

. Your” Town, Your State 12345

.

, . . - Pablic Service Agency

e ) (1) 123 Any Street

N Any Town, Any State 12345
(2) -March 15, 1977 \

-~

- SRS

Typical .Town High School
123 Any Street

Dear Miss Smith:

'Our office has just received &our letter of March 13.

Could you please let me know what .time would be con- 7
venient for me to come speak to your APPS class: Jhe best '
time for me would be either a Thursday or Friday morning.

"1 am looking forward to meeting with you and your class.

-. 1 . (6)° Sincéreiy you%s,

.
‘5& .
. v i
1]
.
.

(7) . John P. Wilson

KEY —_—

1. Sender's Address: -

-

2. Date'Line
3. Inside Address <{'

. 4. Greeting or Salutation

o !

Body of the Letter
.. \ . ' /-
. 6. Closing
7. Signature
- ] k] ¢ A

1

Ao




Parts of the Business Eetter

N

1. Address of Sender - 'If you are work1ng in a public service agency or other office, your office

stat1onary will probably have a "letterhead" with the name and address’of the off1ce on it. If .

’

not wr1te your address in the mgnner shown . Your house number and streetsmame, or your rura]

.{ i

route and box number go on the tap 71ne, your\cxti' state, and zip code on the second 11ne A

—.-.;o

. tomma goes*between the city “and state or rura] route ‘and box number Notice that the left-hand

margins of the-sender's address are- exactly even and that the r1ght ~hand margins aJE as even as

,possible. Don't use abbrev1at1ons unless absolutely necessary. (an except1ona11y long city and
T lstate name that wou]d run over into the right-hand maggin for examp]e) It Js most acceptable
to abbreviate the name of your state and to use the abbrev1at1ons “St." for "Street"; "Ave."

for “Avenue"; “rt." for "Route".. Each item 1nuthe‘sender s address goes di¥ectly under the

f
ot

- . other. Do n&: skip Tines. ‘ ‘ ,,

L \,.
A

2. The Date L1ne - Today's date goes directly under the address of the sender without skipping a line.

The’ ]eft hand marg1n of the date,}1ne is exact]y even with the left=hand margin of the.sender's
address.‘ Wr1te out the month (don t abbrev1ate) foliow that with thekdax, and put a comma.between_

ﬁ the day of the_month and the year. u 4 ' < . i _ . o
’

L]

3. Ins1de Address - Th1s address 1; the name of the person and/or company to whom you are writing.

If you do not know the individual's name but wish-the letter to go to a_person with a par\1c01ar
. t1t1e, you may use the t1t1e in your inside adress (Examp]e Public ReTations 0ff1cer/Department

. of Agr1cu1ture) Some rules about the inside ‘address are that the left-hand ‘margin is perfect]y
! !

stra1ght and about one 1nch from the left of the page Separate this address from the Sender‘s

-

P -

. .
Ay R - a . RN
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(continued) address with a double space. Eash'Wond'in the name of the agency or company to which _ \J

you are Qriting is capita1izedl Again, put a comma\between the namg of the city and the state. -

Salutation or G eeting - Separate the salutat1on fram the 1n51de address w1th a blank space. The

left- hand ma/g%n should be exact]y even with the Teft- hand marg1n of the 1ns1de address. If you =~ ‘
know the naqf of the person to whom you are w71t1ng, beg1n the sa]utat1on W1th "Dear“ followed by |

the person's ‘title and last time. If you de not knpﬁithe pe{son 'S name, you may usé as saIutat1on

Tike "Gentlemen™“tr "Dear Sirs". -t is now cqnsydered acceptable to begin a business letter with

"Dear Sir or-Madam". Always follow the sa?utation:with a colon (') and capitalize each word in

the salutation. Common abbrevat1ons to be used thh th1s port1on of - the letter include "Mr.t, )

"Hrs . ", and "Dr.".

— -

2

Body of the Letter - This is the maihﬁfart of your letter. Keep your, Teft-hand margin exactly L,
o ! p]

even with the Ieft-hand.margin of - the {nside-address and salutaiion.‘ Hakeihhe right-hand margin

of the Tetter fairly even with the rfght-hand margfn of the sender's address.- Yau may indent’

’the first sentence of each paragraph in the Ietter, 1f you Tike. Separa;a'this part of the letter *
from the salutation with a blank-space and skmp a 11ne between each paragraph of your letter., The
body of the letter is obviously the most ?ﬁportant part of your letter since it 'will, conta1n the . . S
information you are sending. State yodh most Jmportant information first and do not include any"

unnecessary information. Be polite, but as brvef as possibfe. And do be certain %Fat—you are
! p . > B ¢ ¢

sending correct messages. Get your facts straiqhtl . : _ ?




' -~ R \ ) - A
: 6. C]os1ng - There are, several c1051ngs you can. use. These 1nc1ude “Very tru]y yours", "S1ncere1y )
yours", and “Yours trufy“ Leavé‘a blank space between the’ bp;i of thé 1etter and the c]os1ng

Capitalize or’the first word in the closing and use a comn ter the‘ﬁna] word of the

closing. - . - , . . .V a )
' ‘ C o) e /' . ‘\‘\'; \\ :
’ ]: Signature - If\yqu are writing your jetter by hand,'stgn your letter on t?e line’helon your closing.
-"" Use your ftrst and last name, but:not your titte. You would not, for example, sign your letter
", ‘,Y(’J "Miss Jane Smithﬁ. You may, if you like, put ydur title in parentheses before your‘signature If
a ‘ you are typ1ng your letter, sk1p four spaces below the c]os1ng and the your‘name so that the left-
; 0 A “ ' hand marg1ns of the c]os1ng and ydur typed name are eéen Write your namea1n the space betweerl the
. . -c]os1ng and your typed name. ; A ' ,~ S ’
. L a - :
\_ / R - - o\
. , ) -Ihe,Envelppe P /, o
_ \ The enve]ope is also an 1mportant part of yodr bus1nesi letter. If possible, use a standard «
' \\\size, wh1te business enve]ope (4" X 9»“). If the name of your agency or company 1s already pr1nted

Jan the upper left hand corner of the enve]ope you may wr1te or type your name beneath ‘that of your
}

agency If your agency name 1s not on the envelope; leave a sma]l margin at the top and left of

o T the\envelope, and type or write your name and then’ your address just as it is on the sender's address.

»
-
_—
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The Envelope - .continued

- .

LTS
'S

The name and address of the-person-to whom yob are sending the Ietter gdes.in the middle of the

’envelope v the same form as the inside address.
\

Notice that the left-hand margins are always :

even, Rhen you finish, your enve]ope shou]d look Tike this:
. b \.

. g

Mr. John P. Wilson . ‘ ’
Publtc Service Agency ’
123 Any Street .
Any Town, Any State 12345

N

Miss Jane ‘Smith, APPS Teachet:
Typical Town High School
’ 123 Any Street ° »
. L Your, Town Your State 12;45

\J Tt

:
. .
¢

v ' <
»

Folding the Lettef)

v

<

* If you are using a.standard size enve]ope,\fold your letter by turning 1t up one-th1rd oﬂ\ED;///

: way from the bottom of the sheet so that the typed port1on is on the 1nside.

the sheet dver the botton third.

»

]
v

N ‘ .16

Fold the top third of

If you must use a small size envelope, fold the paper up_from the




- el -

"Folding the Letter - coﬁfinugh f' - , T ’ Q

‘.
.

bottom SO that the sheet is folded into an,exact ha]f with the typed port1on 1ns1de. Now fold the

sw 0 right th1rd sect1on of the sheet over the, two thirdss Your teacher will demonstrate the. proper way : o

. to fold a buSIness Tetter. " A



Activity 1 | SELF-CHECK

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

-
-

i

. s )

—

> ACTIVITY.

Re?ourcgs:' This self-check activity, pencil or pen \\”f

L d

Directions: Place the letter corresponding to the part of the business letter that fits the

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

- The description may fit more than one 1etter part2.

. T . -

A. Sender's‘Address ’ ’ E. “Body . - .
B. péte Line - . - . F. Closing
C. Inside Address : 6. Signature
-— ‘ ,, , ‘ _ : ,
D. Salutation - | (’
‘ 1. Commas may go here. ) ~ ; . .
2. Comma goes at the end on]y.\
J— 3. Left-hand margin is;evenfwithbthe‘ieft hand margjn of the.sender’s address:
’ 4. Right-hand margins are not exactly even.
/ 25. Address of the persoﬁ or agency to whom the 1ettgr is being sent.
4j2 ’ 6. Address of the person or agency who’is sending ‘the letter. ‘ "
’ ?.,,%hé/first line may be indented five spaces. ' ) .

[o0]

. A colon is the-correct punctuation.

10 had

) tsD;
(P




‘\),

9. Goes immedjately below Eﬂe sender's address P
“10. The 1eft~h§nd margin should be e&en with the left-hand ﬁargin of the inside address.
11. Each word should be capitalized.
12. Shou{? be separatgd from the_part\beﬁdre it by é doub]e\gpace,
13. * This parf must always be handwritten, even if the letter is pred.
14. Qiyes the title of the persén to whom you are writing. ¢

15. Contains a zip code.

A

V4
. N B ) r' N
HOW WILL T KNOW I'VE DONE IT CORRECTLY? i
T will check my answers with the answer key. {

o
3

-t
]

[
[N




, . : B . -
°—//9h55;t;;;j I will demonstrate my ability to writé an effective business letter.
} - : [

. Activity 2 LETTER WRITING =~ (

3 ) ‘ . ’

. o 4

« ACTIVITY

‘

~ - Resources: Good quality, un]1ned white wr1t1ng paper, pen that wr1tes 1th dark blue or

) b]pck ink, or a typewr1ter your favor1te MOG and a wh1te bupiness enve]ope

Directions: Imagine that you are already employed in the public service &rea that most appeals
to you, in the capac1ty of public. relations officer. A high schoo] APPS c]ass has written to
yoy asking for general informatior about employment in youf public service area. Locate the

bl .

¥4
MOG ghat descr1bes ‘the area in wh1ch you are servrng, and-review it for the information the APPS

class has requested. Now write a business ]etter in acceptable form,convey1ng the information

- to the APPS class. You can make up an address’ for your off1ce dnd use your own h1gh sihoo] S
gddre§s forAtne inside address. Prepare an envelope to go a]ong with your letter. ’ Type the
]etta; and enva]ope if you éan. If not, use your Qery best haﬁdwr}ting. Ask one of your class-
mates to proojpead your letter before you take it to your.teacher S1nce you certa1n1y ‘want to-

convey a good 1mpress1on of public service to prospect1ve emp]oyees, rewr1te your letter if your

teacher’says you ‘gve any mistakes Upt1] it is as perfect as you can make it.

1

HOW WILL I KNOW I'Vt DONE IT CORRECTLY?

I will ask my teacher.to evaluate my letter. T ..

I
L 3
i

20
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EFFECTIVE NRITTEN COMMUNICATION -

Ihe Personal Data Sheet

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

business world. Even if you have never worked, you have probably fiiied out many different kinds of

v

forms: a form when you are issued a textbook; a form to register for classes; a form 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 more forms: forms to apply for the job;-forms{ier—the payrolil and

RV - ¥

insurance departments when you-haxe the job; forms to file your income tax; and forms to apply for credit

or to buy a car. If you do decide on a career in pubiic service, most local and state qovernments and the

~—

federa] government have special forms they have adooted for various purposes But, regardiess of whether
*you dec1de on a career in public service, the ability *o fill, out’ forms«is a skill everyone needs to, acqu1re.
| 0f course, the first form you w11]_f111 out for“a pubi:c service agency you'want to work for is a
job ‘applic3dtion form. The personai data sheet is a way of gatnering and organizing information you wi]]

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

-
L]

municator through job application forms.

<

WHERE AM T GOING? . ' " , o - »

Ny - o

7 . ) .
" By the time I finisp 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. ) 2 -
: ' /
/ ' . ,
. . — . Aztj
. , / W ’*‘21 S
40 » ‘ o P 4
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- EFFECTIVE WRITTER COMMUNICATION -
. e 7/

The Application Form,_ - p . .

3 . {"

Certainly one of the mostimportant forms you will ever fill out is the job application form.

Just as with the business letter, there are certain agreed-?pon "congéntions" or "rules" you should

.-follow in filling out an application form. And, just as with business lTetters, you are communikating

-

nonverba1 informatidn about yaUrself at the same'tjme you communicate the verbal information asked

» for on the form. The application form may pe the firsﬁ con£2§t you have with a prospécigyeiemp16yer
and if your form 10Qk§ messy and gives the appearancé:of having been carelessly filled out, that
employer may come fo the cong]usioh 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 tLis section on_the appli-

cation, form you will Tearn to be an effective communicator through the medium of the application

— 3 \

form. - .. .
AN

WHERE AM T GOING? < : - S -
. C. ‘ . b . ) - T "

/ 1 Fl ¢ - ! ‘ N
By the tinfe T fiﬂjsh this section on the application form, I will be able t¢ fill out a

general application_formt and a civil service jop application form with total accuracy.

&




THE APPLICATION FORM

The purbd§e of the application form is for the emp]oyer to get information abdut you that will '
help him or her decide?&hether'you are the kind of employee the agency or company needs. Most .
qppliZation forms require the same kinds df information. Since it is very important to be accurate
;(supply the right infdrmation) on an app11cat1on form and since it is.difficult to remember all the
details you w111 be expected to know, it is a good idea to make a persona] data sheet for yourse1f

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

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

&

The firsﬁ kind of information the qppfication form will probably require is personal information.
\

’You wi]] have to supply your name and ‘address and details such as where and when you were born’; physical

~

character )st1cs such as height and weight; 1nf0rnat1on about your parents; and perhaps someth1ng about

your 1n erests, hobbies, and career goa1s ) -

-

. >
A second kind of information you will nged to fill out a job application form is about your

educationa1 bépkground. There will probably be places on the form for you to list the schools you -

—

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

s - . i
a space for you to 1list the subjeEtﬁ‘you‘studied in school and what your grades were in thos subjee;s.
’ &

A third category of 1nformat1on is about your work exper1ence~ You must put down on most app11-

cat1on fornts the Job you now have and, usually beg1nn1ng with the most recent job and go1ng back, the Jjobs

-
<

~e

TN




ggp11tatibn Form - ‘continued .

, . . " o
' %
you hhve held in the past. You will also haye to write down the names of your superv1sors on these

) f
jobs, the rate of?pay for these jobs, how 1ong you he]d each job, and your reason for 1eav1ng ‘each

4

~ Job/| ) y A

l jFinal]y, ‘thége will probably be a section on ‘the application form for you to write the names

-

and aﬁdresses bf three pebp]e who can say something about your cﬁeracter and your quilifications

V4

: for the job for ‘which you are now applying. These kinds of people.are called REFERENCES. Usually,
“the form will- state that.the referenc/; should not be relat1ves or the same people you listed as

B <
fo?mer employers. Good prospective references might include your m1n1ster, Sunday school teacher,

, .fam11y phy51c1an, teacher, or a neighbor who is respected in the community. Ire prospect1ve employer

will probab]y contact these people, so it is con51dered couﬁteous to ask their perm1ss1on before

you Tist them as references. - ) S {

.
~ | . , ™

’
i - . . - .
. . . . .
- ‘ o ’ - . .
., r | - - . ‘ Y
-

| , . o . -~

/’ ‘ 24 . ! £~)( I
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HOW WILL I KNOW I'VE ARRIVED?

“

HOW WILL I GET THERE?

1

. .
- 1. I will read the materiail provided on . 1. .1 will ask my teacher to aeck my ‘ ‘
" the following pages. ' . R general app]ication'form'for.tota].

o - accuracy. ' )
;,“ 2. I will fill out the general apb]itation 2. I (é]] ask my teacher to check;ﬁy
' " form. < ‘z_, . ' f civi{ éerVch abp]ication form for’

‘ Y : ) . L ’ total aceuracy.
. 3. I will fill olt the civiT service application * 3, Iwill ask for my classmates' and
. * form. T e ' ' " my te'acﬁer's opi'm'ons of my perfarm- TN "
4. If timé a]léﬁs, I will complete the Role . + ance in_ﬁhe‘Ro]e Playing Activity.

Playing Activity.



- g - | ( | (

.~ THE JOB APPLICATION FORM RULES
R

- ‘ a 0\ ! ,. * - ) ' ,
) Avjob applicatien form is a.means employers use to get a 1ot of information about a pros-

v -

pect1ve employee in a relatively sma]] space Nhen you fill out ong of these forms, there are

‘ X certa1n rules you shou]d follow to be sure you are commun1cat1ng the right kind &f verbal and
nonverbal information about yourself.* - ® S o . .
‘\ . N — : '{)\‘
Lo *  General RiiTes. for«Filling Out an Application Form o
- . —— s - -
L] . SN - D

1. Be neat.” The way your form Tooks will send a Tot of nonverbal information about you. Ifs“

your form is smudged, if your printing or handwrit}ng is sloppy or if you write in the wfong
. - : _ spaces or let your writing drift all over the page, the employer is not going to be very. ) T
~impressed. When you are filling out ae application form, use a pen that writes with dark

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

. T . .
/‘ 2. Be acCurate - Give correct 1nformat1on The agency ‘will probably check your- 1nformat1on, S0 )
be sure you have names, dates, and addresses corretf" The time to check this 1nformat1on is

“before you go to fill out the qpp11cat1on fd?m. Your perssﬁhi\gsta sheet will he]p you here.
.{w M * -
. K

N ¢ 3. Be honest Many application forms, 1nc1ud1ng the civil serv1ce one, state'that giving m1s1nfor-
mation can cause you not to be considered for the JOb If you h?%e to wr1te something on tﬁe

4 fqrm you think will hur%:tour chances for getting the job, you wl\\ probab?y have a chance to

. ; . L. q
explain in a persona] 1nterv1ew : . “ ? . S‘j_

=% , _— ’ ¢
/ V8 . 3“ o ‘/ . v . -~ .
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[

4. Be complete. Give gll_thg_information asked for and do not leave any blank spaces. If a
certain questign does not apply to you, write "N/A" (not applicable) in the space provided.
If you leave a blank spaée, it may Took as though you simply overlooked that question. Many -
times, also, one question will ask For more than one kind of information, so be sure té answer
eagh question comp]gtely. The_}ﬁvi] service application form states that failure to answer
all the questions completely could mean you wou]d'not be considered for the joeb. How wou1.d

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

5. Follow directions exactly. - If the directions say "Please print" and you proceed fo answer

tpe questions in writing, what is your-prospective employer going to think about your ability
. . - 2
to follow directions? In order to follow directions, you have to be sure to read all the

directions on the form. Never start to £ out a form until you ha&e read aTi'the instructions °
L ] ’ :

carefully. g ’ A _ .

: -These are the genera], rules for filling out}app]icatioh forms. If you 6119w all these rules

“@oe o« e

) qgre?ﬁil&,vyou sHbu]d Hﬁ;e no probiem making a good impres§ioh with your cgfipleted-form. As you

A .
fill out éhe form, put your personal datgii‘gst beside the form and transfer the information on .

»

your data sheet to the form. There are/;;he rules about puttfng this information on_the form

you should know.

c
&
o,
AN
op)
}-..\
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1.

2.

3.

Ru]es for Putt1nnge[§pna1 Informat1on on the Form

-

Y

.

Your name. Usually th%ifprm will ask for your last name first, then your tj;st ngz:; and your
her '

middle name or jnitial. Be sure to put your name in the spaces provided. If t is a
separate space for each q;it of your name, don't run ydur name together.

L

_Date of birth. ¥You may put the number of the month, fol1owed_by a slash line, followed by the

day of the month, follewed by a slash line, followed by the last two numbers of the—year.
(EXAMPLE: 3/7/77). -7 PY

. ‘ 2 !
Address. There will probably be a separate space.for the number of your house, your street,

e

city, state and zip code. Don't run all this information together if a separate space is
provided for each item. e : ‘ Y A

work histof& The form wi]1 probab1y state to list yoﬁr most regent (tast) job or present

job f1rst and then the JobTTTrhad just before that and so on. Even if your job waf/gnly a
~

.8 A
mart -time Job, you. should Tlist 1t since any Job exper1ence he]ps The reﬁe of pay may be |
Tisted as % -~ per . If you were pa by the hour and made $2 75 an hour you ngTd

write $2.75 per hour. If you were paid Py the week and made $80 a week you would wr1te

$§%§§r week, and so on. . : )

N o )

\4\

O




- ( ,
: 5. Health. The form'qsgryou to state the general condition of your health. If you have not had
\\T-//’~—Nii?‘§§\aﬂy serious health preblems, you would probably write "Good". There may also be a list of

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

_ serious physical "defects" (handicaps) such as blindness or loss of hearing.
- d ’ -
’ 6. Person.to notify in case of emergency. This is a person your employer can get in touch with and
S ~ N . .
who can be responsible for you if you should ggtrﬁhrt dr'become sick at work. This person would

probably be your wife or husband if you are married and, if not, your father, mother or other

'—Eiééé‘relative. The form may also ask for the name of the doctor and hosbita] you prefer to se.

- . -
7. Blanks, blocks and pareritheses. Sometimes the form will provide blanks fQr information. Bg

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

8: Abbreviations. There are certain words it is acceptable to}dbﬁreviate on a form. These words

/ o s
! include names of states, "Street"o(St.), "Avenue" (Ave.), "High School" (H.S.), “"Junior High
( School" (J.H.S.), "Company" (Co.), and dates (3/1]/77).‘ It is best not to abbreviate other kinds
Y ' - . - ‘ .
of words. - / AY

-

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

S'Signing" your name means to write it, eVen,iffthe difections say to print when you fill out the

I'q

application. . oo el J«:' ,*. s

PR N

: % C.
You are now ready to-begin filling out the appWicat1on form!

v _ b A .. -
Eq : 29 .




 Activity SEAN # THE GENERAL JOB APPLICATION FORM, D .
e - : ~

'dgjective: I will fil11 out a general job applicatiqn form with total accuracy.

.
a8

) " Activity o : ) I
) Resources: The general job application forT, a pen that writes with dark blue or black .
ink, and your personal data sheet. ' ~
o _ ‘ 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 R
the application form you do not know, ask your teacher and then make d Tist ﬁﬁggk
of these words for future reference. -When yo. finish you;'ferm, exchange forms
with a.classmate and proofread gfih other's forms ‘Ask your teacher for final
o : B <
. approval.‘ If you have made any errors, review the rules for filling out
) e Y ;ﬁplication forms and re-do your form until it is completely correct. Use your ‘
o personal data sheet for the information you need. —
s . -
HOW WILL I NOW- I'VE DONE IT CORRECTLY? ..
: o , . ¢
ot : . . ‘ L v . ’,
’ I will ask my teacher, for final approval of my form. .
— + v i — ° o : g 4 . ”f'
to : ; by
£ ° ; 2 ¢ . (i o
° ki ° Y
Q T o . , - /
o )
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Activity.2 = -

1

THE CIVIL SERVICE APPLICATION FORM

L J

)

Objective: I wiPﬁ{fi]J out a civil service job ampplication form with total accuracy..

A}

S Activity .

—— v 7
. .o - ~Resources

L)
°

. 1ink, and your personal data sheet.

Pl
Directions:

Statement) provided by your teacher.
.follow them exactly.

v as special instructions for certdin items.

< .

instructions).

s V

oo " .and proofread eaeh other s forms.

4 .

.
- [y - 4 \ . AT )

dapa‘sheet for the information you need..

, : The cjvi1.service application form, & pen-that wrigEE'dark blue or black

) , /,
- : know, ask your teacher and then make a 11st of these words for future

\ferms egg re-do your’ form'unt11<1t 1s»gomp1ete1y correct.

Fi1l out the civil service application form (Personaf‘QuaTificatioﬁs.‘
Read thé instructions carefully and

(Notice that there are general instructions as well

If there are any words'on the anplication form you do not

L
.

"~ references. Nhen you f1n1sh ydUr form, exchange forms with a classmate
Ask your teacher for'f1na1 approval.
) If you have made any errors rev1ew the ru]es for f1111ng out appligation

MUse your persona]

»

You will need to read all these

3 8

, HOW WILL I KNOW I'VE DONE IT CORRECTLY?

7

°I§wi11 ask my teacher for final approval ofimj form.

L
s . g
| .
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’ /EFFECTIVE thTTEN COMMUNICATION )
- . ] * ‘5. P . . P
= The Memorandum . . o . s

e

? s . o
Imag1ne that your parents have gone out for the evening and left you in charge of your younger

brother, B11Jy " Of course, they e%hect'to~{gnd you at home when they get there, but something

-

important happens shortly after they leave! Your best.friend calls and tells you he has .free t1ckets
to a concert that has been sb]d out for’ weeks and that you both wanted bad]y to attend. He teTIs you

that his mother has sa1d she w1;J watch ‘Billy, if you can bring h1m oyer, but yau will have to hurry
. =

since you have 1ess than an hour to make the conakrt You don't th1nk your parents will m1nd your -
s ! - .

‘go1ng if someone responsible is watching Billy,. but you know that you have to let them know.where you

-~ .

have gone “and who has B111y Jou don't know- how te contagt your oarents, o) you decide to leave them

—

a note. Since you arexan a burry .y@ur ngée w11] probab]y read someth1ng Tike th1s: "Mom and Dad, .
Have gone to concert.with Jack . JOnes has B111y. Back by 12 Joe". You have orobab1y been .

wr3t1ng notes 1ike th1s almost since you~f1rst learned to wr1te Notes are simply a way of passing

o

along concise 1nformat1on ("ConC1se" information 1s<fnformat1on that contains a11 the necessary '

ettt
— o

. detalls but 1eaves out any unnecessary 1nformat1on ) .; T e ' o ’ s

. .
’ - . « - .
Q M . . . 7
1 ~ %

‘The memorandum orV memo"i as it 1sdJsua1]y called, is noth1ng more than & form business ofﬁces o
‘

use to pass along concise 1nformat1on. It s the business world's equ1va1ent of Joe s note. This

¢

section wi]i.help you to become anfeffect1ve communicator through the medium of thé&wmemo. & .

. /

' < -
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‘ . el

: WHERE AM 1 GOING? : - - e ' S
By the time I finish this section on the memb, I W‘ﬂ‘] be able to write an” acceptable memo. T
|
. |
" HOW WILL I GET .THERE?' . o HOW WILL T KNOW I'VE ARRIVED?
1. I willpread the material providedzn the: , . 1. T will z;sk m,;/ classmatés and teacher
following pageé. ot o _ ffqr their reactions to my concise
. 2. 1 will-complete one of the’ activiti‘es on - ) Qr’*iti_ng exercise. - ’
E conci.se writ1'~ng. ’ . E g o ‘ 2. I will ask my teacher to cheﬂk my .
- 3. I will complete fhe activity on memo ' F I Memo Writing Activity. i
w;itjng. .' T v -
, .
b L ’_/'
) | ocj YL, s BN . 5
4 - ~ ¢ .
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o '  THE MEMORANDUM. (MEMO) - , -

¢

*

We have ‘already described the business']etter'as a form to send ihformation from one agency to

.

another, or from the aaency to the public, and the application blank as a form that =ends information

about a prospect1ve employee to- the employer. S1m11ar1y, 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 agensyg.the form 1s\ca11ed an INTEROFFICE MEMO Basically, then, the

Pl

-
ﬁﬁé’a is nothing more than a note that i35 passed along inside the aﬁency, but because businesses and

,pub11c service agenc1es must keep co Tes of notes about official bus1ness the memo takes a d1fferent

form than a note. Th1s ""off1c1a1" ﬂ)rm ma Nary frOm agency to agen%or from” ‘company to company,
but usua11y 1nc1udes head1ngs that make 1t easy to f]Ie the _memo, For

L4

for a memo usually 1ook someth1ng 11ke thjs ‘
© ' i “10: ) - ,
2 ) FROM: ,
N SUBJECT: '
. \ ) s DATE: R

-

L 4 o

ﬁ%O"'te11s the peh§6n or department.where the memo is godng. ":;MP giveé the name of the person or

o

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.

) -
’ §¥
- ! » ”
. \ o e A
- ) - . R . w
- N

>y

uture reference. The headings '

v

e




rd

Ina bu51ness off1ce or public service agency, the message of the memo is usua]]y typed a’
few spaces below the headings. Memos; 1nc1ud1ng the head1ngs rarely run over.a half page in 1ength

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

%,
the memo are usually typed\at the bottom of the page “and the person responsible for the memo signs
his or her name above the typed name and title. Memos may be sent for any purpose that requires only
: ' a sho actual statement: to announce'meetings‘or to make corrections in previously announced policy,
[ . \, . . ' .
for example. _ , ' R
- < e L] -
r—ﬂ . N -
- o
s ¢ ,
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.
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— \
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-

Here is a memo that might be sent from a pr1nc1pa1 to the teacherg in the school. The purpOSe

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

next marking period. . o : .
- 'r\ )
”
TO: - A1l Teachers - v
/

FROM: - dohn Smith, Principal _ »
SUBJECT: Change in-report card form

DATE: December 1, 1977
— " i »

Because the new forms have been delayed at the printer's,
we will have to use the old report card forms ¥or this marking
period. Any teacher who does not have an adequate supply

¥§ _, of these old forms, please see me.

John Smith
Principal

; : — </

)
’

Notice that the pr1nc1pa1 did not express his op1n1on about the report’ cards be1ng late; he.

'7t) ' stuck to the facts. Nor d1d he add any information that was about anything other than this one matter.

‘
H
ar
-




. W
Many of the same rules that apply to writing business letters and filling out application

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

/

get the impression that you are responsib]e' knowledgeable, -and courteous. Therefore, your

memo should be free cof errors, shou]d appear net, and the 1nformat1on in your memo shou]d be

¢,

accurate.

“

«
. , , :
\\\\_ Most people in public service agencies are very busy people. »They*do not have time to read
e long, involved messages when shorter ones could send all the necessary information}//fgr,thﬁs
. &

reason, your memo- must be concise; it must state all the neeessary inforﬁi}ion ir'brief form

* without adding any unne¢éssary irformation. One of the most difficult skills for many people to

o

acquire is this ability to write concisely. Remember the note that Joe wrote to his parents at the
‘ beginning of this section? Joe made his . note brief because he was in a hurry; he didn't have time

\jj—;;T;EH details like how excited he was when his friend called about the concert or how nice

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 wogad be

-

-~ back; and who was keeping Billy. Writing 1t concisely sticie to the facts and eliminates unpec-

. essary information. The next two activities will give you practice in writing conhisely.

¢ .

-
“

~ ¥

- - . .
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. Activity 1 | CAPTIONS N : S,
Objettﬁv‘ea: I wiﬁ imprqve my abi]ity"t_QJw)rité conciisely by ylriting ‘picture_ captions. i !
e : ‘Activity | | ST,
- Re‘sources: 01d magazings and newspapers, s'ci'ssors, pen or;;.pencﬂa,' pa‘per and "
\' : your cfassmates. | "”“ - v
~ ) . ~ . . .
Directions: Gut out ten or so fai ly short newspaper or maQazme articles that have _ B
accompanying pictures \w1th caht1ons. gparate the picture, its capt1or1, o
. a:nd the story by cutti\hg themvapart, but code eath of thevthreé parts with /
" the sam@ number, so thgt you will know wh"ich ones go togéther. Exchange
*} “{ ) st9ries and pictures -wi\th your classmates, h'utd keep the capt;ons. ’Read the
¢ v ’ story that goes with a picture and, based on what you read in the stor"y~,
write a caption that can go with the picture: When you finish, ask your : Ar
t]assmate to give you the or1g1na1 caption that went with that p1cture "Mdke ’ i\
; : ) ' a summary sheet that 'h.lits the or1g1na1 caption for eath °p1cture and the _ . )
— captions you and your c]“assmates made up?. How conc'tse]y‘wer;e’a you .ab]e té .
summarize the degails 1'n:ﬂL the story you needed to us‘e to de,‘scr’ibe'the picturg. ’ :
- . . ‘k " s \
N Hdw WILL T KNOW ,'VE Dc;NE 17 CORRE(&U? \‘,, ) C . b . ; £4
~&@ i A I will compare the captions I-\fl'ro\fe wh‘th the originals 'and with the ones myé’l‘assmate‘s wrote. /" l
‘.[l{llc I will ask my teacher for her/‘(')/pinion‘ 'of'my captions. - E . . ,

N - . . \ ) ..38 » . . - _ /'

a




Activity 2 - TELEGRAMS |, ,

.
o °
. °
~3 ¢
- 2
¢
-

Objective: I will improvei_my abﬂtnry to write concisely by writing a telegram

3

a9

v
e

£

-

? - 14 ~

R IAct1v1t_y o
t
- ,Resources: Pen or pencil, paper and your classmates.
" Directions: Telegrams are good examples pf (:o‘ncise writing. Since’you have to pay for
4 . - <

v , .
each word you use, you tertainly don't.want -any unnecessary\information, but

hal

4

_unless you had i‘mportant information to “send‘, you wouldn't bé senc—ﬁn'g a.tele—
o o °§ran; in the first place. Read the situation below and writé a telegram that

‘ \wou]d convey tho necessar}i_information. Imagine tha-t your tetegram is c?;s,cting
.I ) - 'you five cents a wo=d. Compare your" r'es‘u]tg wifh yfo‘u?‘ classmates aﬁ;i see who

v

= A -7, ‘. was the most ecoqn‘omicaL You are e]i:ni'nated‘ from the competition if your
. . R ' ‘ teachger says you 1Left out ar{y necessary inf‘ormat;’on. The word "STOP" ig used
* in'p]gcg. of a period in a‘te]egrém and the t'e1egram is written in capftal
" ‘ letters. wf(Exa.rﬁp1e: "ARRIVING ON 9:55 PLANE S‘gP PL'EASE. MEET ME AT GATE 1925

STOP). v . .
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Activity 3 . WRLTING MEMOS v -
.. ) - ! . ‘ ‘ : 0.

Objective: I will demonstrate my ability to write an inter-office ‘memo.

. ) ) ‘/_‘_
T . St -

™ . . * v e
. ( ) T s . i e

£ ! Activity 7 : .

: 3

‘Re§ourqes: Paper, pen or typewriter, and a MOG .

PART I » : -
e " Directions: Read tite situation below and write the.inter-office memo- the situation -
he requires. > -
L} < v

You are the police sergeant in your hometown p%11ce department and are responsible for
the processing of paperwork Beg1nn1ng w1th today's date, the form fbr reporting minor r

. traff1c vjo]ations (running stop s1gns,=etc ) W1&l be chahged from FORM 7050 to FORM 7060.

. You mas t send, this anﬁormat1on to 411 traffic offAcers. Use your own name.

Py

QQART’II Y o .z

N\
.. Vs . Ve . .y .
Directiens: Select one of the two MOGs you have studied in this class. Select a
R \’ ' g 4. . .“ R ’ . ‘“ .
, Public service job that‘intetests you from that MOG. Review the jbb description for that

\ &
Jjob. Us1ng that ‘information, make up a s1tuat1on like 'the one in Part I of th1s activity

-
) that eould reaquire an 1nter-offﬁ€‘ memo. ~Exchaqge s1tuat1ons w1th your classmates, and’

. . e B

{ wrpte mémos for ‘their s1tuat1ons
, V) .

’ . 6 .
q - . 0 ~ » . . » . ' ~

i

HOW WILL I KNOW I'VE DONE IT CORRECTLY? 1 will ask.my teacher to cheéck my’memos.

¥ ) . . Tt ' ) ' } * M ,’
o , v . A ‘»\ . R - ° [ . . .
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. <Comp1etehess is important:

O Ll #ug

To he an effect1ve writer of commun1cat1ons, there are certain rules you should know and observe.

LS
. v
A

H
t

Rules for Writing Reports

. .
.

You want to coﬁbey the impression that you are

-~
<

Communicate the proper nonverbal informaw.

knowledgeable and responsible. Your répo “should bé neat in appearance aﬁd free of careless

P )

errors in spelling and mechanics. . - - . ‘.

Accuracy is important. «Misinfor-

Be sure to get your information straight.é Check your facts.

mation fan have disastrous results. i : .
’ \ V

Be sure tO cover every a§5egt on the subject you need to. Don't ,

- . o . - ‘ . | SN

Teave out important information. :

“ Al
in your report the information your audience wants to hear. If you

"Know your audience. Incluce

PO - ’ *
were presenting your report to 1 group of first graders, for examp]e the information you would
g{ve would certainlngg/a1fferent than if you were presenting 1nformat1on in a/%1qp school.

.

Keep the purposeqpf/%he report in mind. Suppose you have & assignment to wr1te a report on a

<

pub]1c serv1ce agency. If,the’ purpqge of that report is to try to interest your c]assma@és in

that agency as a possib]e career, you will inc]ude generé] information about what the agency-

does and about emp]oyment opportun1t1es and JOb qua11f1cat1ons » If, on the other hand, you aré
e

51 —
already emp]oyed by that agency and were assigned the, task of wr1t1qg a report on budge\\peeds

4 )
for the coming year, your report would go into much more detail on spec1f1c programs pnd the,
costs bf those programs. ' ' -

.‘! * L}

4
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i

,

) Use specific details and answer the quest{ons'who, whagj when, and where.” Don't be vague

+
» ’

about your information. Use specific details:ih writing y report and avoid.generalizations.

~

Use the proper form. Most reports should indicate the nahe of the peﬁion writing the report,

the person for whom the report is prepared, and the date the report is prepared. The title

s »

rd

of the report tells what the report is about. . ’

14

The following is an example of a report that\fjght have beén prepared by'a city inspector

¢ » N - : .~ 4 o ve
following a visit to ag#igh school to check on obse;;;;%e of safety regu]atiops.
. . «», - L -

*

.




EFFECTIYE WRITTEN GOMMUNICATIéN : .
The Short Report | .
T )
' The final fornf we are goinig to consider in this packet of materials through which people
cammunicate in the;hgsiness world is the short report. If you thinh back over your‘schoo]
exper1encesCFyou w111 rea11ze that for many years-you have been wr1t)wg reports, whether it was
a report on sp1ders for your sixth- -grade sc1ence cldss or a report on Abraham L1nco1n for your
h1gh-schoo1 teacher In these repgrts, you gathered.information ahout a subject to present to your C e
;‘teacher and your c1assmates Similarly, people in the busineﬁg world and ¥n public serrfce agencies

~

f1ndu1t necessary to gather 1nformat1on about many d1fferent gubjects. The form in which this infor-
P
mation 1s,psua11y presented is known-as the short report. In_th1s sectios, you will have an oppor-
tunity to éharpeniyour report writing skills and become an effective communicator through the, medium
@ . ht :
T T of the.short'repgrt.' <7 - T T T ) 4 . }
- T . « ’ . *
’ WHERE AM T GOING? ’ - ) ~

By the t1me lrf1n1sh this sectign on the short report I W111 be able to wr1t§ an effective

\\y ; ' . - . N \ '
;);;,—2\ “short reportu . ‘ \ ) - . \\\\

*
¥ —HOW WILL I GET THERE7 . '_ HOW:WILL I KNOW WHEN I'VE AQBIVED7
R P wi]].read the'mater1a] prov1ded ’ : Y/"} w111 check my comprehension of the
B ' on the followlng pages: o . _“Written material by checking my anpswers
L : on the’Self Check Activity with the answer
20 1wl compJe%e "bhe Self Check - - key.
\ Act1v1ty. x‘trw‘ : o . 0 . : )
T . r!-b : : “\\\ .2, 1 will ask my teacher to evaluate my
’ 3. Iwill compdete;ine Report Wr1t1ng » ‘ - ''Report Writing Activity. G
Qo Act1v1ty CA i . ) , - . \ o Q.
v e T A 43 -




F-CHECK ACTIVITY .

st

™

Below d?e\fiﬁejgituations inwhich a public service employee was assigned a short

»

report to write. In each caset because the employvee did not follow he rules of

good report~wzifjng, thehreport will not be as'goe {t could have Been Using the.

rules for good report wr1t1ng you have JUSt read, 1nd1cate why each re;3Y<IW111/not be

as good as it should have been and what cou]d have been done to make the report better.
14
~ ’ ‘ B ¢ i
. *Situations

t

He works in a park that is becoming.more and more

’

1. Employee. 1 is a park ranger.
™
popular as a fourist attraction.' His supervisor is-planning to request additional

'

funds to'en}arge'certain much used facilities. The supervisor asks.Employee 1. o

write a report onfthe numbe} of visitors the park has had during the past fewcyears.

Emp]éyee 1 does not have much time, so he makes the best estimate he can of the

.t Y

WHAT WILL BE

-

5
number of people who v1S1ted the park during the past five years.

WRONG WITH THE REPORT7 WHAT SHOULD BE DONE(fO MAKE IT BETTER?

. \ e o
. b Activity / N
} ‘f‘ ¢ -
Resources: ’ThT§“£e1f-check ézfiVity;‘penCilﬁor pen and paper. - . \
\\ Directions: ' / - . .

»

44 ) * é <
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t
v

Emp]oyee 2 works 1in a public ]Hbrary., Her supervisor is considéring doing away with over-

S,

. due ook fines. She ks’Eﬁp]oyee 2 to write'a report on the experience aﬁother']iﬁrary

in the area had when t y did away'with fines. Employee Z&Kisits the ofher.library and

interviews the head 1ibrarian‘hnd the circulation tlerk. She also studies the "overdue" |
. @ .

records for the past year to see how doing away with fines affected the length of time

.books ‘were kept out.. Emp]oyeq-zfdoes not agree with the idea of doing away with fines '

and she thomght she had some good ideas on the subjett, so when she wrote her report, she
spent most of her time'te]]ing what she. thought would happen if the 1ibrary did away with-
fines. WHAT WILL BE NRONG‘WITH THIS REPORT? WHAT SHOULD BE DONE TO MAKE IT BETTER?

Employee 3 is a health inspector who inspects_restaurants to ﬁée if they maintain hea]fh

- > ' -*
.

standards. On one visit he forgot his checklist, so when he gets back to the office he

L] . ¢

writes a }eport giving his overall impression-that the restaurant was not meeting basic J\,_

Gleanliness standards. WHAT WILL BE WRONG WITH THIS QEPORIE WHAT SHOULD BE DONE TO . -

- -

'MAKE IT BETTER?-

Emp]gzgé 4 is the personnel manager for a Department -of Agriculture office. He has been

< /

asked by his superi@f to write a report on reasons for absenteeism among emp]byeés:' Employee

-4lchecks through his records.and writes a report using the information he has compiled. rHe

tqkeg the "report home to finish it and his son accidgnf]y spills his milk on it. Employee 4

’ »

“doesn't ‘have time to re-do the report, so he ‘turns it in like it is. WHAT WILL BE WRONG WITH- .

. .
' THIS REPORT? WHAT: SHOULD BE‘ DONE TO MAKE IT BETTER? Toa
. - < . -~ .
¢
t , -~ )
oy < TR ) ’,,.45 Co =
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5. Employee 5 is a caseworker in a social welfare ageq;y Her superv1sor thinks the caseload

is too h1gh for the caseworkers to do an effective job, so ;Fekﬁzg\asked each caseworker '7 1

-

to write a report outlining problems they have encountered due to their high case]oad§.

\ Emp1oyee 5 loves her job and wants everyone to know'it, so she writes’a report saying that 7
9 - /
/

.no problems are too big for her and te111ng how reward1ng she thinks social work is, HHé}/ .

WILL BE WRONG WITH THIS REPORT?  WHAT SHOULD BE DOE TO MAKE- IT BETTER? . | 1. .
vl . . i - . , 3. . '
: . ‘ ’ ) o . to- ’ o . / .
: /.
! .
. . \/\ S : ‘ /1
J . o ' ‘ . \ / *
»  HOW WILL I KNOW I'VE'DONE IT CORRECTLY? : “ o0 S
. I wil] check my answers with the answer key. ’ ) L
’ N

e
o
'
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.ORAL COMMUNICATIONS AND GETTING ALQNG NITH OTHER PEOPLE
Speak1ng F1uent1y and Indicating Empha§1s

Introduct1on

- 4
—— e e o e DT S L - _*\_._ cgm e = . /
1 »
Speaklng f]uent]y is a task that 1s never raa]]y mastered comp]ete]y; It is a con-,

e

’t1nuous effort which heeds constant attent1on The activities you will complete in this

y

unit are designed to aid you in your. ability to usé your,ora] cpmmunicatian skills-more

efféctive]y In completing these units’ _your 1nstructor wgl] aid you in setting personal .

.goals and evaluating your prOgre;s in the unjit. You w111 also be g1ven some basic stan-
% . .
dards you will be expectsd'to achieve. , v !

)

WHERE AM 1 GOING? - = ;

By the t1me I comﬁﬁete th1s sect1on, I will have become aware of and practice basic

~

pr1nc1p1es of speaking fluent1 w1th emphhs1s ~




, . . ' - “ R ' . . ! / . ~ . . .
‘ \ - ; ' ' |
1 ! L ’ ) . - ¢
HOW WILL I GET THERE T ) . :ﬁow WILL T KNOW I VE ARRIVED .
. Read the introductory ‘ ‘ N ) 1 w111 comp1ete a review act1v1ty ‘ §
e material.. ) - , . |
o - . ’ 4 v .- " N\ -
R +© .~} Complete a-serjes of - - s - I'will complete and tu¢n in. a
' , “ - observation exercises. . . Do co N wr1tten assignrent. i, .
- . . . . \_‘\ i~ . ..
] . Prepare an introduction : B PR R I will tape my 1ntroduction for !
E * -for another mepber of v . -. :J;S <. evaluation. - '
VI o my class. - ‘ - . . -
‘Prepare a fivé-minhte R el I will have my teacher v«deo— )

- . talk on a subject. . o '+ tape it for' eva]uat1on




SPEAKING -FLUENTLY : L /

¥ .. N e " 8
~ ] . A / ’

; .
’ . . Y
N |

- A% you perhaps know, ent1re books have been written about speak1ng fluently and effec-

- tively. In this un1t you are’ go1ng to f1nd the bas1c rules for fluent- ‘oral communications.

o

As you comp]ete‘your activities and make your talks, keep them in mind. There are’ not. many
/ . ' N '
suggestions “included,-but they -are very-important. Remember! It s practice and concentra- ’ -

. N\ .
tion which brings forth real progress in learning to speak fluently.

| s :
| A
| . . .
| . . L. . . K
- 4 -

‘ ' — ” A - 4 4
! . 4
| . . . o ‘ \ .

- -
| ‘ *
|
\

v Vg,

P e - : ~ DISCUSSION - ' ,

-

B
ASEY

' ‘The.ldrger the voceoﬁlary‘of the speaker, the-more words are arailab1e from \hich to R
choose to e&press thoughEs The audtence should be considered in choos1ng words tha t they

will undersfand. Techn1ca1 or unusua1 words shou]d be avo1ded but if they mudt be u ed

' ) explanations or examples shou]d be g1ven to exp1a1n the1r meaning. S1mp1e words are pref-
erable The number of words shou]d be kept to a m1n1mum - no more words should be used SRR
-than are necessary to convey a clear and complete thought Long phrases, repetition, and

c11ches bore Tisteners and _are barr1ers to commun1cat1on : -

\

= . . ) >




‘Instead of saying "in the month of June," use "June" .Or instead of "I shou1d 11ke ‘

to te11 you I arm happy to be here", say "I am happy to be here" >

< S

. /s
Precise words should be used. Rather than say "A 1ot of people will be there";!say s

"About 500 people are expected". The precise expressions give clearer p{ctures for the

.

minds of the listeners.

. Language should be natural, but appropriate The degree of forma]1ty~to be. used w11] ¢

depend on the ludience, but in almost all cases; s]ang and curs1ng shou]d be avo1ded In

4
hd <

some situations the Tisteners S_may pay more attent1on and be easier to persuade with street

language. - N ’
. ' . . ) .. »

De11very should not be so fast that listeners cannot understand the words or ass1m1]ate ;
~ k 2
the mean1ng The volume should be loud enough for everyone <in the room to hear Some pauses

¢

used for emphasis are effective, and some- quest1ons asked to.make the audience think aid n
N

clarity. Rate and volume should be varied to avoid a monotone. Pauses should be silent
pauses and not filled with "ah's" and "vou know'st., ' ) ;

1

In addition to the above new,in?ormat?bn there are some very important things which must

Z

+ be remenbered which were included in upit three. Th1s 1nc1udes posture, gestures and eye.contact - ((’
Finally, the most important part of effectlve communlcation is enthusiasm in your voice and 1n '.1134r"
. 6 ) -

.your gestures. . N .

v ’ ." 5 T - -
" 0 - j ‘




" Activity 1

.
4

Objective:

Materials: Check 1ist.in this booklet.

-

L

To review and understand the.

. ~

reaQing maieria1 by completing a study activify -

G
4

L4

[y

-

;e

- 7t

Instructions: © .
*

)

" ACTIVITY.

A

’

A}

Comp]ete the read1ng which descrLbes the basic rules of oral commun1cat1on

2 Secure a copy .of the check list wh1ch will be used to evaTuate your presen-

td;1ons in this ‘unit.

s

-

3. To the right of each item on the check list,

Y

.

Ny

1ist the key word(s) from the *

reading wh1ch describes what should. be remembered about that part of the '

check Tist.

3

L4

AN

4. After you have 11sted as many as you can remember, refer to your reading

,to complete list.

«

A LT

4

-

[

HOW WILL I KNOW I'VE COMPLEfED THE ACTIVITY CORRECTLY?.

-

~

Check your answers with, an anpswer sheet in fhe file.

Save-&our own list to

4

use when preparing your presentations.

‘

) o

(24




. Activity 2. \ .

-

Objective: I will demonstrate an awareness of effect1ve oral, communications by comp]et1ng

»

a series 6¥‘Observat1ons P

Materials: T.V., Rad1o, a resource speaker’ : : ' *
o \ , ’

;-

P>

' o ACTIVITY

Instructions:

This activi y.has three parts-which are required for completion. You may

complete them in.any order you choose -

AY

. -
» e -

1. L1sten to a speech on Rad1o T V., or in person Using the check Tist
for speakers,'eva]uate the effect1veness_of that sf¥aker. In addition
. ° p . '
B 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

b‘e: N - r “ . R - s ° ’
. s, \
e A) Persona1 reference to being 1nterested 1g§$ﬁatﬁﬁ§rt1cu1ar aud;ence

B) Persona1 referenge to exper1ences which a part1cu1ar audience will

N - appreciate. b

/

" C) Perggna] reference t0‘des{res which may be of particular interest

e 4

to an audience.




Activity 2 = (continued) -

.

ACTIVITY : , S

f\\\\c | Nl

Stalements which are designed to_show'an understanding pf

) - "' the particular needs of an audienck. I -
2. V1ew the weather reports from two d1fferent T.V. stations. Prepare a
. short paragraph or two which compares the effectivenkss’ of the v1sua1
R aids used by the programs. I K ;
’ \ ~ . A '.;
. 3. Collect a series of advertisements thaA illustrate vivid or expreSSiVe:
1anguage CoT]ect at least five ethp]es which show: part1cu1ar1L co]or-
" ful or exact language. v ! b '\ .
_ HOw NILL I KNON I1'VE COMPLETED THE ACTIVITY CORRE TLY7 ’ §~ 5

-1 will comp]ete my report and check lists for\rev1ew by my teacher

\
valso be/ﬁrepared to report my f1nd1ngs to thE\class

1 will

.
? ’ \

53
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Activity 3 ) .

’ :
- AN N -
Objective: I will demoqﬁfrate my ability to speak to a small group ‘by intyoducing someone

to my class.

Materials: C(Classmates, check Tist, tape recorder
™

-’

ACTIVITY

\: Instructions:

PR . . S -

1. As a part of.a cJassroom d1scuss1on you w111 be asked to 1ntroduce someone.
‘ This person may be one of your c]assmates or you may be g1ven 1nformat1on
about a person. You will be asked to 1ntquuce this person and tell your
- r‘.

class something about 'that person.’

¢

-You shoqu wr1te down what you expect to say, compare what you are going to

say with the check 11st , ‘ "

S ~

L

ald £

2. If you desire you may secure a tape recorder to practice yohr introdﬁctiqn.

-

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

Your teacher and your é1assmates will evaluate your introduction with the check

¢ 1ist for oral copmunications. / ’ a

L%

54 .




Activity 4

_L\ Objective:
4

Materials:

minute presentation. .

Tepe recorder and video tape.

To demonstrate proper use of oral coﬁmunicationsiékflls‘by compteting a five

~
- N N \

——

. \ ~ . - *
\ ' _ACTIVITY - =
| Instructions: - ° S ‘ ‘ . « " \ !
\ 1. Select a top1c for a five-minute talk on a subject of your $e1ect1on ) ‘
' A favorite hobby or sport would be qu1te acceptab]e A ': - ‘; X
- 2. Nr1te out a draft of your preseg;atﬁon in either outline dr nf?rati;e forb?
. A % 3. Revise your speech ut1lﬂz1ng the check sheet:against which you will be (
~, ‘ eVa]uated ‘ o ] o S o ’ :Q/ R A
( 4, Secure q.tape recorder. . - . 7 2 )
A 5. Tabe your speech. -~ ‘- ‘ L :
/ 6. Consult with-your téacher'%f you are unsure of your preseﬁfatiob‘ ,
‘ . TS 7 Ident1fy visual- a1ds to use in your presentat1on. ,' ; L‘
‘ { : _ 8. After you have comp]ete]y revised your presentat1on,afheck with your teacber.'
- ’ ‘;% She wﬂ] schedu'le Apresentatmn ~ L .
» a . L ~ -
B a3 ) - o b ! i . '
)

‘e




’ ’ : - . '
CHECK LIST FOR EVALUATION OF FLUENCY SKILLS .IN- ORAL COMMUNICATIONS

. ] . ) . ¢ v . LS o p
! B '
Instructions: . . - .

-
—

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

N ", sider five as excellent and one'as poor. - - - R - teoe
’ \-\ T ) '. ’ .- ,' ) o
ST . : . ¢ . . : . /
. Voice Characteristics ¢ . . . Silent Pauses
1 2 3 4 5 . L 1.2 3 4.5
- 3 ’ ': - ‘ . - P u\ ,. ,
b v . ’ - ~ . . . -
| - , Gestures, * . <o . f‘ Enthusiasm
T 1 2 3 4 s , S "1 2. 3 4 5.
I ) - : B S . ). ¥
N _ -Use of Words . : : SN Posture
1 .t . ~ ) . . . . . R .: .
N A T R .- L -1 .2 3 4 5
" Enunciatiom i - ’ . ' ‘ N Vb'i.sualiaids
20 37 4.5 . AT T 1 2.3 & 5
- . . : . 1( F4 '\,'—\ A . /
\ . Eye Contact:* N Facts:amd Evidence-
- ' oo \ . * ' . ,
S. o 1 2 3 4 5 ~ ¢ . 2 3 4 5
118 . , |
. > & ES
- - s - -
2 56




Activity 5 L ‘ " S e

-

ORAL COMMUNICATIONS AND GETTING ALONG WITH OTHER -PEOPLE® . )

_ Listening and Responding Skfh*s\ﬁ\;§~ s o

~
v ‘ ‘ “ -
) .. : ' ,
WHERE AM I GOING? - S //,?
By the’t1me I comp]ete this sect1on, 1 will have comp]eted a ser1es of ‘exercises designed
to improve my- ability to 11sten anderespond verba]]y ’ , ' ) ‘P
HOW WILL I GET THERE ) . < 'HOW WILL L KNOW I'VE ARRIVED. . .
# ‘e ’ . ) . ?
Read the reading section ’ _ "L . I will comp]etéoa se]f check
. on:listening skills. e o : activity. - , -
. , o - S R .
. Listen to some cassettes : 1 wilt respond as .requested ¥
to praqtjce my skills. : ) on the tapes.

’Practice repeating an , I will part1c1pate in a class
exact message prepared- » g ] activity.

by a classmate.. ,

Read a discussion descr1b1ng ’ I'will comblete a self-check
, some good, practices "in.verbal i . - sactivity..”
i responses. ~ , <

Partwc1pate in a role-p]ay1ng' I will participate in a de-

3ct1v1ty 3 ' br1efing activity.

View and respond to a sét of . - I will respond as requeSted

transparencies provided by my - ) . by my instructor.

teacher. R )

57" '
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SOME: IMPORTANT FACTS ABOUT LISTENING SKILLS

.The average person is only 25 percent efficient in 1ﬁstening and yet spends 45 to 55
percent of the day in 1istening YOne of the greatest barriers to good 1isten%nd is the ) ;\
time d1fference between the rate of speak1ng of 125 - 150 words per minute and the rate of
th1nk1ng or szten1ng of 400 or more words per minute.. To»overcome th1s barrier, the listener
heeds: to use The time difference to do four things- (1) think about what the speaker may be

going to say, (2) 11sten to the ev¥dence the speaker gives for support of statements made,

—
(3) listen to feelings and other nonverbal cues to hear what the\speaker is- not say1ng, and .
a 4 ¥
(4) rev1ew from time to time what the speaker has’ a]ready said. N
s B N “ .\-
The desire to talk also keeps 1isteners,from'hearing what is being said. Most speakers .

are not 1isteners and are not,interested in hearing what the other person did or said, but

~

prefer, 1nstead to talk about what they did and said. To overcome this barr1er, the listener

must become 1nterestea) at least for the moment) in the other person - to fee] empathy and s

° LY.
forget persona] prob]ems < - N
¢

-

Too often 11steners are evaluating what the other person s saying rather than 11steﬁ1ng

for facts. A]] Jjudgements shopld be reserved until the speaker is finished and, in m9st instances, R

o - 2 s 12

L4

3

A

-




.

withheld from the speaker unless the speaker reduests or_expects an opinion, ‘ *///”////
. . e .

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

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

effective device to surmount these barriers. - \\ . - &'
~N

w

Poor- 11sten1ng habits such as fak1ng attention, avoiding difficult material, crititizing

*

delivery, assum1ng 1ack of 1nterest daydreamwng, or doing someth1ng else such as reading are

4 ¢

all barriers.

Motivating oneself to resolve to listen is the first-step toward efficient 1isteﬁing.
. ¢

Like all skills, practicing'bdod']istening habits with commitment and concentration is

necessary for improvepment.

’
.

Critical 11sten1ng should be used in 11sten1ng to a speaker or to an individual in con-

wersation. Cr1t1ca1 1tstening does not mean rejecting what is heard but means be1ng able to

. .question, eva]uaté, and make judgements on the content of the message, or even the persuasive

-~

techniques of the qubker.

‘Look for. the purbose of the message. What. does the speaker want the listener %o do?°




question. . .

.Separate what the speaker says from what the speaker is. Do not be so impres d by a speaker's

b ]
appearance, voice, or personality that the meaning‘of the message is Tpst.

AY 4 - . ' )
Critical listening a1so means be{ng aware of the words the speaker'uses Words are only
\
symbols represent1ng things, and 11steners must try to determine exactly what th1ngs the speaker
is referring to by the use of words. The symbo]s (words) do not a1ways mean the same thing to

everyone. The meaning of words is rea11y in the listener - what the words mean to him or her.

Oftén the listener should question the speaker when the meaning is not clear b§ asking, ‘"What do’

you mean when you say that?" A resfate?ent using~different words will usually clear up the

1 ’
»
»x >

BT aware that speakers often ta]k in genera11t1es 1nstead of spec1f1cs Exaggerations and
1mp11cat1ons are used sometimes when specific 1nformatﬁon is not given. Check for facts before

mak1ng;3udgments.. Also gvaluate the relevance of the material a speaker uses. The material\

.

J
I? Tistening to a speaker in a conversat1on help the speaker to communicate by looking at

may be h!ieresting but hpve hd,bearing on the subject being discussed.

] .. N

the speaker, nodding occasionally, sm111ng, saying "I see" or "uh-huh" and at t1mes remaining

- ﬂ

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

IS

. Response - L1sten1n9 is the most important coqmun1caﬁ1on acti.for if a person does not .

" listen carefully and understand.what has been said, the response can+be meaningless. ‘

o
A




" A
~ i

Objective: To demonstrate my understanding of the reading material by completing a self-check.

s

rd

Materials: Included in this unit. Test and answer Sheet from your teaeher;}\

.
\ : ‘

1

Activity 1 ‘ 1

'
a

1. fhe average personlis 8 efficient in listening abiiity. (a) 45%:
~ (b) 55% "(c) 70%, (d) 25%. '
*2.. Which og—the.fo11gwing-is not a good listening praééfce?

A. fhiﬁk about.what the speaker may be goTng to say. B
- B. ' Listen  to the evidence the speaker gives in suppbrt‘éf what is sadid.
:; C. INsten to. feelings and other nonverbaj Eues to hear what the speaker ds
not saying.ﬁ, ~
pr Rév1e from time to time what the speakei has already said. ,
é. Evaluate what the.person is saying while fEJis being sqid.

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

v’ . 4. +Inorder to listen to a person it is necessary to: S

Zi:jﬁ—xfjﬁgecome interefgéd in the other person. L - ooz

Y 4 »

< B. To feel empathy ®or the bther person. - ' ' /

C. Forget persoﬁa] problems. .
“D. A1l of the above. %Ei

E. Aand B on]i. ) -

| | o n
O (s . ' . ' ) ’ N
ERIC 178 | \ 2 | |




)&‘

VAN

5. Of the follbwing physi¢al conditions, which one is not a barrier

.

J— t

"'.—//

to-listening?

) A. Uncomfortable seating q’" * . T
. ‘B Poqr acoustics ) ) -
C, “Air conditioning - : ,
D. Distract.ing‘ soynds. ° g ) \ t SRR . ‘ (/
R 2 wmch\ of.the foHowmg is nqt cons1derfd a poor 11stemng hab1t7 \4," . \ - r
A. ’Fakmg attention. | ) - ‘?"
"B 'Avoid'ing difficult material. 7 Lo .
C. iticizing delivery. )
i D. /Listen tuo feelings. ’ & k
E. Avoiding difficult material.  ° cL T '
True or False -
» - 1. Accordmg to the readmg, hstemng 1s the most 1mportant act in. communéatwns ( o
. .8.  Motwatmg oneself to resolve to hsten 1s the fn‘st step toward efficient hstemng
__,_'_ 9. Critical listeninga aHows the hstener to reject :vhat is heard -
L 10. Itis a good policy: for the 1]stengr to separat what the Epegker s‘ays from what
e - the speaker is. , - | : ’
S 1. If the speaker becomes over]y involved in the voice an.d personahty of a speaker, 131
130 the message 1s often Tost. S . . Ny '
. B *
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4

Objective: Td/complete a self—evaluation of my personal listening'habits; '. [N
Materials: Evaluation included in this activity. . I . S )
. \ . | ' . .
,\ . . ’
< — v ry . 4 : v
\ .. 4ctivity 2 -
1. Secure the eva1uatjon.ﬂ S \ . - o PR
s 2. Answer each question T, - o
A : hi
3 Secure an answer sheet from your teacher. ) oo et
4. Score ansﬁer sheet _ - - _
‘ ) ' - B . ) //’._ ' , - t
' Self-evaluation of Listening Skills: Plea8e answer the following questi ns with a "yes" ‘“ ‘ '
N A
or "no" answer. . - . .
1. Are you easily distracted7 - ‘ N i \
~2., Do you make it-a point not to 1nterrupt a speaker befor e or she‘finishes' . 1 -
a thought7 . L . v 7 . . .

3. Do you try to listen. to the teacher as much as you can

] Lad Ty

4.. If someone ‘says someth1ng that is not- clear to you, do you* ask that person to
repeat g{\exp1a1n the point?

5. Do you'm ke' a sﬁeaker think ydu are 1istening when yoﬁ are not?

6. Can you tell by a person s appearance or delivery/ that he won't have anyth1ng
> e of‘Tnterest to say to you? .

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

" 8. If you feel it 1 kes‘too much t1me and effort to understand something, do you
try to, avoid ear1ng 1t7 ;

4 d , O L ” % » , ~
Qo 132 ) ' g 3 ‘ ' .
‘ ~ _ N R . \\ 63 ) : - V133




) Evaluation Test -(continued) _ ' ..
. 9, Do you 1isten for.ideas and feelings as well_as for facts? -
10. Do you find it difficult to concentrate. on what the sﬁéaker is saying? )

. .
‘ - ég -
/ - . . N
. ° . - ~
R R
1

- ~

-

N

HOW WILL I KNOW I'VE COMPLETED -THE ACTIVITY CORRECTLY: ’

\

' I will make a 1ist for myself gf areaS*ﬁn‘whiﬁf'I may need improvement.'“I will

- turn in this to my teacher if réquestea.

-

&~




Spezrn?

'#,,

a

-

-e R,

v

- "-""J . %
Oojective: To demonstrate my ab111ty to listen effectrve1y and efficiently.
"Materials: Tape recorder, ro]e p1ay1ng cards /
-~ T Activity 3 . ’

There is a difference between- eéring.and*]istening

Listening requires active atten-

t1bn and concentrat1on on’ the part of the T1stener

(If necessary, reread discussion

¢ - for Act1v1ty 5)

t

.

If the 11stener is not 1nterested emot1ona11y upset or thinking a-

-~

. head to hig own response, thenhe w111 be us1ng 1nappropr1ate 11sten1ng behav1or

p

'To]]ow1ng act1v1ty shou]d he]p deve]op better 11sten1ng hab1ts . ‘

The.

1.

P

*.
Your teacher w111 se]ect two students to take oppos1te sides of a situation and

ro1e p1ay for one or 'two minutes.

2. .Thevteacher w111 tape the role- p]ay1ng
3. After-the ro]e—p]ay1ng activity is comp]ete wr1te down what yousaw and heard.
’ ) . - _j
4, 'The teacher w111 request vo]unteers .to" read the1r notes. .
. »

] °

HUW’//EL 1 KNOW I VE COMPLETED THE ACTIVITY CORRECTLY.

—

The’teacher w1\~7play back the tape and will compare my notes w1th the tape.

‘. L. ; ) ] .
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Objective: T> odecome aware of how .ifficult it is to lister to anc -elez: specitic ~-coermation.

-

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

»

14

Activity 4 -

/

1O
.

n,

6.

\d

o i
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.

Your teacher'will select Tive students to parti;ipate in f%e prograﬁ. They‘wil1 be
isolated-from the remainder of.the‘c1ass after having been givén-instructions.

The object of the exercise will be to repeat as precisely as passible a message of

approximately 20‘t0 30 seconds duration.

After the teacher starts the recorder the first person will be brought into the

" yoom.” The student is reminded that the object of the activity will be to repeat

the message as.pfecise]y as possible to the next person who_enters the room.

The teacﬁer then reads a prepared 20 to 30 second message to the student one.time..
The student will not be allowWwed to make notes at any time. .

After the message has been read to the first student, each 6f the isolated students

~is ‘brought in and the message is passed from one to another in turn., After the

f"x‘zﬁow WILL I KNOW I'VE COMPLETEDNJHE ACTIVITY CORRECTLY?

Your teacher will aid you in debriefing and reviewing the activity.

-t

66 °

!
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RESPONDING SKILLS

Skiﬁ]fu] Tistening helps one to be a good conversationalist because in.Tistening we
Tearn how the other person fee]sl thinks,tﬁeir’likég—aﬁgﬂgislikes. T%is*know]edge helps a
responder talk about things of interest to the other person. Trying to keep the pefsona]
prénoun "I" out of the conversation is most difficult. Pe?ple have a need to talk about
themsefves, but not all of the timg: Show 4n interest in thgkother person, and the com-

pliment will be returned. Some peop]é talk about themselves all the time and monopodlize

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

astic in conversing. Enthusiasm is coﬂ;ggjous and the other person will be more alert and . ,

thus more interesting in responding.

.

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

’ ) %
. 3
. . 34

As in\T?;;;;?ﬁg, concentration in speaking is necessary. ¢ A speaker, in responding to.

other person to ta]k;§s helpful.

another person, should keep the conversapjon on the subject. If either Sﬁeaker wishes to
éhange the subject, that speaker should indicate a change of subject to avoid confusion.

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

-

things without realizing it. ' ’ .

[l




L

In either initiating a conversation or ‘responding, the speaker should be certain th
the attentiog of the listener is secured béfore the message is started. Then the speaker ¢§
shou}d look at the listener from time to time for cues that the listener wants to say some-
thing. A movement pfAthe body toward the speaker 6r a brightening of }he eyes or a smile

or parting of the 1ips are all indications the listener wants to take part in the conver-

sation.

v'
The listener also has the responsibility in a conversati?n of giving the signals ;ust
meht?oned, of letting the person finish'a statement rather than interrupting a;train of

8

thought. - If the listener éives no cues, the speaker should at least pause |occasionally to

- see whether the 1istener wants to ask a question or make a comment.’

¢ & e
. Both speaker and Fistener should appreciate silence. Speakers often drag on after théy
have pade a point. And 1iétpners often start talking, giving answers .or opinions beforé they -

A

have taken time to make 1ogica1/judgments.

°

' N / . .
Two or more persons in a conversgti

on do not always agree~in their epinions. It is
necessary to learn hOﬁ’;O disagree agreeably. Everyone is entitled to anh opinion. If the
responder disagrees, any statement made SLn be started with "In my dpinion" jnstead of "You're

all wrong". Or use the.words "I think". ' , e

68 -
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-

’In responding to a guestion, the length of an answer should- depend on the comp]exiiyvof the

question. To a question which demands a relatively short answer, the responder .should, give a

E

“relatively-short response. For exampie, for a question asking for occupation or hometown, a short

response would be expected. If @ﬁ individual were asked a generd] question such as "Tell me

¢
w

about thé places where you have lived", a longer, more detailed response would be expécted.
N \-h- v ‘ N .
People get to know each other through conversation. The information must be.at the same level

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

. .. - : . F
and Tike each other, information is not as equal and one person may be encouraged to talk more than

the other one talks.
Y . . ' p

. o _
Persons ,who Tike each other communicate more than strangers or those who do not work well to-

gether. Individuals should talk to each other and gef to know edch othé; better-before they decide

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

PR " . ‘r
personal ‘problems. s

A1though much more could be said about responding to people and interpersonal relations in
‘general, the discussion above provides a good basis for undersianding. It is imgortant that you
. \ . - N .
remember most of the points discussed. If you are unclear about any part of this read1ng revjew

that section. If you are still uncertain, see your teacher.

«
-~ ¢
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Objective: To demonstrate an understanding of the bas?%“princip]es of resporiding by °° *

-

answering the question on a self-check correctly.

Materials: Self-check, answer shéet.

[

. s ¢ L

Activity 5

Instructions: -
Answer the questions below as indicated.

1.

Perhaps the most important aspect of being a good conversationalist is

listening and learning the thoughts, feelings and heeds .of the person to

-

whom you are talking.

.

2. One of the best things a conversationalist can do is E?\(gépond to most

situations with a personal comment about themselves.
A good way to dr:w a peréén into asgonversation is to ask questions.

Be?gme'respbndin 'person~§hou1d'a1ways'be certain that the pJ%entia]

-

listener is prepared to pay attention.

< A

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

verbal clues., . ] s

It 15 very rare that twe people caryy on a conversation abSOt two differ-

ent subjects. : ) i
) /

~




\ - ' Activity 5 : ® R
£ . . < =
Instructions: (continued) . :
Answer the questions below as indicated.
7. In changing thersubject of a conversation it is all’ right to assume that your

listener.will understand you have done7§o.

5 8. The listener is a conversation should indicate with nonverbal cues if he or she
wishes. to respond. & ' ‘ : .

. ‘
9. It is generally agreed that a good conversationalist never allows much silence

x

' 3 0
to occur in a conversation. .

10., Il is the responsibility of the speaker in a conversation to watch for nonverbal = .

- cues which shows that the 1i;fener wishes to re§pond. .

L

>

.

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

———

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

———

13. For individuals to get afong in a new relationship, they musf convey information
/ ~.

to one another in even amounts and at a fairly rapid rate.> g/ «

* .
.

A s

14.- People who are responding to a new relationship normally discus general tépics

7}

in the beginning.

15. People who 1ike each other communicate more, than people who dislike one another.

»

\ d‘ 148 . A { ‘ T 449
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Objective: To deve]op skills in respond1ng through a role-playing situation.

Materials: C]assmates, Role P]ay1ng < . ’"\

Activity 6

it

Instructions: ° : ’ ‘/) ‘

The objegt of this*lesson.will be to practice responding in-a series of role-
playing situations. This activity may be done in front of a group or you may be
asked to tape the sessibn‘indﬁvfddél}y.

];3 Secure-a card from your teacher, * -

2. Read the situation and formulate a response:.

u3. "Tape your-response or present it to the class.
. _ . ' y .

“ ‘/' ’
HOW WILL I KNOW-1'VE DONEIT CORRECTLY -~

]

Eva]uat1on will be a composite of the teacher's critique anﬁ-eomments from the

students, Eva]uat1on will be based on the 1nformat1on contained ‘in the discussion
sect1ons of this unit. s> ' UL /




Objective: To demonstrate an understanding of responding skills.

Materials: Paper, pen, transparéﬁiﬁes. A

Activity 77+ - ﬁ

. - Instructions: » T |
? . |
L 1. Secure a booklet of pictures-or view transparencies shown by teacher.
S S ’ -
c =~ . : .o S
2. Each transpa?gncy will call for, specific knowledge about responding.
/ ° .
Y 3. Write your answers on a separate sheet of paper. >
v . s . ¢
.\ . "
. 3
- v
‘ n
. ~ *

— ~

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

I will turn in my answér sheet to my teacher for evaluation.

-

3
sy
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ORAL COMMUNICA?EONS'AND'GETT}NG ALONG WITH OTHER‘PEoﬁLE
Igentification and Use of Basic Skil1s~' |
. . — . o . ;&' \
. In this unit you will stu&y‘direcily the bas%c skills of getting aTong,with people both
on and off of the job. As you study each area you Qi]l find somé of the skills Hiscu;sed

earlier in(;héNynit included hefa. When this occurs, if you feel uncomfortable using this
<N N . - * KN
skill, refer to the earlier unit -for review. s > :
o
»

In some cases there is additional informationvabout a specific skill.. When such is the
b ’ .
.case the new informatioﬁ.is incltuded in this unit and is designed to further ypur understandifg

of the topic.

, ’ \

] . i .
WHERE AM I GOING' . ' . "L - ]
4§§§§§;ﬁ *a%; By “the time I compTete this unit, T will be able to identify and yse spécific skills in, .
T, W ‘ . . )

P

.
: ) 1 8
.
o ) .
. o
. P L
I3
. N .
.

< =% Human- Relations.

=




HOW WILL I GET THERE

1.
2.

3.
-4,

;

‘

6 » Pract?ce

7.

8.

9.

Read a short descﬁ?ption of’ the
basic principles of good human
re]ations

Comp]ete a descr1pt16n of the
characteristics’ of a person who
practices human Fé]at1ons

Participate in a role-playing
activity on attending skills.

View a film called "Eye of
the Beholder".

Complete a reading on defense
mechan1sm

;0 FEN
recognizing personal
' defense méchanisms.

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

Participate in an activity .
designed to help me with my
initiating skills. : '

Participate‘in an exercise
designed to teach me about
cooperation.

HOW WILL I KNOW. .

P

‘I will complete a review activity.

Ve

»I will provide the class with my
description:

I will complete my assf@nment.

I will complete the activities
called for .in the film.

I will complete a review actfvity?
I will turn in my list for

evaluation.

I will participate in.a rolg-playing
situation.

. T'will gemplete the instruetiens .-

in the book. -~

* - @

L4 ’

1 will participate in a debriefing
session.




BASIC SKILLS FOR GETTING ALONG WITH OTHERS
' o

The basis for getting ;ﬂong with other people rests on a foundation of Good Communications.

In studying this unit you will find that getting along yith others”is really another way of

studying good communications. . Thgre-is also additienal information on human relations which will

improove your ability to communicate.” For example, if people refuse to ]isteﬁ to what you say,

[2

your message will not get through no matter how well you say it.

2

This unit wif} be organiéed by subject matter from the ideas -listed below. Read them care- -

fully. They will be valuable in helping you understand the purpose of some af the activities.

+

1. Be interested in other peo le and what they have to say (attending, ]i;tening). o
2. Have respect fo} the worth and dignity of others (perceivigg, responding).
. S -0 . . .
- -~ 3. Show that you under¥tand anhd care (personalizing). e T N
. \ ) . .

4 7

4. Cooperate with what other people need and want (igitiating).

»

The components of basic human relations skills are: \\\\\

R 1. Attending to another person. ' ’ Coe

. 2. Listening to what that person has to say. . )
{ . -
4 , x 0 . . . .
e e 3 Percg1x¢ng_th€'contipt;qu fee]1ng‘1n his statemen?s.
v

L
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, ° o v 5 NG 2
" BASIC SKILLS FOR _GETTING ALONG WITH OTHERS :
o . o . . )
(continued):
4t/¢Responding to'tﬁat person and statement. ) . -

. 5. Personalizing the emotions: of that, other person.
=

6. InitiBting constructive activity.
. . N

-

ATTENDING. SKILLS o N

]

Attending refers to non-verbal appearance and behavior which includes: space, movement,
posture, eye contack, time, clothing, energy'level, tone of voice, mannerisms, facial expression,
‘ '
furniture,™feet and 1 gs, physical appearance. Appropriate attending skills are important because

they show that an individual.is.paying attention to and showing respect for another gerson and they
»

»

are ready to actively listen. It sends messages'to the person to whom you are talking. - .

2
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Objective: To identify the characteristics of a person who practices good human relations

Materials: Blackboard /’ t
-

~ y . Activity 1 1 % |
. - b A

Instructions: ¢ .

* 5}?
This activity is designed to help yeu pick out good human relations skj]]s from @;

your own knowledge. ’ ; f - %o

» , ‘ - \

, We all have problems t: face. When things get, hectic or we get upset, there is ~
' )

In this activity you will be, s

asked to 1ist the characteristics of a persop you would go to for help.

normally. semeone, a special person who can help us.

.

. ;
1. Think of a severe problem you have had to face? Who would you §o to for help?

- Y
List on a sheet of paper: the things (characteristjcs) about that person which
A made you select him or her. . ¢

"3. Discuss why you picked this person with your class. Your gﬁohp Teader or
. teacher will list all of the characteristics on the board.

.

. . . .
.
ke

» - . - d

HOW WILL T KNOW I'WE COMPLETED THIS ACTIVITY CORRECTLY -

<

I will participate in a group discussion.

78
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.Objectivé: To demonstrate~my ability tb recognize ﬁ%rie:i non-verbal atten&ing skills. .

‘Materials: A sef of tranSQarEncies or pictures from your teacher.

® .

)

U

_ 7 ; Activity-2

‘Instructions:

+ Which behavior is described.
.‘ ,w \'.: . 3 . "

A ’ .
.
~ .. ..
- . e .
- ., -

¥

" HOW WILL T KNOW 1'VE'COMPLETED THE ACTIVITY CORRECTLY?
1 will }urn in ‘my answer sheet to my instructor., I will

my views Tn class. “'\ . ,
’ - ° .« % .
. [y ' / ) o

y
%

79

- 1. Your tedcher will provide a list of attending skills. ~

| O

)

-

be prepared

3. Discuss and-compare your answers with'.your teacher and/or classmates.

¢

to discuss

2. View the”pictures shown by your teacher. On a separate sheet of paper, identify .




1 /'

b4

Objective: To demonstrate the ability to recogn1ze—enh u;e atteno1ng skills. '
‘Materials: Role- p1ay1ng cards ’ \
) ¥ . ‘ %\5r’_\j:‘ -
3 X Activity 3 - ’
Instructien5° n . ' ‘ ’

effect1ve and i

ski1l for the c1ass
A

£
—

.. o4

ho’-

v
.

ffeé%1ve~use of an attending skill.

-

© €

—

2, Deve1op a way to demonstnate both the ineffective and effective use of the

3. If you are uhc1ear as tq wh§¥ is cal}ed for, consu]t your teacher

[ 4

T ' ' .’;"
v .: B "/‘
LY A ",)‘ )
& . ot o Ta
'HOW WILL I KNOW I“VE-COMPLETED THE ACTIVITY CORRECTLY? o ‘f. R o ’
. My teacher will eva1uate my. pqn;1c1pat1on in the role-playing activity.
, ; . e
1
¢ . ' ) ' -

80

Your teacher-w11?’prov1de.you w1th¥? s11p of paper wh1ch will describe the '

\
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Objective: To increase my understanding of perceptian - surface and uriderlying feelings.
[ * - M

Materialg: Film - Eye of the Beholder .

1

3

Insthuctions: . T . , \

5
-

1. Your teacher will secure the film for you. .Your“teachey will stop the film

TN ..

during screening.

- .

3 . .
2. Write down gn a sheet of paper what ’bu think each scene is.

3. Discuss your idea with your class® ’
»

'S

4. Your teacher will then showhfhe remainder of the “film. See how well you did.

-~

7

HOW WILL I KNOW I'VE COMPLETEb THf“ACTIVITY CORRECTLY..

I will compTete a series of statements qesigned;toidemonsirQFe my ability to

¥

e. perceive €motions,

- . . 3

.
4

N

s
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Deferse Mesharscme

« M .o

’

- To be able t¢ perccive qccuréte]y one's owa and another person's disguised feelings, it

iS5 necessary to be aware of the nature of defense mecharxsms or "the games people play". Nheh

people§are bothered with a phys1ca1 pﬂgy}em such as p stubbed toe we call it "pa1n"l' When we

ane/b’ hered by a life problem, we call 1t "worry or anxiety". Everyone tries to profect him-

. se]f from physxca] harm -~ we duck to prevent bumping out heads, we slam on the brakes SO we

won t hit the car ih fronb of us -- we,. "deFEﬂg" oUrSe]ves A11 jobs have safety- nrecaut1ons to
/

protect the workers.

Péople also try to brotect.them§e1vea:from worry, anxiety or, frustration. When used properly,
A S .
defense mechanisms get riaqof anxiety and promote a feeling of well-being. However, when they be-

come self-deceptive and ignore reality -- when we begin "kidding ourselves", they are harmful.

, - ¢
They might also be harmful to other peopte.

a | | o { |

Some of the types of defense mechanisms. are: . 7/

g

Identification - ascribé to oneself ‘the accomplist wents and other valued characteristics

of another person or>group. ' ' &

"I am as pretty as Anita." \ I L ¥

"1 am as smart as Jge." @‘ ~

"I admire Miss’AT1en, our superyisor.%kﬁiuzéve many things in ‘common."”

- -

4 . . &

. . e ‘ : .




.“{

Rationalization - making'an<jmgu1sivé, unreasonable action seem 1ogica1,‘"souf’grapes",
"making excuses". '
"I%ﬁ glad Mary got a new boyfriehd, She was kinda square anyway." ¢ 7.
"1;11 never get an "A" in this course. Mr. Jackgpn doesn't 1like me."
Cliches such as:
"You ggn lead a horse to water, but you can't make him drink."
Projection - aftributing one's'OWnﬂmotive§ and characteristics to others.
"tverybod} cheats on a test if he/she has a.chance."” ‘f

”The'on]j'thing the girls in my class are, interested in are bgys."

Compensation - reduces tension by accepting a less preferred but more easily-attainable objective.

¢

"I'd rather spend the eve ing eatching TV than go out to the movies anygay."

"Dan flunked twice so he byllies everybody in his grade." X\
"Who wants a promotion to head clerk? They have twice as much work to do."
. .

Reactibﬁ‘Formation - an gxaggerated attitude which is the opposite of one that produces anxiety.

7

"My best friends are black."

i

"The gVXfFEtEd movies are absolutely horrible."

¥

¥,
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Objective: To demonstrate my understaﬁding of the reading.
. ' ¢ &
Materials: The preceding reading. ’

~

¢

— - Activity 5

N

In the previous reading you were given some examples of common defense mechanisms.
¥

-

1. For each category of defense mechanism, write down another sentence which would be

an example of that defense mechanism, (Do not write the sentences down in the same
bans . L -

»-

order).

°

} .
2. Exchange papers with your partner. )

3. See if you and your partner can match the defense mechanism to you% examples.

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

We will discuss our answers with fhe class.

84




OBjective: , To demonstrate my ability to perceive defense mechanisms in the statements of

Materials

14

other people.

: Paper, pencil or pen

¥

'S

/

Activity 6

1.
2.

e

s

&

Review the different types of, defense mechanisms frdm\your reading.

Your teacher will read you a list of statements.

our the defepse mechanisms.

ey

3 . e

I Wi]\S:::: in a list of my answers to my teacherf
\‘ \.
&

£l

8

HOW WILL T KNOW I'VE COMPLETED THIS ACTIVLEY CORRECTLY?" — P

\

+ g

—

»

/
As each statement;js read, pick

)
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‘ - PERSONALIZING' SKILLS
"In the list you read at the. beginning of th1s‘un1t Persona11z1ng Skills were defined as
show1ng the listener that you understand and care" This k1nd of respense encourages the

speaker‘to discuss the persona] meaning of 2 subJect 1ook for ihe emofvons being expressed

R by the other person, and to indicate what he is go1ng to do to 1nf1uence a situation.
For example: A person has just expressed ;he following: = ‘ _
"My boss, is always picking on me. I am trying very'FErd to do'a good job, but }‘ﬁ
g ' ready to quit." ~ » : ' T s 6 \>

Read the following responses: . St

-

1. "Ypu ,feel like qu1tt1ng,because you think your boss doesn't Tike you." . ,
& o -z' © (feeling) - {behavior) . .
\ .

"You fee] 11ke quitting because you th1nk your boss doesn't like you because -he D1CkS on you."

~ (feeling): ) ‘ (problem) (poor behavior)
3. "You feel 11ke quitting because you th1nk4your boss doesn't like you because he p1cks on_you
) " - (feeling) . T (problem) = .7 . {(poor behav1or)
/ " and you would 1ike to have him see the good JOb Xou dre do1ng - A L
(goal) - » . ﬂ N ’
. ! o ' ’ ~
¢
: \‘
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: ‘ ]

Materials: WNone
3 L )

°

Objective: To démOnstrafe the ab%]it} to respond to another's feelings (persqnalizingd. ’
. R

v

Activity 7

i . : t
p - Instructions:: .

1

<

,

Choose one ‘'student for the ro}e'of “Dear Abby" -= thé'other students should take

turns présenting him or her with problems. “Dear Abby" should only .use active

BN ﬁpsponses such as mirroring (reflecting back what they(say) and questions which .

$ . v
allow. a responder to express himself or herself freely. . After discussing tpe
. SV . ) ¥ s ”

. respanses, another studeht can take the part &f "Dear Abby". Solutions are

. - not to be given -- only discussjon of feelings and behavior is-important.

» ” -

N . .~ a
4 \ . . ‘ - t -
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[
<
’ B
. , 2 _
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¥ . .
Objective: I will develop my initiating skills.
Materials: Your teacher will provide a separate booklet er';tgtled World of Work.
- . ) .
- 1) N
i - — -
N : ©_ TActivity 8
. " " )
\\\ .| 1.~ Read chapter 4 in World of Work. ' (
2. Read act1v1ty pages 55 thru 57 - o %
3. Comp]ete the list of mag1ca1 words that will’get you ﬁ red - at 1east ten.
.3
Examples: (1) I on]y have two hands.
Y 3 ' J . "‘ * . *
¢ . h\)z) Just a minute. ' :
. '. . (3)- I'm ready to go on. break. ' /Z/\
) . B ‘.: ) LIS i : ‘ - s ' . .
' \, . AN ‘ ‘\” . . ‘“
, 2 5 » o . 'a‘ .'..l . . . H
s . HOW MWILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY? . ‘
' ] » / I wﬂ] turn ih & list of the wora to my teacher\, it :
N p N .
-\ PR _ <181 T
. \’ . \ - ' . - Lt
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Objective:

I w11] part1c1pate in a beach ba]] production line a
Materials:

an,exerc1se in cooperat1on
Will. be prov1ded by your teacher. . ‘
. { '
4 ”
. " Activity 9
13 )
1. Your teacher will divide the class into sevéra] groups
{

;3 2.+ You will be provided with the

1
pp11es to make beach ba]]s
‘ \ 3. Your. ‘teacher will give all necessary instructiens. o
+ i\.\ l ‘ ° X w
' \: ® s
|
- ok .
_— 2 “
~— | ) . : . ..
HOW WILL I KNOW I'VE COMPLETED THE ACTIVITY CORRECTLY? T
R ' Your teacherswill conduct a clasé discussion.
r \ . ’/
. ' ~ . *
— . ) - N 3 (-
w' ' o \’ ‘. d / . v /
///. N Y !
‘/j \ »
/o
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GOOD GROOMING , L RN S
- _ 11 - '
WHERE AM I GOING? Fs,r/ o T L . - ' v '
By the time I complete this activity I will Have a basic.knpwlgdge of the good §rooming_habits.
, '. :é%essary to.get and keep a Public Service job. , ‘ i A ' .- . -

i3

&

9 ) B . ' . U . . ) . .
HOW WILL- T 'GEF THERE? - - ' Y oW wILL T ki, . . . . o
. " 1. View a film and complete a short reading o I ﬁ?%igfdhblete‘a.self check activity.
‘ 2. View a series of photdgraphs to learn . . I wilT respond to questions about each
about imagery. . . ’ * photograph.
° 3. Coﬁp]ete an evaluation oﬁ,my grooming I will-turn the ‘evaluation form into - -
habits. (‘ my teacher. \
T4 ’Comp1ete a two week grooming log and. . .. ' I will discuss the summary form with )
é . summary forin. ) my teacher. . .
[ . ’ .
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<

G;29A9r00m1ng begins with yourcothSelf concept.. How, much you care about how you appe\r

and whgt you are willing to do about it are the most constructive approaches to 1mprov1ng your *

appearance. S1nce a good self concept is the foundat1on of good grooming wewglll exam1ne it in
'3

some depth. - ' :

- X - s
. . N ’ N \
N
4
. . t
. i .

'gHow you feel about “you" (your self concept) is progected 1n the .expression on your tace, -

the way you walk, and the set of‘your head and shoulders. In add1t1on, the care of your body,

¢
your choice of clothes and the time and effort you spend on self 1mprovement are exoressed for

Q’ .

) ' negated)1n po1se, self confidence and self esteem This doesn' t mean thaténhat is in your ' i
head and heart are not important only that a good m1nd and-trigh—aspirations deserve good pack- - ;"""T
ag‘ng. - ’\ . ' N ' . v

- !
-
. M ¢

Did you ever stop to .think adet how.much money larae compgnies spend on advert1s1ng7 This

foe .
- Yoy
h

is the1r means of getting the concept of their product on people's minds in a pos1t1ve manner,

9 -~
Wheat1es wou]d taste the same from plain waxed boxes and the Colonel's Ch1cken would be “finger .
. * licking good" from a brown paper bagtv Why.do you think they advertise so colorfully and package
* ~ . T . ‘ ) ; Yy .- .
N B . ) . . 1Y . . V
» ' Lo ‘ ‘ g i
- e . S @ )
PR _ .. . - o ’ - 3 ' -~ * . - .
.- - . . ' . - -
o180 - 1 : ' L _1.8 (
. ' [ > ‘ 91 ' . . * ‘o i . ¢
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their products in an at*ractive manner? Tne lusepidsing is designed to.make yo. remember -

their product when you start tolbuf? They have ried to crea®™ a better image than™their

I3
o

compea{ors.. Appearance, co]ox’*“d how someth(ing is s'aj,d all create an=image in your mind
b - L= ’ ‘ 8 - ‘ K &
of their.product. . o7 \ . . .

. e e .

4 ' ~

ugﬁ peop]é ares not Boughf and sold. their products and.sérviceé arsé_‘ﬂhen you

a personnel_ manager you are selling your services in return/f a salary. How
- : < [
. N

v -

-
.

d and whether or not he/she will waht\to,exolore your other qualities.
~ . ) " N,
Good Health: T ' o *

a

People are .oftef\ surprised that health is considered a major part of gooQ—?rQQming. If
. e X .
one remem efsl:howevév, that it is very difficy]t to look or act‘we1{BWhen 32? feels éid, the

idea of good-hea asf a good grooming aid 3§ not difficult to understa'd lean, well
’ s g 1 . o - ’ -
scrubbed person who. hgs the ppearance of vigor does much to Forestall any gfiestion of Ais/her
. . ) ]
physicial ability tb accomplish assigned tasks. : . i }
. o . « T

-

~

0 ’ LR s as )

, The basic health habits of reg;; proper diet, cl®anliness and exercise are essential.

A thorough understanding of your needs in eaéh'pf these areas is important. Ll'you have not
L] / * - . N , . .

g

e o




‘ ydur real height is, stand and walk as if you were .ten feet tall.

%

scnegu1eg;é course in Health and Hyg{ehe, you may wish to do so. In addition, your library

will have books and filmstrips describing good health habits inemore detail.
. “ :

. *
p
v

Mfst health hdbits are interrelated to personal habits and cannot be separated. In

—

addition to an immacu1%;g body (a deodorant is a "must") your clothe’s should be c]ean,agd well
pressed and your fingernails clean and properly trimmed. While hairstyles may vary-according

to persqnal taste, your hair must be clean and well kept.

a ~

¢ Good posture is another interre1ated~hea1th and personal habit. By standing and sitting
prbber1y you aid your body in functioning properly. As a personal habit it is an indicatien of

pecéona1 discipline and that you arz a person who takes pride in his/her appearance. Good

posture is a fabit which requires constant practice to develop and'maiﬁiain. “Np mater what

-
]

-~
— a

é]othing'and Accessories: .
A large.part of ldoking well groomed is selecting and wearing.suithble clothing and acces-
sories. What you wear can improve or sp6il your appearance. We are not discussing appearance

™~

in terms of the current fashions. It is important that-you are riot confused into thinking your

C\ -
clothing, must be new or the very latest style. Neatness and suitability rarely depend on thats;
[y ’ 4

.~
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rather that they be comfortable, becoﬁjng, and project’the best possible image. Cnoicg is Ly

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 for the work world or too"'v )
( . - Al o .

elaborate? Your choice does more ‘than simply add to your physical appearance; it is alsé
a reflection of your inner ée]f. :
. K 4 [ . .

o
]

In.seJecting cYothes to wear to an interview or on the job, remember they must be clean,

mended (all thé‘hutfons in place) and be pleasing to the eye. Evén if you are interviewing ¥

> for a job reduiring cgsuaﬁ or work clothes, the above rules still apply.. . o J

;
. . . 5
o - - . v . - -

. ’ ] .
~  In order to honestly project an image -of yourself that is pleasing to others, you must

)lnake up your mind to| be that kind of person. In other words you must develop a positive v
. self concept - not a superficial one. Once you have done that, the proof will be in your mirror,
your mind and in your atfitude. The most important point. to remember is that the basis of good

[y

grooming and the ultimate aid to your self concept is a pleasant and alert manner.
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ObJact1ve » To learn about good grooming hab1ts by wa*Cﬂ1ng a film on'goo? groom1n9
Materials: “Film - Good Groom1ng . )
. VAR N i, '
‘. Activity 1 . \ a2
* Y- i . K v - ‘
Instructions: - N X \ ~ . .

( .
HOW WILL } KNOW I'VE DONE IT CORRECTLY -

. a . . ) 5 Q. ~
Tﬁé.purpose of this filmstrip is to help you further your knowledge [f'good grooming.

When you cemplete your viewing of the Til®m, there will be a short objectilve test which will

cover both the previous, reading and thé content of the film.

- o

4 .

. . .
1. If you have not already done so, read the section on grooming which occurs just before
. V( t

this activity. i L . .

( .
2. View the f1]m on good groom1ng

3. D1scuss with’ your teacher any quest1ons you may have concerning the film. Add ideas

) o\

you may feel needed to be included and were not. - ’ .

-

4, Review the reading. . .

d
‘ I-will\;ake a se]f—check tRst.

95 " o,
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[y . . ->
Yo - Ac;1v1ty 1 - continued = ~
' Se]f Check Mark each of tﬁe fo]]oW1ng items as True or False., - o

bl

1.” Good groom1ng hab1ts 1nc1ude your basic out]ook on Tife as well as phys1ca1 hab1ts

v )

3. A person caii never oven-dress for an interview.. ,

», ]
4. A man should’ a]ways wear a coat and tie to an 1nterv1ew S
5. - A woman shoutd always wear a dress to an interview. : C e -

6. Projecting a-good self image-is a form of advertiéﬁng'

s 7..'Hea1th hab1ts are a Lr1t1ca1 part of your. grooming hab1ts

&

, 8. In today's re]axed atmosphere very few personne] managers object to ha1r sty]es wh1ch

(\\" are extremely different. " ) ‘ Kt

-V

* 9, Posture is a health hab1t‘wh1ch does not require vef§ much attent1on

*

} 10. In order,to honestly project a positive oimage of yourse]f you must make up your mind

to be that+k1nd of person. : et

ZL A person who has a good and rea11st1c>se1f concept is 1ikely to have good groom1#g hab1ts
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Your instructor wi]] show youNa series of photog?aphs or transparengies.

3

o 1.

2.. As you view each p1cture you are to write down or respond verba]]y to the

-

kind of 1mage (or concent) wh1ch was being communicated in this picture.

" 3. Aftgr you have v1ewed the pictures or transparenc1es you ‘Will be asked .to

,part1c1pate in a c]ass discussion. Be able to defend your decisions.

. \ . ’ ¢
«s} ' ’l ., '.
HOW WILL I KNOW I VE, DONE IT CORRECTLY k \

Bi w1]1 part:c1pate in a class or group discussion. - \

A : -
Objecti-2. Tu learn more ‘Lout imagery. : -
® ) » e \
Materials: . Selected magazine advertiSing, pictures provided by your. teacher. e
.\' . - . ) L « 2
. Activity 2°. |~ . o oL
- N Q - - !
Instructions: o - \,

«
D

199




Objective: To evaluate my own personal grooming habits: N
Materials: Evaluation form included in this booklet . S
. ~ .
B A9
o : AN .
* . - ) . ‘/‘
Activity 3 B }M ,
‘ Insteuctions: i S i R
. L T 3 . E T _ . -
. This activity is designed to he]p you ‘evaluate your personal groomiﬁg habits: As you

>

A

-

review each item on the sheet answer 1t as honest]y as possible.

»

Rate" y0urse]f on a scale of 1 - 5 .on each 1tem_ Be honest w1th yourself and do not

compare your answers with anyene unt11 you have finished.

? X

< -

"1, Do I bathe daily? L o ST

-

2. Do I wash and comb my ha1r before start1ng ny day®s bus1ness7

*

- 3. Do 1 average 7 or 8hours sleep each n1ght’ .

4 Am I satisfied with myself?
5. When I purchase clothes, do I spend all .of my money on fun type clothes? e
6. Am I greatTy overweight? ° é - L ~
7 /Am\I always t1red7 ) o

8. If there Was no one e]se to do'it, would I be.w11]1ng to wash, iron

~ and mend my own clothes?

o m I B

-




L2228

Acti&ity % -pcéntinued

9. I wash-my h%ir.frequently. ' ‘

10. 1 COns1der myself well groemed

a

11. 1 have tried to

.

12. Most 6f the time I am happy. . ;

9

Qk at myself and th1nk of myself as others see me

HON WILL I KNOW- I VE' DONE IT CORRECTLY

I w11] se]ect the areas'wh1ch I personal]y fee] need to be 1mproved

file th1s list.

I will
kY ’\-/—’




Objective: I will.improve my geed grooming habits by regularly monitoring my progress for.
two weeks. < ' ' ' ¢

c : Materials: A good grooming log.
14

3 e .
~ : . \ .
‘. g

- » v . ACt'iV'it_y 4

g

L d

- Instructions: S~ . o

" Review éhe\]og found on the next page, '

1. 'Secure a coby of the log to take home . Lo . ~\\ . : //
. . ‘ 2. Review your eva]uat1on form and p1ck out the areas which you listed as areas for ,
‘- : 1mprovement C1rc1e the 1tem on _your evaluation, form &h1ch is in need of attent19n . "
7 3. Take the 1og home and keep a da11y record of your hab1€g??or a per1od of two wee s. {
) ) " .4. Return the Tog to your instructor. e
5.‘ Seeure a summarthqrmﬂfrom your in§?4uctor aqd fi11 it out. _
N ‘N
‘ " HOW WILL I kow\I‘VE DONE IT CORRECTLY. ’ k g
l | ~ 1\1 Wi]}ﬁeomplete my summary %prm and thié log. :ﬂj% |
J { -
. »” SR - LTk ‘
\ | § \
1 .

100
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. . . .

\ I will keep this daily log of my. grooming and personal habits for two weeks so that I can identify areas that
« {need improvement. Refer to page 5 Evaluation Cheek. . /

ek

! . | Mon. | Tues. | Wed. |Thurs. |[Fri. | Sat. | Sun.|Mon. | Tues| Wed. |Thurs. |Fri. | Sat. | Sun.
[Did I take a’ ~ ' - -

"tbath or shower - \ . . } - . . ;o
today - i ‘ : -

Did I leave my ' '

house well T g . . ol o o T

aroomed 3 R
How .many hours} : _ : - < '

Isleep have' 1 : ’ : [
~lhag . . y ' _
M 1 satisfied : . : : '
. jwith myself ‘ ) b <. 1. o~ PO !
fﬂdaéL_ — ‘ : .0 ; ) o v -
My attit?' o “ 2 T B :

with my familyf . o e
. as_. . i ‘> : :
My weight is : -1 ‘ : b . S
satisfactory . A " 2
or improving . R I . -, . .
Was I tired -, ) . : ¢ '
or was I-alerty -~ « . y _ 1 ¢

- ll 3 - . : T e w3
Fﬁd T involve T . T . - :
myself-in caref * | . . L : ) b N -

f my clothes - - S A )
Did I shampoo ' / ; . T - 5

y hair” - | R
- B} : s . B S
Kid I Took Y . | TR R R
well groomed . v : “ ’ . . v &
y attitude . Ao : I _ . S A
ith Othe”. N ) :-‘ \ ) { ; . . : ) .

as ) : :
I was suitably : ' ‘“ ) o ‘ ' iy

: » .

Bresssdifor y | «

Other » ‘ ‘ - | ' |- .

Q . . ‘ \. . . : . . | . 207
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"

.*-The area in which I was least-suctessful was

"/ SUMMARY OF GOOD GROOMING LOG"

<
.

The areas I listed for improvement weré:

’

S

ﬁhe area in which I was most successful in improving my grooming habits was

The improvement can be shown of my log as .

As shown on my log, I was least consistent in _ . . : -

L. 4

‘f

I had the most difficulty in accomplishing I

4

. .
. R . ¢

, &
L

In working on good grooming, I specifically worked on the following ideas to improve my manner.

13

AN : i

"

. , ’

SR ) 102 -
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"*g‘ WHERE AM I GOING? - . A

(

N 0
* ~ e

Kl 1 ~ -

. . ) /
. In this unit I am going to study some basic informatipn apout record keeping - - especially

record keeping by Public Service Agencies.

AP : ' :
HOW WILL I GET THERE? ~

1. 1 wif] complete the reading
b ey R » -

assignments. -,

i N
.

)

: .

“ ~

.
y [ 4 -
-

N .
el q.

ST
> ks

" HOW WILL I KNOW I'VE DONE.IT CORRECTLY?

cat . ./ .
T When I have read all the information
included, I‘yil[ check my answers a&ﬁ

when I <have all of the answers correct,' \

"1 will have finished. . *_ o
\ ” 3
) )
A . R
~—~ Ce _
. L 4
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Everyone's life is ,governed by records For examp]e the b1rth cert1f1cate verifies age,

v 3
,k‘-and will determine when he/she will enter pub11c school, pe a1lowed to apply for a d 1ver 's Hcense,

be-aT]owed to marry without parents' consent, and be eligiBle to collect Social Secur1ty ret1rement

T
‘., ° . 17\» /

N

benef1ts

School records” often determ1ne whether‘or not 1nd1v1dua1s get jobs. The 1ist of) records ends"41

3

with a death cert1f1cate, and sometines’ a w111, ‘which énables thé individual's heirs

of his/her possessions. :

materials. A\\a pub11t service worker a person may actha]]y be 1nvo}“§d in record eep1ng activities

e
or he/she may need to be ab1e to use existing records. ,' * )o W
o ' The one bas1c reason for keep1ng or f111ng Fecords is so“that they may be found qu1ck1y when

4
needéda There are twp bas1c reasons for want1ng to f1nd materials; to prove pas

"
-and to get 1nformat1on needed ‘for p1anu$ng future act1v1t1es

actions or events,

A11 records must be free of mista e , eas11y unders*ood and readab]e

Ll

I correct records or

&

,records that cannot be read and understood are of no-value to anxpnkfﬂ * Supposeg a worker in the
\ -
§

Department of Transportat1on recorded a sum owed to a- h1ghway construct1on cqmpany \as $1p,000 instead

- “of $1,000. Th1s one mistake .could cost state government (taxpayers) $9, 000

l’
about whether or not the mistake wa§:1ntent1ona1

It could raise questions

Pub11c Service workers ou]d rémember that financial

. ’
records are‘subject to aud1g_at anytime -- accuracy'is absolutely necessa
. ¢ .

. /
- , v b ! '
~
- . .
¢ o °
. "
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Imagine the d1sappp1ntment of a high sch001 senior who was refused adm1ss1on to 2 college

‘ because the admissions off1cers thq~ght the "A" grades on his record were "D‘s" Consider the

°

inconveniehce to an dﬂd coup1e who didn't receive the1r Soc1a1 Secur1ty check berause a worker
smeared their address_and it went to Ga1nesv111e F]or1da, instead of Gainesville, Georgia --

these records were not clegr and legible. . a
\

[ 4 ’ -

F111ng Systems ' o ) ,/”

) . -

< The f111ng systems used by government agencies- vary Each department, agency, section, or

divisien deve]ops its awn f111ng system -- accord1nq to accepted pract1cgs The exact filing

procedures to be used are usua11y 1n manua]s published -by the department However a11 f111ng !

sxstems attempt to fu1f111 certa1n basic needs, fo]1ow s1m11ar f111ng procedures, and use s1m14ar‘A

methods ' ’ ~ B .
= . . . ’ \/Q ' bd L e
A. Basic needs of a filing system: - . ‘ N
~ ' '
1.- The.filing system should be as simple as poss1b1e

2. It Should be access1b1e to 211 clerical workers and members .of the professional staff

’

: who must use it. (Some files are designated as "Confidehtial").

. 3. One person should be responsible for maintaining the files. - |

4. Steps should'be taken to make the storage area safe from fire‘and vandalism, - .

5. The system should include a procedure for removal and disposal or storage of inactive
/ ., ) 'S

records .

)
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Example of -locator guides or tabs:

“t
T { *

¢

»

LOCATOR
GUIDES

-

4 DOCUMENTATION MANAGEMENT

[

REPORTS (DM consolidated reports)

////’E TNG-~TRAINING \
l,--“_-_-_’- D
L
' MGT--ADMINISTRATIVE MANAGEMENT ‘ ;
f 's ) ’ g _._____/./___..l
A s e e e ===
;//’} ADM--OFFICE ADMINISTRATION \ T
f o e e e o e e . e e

3 GENERAL CORRESPONDENCE

-

~

(Temporary). ‘\\\\- '
4 ;
7 2 TRANSITORY MATERIAL: ~
p— . - Y
| "1 FILES MAINTENANCE AND DISPOSITION .
FORMS (AF Form 80) - )
- » ™
//, FRONT OF FILE - .‘ ‘ $\\;
l ' . A -

Care,shdu]d be taken to see that ‘the papers (fo]ders) are in the right sectioné Searching

. for misfiled papers is a waste of time and money.

There is also the possibility that a

hya]uab]e document will never be found if it has been misfiled.

o

‘s

e 106 , ~ »
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HESE FILES .So JUST

J © | BROWSE ARDUND UNTIL S
! ' . ‘R rr' :

0; P
:"’ [ ¢
S -
. 7 ’
v ' .
/ A b - ’ .o -
A '
. ', B. Basic Filing Procedures:
1. _Separaté the materia]iJ;o be filed from other qffice materials and inspect them for completeness.
2. Determine which filing arrangement(s) fits the ngéeds of that project. - .
O 3. Sort tﬁe:papers. This simply means to group papers #n the correct order for jjlihg based on

. the arrangement{%), selkcted. " d o : - - -
4. Determine, the blace for f%]ing. , ’ - - ) _
5. Put the papers into the filing cabinets. 'For.protection, thg papers are usually $1acedfin

manila-folder's and then the folders.are placed.in certain sections identified with Tocator .
guides or tabs. ' , A ‘ ’ . \ _
R, ) \\\T\\\\\ o
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This is especially important since, keeping records ﬁgih they are no 1onggr'used wastes manpower,
L) . L. .

'equipmeht, Space{ and money.

HATS NOT How We

-~ 1 N0

VESIGNATE. TieAD FiLES

~

N

X

-

R

V!

-

~




C - " Alphabetical Filing Arrangement: _ .- !
This arrangement is used to file by mame, persons, companies, agencies, etc. It is one of
si.x' basic arrangements ‘and it may be used e:ither by itself or along with ope or mqre of
_____the other arrangements, which are discussed 'in the nr'éxt reading activity.

. , The basic rules of alphabetical filing are:

1. File papers by the last name (surname).

t

Example:™ Carter, Amf

o PN ‘ ‘Downs, Harry .
. - . < -0 ~ 4‘;1
- + . Moore, Bill : . N - B

©

-~

*

\ 2. When the last names of two_or more persons begin with the same first letter, look at the

Second letter in‘the names to decide whic¢h name comes first. If the second letter is the

o same, then ook at the third, and so on. s
) ‘ " Example: Carpenter, Paul \
" Carter, Billy o
. . . o * o . .. .
v N 3. File "nothing" \bgfore "something" ’ -/
¥/~ Example: Johns, Don -4 g - ) ' 0T
* \ L. » . . ": - ' . . ’ .‘8 7
L - Johnson, Bud - ' - . ~— _ «

4. 1f the 1as}: names of two or more persons are the same, compare first letters in the first .

names to -decide the order of fih‘ﬁg.\ If first letters in the first names are the same, -

,'compé,re second 1eétters, and so ons
222 S
. . . - 4 .
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7.

8.

. File hyphenated.and prefixed surnames as. one word.

Example: Carter, qscob
Carter, James ¢ A : .

If last names and first names are the same, compare middle initials and/or names.,6 =~ .-

Example: Qarter, James Earl .

. Carter, James Joel ' -

- - Y T . +

} ' ° - on .’\.

McConnell : ' -t

Example: Mac Ginty .
/

Morrison

Page - Lewis .. .

Page]lé

Van Buren . o , - . o

Names of bus1ness firms wh1ch contain complete names of persons are f11ed as if the name

v
appeared by 1tse1f

».

Example: James E. Carter Company N

filed - .
- . — . . Pl H
Carter, James E. Company

ke ;R

Names of bus1ness firms which do not contaﬁn complgégg;ames of persons. are filed according
—_ 3

" to their first words If the: first words are the same, the second words are consideredf

* ' N
-and so on. » ] : .

2

20
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N {\‘\\ T S q—ﬁ
2 N _ 2 ' . v . '
‘Example: Carter Farms S, .
) . Carter Warehouse = . - _ s )
“ . ) 9..When indexing the many dgparéments,’ageﬁcieg, divis{ons, etc., in aur federal govern- S
. . - ) - '
. ;ment 1i%t U.S. Government first then index the agencies under\;his heading. - . . -.
’ \\55 "Example: U.S. Government T ) P 1
- i Agriculture, Dept. of ’ ' ) 7, f .o r*;
~ - "Civil Service Comiission . ' c -
; .o Federal Bureau of Investigai}on . o *
) . : Internal'Revenue Service | ; 1
. "10. The rule fof’indgxing federa]‘agé%cies‘;]so app]ies/;? state, county, dnq city govern- )
ments. .. ‘ : ) )f
" _ Example: 'Georgia State Government . = . | | ) . T,
o ' ' \ "Agriculture; Dept. of . B ] .
f ) ‘ ’Edué§tioé, Dept. of | ‘
i | t ] 'Labd?, Dept. of T - ) | o : 4 .

S ‘ \L Transportation, Dept. of o © \ o .
" Example: Atlanta, City of HETE k :

. Fire Dept. ~ ‘ '
R o Police Dept. /

Water-Dept. _ co L .

" ERIC - Ce mo S




! 4 » * :
. - A ¢
\ ; Objective: I will learn and practice the basic rules of afphabetica] filing.
. ¢ 4 . . ’s
\ ' " Materials: The attached exercise. ‘ - . R . T
\\ - ’ .{
| & ) % ‘
- o - - ;, 2 v‘ “ -
XA ACTIVITY " S
g - Steps: 1. Study eaé% pair of items (names, companies, or agencies) listed below.
-2. Decide which item should be filed first and circle it. - el
3. Menta]]y recall the rule(s ) that*app]1es to each cho1ce you make e
4, Turn back to the read1ng ass1gnment and 1ook up rules about which you are uncerta1n
C1rc1e ‘the item that should E. filed first:- . ; . '3 o P
1. Billy Graham "y 5. Dinah Shore 9. -J.C. Baker Company '
° ~ N . ‘ ” . b2
Billy Carter Mary Shore Martin Brothers Construc- )
d o . ' tion Company ,
o 2. ' Gerald Ford * 6. Mary Tyler Moore, .
’ = ’ X : 10.  Chambers Bu11d1ng Mainten-
s John Fortson Mary Jané Mpore anhce
3. Tom Johnson . 7. John McRae Co]tins Lumber Company —~
$ r N “ .
- . ' San Johns - " Donald Van Buren 11. Country Charm Egg Co. '
s " ’ K . © N r
. . \ . . . . -, .
/)//. ] 4, John Adams 8. John Thompson Company . Country Best Egd'Dist.
John Quinc¢y Adams . Morgan Supply Company

A 112 . d




Objective:

AMaterialgz

¢ ’ K Activity 2 i

- v

I will rev1ew the major points included in the.reading by completing this self
check act1v1fy .
The aztivity pelow

— -
€ N

o T Activity

. \ )

§teps: 1. 'Read J2ach item and fill. in the blanks so that the staxement is comylete and correct
, 2. Turn back to .the. read1ng and Took up any item about wh1ch you are uncertaqn ?

F111 in the b]anks

P .
o - . » e

1. The main reason for develoring a fi}igg system is so that records can be
T .

2. The two basit reasons for wanting to maintain records are
A * ' L . .

.

3. In order for records to be useful, they must be
- . t

' ) and . ' ; - B

E]

4., One of the bas1c needs of a filing system is that 1t shpu]d 1nc1ude a proceuure for removal,

. Y
‘d1§53ea1, or storage of - ‘ .~

. records
f 5. Before. filing any document, it should be inspected fer t < )
L —V k‘) , - .. K s © . .
, - ¢ . . , . -
HOW wILL~I KNOW T'VE DONE IT CORRECTLY? . ‘ '/;_____\\g .
- Bi w11] obtain an answer sheet from my teacher and check my work. .
. * i . ' ™
’, . \- : . -
4 ., N . M
230

" : 13 : o




» | g e " ADDITIQNAL FILING SYSTEMS ' 3

.

There are five basic filing/arrangements .in addition to the alphabetical system. They are:

“I. Numerical T:ling
..

In a2 rmerical fi]ingﬂ§jstem numbers are used as captions on the-guide and folder tabs. ‘ ,

"It i; best to use this system to arrange reéords that, are normally identified and‘referred to
. by numbe;- Numbers can be assigned to persons,‘contfacts, cases, etc. A numerical system
with assigneddnqmbers cannot be used-without a card index to identify numbers. The cards are
" indexed alphabetically according to names or subjects. VEach,card 1ists the number of the : “

A

fo]der tha*, has been assiq“eg to thaf person, subject, company, etc. The numbers should be N
arranged consecutively. % .
Examples: The Air Force might arrange files on aircraft by numbers:

_ F102 | L _ : ‘
. : : ' - F103 : ks

F104 and so on - : &

W

d . The Social Security System assigns numbers:

\ . John Doe is 000-00-0000 .,

iR >

II. Subjective Arrangement

/ This arrangement is used when the records will be asked for by subject. It-is also an

» ~

-

- | 233

alphabetical arrangement.
A
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Example: “"-2 At~ Force has 25 subject categories. Tna first five a-z:

Office Administration

1. ADM

2. CIV - Civilian Personnel Administration ~

« 3. COM - Command Control :;wwication , o s
4. ENV - Aerospace Enviro ent o . ‘

5. FIN- Fiﬁancia1 Administraffon.

Geographical Arrangement: i <
]

In this arrangement material iﬁ fi]ed by geograpﬁic locatian (area, étate, county, city,
etc.). The specific géographic division used will be determined by the fi]ing’needs of the

agenc& involved. Thﬁ spec fic 1ocation\is filed alphabetically.

Examp!eé: ,Butfs County Ceorgia i
" Hall Coynty | Soutﬁ Caro1ipa ) .
- Ware County Utah. ' ¢ e
Chr6n01ogica1 Arrangement: L ) | g
This arrangement is used fd put files in order by dates with the most }eéé:t g;%e(s) o

, \
appearing in the front of the file. This arrangement is often used a1ogg with other arrangements.

€

Example: ..~ /»—f——g;;--]976 -,

f”'“ TTTTTT e ot N

4

—_

N [ an., 1977 :

Sept., 1976 . | ' . , '
A .
L -

Front of ff]e

235
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‘ \

e e N
Organizational Arrangement: .

This arrangement is used when the names of the organization is.the main basis

The organization is also fi1ed a1phabética11y.

Example: Central Gwinnett H1gh Schoo1

N

North Gw1nnett High, Schoo]
. South Gw1nneit High School

,‘.A.

116

for filing.
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by J RS

l\ctivit? 3 ¥

" Objective: The purpose of this activify is to help you prepare for your unit test by reviewing

some major points of thé reading: ’

o

Materials: The activity below. ° .

~ +
& ~-
. <

, Activity —

-

- 2. Turn back to the réading and Took up any {tem about which you are uncertain:

Fi1l in the blanks:

=

~
' -

-

Stébs: 1. Read each item and fill in ‘the blanks so tRat the statement is complete énd cd<tect.

. 1. In a numerical filing arrangement .numbers are used a$ . . on the
and
2. A numerica1'ar5angement cannot be used without a . to identify the

assigned numbers.

3. If counties are used on the locator guides, the ' < arrangement 1is
being used. ) - e
4. In a chronological arrangement ] ' ~aﬁe used on the

"locator guides.

HOW'NILL I KNOW I'VE DONE IT CORRECTLY?

T
~

I will obtain an answer sheet from my teacher and check my work.,

.3 e,

239
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Activity 4 - . ‘ - :

'S . s &
3 ) - - . /
Objective: The purpose of this activity is to help you learn to recognize and use all the basic
filing arrangement.
Material: You will need the attached filing exercises. e Y

»

Activity . -

Steps: 1. Read the instructions for each exercise.
2. Study the illustration,

3. Mark the file 11lustration and/ort#i1l1 in the blanks as instructed.

~

i -~

[ 4 .
-

* M . ; . \1'
HOW WILL I KNOW I'VE,DONE IT CORRECTLY? - -
. . o ", o -
I will have an oral review and discussion-of each exercise. Correct any mistakes I
. . .

‘made at this time. //y

L} - » §

- : . 118
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"

o

3 1. Study this e>iamp1e of a numericazl file. Find and Circle the 1‘& that is misfiled. Draw an o “
. ) - . 0 i e\ :‘
‘ \ arrow to show where the misfiled item should be placed. Example: v . )
: s °
\\ 1/ 4 Y ~
! i %
. 5 ﬁ\ .
. . ’ .\
~ . |
/- -
1 A
N ' »
. front. »’
& .
~ * 2. In this example of a subjective file, Find
) AF 3050 v , % - ‘ . the misfiled item, circ‘1e it, and draw an arrow
~N —— p |
AF 3025 ( ; Ve <F . to show where-
- Tt A , Rape g ’
AF 2464 ‘ — - =J—— it should be
T : - ~ : . Murder # i ’
) AF 2495 L. ) i A placed.
— T r Burglary 2 -
AF 2459 - B ' Y —_— .
. ’ Kidnapping
front of file NS
. e Forgery !
, N S
g front of file ° . R §
’, 4
- \ - ¢
» : ‘ kg

ns : - 243
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Activity 4 - continued ; ) ) -

@

'\

1244 .

- M ) ’
.. - - s .
> . .7 ’ .
i ' ‘N e
. * N .
.~ ‘- o v * ’ '

3. Suppose you are employed by the Ge0rg1a Department of Transportat1on’“\qhere has been a violent
storm in the wainesville area and you have bgen asked to set up a fjl% for recoﬁds about damages
You have 1nformat}pn about damage to roads, cu]verts, br1dges, traffic 11ghts traff1c signs, and
- thg %1ghway maintenance shops in ‘'six c1t1es - Murrayyille, Flowery Branch, C1ermont Oakwood
Gainesville, and’Lula. You are told to use a geograph1ca1/%rnangement for your file. Show how
the fi]? should be set up b& labeling the folders in the following illustration: .
: , <)
i . "
_ Ty |
| E o e < |
jp— — ®
( -
. ' ‘
S i
; ' I !
— ! .' {
| ;____, . .
., r“r‘ ' - N . -
v r '_~ ‘L_-'- ' , :

120 - .
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a.

Study the examples of chrono]o%a] files below, circle the gxamp]e ir] which the documents are

correctly filed.

. Jan. 1, 1976 T )
A .
/" June 14, 1976 1 ' &
" hug. 1, 1976 R
- ™ -
" Mar. 17, 1976 - ‘
1 I
* Jdan. 1, 1977 i ‘ ‘ .
front of file L .
)
. -
B. f’—%ebruary 14, 1976 i
~N

- {7 April 10, 1976

—_—

" July 4, 1976

rNovember 24, 1976

qecember 25, 1976
front of file

5 e

~o E i T, ]21

247




3, Activity 4 - continued ..

) T A * o /
. . . T . . ps N
5. Study the organizational file below. Circle the item that is misfiled.
* " ‘—‘ .
3 ( \
N . ™ ) ( »
Transportation Dept. 2 ko~
'~ f - -
Governors of Georgia -
. . N\ ,. S‘ d
/—>Georgia Bureau of ‘\ . * .
. Investigation —_— o ,
(. Bducation Dept. 17
. ucation Dept. ' . .
/- . ‘\‘ ' ‘. T
- Agriculture Dept. l -
6. The file below has two different filing arrangements being used at once.

a. Name the arrapgements used

e N - -

(1)

-

(2) -

.

* b. Where would you 106k to find!oQ; about a murder

the correct folder.

S
o Z - ~

committ?’ on August 10, 1976? Circle

~

‘x]22 °

. L
.
2

.

k4
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- Act1v1ty 4 - continued

July, August, September, 1976

N

April, May, June,-X;76 .

January,- February, March, 1976

<

RAPES

|

d

/
J

Y3
-

N
October, November, December, 1976,

o ————— e = =~

Ju]y, August September, 1976

// ©  poril, May, June, 1976

January, February, March, 1976

A PEYap

v .
- ‘\4\______._ P
MURDERS -

October, November, December, 1976

July, August September, 1976

April,. May, June, 1976 /'
: J

January, February, March, 1976,

BURGLARIES

~




i Activity 4 - continued -

7. The file helow uses<§hr e different filing arrangements.at oneg.
a. Name the arrang!ﬁents used.
(2) : ° -
(3) -

i

b. Where would ydﬁ look to find the Safety ngp of the Hall. Coun
of Agriculture?

. Circle the correct folder guide.

v ' ' , ' A
(P2 |

? L4
- . ay . . .

ty Office of Department

»

L

1]

&,

4 Ve, . . bt . .
N .
N Ey N aE am
.
A . .
.



L IE BN O R N WA o e B B W

("1

=

v/
/

Ware County .

e ~— -——

//// Butts County - e ///J <

Safety Plan A

[}

Ware County" -

Butts County\

~
A . i
) " Financial Plan ® : l
, Ve = - ‘
// TRANSPORTATION, DEPT. OF a l
Nas ) *
© /// Hall County >
| ;
/ Cobb County ' -
/ S j
' Safety Plan — ‘{
e Hall County-
/// Cobb County
Jo A T
/ T Financial Plan )
/ —
/ AGRICULTURE, DEPT, OF B
' Front of File
L \
. 125 253 .




- DATA PROCESSING

Data means facts of information. Processing means to manipulate or to handle, 'Therefore, *
data processing is the hamdling of information. s<The purpose of data processing is to organize

many. facts intc :seful information.

- ¢ . . .
Pug1ic Sexyice agenc1es must process data in order to get organized information upon which to 4 -
. base its operati‘ns. The k1nd of information and the Vo1ume of data will vary with the type and l
. sige of the agency. Data processing procedures w11] also vary. Each agency uses data process1ng
. methods that best serve its needs. 4 ”
I. Basic Steps of Data Processiné ‘ o . ) ’
~ Regardless of the method used, the basic steps in data processing are the séme :
- a. Record the necessary information (data) on a form usua]]y called the source document. It is
absolutely necessary that the information recorded on the source document 1S accurate and
( legible. The other steps in dgta»processing would result in wasted time and.effort if
' * Y incorrect data were used. A ‘ \ . g//\\\
b. Put the data .into the system for pragessing. This step, ?nown as the input, hi]] vary with
the process%ng method used. L’ " .
c. Process or handle the data. As mentioned earlier different methods can be used. %he basic- .
methods are discussed in the hext read1ng sect1on . . . . - -
d. ' Recordsthe useful information, that has ‘come out” (resulted from) thé processing. This is | ’
3 254 called the output of data processing. ‘ ’ ' 250_{ S
. | A
.12
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| ) T s
Mephoagpgf Data Processing - . . ’
Peop]é who spegialize in data processing have devised and used hundreds of different methods.
Two of the(older methods of data processing, manual and mechanical, and the newest method,
computer processing, are b(iefly discussed below. Many variations of these methods are in.

use’ today.

a. Manual Data Processing

In tpis method the processing is done by héﬂ?- Often called the pencil and paper way,
- .
this method involves the use of many forms designed to handle the data.

2 ©

b. Mechanical Data Processiné
This method involves the use of machines. that help to handle the data more .quickly gnd
accurately. Machines used inc]ude'adding machines, calbulgtors, cash registers, accounting

machines, bookkeeping machines, key punch machines, etc.

<

c. Data Processing By‘Computer . T o ‘

’

The newest.method of data processing is by compute&; The digital computer is, in i%gelf,
y .
a data processing system. It is electronic equipment designed to perform the input, pro-

cessing, apd output steps of data processi?g.

°
e

To better understand how the computer works, study the following comparison between the * -

washing machine and the computer. . v
’ » / ¢
s ° L .
/———- N - o . s g .
- ° Q : ° P'*l
I . of ° o o 25 /
L] / .
121 . °
I % 7}
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R

- . N\
Washing Machine ., . * i . t Computer
. 1. The~input is dirty clothes and The input 1s data and a ‘program’ (manmade
* . ' » .l 4 -
7 detergent. ’ instructions. for handling data).

2. Processing is the washing according Prdcessing is“when the computer uses the

— to~a given Eycie - permanent press, prograﬁ to organize the data-
normal, dg]icate, etc. _—
3. Outp;t is the same clothes -- clean. l ' Outpuf-is the.same datg orggni;ed\as use-
/ _ . N ( ful jnformation. '
v ' ¥ . .
’ - The\lata and program may be recprded and entefed into tﬁé_computer by a number of methods i
A "/1nc1uding Coe e P ' . 5 S ¥ . ,
B Punched\§a<g§ - Data is represented by holes punched into cards. Each hole has a meaning,
: and grpups o;'\oléi/represent wordsfﬁr nuﬁbers: . y e : ) -
) N '2.. Punched tape - Data is recorded con%inhous]y on péperifgpe aqd wound on reels. As with

punched cards, data {s recorded” in the form of holes punched into the tape accogging to -

<

a certain code. , ’ ; e ) , ' . *

LN

.




. . . :
3. Printed characters on paper documents - The .print contains magnetic particles that can be

"read" by machine. i : S ‘ .

" - a 1

Example: *Account numbdrs om checks are magnetic and can be "read" by machine.

., 4 M%gnétic Tape - This 1sqﬁggét+e#tgpe covered with a layer of magnetic material. Data is

-~ .
recordeq in the form of invisible magenetizg@ spots, calied bits. Combinations of thesg

bits are used as codes for letters, numbers, etc. - : -
. . . .

’

t - £ ) - - - - - )
5. " Magnetic disks -,Dat?~1s stored in code .on a layer of magnetic material which covers flat

) . . ~ . . ' <
] disks.thdt.]pok 1iké hi-fi récords. “Tb1s, too, can be [read" by the computer.
- ' - ’

{

- People are responsible fof

can be "réad"‘by the computer® Computer equipment chaﬁg§§ this man-readable data and instruction to

. : < a0 ’ ) N e e s .
machine-readable coge‘?zﬁectrncal 1mﬁu1sézw and -then stores this~information in‘its memory {internal

» « s .

storage unit). Thé’computer processes data by routing electrical impulses, representing the data,

through eﬂectricalvéircuits. Compyter- equipment then changes the processing results fromvelectrical

> - -

. . . _ , <
- 07 impulses to a form.man tan read-and use. The re5gli§ may be: - .
' . MR - ‘ > . - . . e ’ . /
. L. . N 'n b -
1. #Printed on’a form ° g
. Al . . . -
. " '2. Puncked in gards: " ' “ .
) . "’ . ) " ° R . ‘{: . , r N
3. Written'on magnetic tape ‘ . ‘ N
/ N ° . - b . B} - + s
L 3 . \ . )
. 4. Shown on a TV = Tike di;p]ay ) ce ‘ s ' e
Date processing by computer has two main advantages: | RN

' 129 .

r taking data from the source document and recording it in a method that

R 1) N S T “6L

32
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state 1ncome tax un1t can chect/d’airson s tax records 1nstant1y

- [
1. Speed - The computer saves a 1ot of time.

Example: A medium size computer can add a million four-digit numbers in ten seconds .

It would probably take a man more than 100 days to do that much adding ‘the

{
pencil and paper way.

2. )Accuracy - The computer can perform second after second, hour after hour,.day after
r 5f day without a single m1s&ake. L% -

3
-

0f course, the computer does have limitations. It can work only with the data and program
3

fed inta it by people. If e1ther one or both are ﬁ‘ong, the results will be wrong And then,

) too, there is aiways the chance that computer eq&1pment will weat out or break" and require repairs.

- J . -
Data processing by computer 1° espec1a11y valuable to government agencies as they attempt to
"handle huge volumes of 1nformat1on For example, without the conputer process1ng census data and
tax records would be an a]most 1mposs1b1e task ~- Census data would probably be out-dated before it
could be processedwa d.tﬁe new_tax year: wou]d probably start before the previous year's returns were

completed. ' : " - \

-

N -

The computer has additional value to govérnmenta] agencies because it goes beyond the mere
pr;cessing of data -- its memory'allows the computer to keep records of information that can be found
quick]y when needed 'For example, a p011ceman can'check to see 1f a car is sto]en in a matter. of
seconds, the Air Force can know the 1ocat1on of all its a1rcraft at the f‘hc‘lz of -a switch, and the

»

—_— ’ "'
v - — .
\ . -
rs . ’ /
) 130 .
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Activity 5

) o . ) » { R
Objective: The purpose of the act1v1ty'1s to hetryou prepare for your unit test by reviewing

o .major points of the reading. , - '
L , .

%itgiii}s' You will need the attach f111,1n the glank quest1ons . . .

L]
e . -
s .
*
+ . ¢

e N v = KR D

— e —y

L o A VA N
! ' Activity - ,

|

“teps: 1. -.Read each itdp and fill in.the blanks so-that the statement is complete

[ ‘e

L ©  and-correct.. . .. & > '
* & . B
| | | '
: : 2. Turn+ack to the reading and ook up any item about which you are
1T : uncertain. A g~.l‘
a ~ =
. < ’. . Ve?ﬂ
HOW WILL I KNOW I'VE DONE IT CORRECTLY L #

- 4\; ¢ -
I will obtain an answer sheet from my teacher and chieck my work.

»

e

©y,

— 131 S .




y Activity 5 - continued’

g

-

Fi11 {n the blanks: - -

2

1;~_Eifa ine.n _

Processing means

Therefore, data processing is

. ‘ X
2. The purpose of data processing is to organize many facts into

hi

[, S—

the necessary .~

3. The first'stepA}n~data ppoéessihg is to ~
. . . - 7
" on a form usually called: the

4. 1In data processing by,computer, the jinput is _ and a

or manghade instructions. The output is the same

PE " ’

o ed =
organized as : ‘ = .
5. For use by a computer, data is rec0fd¢d in a method that cégﬁbe "read" by machinéé.
Examples include: —
e -— . . -
1. . T ) cards
roT | ' \
2. _ ' - tape
*73 , on paper documents
T4 \ ' tape

. \
5:° Advantages of data processing by computer are its _ ¢ -

T

} and

267




INTERVIEWING SKILLS

¥ 3

“WHERE AM 1 GOING

By the time I complete this unit I will learn and practice the basic interviewing

skills needed to conduct factual interviews.

-
y
- "
. "
e
How Will I Get There How Will T Know. . . .
1. View a film on interviewing. I will answer a series of review questions.
¥§ * 2. Review a list of "do's" and “don'ts" ' I will, complete a self check activity.
3. Prepare for an interview ) I Will complete a form designed to help
4. Conduct a mock interview me prepare for aﬁ%interviewg’*’;'
1 will be evaluated by my teacher. i
; L




“

, ; /
Object ve: [ will view a film on interviewing skills.
. Ma@erials. Your teacher will provide the film for the group. A
- f ’
4
j ' o Activity 1 .
—_ T
r .
\\\ Instructions: '
. N~ ’ . . F 3
. 1. Review the following questions prior to viewing the film.
2. View the film, . f )
Participate in a class review. \
4. Record answers to each question for future reference. ]
\ a. -What is an interview?

®

Y

What is the purpose of an interview?
c. What are some of the critical human re ations skills needed to complete

an interview properly? ' - ’ (

-

d. What are the types of questions asked in an.interview?.
e. Other than listening to whaé\a person :> saying, whatlglse should the

the interviewer attempt to_observe ih - ~der to better understand the
¥ . ’ ’

. . \ ,
interviewer? . ‘e |

£. What are the two basic types oﬂ interviews? * A 3

™ HOW WILL I KNOW I'VE DONE IT CORRECTLY7/’I will record the €Tass answers for future reference.

Ly

‘ y ) “." : . N -
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~ s

Objective: 1 will re iew a list of "Do's" and "Don'ts" associatéd with ?nterviewing_sk11ls.

.

Materials:

The printed materials. in this booki@t. o
- I | .

. a:n R ‘ ¢ . .
'] ¢ > = : ; ]
’ kaﬂﬁ\\ ) : Activity 2 - ~ -

v 0 ‘ i ///
Instructions: ’ ' ‘
V1. Read the suggested practices. carefu]1y " . o= ..

} v
2. As you reaa the 1ist, compare tRe "do's " and "don'ts™ wh1ch are related to

one another,, .. . . °
. 3. Complete the attached self check activity. <~ oL RS
4. Correct your activity. , ' ‘ ‘

-

Your- teacher will assign one or more items from the ){st to act

’

5. (Optional),

out or to provide an example of the correct procedure for your classmates.

,
. . N .
, . i
* [y
e - [y
\ »

HOW WILL I KNOW I'VE DONE IT CORRECTLY7 . - !

I will comp]ete the self check activity and pract1ce in the demonstrat1on activity.
3

‘3.




? 1. Prepare for th& inte v e . ' -
. |
L cide’w s s .=t learn from the 1nterv1ew |
and Dl yon gue . - ¢ < *hat you will ask for the
. . R . 1
% infoermation y.u re~¥liy.need. IF you have an app11- ‘

+cation or a form "o <e, study it, know what infor-

L]

!
arg decide how to word your

a

¢ mation is regueste:.

' quegtions to-ger tris information.

Y

2. Hold ﬁhe'interview‘ir 2 rlace that is p]easant, comfort-

|

I

t

SR |

. ) ;b1e, and privaté. ¢y not +ry to do someth1ng else !

., ® . “ |

. at the same *me - do nat .permit yourseif to be |

] . " l

o 1nterrupted. = . !
e R .

interviewed to feel at ease

.(A)

4elp ;hg‘gerson be g
: and'ﬁree to talk. To do so, be at ease Jourself.
Snﬁye. léegin-the‘interv%ew by ta]king aggut things .
~ , that are eacy to talk about. For examp]e, 1f you B

./ have a form to com lete, start with non- contnovers1a1

1tems such as age, address, etc. AR -

o 3 » 136

Don'ts, N

1. Don't wait until the interview has started to

R
-read your form and plan your quest@ons. You .

v.can't effectively listen to the interviewee

L}

~ . * .
and plan your-next question at the same time.

.. Also,

if you havi not pngéared }our quesfjons
before hand, you run'the risk of 1eagjng out
1mportant‘1nfofhation, not Tinishing 5n time,
and qjsFrgcting the 1nt§rv1éwee.

«*-2. Don't do anythingythat ggems to distraogéthe

interviewee. Don't even take notes if it

*

seems to bother him/her.

- 4

3. Don't act nervous or'uncgmfortabls.

4. 'Don't "talk down" to the other person.

5. Don't act as if you are irritated.

. Vo

6. Don't be critical of him/her. .

. .

5 g .

7. Don't.do anything that &;d indicate a :ack
. . . Y

of .interest on your part,




o S e e - ¥
% } t ) ' . ' -
- -
Q »
y . : . % : :
3 . Yoo C Don'ts e
4. Show that you are sirce~c y interested €in the inter- « ' *8. Don't ask long, involved questions.—
e / N s e <
viewee and that you -~ . iling to help him/her 9. Don't use words that seem too fiard for the
" . hJ s . . ® 4 - A
. become qmp]qy\d. You car do thisgby ¢arefully listen- ‘ interviewee, “
jng, to him/her and lettinm tne person know that -you ) 10. Don't ask several questions at one time. -, -
- understand his/hqr fée?ings. ) ‘ . 11. Don't be afraid to ask questions.
- 5. Be sure you stay in éontru? of the interview. Ask 12. Don't talk too mugh -- The purpose of an
s questions that wi™? keep the person talking on the ' Finterview is to get information, not ‘give it.
. S . : 7 ‘
subject. . s o 13. Don't Tet your personal bias (prejudices,
! -
hd : . . b
6. Ask simple, ﬁirect quastisns, one at a time. Be leanings) distort the facts you gathered.
! t ‘ : . s * “ 1 ) i 3 <
certain {hg interv:enéf Undestands what ipformation * - R Example: . Don't let a person's physical » .
: . " ., ° -2 - . ) ? . s ’ .
-you want. , . - - * .appearance influence your evaluation of
. [ ‘ ‘ S ' .. : .:.
! 7. Allow enoug&ifimangr the interview.. Give the inter- . .« his/her, aoj1y2§18;\character.
viewee plenty of timé-ﬁo.énsWer each question before - . ta i
. asking your, next quest#bn. If there is a set time - : R _',‘ . “ .
’ 1imit for-the interview, bé sure to tell the inter- & . '
. . 3
BTV s .
viewee b fd?e~you start. , o 74‘ e s ¢ .
) ’ RN, R ” RY ! ’ Yo
8. If you must‘ask.foﬁ;confidgntia] information, do so . . ’ P )
N in a businebslike anner and sh®w that you intend * * ';L )
to keep it confidential. ; . - - ' ) oo e g ‘,'
, o ) - v ' ' »-4' ' U -
. L R
ﬁ27 - ; LI v . S : ‘." ) ! V-
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8. (continued) . s

. o
.

. 'Example: “Weong "7 her  tnat you've got a woman '
i T.vine with you now., Who is she
. aind huw (ong has she been living:
' with you?"
p b .. ’Jg ’
Right: "Our ¢”“ice mst have a record®of

a'1 crances jn living arrangements.
Have there been any changes,in the
. . +
ving withgou
since wy 1@;§-¥*§it?” L, .

9. Tell the fhtgrviewee'ﬁqgn he/she.can expect a decision.
e 4 - il

nuniber of people 1

°
-

Examole: "You should get your License'in’ébout .

-

s two weeks.“

-

1
4

- ' RS AR B cax] tomorrow afternoon and Tet” you
. , . ‘e
know whether or not you- hawe been accepted

v !
. {

for the program." | ,

. EVa]uate the 1ntery1ew ' ;t

Did you get the snforqet1on you»wanted or needed?

N/yere you obJect1ve and fair w1th the pergsn
4

nterv1ewed?

ing .,




~ . . RS L) A . ’ ' -

~ - ~ . - b <

my'understanding of the "do's" and "don'ts" 1ist.

Objective: I will ¢ (.,

»

- -Materie]s: This <-11-cieck activity = , S Jf

©

. ) - , (Activity 3 - °

s . Tnstructions:

—————

. . i and put a (0) e ide ﬁﬂ% th1ngs{you shou]d not do

4

Show that you understand the 1nterv1ewee S fee11ngs

, Let the JnterV1ewee
LI . - . S D
3. Ask s1mp]e‘ d1rect quest1ons'one at a time.

-Gy to do most of the ta]k1ng yourse]f S

Decide how to word your'quest1ons before the 1nterv1ew starts.

If oossxble held: the 1nterv1ew=1n pr1Vate
M.‘_—

Beg1n the 1nterv1ew~W1th quest1on3\th t are easy to answe .

(ake over-as soon as’you th1nh}he is ready.

§

{

~

ut a (+) heside the tthgs you shou]d do Wﬁil» renar1ng for or conducting” an 1nterv1ew

-

‘%a

.

4, Snow\that Jou are 1nterested 1h-the 1nterV1ewee and that you are willing to he]' h1m/her




Objective: To pr-, 2t + to conduct an interview using' sample forms. ) ) "
Materiais: Georg,'}; Scite Department of Family and C'hﬂ_dren Services Initial Contatt form.
(Copy inciuded in this booklet). '
" -~
- )
LT - 7
Activity 4 -
"Ins'fcrt]ctions: T : - )

B ‘ . .
1. .You are to assume you are the initial contadt person f‘or\hé Department of

v, Family ~nd Children Services. Yol are to intefview a person tomorrow as a
- » , . .
7 clerk trainee. ‘ »
/ 2. Asgpreparation for. that interview, you are to complete the attached form.
0 . o _' b o e e
. . ‘
o . . *
L ~ * .
("v.. ‘ _ '
- HOW WILL I_KNOW I'VE DONE IT CORRECTLY? ) _ v , ‘ 4
. L'wid1 ‘turn in the form for evaluation. .
:: ) ‘ ’ )
o '3':;-.""2. Tl '
. C"‘ff;‘«‘:.‘fif\'i' 1 ) *
. ‘ .?‘i\?" L . v ]
Gt . ' .
3 ‘3“ T . Y . \
- o 7 . .
. N atN "7 a N .
. . :._‘: I'::: v, , '-'.V:. ]40 . 'I \‘ . & .




’ FORM FOR COMPLETING INITIAL CONTACT FORM

- g VIR
| ’ . .
s C K o

] 4 -~
N & }
Q *
» ¢ 1. Give the full meaning of the following abbreviations or terms.
y | .
; 1. Rel. to H.H. ~ ‘ ’

! .l, cws_ . [ S \ j A

RN

3.
' 4. Income/Source . . )

5. Referral and/or other.;Sbngiéé providing sérvjpes: _ \\\\\\‘\.

¢

e
. e ]
PR )
>
A M , '\/ 4
. . -
,

f v
1 ¢
C ¢ Lo - . » >
v 2. The way you would phrase questions to get information about each section of the form.
- . d 1. , i 7. -
T ’ . 1
2. 8. -
3. ) 9
4. 10.
5 v ' 11
6 12.
[} b
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Obiective: I will conduct a mock §nterview to complete initial contact form.

i
“

to )your' teacher.

®

»

»

» .
HOW WILL 1 KNOW -I!VE DONE IT CORRECTLY? ‘

I will be evaluated by my teacher.

N

. ) Materiaﬁs: Intormation in this ‘book1et, a tape .recorder or vigeo tape machine. _
. . . . . ’
v -
P " Activity 5 , ' L
~ Instructions: 2. " . ' “ . N
’ - '1’. Review thé information on your form. ‘ .
, 2 Your teacher will arrange for-a partner to work wi‘;h you. '//
3. . Secure a récording machine, ' \ " . .

‘ 4. Cc;qduc't"the interview in fr'ont of the class or tape the interview and 'éi\te 1:t



- 4 Basic Information Form

. 7 - Initial Contact .
, v o !
- | / .
Case Number 7 - £ o e
o A T, _ Name- of Staff Member =~
.Date . - R / ‘ ’
RN / / .t 3 < / i L.
N 3 . , — -
- \ . A -
Last Nam First Nems Maiden |Sex 1 Rel.to |-Date of [M/S| R |Social Security Income/Source
. / - ol Name HH . Birth Number P
/ ’ o ' ' -
/i’.e'ad of HH- | . ' 7 ) 5.
/Ocners
. . - . ’ > _ —F - 7
- \. p -
’ - ’ ..J N ‘ ' ) ‘ & — .'
e « N ! . - g )
Eld ¥ - L - [ »
[ L]
- . " * i} Referral and/or Other Agéncies Providihq Service
Address: , . T
r ! ¥
] B
., Phone ¥o- . s v -
Own or Neijghbor . .
Problem: . . A
‘ A Y hd -
Z, - l’ R ¥ ;
o~ - ! / 7 -
- . 4
I3 - Y L] ’ 3
o - 7 s . —_—
= Al P AU N
\ o ‘ 143 \ 289
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2‘3()

/" APPLYING FOR A PUBLIC SERVICE JOB - c - ~
. Introduction

et
’ .
’ » —~—
. . . .

A? has been stat;d from the beginniag of this cburss of;study;'thg.purpose of APPS is Eo/hé1p you
get.J pub]ié service job. The areas that have~bqen selected as bejng of tﬁe most help have Qgen presented
in your reaaing and yod have finished the many ééfivitﬁes which reih%orcé accoép]ishing this goal.‘ Now
it is time to gée if your knowledge is pract1ca1 and rea]]y can Qe used to, entér the work world.

The best test if fo see .“5ﬁ can be successful in gett]ng ‘a job and the best measure of your
APPS preparétion is to be intgpyjewed by a prospe?t1ve employer. . This unit is dgs1gned to coord1nate

this info<métion that you €g§é'1earned:and then_ to examine it from the stand point of an empJoyer.
No two intérngws,ﬁ?g'thé same, but most employers are looking for the same general employee assets.
*For example géod hea]%h, 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 1ﬁto your commun1ty'

’
s

agenc1es armed with skills beyond those of generalities. .
] BN . -
! T , :
WHERE AM 1 G NG? ‘ ~ » . R
* By the t1me I complete this unit I will successfuﬂ]y identify and app]y for a public service work
station using the information in this booklet as resource information, | A )
- l » ‘ "" v . [

- . 0 . e .

. 4
; oo !
e P ' . .
. 7 v '~
.
;
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4.

.

~®
i

_HOW WILL I GET THERg? o

- ‘

Review aTl self-checky

Review the grodmiﬁg log.

Complete an application for the.
stat1on for which I am app1y1ng

Take part in an interview with
the personnel officer.of my
prospect1ve work station.

"I will dress properly

3

HOW WJLL‘I KNOW. . ~ . ..

I will take a comprefensive test from
the self-checks. . : N :
.
’/// i y
I will submit it at my interview '
for ev¥luation. ’ . -

I will receive word as "t'o.whethé.'r?'l "C
have been accepted fer a work station. .

i




-~

a

UbJect1ve ,To review the students know]edge of the reading mater1als

I

Mater1als This book]et, unit test L -, ‘ !
\'} . ¢ ’ o7 ' . . & . ‘ '
. v S o Ac$ivity 1
i - < T
1. Your teacher will direct you to a review of all of the check tests in this booklet.

>

. 2 You will ask for ass1stance or c]ar1f1ca§1on of sk111s wh1ch you have forgotten or |,
of wh1ch you are noftsure (examﬁ]e. Written and Oral Commun1cat40ns
'..3' You w111 pract1¢e or study these def1c1ent*areas and then recheck. R
4, You w111 be asked to taKe a comprehens1ve test from the'self-checks.
] < ' ' ' I\
v .
. . . . e
HOW WILL I KNOW I'VE DONE IT £ORRECTLY? .. . - -
My te;;Eekfwill grade my test. ' .
. - 2 (N




e

Objective: To'pnober]y dress for a job interview. { '
"Materials: NG special ‘materials needed, R T RO |
. o
2 ; . -
. 3 t ' . i
- ~—, - ,1 Y4
- s , <Activity 2 ' ‘ A g
1.- Xou will check your "grooming log". - e
. s - - M 3
2. You wi]l 1ist those items where'imprévement still is needed.
3., You w111!watch a v1deo tape on 1nterv1ew1ng, 4 N
4. You'will select the mpst effect1ve elements ih/\ﬁe taped 1nterv1ew and 11st them.
- / -~ ° -
’ - \ ¢ !/ H
'5 . , R hd : . . .
‘0 ‘\ L3
[y .. o ' . , / -
v \ ‘;u. .
1 ) - = L A
HOW WILL I KNOW}I'VE‘DONE IT CORRECTLY? .
v - B . . e -
My teather will gvaluate the appropriateness of my dress for the™ intenview, )
J ) v, - . . e “e"\ 1
“» /\ . a .
R -
- . C
& ¢ . »
- '3 ~
* * ; v - ‘ ‘ .
. . i N . . |
" Sy e oo e N




.. 6 1 " ®
Objéct{ve: To prepare for a job intervie@: N . ‘“ '5 _’. ' ;
Materials: ‘Application form, dark blue or Bfack pen. e o
o ° :, . | , | . Z -
. o~ /t  Activity 3 ‘ ‘ ) - -' :
. . ;1. Youwill fi11.out an épp]icétion ;orm neatly -and .accyrately. ‘ R ’ . J
‘ S ¢ Af You will exchange apb]ications wWith a fellow student and make,suggestith to
’ ‘ . each other. L /‘ a B . i . - ‘ ' .
. A ‘ B: Youi will 'solicit the opinion of your teacher as.to the fina1’qua1ity of your ' ]
aﬁp}ication and your iﬁiérviéwing téchniqués. ’ ) s ~&9
" | 7 2. Youwill conduct mock interviews. | A : ‘ A - '
. A. You will p{ay the role of a&p]icaﬁtj ! i N
) | . . B. You wi1l p]ayuthe;ro1e of employer. )
\ , .- _ - —— ‘

‘ My .teacher will evajuate my application f m, ’

ps 2
.

< ', . ) . . . ' . . ; .

HOW WILL I KNOW I'VE DONE .IT CORRECTLY? ' . . 1 )
|
|




<

’ Objective: To bg qccepted at a Public Service Job Station. . -

Mater;ia]s: No special materials needed. - >

- N

. Y

- ~ _ Acti vw

Fe ‘
1) You will i:orqe to school dressed for an in.ter:view. A
*A. You will Sé§f check your job app]igatior{: )

s\ 1. 'Isf'is neat? \ o,
’ 2. Is it ‘cor\‘np,]ete? ) -
-3, Is it eecurate?. .
‘ 4. Does it say what you wartt it to express? 2
.B. You will think over what you have ]earned and be ready menta]]y
. 2. . You wﬂ] be interviewed by a Puth Serv1ce emp]oyer whom you do not know 4
3 . . \ ) .,
' N ’ <\

HOW WILL I KNOW I VE DONE IT CORRECTLY'P

\

My 1ntéry1ew will be eva]uated /
| e | . ~ .
" L " 30
y; o 149 L
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