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office staff positions of director, recruiter ccunselor, office
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The Office of RESearch and Development of the Office

of Policy, Evaluation and Reséarch, Employment and _
_-Training Administration, U.S. Department of Labor, was
authorized first u ge;ﬁthe Manpower Development and
Training Aqgt (MDTA) off 1962, and then under the Com- «

1"‘

-to con@uct research, experimentation, and- demonstration
to solve social, and economic problems. relatlve to the’
'employment and training of unemployed and underemployed
workers. Research also- 1ncludes national longitudinal
surveys of age cohorts of "the population at critical-

. transition stages worklng life which examine the
labor market experience of “these cohorts. Studies. are- *
conducted on labor market structures, mobility, hoW
“individuals do job searches, and various problems that
pertain partlculaer to dlsadvantaged persons. Experi-

+mental Or demomstration projects may test a new
technique of intervention, a dlfferent institutional
arrangement for delivery, or innovative ways to combine
resources. ’

’ 1

Analyses of the results of the most ,significant of these
studies, descriptions of process, handbooks of procedures,
'or qther products designed specifically for planners,
administrators, and operators in the CETA system are
- issued as monographs in a continulpg series. 'Information
cbncerning all projects in process or completed during

’

the previous 3 years is contained .in an-annual catalog
of activities, Research and Development Projects. This

publication and those 1n the monograph ser1es may be
~obtained, upon request, from. ,
Inquiries Unit . . ‘
EmpMoyment! and Tralnlﬁé/Administration‘
U.S. Department of Labor ;

Room 10225 Patrick Henry Bulldlng

601 D Street, N.W.

4Wasb1ngton, D. C. 20213

——;“prehen31ve—Empioyment -and Training Act (CETA) —of 1973——~——--—4*~’~“”v




" 'FOREWORD T

: ] N .o \
‘This handbook describes how to operate a program to
facilitate, the employment of college-educated minority-*

8

—- -——Womens - — It-canbe—used-as-a-"how-to- do-it"-reference - —. -
- for organizations placing underused minorities and !
women into high-quality jobs they have nhot traditionally
" held. The handbook is based on a-<successful demonstra-
tion, first in Atlanta, Ga., and then repllcated in six
other cities--Houston, Cincinnati, Tulsa, New ‘Orleans,
Los Angeles, and Dallag--to find jobs ‘for unemployed and 9
underempldyed minority women in professiocnal, technical,
and managerial positions. "Earlier research pointed out /-
that minority women qgallfled for such positions had .
great difficulty in obtaihing them, or were not hired
for "these jobs at all. By adaptatlon of a previously - -
‘developed outrﬁach technique ‘for placing minority youth
in* apprenticeships, a successful method was developed
to place these minority women in jObS commensurate with A
their skills and education. , . .
Details of how the program works are given in this
monograph. Although a special organization was set
up to operate the program as a.demonstration, it now
can be replicated by public and private service - - )
organlzatlons. Underuse of populatlon groups to which
the program is addressed is an 1mportant and w1despread
: . problem. The pproach discussed 'in this monograph can
' be undertaken and supported ‘by public funds and/or. . .
other communlty resources that support employment ‘and

training development.
L]
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CHAPTER 1 r

.. Introduction

<

-— - - 3
. . .

N : 4his manual i$ ‘a “"how to ‘do it" reference for ‘individuals
and groups engaged in efforts to place underutilized minorities
and women into jobs they have not traditionally held. Materlal_

* in-this handbook was drawn primarily from ‘the experiences of
the Minarity Women Employment Program (MWEP) of th® Recruitment
and Training Program (RTP, Inc.). This manual outlines the
procedures utilized in the MWEP outreach effort and explalns
the rationale for using them. The manual was developed in
response to requests from the: many individuals and groups - *

. who have inquired about -the Minority Women *Employment Program. )
It is désigned to be of benefit to those who wish to attempt

‘51m11ar efforts in their communities.

» v

. -
The Minority Women Employment Program uses an adaptation
of the outreach strategy originally developed by the Recruitment ,°
"and Training Program tg place mlnorlty youths into building
*trades apprenticeships. Begun in 1972, MWEP was the first
effort to extend the techniques of apprenticeéhip outreach
beyond the construction labor market to serve minority women
,rseeking managerial, technjcal, and professional jobs.

.

*

« v

- e @
. Background of the Outreach Strategy ’ T
X - ’ j . .
, Outreach prodgrams such as apprenticeship outreach or the
Minority Women Employment Program, are aimed gt meeting employers'

claims that they would hire minbrities and women 1f they could

meet -job quallflcatlons and were available when needed. By

lYocating well qualifiéd minorities and women,, assisting them

ih, produélng favorable interview and test results, instructing

.them in resume preparation and in presenting themselves favorably

on paper, and making candidates available to employers hen jobs

-have to' be filled, outreach attempts significant penetr“klon

in 1ndustr1es and firms which previously had minimal or.non- *= . *
i mlnorLty or female staff representatjon among their better

paylnq jdbs. ] )

N\

\ * ) M
1The Recru1tment and Training Program (RTP, Inc. ), which was in-
corporated as a nonprofit’ organlzatlon in 2972, formerly conducted
appréntlceshlp outreach under varlous organlzatlohal designations, .
including the Workers pDefense’ League and the Joint Apprenticeship
Program of the A. Phillip Randolph Institute and the Workers
‘Defense League . . ..

” .
- B
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- &ptreach strategy is a plan ‘of actlon that llnks two '
communities together to reach goals considered mutually desirable.
Instheicase of Minority Women Employment Programs, .outreach is
used to place valified mlnorlty women in management, professional
_‘and technical Positions. 'Although the program serves as an advocate |
for the flrst,communlty, underutlllzed minority women, a large’
a s share of the program's beneflts go to the second community, .

-

employers’ who desire to comply w1th the*law and-to adopt sound

affirmative action hiring practi es. ] g
. , ‘ . . '

. An outreach program must me&t the needs of both communltles

"to succeed in reaching its own g als and to-maintain credlblllty

‘in both groups. MWEP staff utlllﬁe their insights into the

comraunity of employers on the one-hand, and minoritiés and

women ‘on the other, to serye as .a successful bridge between

~-the two. A major goal of.any MWEP lis to gain the confidence” '

of- 1ndustry decision makers as a rellable source of qualified

personnel Yet whiile an MWEP must be an organization that is

sénsitive to the ‘legitimate requirements of employigs, it must - O
"remain firm in. its commitment to obtain access to .the best jobs ’
for minorities and women. - v . % ’
y N
Several premlses underlie the deslgn of the MWEP outreach
strategy. -
. (1) " There currently exists little communication and . ~ .

trust between employers and minority -communitijes. They live
"~ apart and have little professional or social contact. .It is
well known that, for higher paying jobs especially, a "high proportlon
of candidates tend to find jobs'lnformally through friends “or
contacts~ Mlnorltles have fewer such contacts and fewer well,
placed friends than. their white counterparts. Well quallfled
minprity candidates may not even hear about many higher paylng
~job opportunities because they lack access to the proper -
~informal information networks. ‘ c : N

-

- .

>

. , }ﬁ‘addlt;pn to lacking job 1nformatlon channels, many
qualified minorities are unfamiliar with companies which have

," - adopted meanlngful affirmative action hiring prattices. Some are
oA also.distrustful because they or their minority acqualntances have
' encountered unfavorable, experiences with employers in the past. QS

< Such distrust and lack of informatién can discourage mlnorlty re

,. applitants and make them less’ eager to seek better paylng jobs

: offexlng'career patHs with upward mobility.

@

: By building & rapport with. employees and by
“1n touch with ninotity individuals who have been succéssfully
placed, outreach programs seek to extefd the availabi ity of |

‘  both the formal.end informal job “information networks ‘to the .
m1nor1ty community. ‘ . ’
. _ Coe ) ™,
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(2) Outreach employment programs operate best in
conjunction with equal employment opportunity (EEO) pressures,
including legislative, judicial, and admlnlstrat}ve -remedies.
‘Likewise, EEO remedies work best in conjunction.with outreach
employment .programs. The odtreach employment strategy grew

. from a recognltlon that EEO pressures in themseives are in-
$uff1c1ent to assure_ afflrmatlve actionm ih employment

-

‘/= By des1gn, the role of an \utreach effort is not that

..of antagonist to employers. Rather outreach seeks to assist”

-employers”to meet their EEO obligationg. This/ does not
preclude taklng an advoc¢acy stand w1th quallf ed 1nd1v1duals‘
against select<§ resistant remployers. ,
(\ i
- . The outreach strategy recognizes that changeais-
achleved fastest from the combination of effbrts on the inside

and pressures from the-.-outside. yIn ﬁhe world’ of the inside,

>

€

. personalities, politics, and constltuency bu ldlng are all

very important, and whlle outreach programs attempt to make
successful linkups’ on’ ther inside, it is equally 1mportant for
them to avoid belng co-opted and to remaln f;rm in resolve
to effect change.

(3) Outreach employment programs ‘do not advocate
‘double standards employment practices for, minorities.
Double standards are demeaning to minority appllcants _Further,
dlscrlmlnatlon in favor of%an individual may be just as
psychologlcally harmful as discrimination aga1nst one.

S Outreach P ogram,staff have learned that an unQuallfled

minority placement can generate lack of cOoperatlon and even hos- '

tility on the . part of employers and white workers. Despite EEO

. policies and ressyre, there are compan1es large and small that
continue" to practice discrimination, particularly at management
levels. When minorities and women fail, such d1scr1m1natony
attitudes are merely reinfogced.-

Rather than advocating double standards, the outreach
strategy 'is to find individuals who.meet an employersmjob-
related-qualifications, get them placed on the job and )
provide followup support| as required to assure success, thus
establishing new role mo els~to‘replace former stereotypes and
effecting: permanent chan es in’the hlrlng practices of the
business communlty . .

(4) Outreach programs are appllcable only for use in
plac1ng people into high. quality- jobs, i.e., jobs with hlgh
' pay and opportunity for .advancement. For example, outreach has
been appropriately utlllzed to place m1nor1ty youth into high- paylng
apprenticeable craft occupaﬁlons Llsew1se, the Minority Women |
Employment Program- is. aimed -at- managernial and professional ]ObS
Targeting outreach efférts on low-paying’ deadend jobs with .a high.
rate of turnover is an inefficient use of resources. It is simply
not worth the time and expense, to use a full-blown outreach program
to place dishwashers, janltors, or temporary clerks.‘

'
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oiﬁ: 4 Esdentially employment outreach programs are antl— .

' . -
+
I .
’

discrimination efforts approprlate to assisting underutilized L
individuals into- good jobs in the primary sector of the labor - -
market. The key focus of employment outreach is pn upgrading af
,individuals in underutllrzed_groups_lnto_careers»that have not
. tradltlonally been available to them.
(5) Outreach employment program staff attempt to . . "
establish rapport with employers; the basis. of théir relhtlon— K -
‘shlplsag §& pro quo. In return for the consideration the o
_ employer give their applicants, outreach staff recruit,
prescreen, and refer qualified minority. appllcants for
+  employers, absorbing some of tlhe employer's recruitmernt costs.
An outreach program may even .offer support to a cooperatlve
employer s clains of’ good“falth in compllance reviews and A -
*EEQC hearlngs . . '

..‘

) El o

(6) Outreach employment programs are most effectively
operated.by ©rganizationsof pergons. they are designed to serve.
Thus for example, programs des1gned to place minorities are
generally best operated by minority organizations, likewise,
programs striving to place the physically handlcapped are most
effectlvely operated by groups of phy51cally handicapped indivi-
duals. Such organlzatlons and groups, inherently -have a strond
interest in the problem 'and have better rapport and credlblllty
w1th the underutilized . communlty they serve ¢ '

(7) Outreach is best operated by a small, select staff.
A small’ staff fac1lltates coordlnatlon, accountablllty, and
. rapid response to an ever—changlng labor maxket. Also, a
"small staff is better able to relate to appllcants»on a oo
~) personal basis, an essentxal fea;ure of the outreach strategy

' *____TUT—'U_treacH‘emplgyment programs are mosE‘effectlve Y
when they are directed solely at’ successful job placement in
aﬁspec1f1c 1abor market. -Such narrow focus ‘is essential, .7

. because each labor market is differernt in terms of acqulred \
knowledge, contacts, hlrlng practlces, and 1nst1tutlons

» , B

L ) A major dlfflculty with many docial programs is that

£

’ goals are set too broadly and.efforts become spread too thin,- * f’“‘

diluting their effectiveness. 1Involvement in, concerns beyohd
successful spec1allzed job placement serves only to d1s51pate
the energies of a small staff.

L] -
- ‘

; (9). Outreach begins with an initial research effort
Prellmlnary research includes a fea31b111ty study to detérmdine
if the progect can Succeed in the site under consideration: ’

#

Once it is decided to establish an outreach -program, the task i
of the research is to, target the program more precisely and’ to ’
provide staff with background information a1d1ng them t0*es— v

tdblish credibility with employers and unions. An adequate

knowledge of the industries .and employers is essentigl to

conductlng praper screening ‘and referral in an outreach program.
™~ . . o o
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The MWEP

4

Outreach ™n Practice: °

To illustrate how outreach

Women Employment ‘Program, an
minority, women into managerial,

¢

Vg

principles translate into

" practice, this handbook detal s the operations @f the 'Minority
-reach effbrt designed to place

professional and technical

occupations. MWEP uses outreach strategy to move in two
directions s1multaAgously, on one hand probing  the’ job market
for /quality jobs, and on the other, searching for qualifying
pinority women. . , ‘ -

» " .
L)

“MWEP uti
inltlally
the pilot p
of operati

. .
° 4
n .
- . . o oo
. .

lizes the ™employer persua51q6-outreach" technlque

ogram in, Atlanta and refined over three years
" The technlque includes the following functlons,

Zﬁxeloped by Alexis Herman and Paulette Norvel in -

which dre: conducted more or less s1multaneously;

(2) employer contact and job developmeqt

(L) researéh
(3) fecruitment of

.job placement,

applicants, (4) preparation %nd screening of applicantg, (5)
and (6) followup. ‘Each of these aspects of,
program operation are discussed in more détail-'in Chapter. 2. °
Chapter 3 d1scusses some -important mechanical aspects, of the
project: recordkeeping, evaluation, staffing, and fundlng, and
Chapter 4 provides a br1ef conclusion. —
As an addltlonal feature, thlS hahdbook confa;ns resource?»
appendlces de51gned to’ be of assistance to those 1n1t1at1ng a ',

-

project Sinte MWEP is dirécted at minority women, the. \
information in these ap eQ%;EE§ is ‘primarily focused gn- 5 e
minority women. However, @ outreach strategy can be e -
’ relevant to amy graup underutiljzed in “the labbr force, @nds -«
the suggestions offered can provide a starting point¥to * é )
»generate ideas for" obtalnlng counterpart 1nformation. : - .
g Flnally, a note of ‘caution musdt ke added. peratlng a . :
successful outreach project is a v y ‘human art:and in manyga )
ways, fthe subjective aspeéts of thedprOJect~—wh1ch least ol
lend themselves to verbal descriptién--are the most important. '
One cannot expect to achieve results by merely following the « . !
points in this handbook in.a step- by-step methodical manner. :
Success in outreach demands that’ program objectives.be = <. N
pursued with ‘creativity, flexibility, and 1n1txatrve, . L
L, .. » n =
. ' o T v
P ~ R :
. - 1 .
\k. ) ‘
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Program Operations

S S U e 0 A . - ) ' *-
. : 0 ' ) .
' Establishing and operatlng ‘an outreach progrdm may b .
described as a multi-phase effort. 1Initially, research; @ﬁst
» . be conducted to properly locate and target the project.  Wext,
space and furnishings myst be procured, staff selected g
" e . and trained (see Chapter 3, Program Mechanics). Once t )
’ local program is staffed, housed and in Operation, re??uiting
appllcants and job development operations should begln simul-
taneously. *Recruitment. should not be undertaken ‘before job
development because without jobs, to fill, the program i
likely to quickly destroy appllcants expecﬁ&tlons Likewise,
if a program receives job orders ‘but has no applicants to fill
them, -its credibility with’ employers is undermined. ]ob '
orders ahd applicants begin coming in, :;the staff be;éﬁi to -
& prepare ahd screen appllcants, matchlng them w1th jogbs and
maklng referrals. p _ / o
. The last step is followup.with placements nd employers,
prov1d1ng support where needed “and obfaining nformatlon for |
. use in .making futuxe placements. An essential feature of. the
. outreach strategy is that followup never stops. ‘'In a sense,
¢ persons, placed are viewed as program alumnl Followup on
.. placements fostetrs the development af an impdrtant.network
for feeding back useful informatioh to the project. Followup -
is also a vital 'means to prov;de support to pattern-breaking:
.. - personsrwho may be encdbuntering discrimination or other
© . difficulties on the job. .
e This dhapter detafls the various substantive phases of
. _program operation, including research, employer contact and
L job" development, recru1t1n§ applicants, preparatlon and
-, ' .screenlng of apgllcants, maklng the placement, and followup
O ‘l_c‘ ' . . . B N <
: : - (f) Research The -Beglnnlqu ‘ I ) ’ .

' e @

4
, k\ﬁb' T Research is an essential flrst step in conducting any, i
‘g -‘ innovative soc1a1 program It heLps to id what needs- -
to be doné and how it can be accomplished, and helps, pt
- staff fo do it mgre efficiently and effectlvely\i Moreover,
~research is required to provide feedback to the project :
»~, regarding its performance and. to complle ‘an evaluatlon o?
the egfort for the benefit of funding agenc1es‘ -

PJ; % s . < -
he ¥ Research "aids MWEP by performlng the followxng functlons._;'
. e ’ '
© ‘. P P 2 ) :
. > B N P't . , ’ - ¢
* . » . ‘“ .
%-.'w .' - . -
i > ° T
. p “ < Co .
L 2
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" Provides feas1b111ty stud&es to help select the
locations and the labor\markets in whlcz the project
is needed and for which ‘the project is likely to be -
appropriate. . ¢ P

Helps focus the effo ts of -the project staff on em-
ployers who are expan employment in<the tar-
geted labor market and ar®& likely to.utilize the
services of the, project.

Attempts to pﬁovide stafflmembers entree to,Qr contact ,
with appropriate key management executives.»
Assists fn the training and or1entatlon of newly

. hired project staff.

Obtains prellmlnary information on the companies;
the” industries, and the local labor market -trends
to brief the project staff in order to help tMem
establish initial credlblllty w1th employers When
they make the1r contacts.” " * . A '
PrOV1des research assistance for communlty relations
efforts te the.project staff (e.g. , assembling in-
formation for speeches, workshops, etc ) n
Prov1des feedback to field staffrregarding the’
program's performance durlng the course of the
project.

< Y \' * )"
Throughout the course. of the prO]eCt collects
baseline data on labor market condrtlons,qaﬁd other
information-relevant to evaluating the project‘ -

-

9. Evaiuatés the progect determlnes its repllcablllty
to other areas wnd situations, and to dlStlll the
essons, learned from the experlences of the progeét
J/A*Qto,grltlng. . , X ;u

h 4

v u'—-/

As can be seen in this list of nesearch ob}ectlves, in
many ‘ways the ‘project relies on data‘prQV1ded by research--
espec1ally in the start-up phases of the program. In fact,

a project is-established only after ismg#ial research indicates
that the program is both feasible and needed in the area under
consideration. As an 1llustratlon of -the specific items which
are 'to be considered in the feasibility study, the fo6llowing
- list enumerates six essential factors which should be weighed
©in any*feas1b111ty study for establlshlng a Minority Women
Employment Program Office:
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.(Y) Present availability and expected future growth of -

' manaqerial, professional and technic 1l positions in 4
. the ‘labor market of the ‘particular city and surrounding

. area;

(2) The speCific types and variety of managerial professional,
and technical pogsitions which are present in the local
“labor market, . s \ .

(3) Data concerning the availability of™ qualified or quali-

fiable minority female candidates; s

(4) Data concerning the underrepresentation of minority women :. .
in managerial, professional, and technical positions; N

l_“j,.

(5) The presence of a significant min\rity population, both ‘
K in terms 'of absolute size and as a proportion of the ' .
total population of the area; and LA
(6) The presence of any existing programs which might duplicate
’ or compete with the. proposed ‘Minority Women Employment

Progect . . -

. ‘ A}

‘Since research plays a heavy role in the project, it is N
.an.integral part of program operations and outreach field staff
must be able to conduct some research on their own. However, °
in adddition it is most useful to establish the research component
as separate from field operations for several réasons. First,
research and field operations tend to_require different skills, -
"and interests and personalities. Further, researchers away "~
frgm day—to—day operations can bring some ptﬁspective while
they gain from interaction with field staff>a better !

. appreciation and und®rstanding of program operations which
in turn .helps to better direct research efforts. Another

reason for mainfaining a separate research component is that . S
evaluation of the progect has more credibility if performed \
by. a separateforganization. . - > i

The next question which might arise is: Who can do
this sort of research? Many organizations and individuals
have the potential The Minority Women Employment Project
has worked with a university ¥acility to fill it§ research
needs. UtIllZlng a university resource has certain advantages
and disadvantages. Tying into a univerSity may provide ‘the'-
~ benefit of providing access to aswealth of resources ranging
_from career counselling centers and_.job placement units to )
academic facilities such- as business schools and ethnic and -
women studies~programs On the other hand, in most academic
environments a traditional bias is held that what is practical
cannot be "scholarly" Thus university researchers tend to )
oduce information that is not of immediate practical value or .
an easily useable form. This does not mean that-all univerSity—
based organizations avoid applied work usefui to employment out-
reach projects. Rather,: one should be aware of the_general °
bias and exercise care in choosi\g appropriate univerSity -based:
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. of the project site.

- résearchgr get started,
e

[ s~

'~ . N N ' .

.suppoxrt. A good\iniﬁiéi strategy may be to experiment with a

variety of research sources if possible, as well as building.
some research capability within the field organization. ;

-

Experience with the pilot Minority Women Employment Programs

- have made it clear that field staff do not have ‘the time or in-

clination to sort through and read massive ampunts of research
materials. Moreover, it was- found that field staff were much,
more likely to use information if they first requested it than
if it were gratituously supplied to them. Thus, to facilitate

. use of research provided,. it was ‘found necessary to systemize

data collected into a standardized format with strong input
from 'field-staff. To arrive at the best format, researchers
and field staff met, reviewed the usefulness of information
provided in the past ahd agreed on the form and content of a
new "research package™.- The result of this session wag the
three-volume design shown in Chart I. As indicated, Volume I
provides a community profile and directory of contacts; Volume
II cohcerns information regarding the demand side of .the market,
while data on the supply of minority women is-contained in
Volume IX¥I. These volumés are provided in loose leaf binders
which can be readily gdded to or revised. 1In-‘addition to the
three volumes, other research provided included a file of
contacts (with addresses, phone numbers and relevant comhen- -
tary) as well as corporate annual repdrts, published recruiting
matefials, and other data on individual companies in the area

[ . -~

s 3
Research is not completed once the initial resedrch .
package is delivered. By design, the particular contents of-

the research patkage continually evolve and improve as- field

staff provide feedback and further suggestions’. .Researchers = -
continually train field staff in.the use of the materials, L
update and supplement them. Most "important, researchers are o
on call to find answers to questions or researchable problems T
.which staff in the» field offices bring to their attenfion.

Finally, once a project is established, researchers Should&z‘w

visit ‘periodically to become better acquainted with. the

staff, to build trust, to assist local Pffices in whatever

way they can, and to collect and verify' information to-

assess the impact of the. project. | ’

. ' - { < .
One might naturally ask ‘'at this point: Whére are sources
of information and what data can /& researcher expect to obtain
"from ‘each? In order to grovide some - suggestions to -help a
- Appendix A lists various information

resouxceS and provides ,suggested data to.be collected and —"

tasks to be ‘performed with each.




CHART 1°

Qrgaﬁ}kationa; Format for Research Materials
C_\~XQZUME I:s CQMMUNITY PROFILE AND DIRECTORY OF CONTACTS:
- . LOCATION OF PROJECT SITE.

.
Table of Contents
~

Community Profile

¢

Referendes to Other Works on the City
Street Map *

Map of the SMSA

Demographic Data .

A: Minority Composition of Populatlon
B: Population Forecasts and Proyectlons
" Labor Force Data )

A. .Employment by Occupation

B. Unemployment Rate by Month

C. Unemployment Rate by Sex and Ethnic/Racial Background
'D. Employment Forecasts and Projections

E. Earnings Data \éJ/
Indicators of BusinessyActivity '

Chamber of Commerce Activity
Background on Local «City, Government
. Information on CETA
A. References on CETA
B. CETA. Informatlon Packet
"C., Profile on Local CETA Plan
D. ' Summary DeSQIlpthn of Local CETA Plan'

$

-

Directory of Contacts . ' ‘_ . * -

I Federaf Govérnment Officials
« A Asslstant Reglonal Diregtor for Manpower, DOL
* B. Women' s.Bureau Officials. .
2. &ocal Government Officials
:K. Elected Minority Officials
* B.a CET Off1c1als. . ‘
.- C. Other Kby Local Government Contacts y
3. . Compliance Agency offictals
4. College and Uniwversity Contacts (from colleges in the surroundlng areas)
' A. Placement Directors - . - . Y
B. .Alumni Association Directors
C.. Specific Department’ Contacts
D. Affirmatrve Actiqn Officers
E. Minority (Women) Student Groups
F. Office of Minerity Affairs
G. Registrar s ‘Office .
H. Mlsce@laneous ~
5. ~Community Group Contacts" , -
6. Business Contacts
A. Chamber of Qbmmerce Off1c1als
B. Seiected KeyAJnd1v1dual Business ﬁéaders

“

’ \
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e ¥ ) ?: v ‘ " Continued: :
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N ¢ | M : N
. 7. Professional Assoc1at10ns/0rganlzat10ns . . .
Coa. . ; _-A. Personrel .Associations 3
) ’ BL "Associations,of Affirmative Action Offlcers p
L . 8. Private Persohnel Adencies (note any diretted s cifically at . .
. . * . minority groups) .
‘ 9. Centacts for Statistical Informatlon ’
10." Minority News Media '
e 11. -Other Press/Publicity Contacts ° )
. 12. Other helpful centacts ’ > \\
_VOLUME II: DEMAND: LOCATION, OF PROJECT SITE
B , ‘ P
. . "Table of Contents - .

X

1. Listing of Priority Firms i
2. Listing of Firms by Employment Site .

. - " 7 3. Background Information on Company (alphabetically categorlzed)
A. Natlonal information on company -

B. LocaP information on company

C. Interview with. company representative . . .

»~

4. Growth Data . ) C T
A. By industry . : '
; B.° By firm ‘ o0
. 5. New and” Expanded Business . y A
6. LisSt.of EEO Court Cases: Completed and In Process « * i T, '
" - 7. List'of Major Government Contractors
o7 8. Salary Surveys for Managerial, Professional and Technical Position E 1
b A. National . ’ y Co , :
———— o . - ‘
B. ., Local . , |
9. Analysis of MWEP-Placements-Made {_ RN ) i i
’ N s -
: ) « VOLUME III: SUPPLY: LOCATION OF PROJECT SITE =~ - : ot
. ;> Table of Contents ) P W .

o " 1. Data Regarding Area Colleges Enrollment and Recent Graduates '

e . A._ L¥sting of Nearby Four-Year Colleges and Universities -
’ N “.B. Total Enrollment Data and/or Degrees Awarded by Institution, .
' : Major Field of Study and Year . - . . C,
< T C. _Data on Enrgllment of Minority’ Women s -
. . D.. Numbers of Recent Minority Women Graduates ) A
. £ E. "Listings of Recent Minority College Graduates )
o ~ . F. Minority Women' Registered with Local College Plactment Offices
. .07 2. Leads and Referghces to Potential MWEP CliéMts ‘ - : .
. ‘A. Miscellaneous) Listings of Potential MWEP Clients 4
: " B.' Leads to Individuals who are Potential MWEP Clients - :
3. DAnalysis of the Labor Market fpr Teachefts - ) ’ r .
. 4. Characteristics of MWEP Applicants on' File -
- ) . ) 12 ' . ) .

s N . . .
L . . .
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In the course of conducting research, for the Minority -
Women Employment Program, reséarchers have learned some useful ‘ ‘
hints. Some of these tips are listed below in the hope that y
otherg\wiil benefit from our experierce. N
(1) Make the initial company contagt by telephone. asking -
the secretary to direct you to the pexson who handles recruitment
and hiring of professional and managerial staff (or whatever
.occupatiopal groups on which you are focusing). - S
\
s "~ (2) Do not use a printedﬁfdrm or formal questionnaires

in the interviews with company personnel officials because the
official may often just request that you leave the form to be re-
turned by mail, refusing to proceed with the personal interview.

. . L3 e

. Personnal*interviews offer strong advantages over mailed
questionnaire returns in that the personal interviews are
. more "information rich". You can pick up a lot by watching
for reactions to questions, e.g. facial expressions ¢or other non- - -
werbal cyes. Further, interviews provide an opportunity to )
prpbe°into‘areas in which initial responses are vague OT,
especially interesting. ) ' .

Telephone intetviews, although not as "information rich"
as personal interviews 6ffer the advantages of consuming
little time for both- the interviewer and the interviewee,
and consequently somefimes offer easier access to employer

‘Pfficials. However, telephone conversations do not yield
. *3s much information as do personal interviews and it may' be
difficult to establish necessary rapport on the telephone
s alone. oo - ’

0
-

»

. Often the best strategy .is to use a mixture of approaches.
_For example, begin gathering information on an industry you know
little about initially by conducting personal interviéws;
then supplement this with telephone interviews. | -
(3) * Prepare a set of interview questioﬁs.befor% the
intetview.- Try to become as well acquainted as possible ' i
with the firm being interviewed. Often you ¢an obtain a
copy of the company's most récentwénnual report in a college
placément office. Glance over it. Thé more you-salready know
about the company and industry the more credibility’'you have ' .
“with the person being intervieweds This also saves time in
the interviéw, improves communication, andQell&ws you -to
. better "pinpoint"/or target questions. , - o
T = . . 0 ¢
(4) Beéas f as possible in the interview. Have a -
healthy respect for the'.value e interviewees' time.
They are ‘often very busy people.
- ! .

: R , . la : ..
) ,/ ‘v, (5) , Show an interest ,in resppnses and respect for
suggestions made by,the“ipéerviewee. They may prove helpful.
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Get set in your mind 'a brief, logical, believable . . A
xplanation of your project. Never be dishonést = . =~
or misrepfresent your £ At the same time, realize that

you need not "lay all your cards© table" at the beginning |
of the interview. :

(6)

. (7) -Never allow anyone interviewed to think that you are-
‘going to quote them for publication. You might mention at the
beginning Qf the interview that you will obtain prior permission

for publlshlng any quotatlons . .

(8) As a followup, it is often useful to send some sort of
summary or written description’of the progect to everyone you inter-
viewed, thanking them for their time and cooperation. _This : *
need not be a description of the full project, but, rather
mainly something to "stay in touch", and .to show the inter- A
viewee that .the progect did (or does) at least result in - - -
somethlng o ‘ﬁe

A

(9) °* Keep a card flle or other record of aiiktheunames,

titles, addresses, and phone numbers of all the p\opde you }J
interview along with the dates you interviewed them. *mhls e
helps in future correspondence as well as in wrltlng reports ——
on the project later. ; ‘,5&

~ - <
(10) It is often useful to hand the 1nterV1eW ;yoa;
business card when you introduce yourself. ' This he ; eS*
tablish your credentials and often the 1nterv1eweeﬂwi 1.
respond in like manner providing his name correctly spelled
hls title, address, and phone number. . )

.

(11) In general, make -an- app01ntment with your inter-" '

'V1ewee\\\8ome people become very upset when you walk 1n _ \
without an app01ntment _because they. cons1der it a s1gn =33 .
_low regard for their amportance . ..

' At \ _

(12) In dealing with information sources who are
reluctant to cooperate or who seem hesitant to offer any
information beyond m1n1mally answering questions, it is
often helpful to begin the 'interview by requesting a copy
of a list of publications issued by the person or organization
and by asking questions regarding the scope of operatlons b
Much of the research utlllzed by the Minority Women
Employment Program was performed separately from the project by
an organiza¥ion involved in studies of the labor market for
college graduates. This separation of research from field
operations has sevgral advantages For example, it has allowed.
the project to sift through vast amounts of data more efficiently
than through traditional job development efforts which are not ' !
research-based. Secondly, it has reserved MWEP field staff
the opportunity to introduce their own. program by themselves
dlrectly .



- future job openings and hence likely to be productive of

T as po! ‘e the persons who make hiring decisions in each

= thereby reducing some of the firm's screening costs, and requests

.personneil department and operates as a screening agent for a,
* higher level official. T -

. firms are generally first contacted by means of a letter.

.

. . b3 >

\/\

Ll . E‘A - - -
(2). Etiployer Contact and Job Development . ,
t ‘\'Cdnthgt Wwith employers is the primary responsibility
of the local project director. In order to make effective
use of the director's -time, priority is given ta ontacting .. v
major firms .identified by research as having presewt and

jobjprdérs. " Research also attempts to identify as ‘accurately

firm., In;tla‘in“:Qsearchers request to speak with whomever
is.responsible for recruiting candidates for professional or
managerial job openings. Generally, .this person works with the

Unless the ‘employer is referred by a personal contact, -

The letter introduces MWEP to the.employer and explains its
functions. It emphasizes that MWEP endeavo¥s to provide C
applicants who meet the employer's specified standards; )

an appointment to discuss the program more fully. [Firms :
which do not respond to the initial letter receive followup
telephone calls soliciting an interview, typically two weeks
after the letters are sent. In only a few instances have
firms proven resistant to both appeals. - : .

Y -

~ . B

It is in the initial interview that the project directox, — °
attempts to establish a pogitive rapport with the company of-
ficials, beginning with the appropriate peréapnel.fepréséntative.
It .is re-emphasized thaf the purpose of MWEP is to help the '~
employer recruit minority women for the firm. It is made clgar
that MWEP will fully observe the employer's standards, and will B
endeavor to screen its registrants and refer,only. those women.’
who appeardd to satisfy all of the requirements of “the job. =
It is further stressed that MWEP speci§1izes in managerial, )
technical and professional occupations. MWEP asks to be', Y e
informed when hiring occurs for thiese positiohs and what tHe
requirements for the job are. S - )

,

. . g . C
Somewhat familiar with the firm and its operations through
briefings provided by research or through experience with .
similar firms, the project director seeks to .establish credibility
as a knowledgeable and reliable aid to the employer in seéking
qualified women.' Such initial credibility'is further en- = !
hanced by gending quality r8&ferrals appropriate to the -. . -
firm's needs and eventually solidified through successful .
placement of a -qualified minority Wwoman who performs well on
the job. - ~ ‘ ’ :

.!lh ‘ * N i PR
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RR : JIn a very suc essful meetlng with an employer, the
- X / project director ay receive ]Ob descrlptrons of specific
E " openings that~ currently exist in thHe firm. Other times, an'
‘. & ." °~ employkr, having learned of the type of registrantse«the,-
RS program has on fiie, will agree to natify the program. when
Y vgacanc1es occur or when tralnlng programs are scheduled Ror .
egin. .

>

oo Occa51onally, 1t is apparent from,the initial meeting
. that the employer is negatlvely dlsposed toward hiring minority,
L \ *women. Sometimes the stumbling block is the person interviewed.
,uﬁ Although the organization may have a good faith affirmative_ -
actlon ‘program, an individual personality can become a s1gn1:'
ficant barfier to achieving a flrmatlve action and coaperating
. with the project'\ In such cakes, the task . for progect staff
becomes finding a way to cirgumvent the person who is an
obstacle withdut irreparably v1olat1ng established -chains of
command or ‘other important company pgrocedyres Oor norms. .
'”Gettlng by a particularly stubborn- persconnel | official without
rulnlng employer rapport can often be«a very sensitive matter,
. requiring some additional research on the particular company.
. Also, deciding whether the problem is the® 1nd1vldual contacted
,or company policy generally‘is a difficult issue. MWEP
progect directors must try to be alert to the reasons behind
the deadends they face.

Sometlmes employer representatives simply reactlnegatively
to the personality of the MWEP project direg@or. 'If this is
hought, to be the case, MWEP sends angther staff member ts -
interview the individual. Sometimes just a different
ersonallty w1ll help make the breakthrough/ i L

-

Per51stence in- employer followup is - a cr1t1cal ingredient
n effectlve job development. ©Often MWEP staff have had to
ry contlnuously for four menths to arrange an initial, inter-
iew with’an employer. Even once rapport is established,
it must be maintainéd. ‘by.regular contacts. However, unless
the employer specifically requests MWEP staff to check on a 4
daily or weekly basis for job orders, it is not a..good idea’ K

. . to do so. Although sueh frequent contacts are a commonplace ‘'

‘tactic used bydprlvate employment agencies, many employers
‘view them as hdrrassing. Effective employer followup
'prov1des an, occlsional gengle reminder that MWEP is avgilable

¢ - and éager to assist 'a company flnd competent manager1a1 ‘and

) professional staff. , SR

‘:‘

. — [} .
‘ Aqkey objectlve of an outreach program’ is. to 1nfluence
cm,_*ﬁmplnyer attitudes through use of whati Alexis- Herman, natienal
MWEP project director, terms' the "employer—persuas1on -outreach"
. technlquef Employers are 1nfluenced by the projéct in several
LT ways. :Since the businesses know they are dealing’with people
’ ' who know the law regarding employment diggsimination and since
" they realize they will be questioned in followup debrleflng,
-+ .. employers kndw they must have a good reason for rejecting an

' MWEP applicant. MWEP does not adopt a hostile pos1tlon Sward

, employers. However, it often assumes an advocacy role ehalf
, - of qualified referrals. ' This is a very 1mportant.d1st1nc on.,
Q ’ ‘ - - ) . ' 16
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As has been shown by the MWE§ experience, problefts do arise
in job development. For example,,eithérvbeé§§se the employer .- ..
has no current opepings in managerial, technital or professional

occupations or to test MWEP's delivery capabilities, an employer
will provjide a clerisal job order to MWEP: . This ofiten presents
- a problem,to MWEP staff. On one hand, MWEP doés ndt want to
foster the reputation of placing clerical. pérsonnell. On the
other hand, MWEP ddes not want to turn off an ,employer by failing
this initgal test, and further, certain cYerical pdsitions offer)
good pay and upward mobility. Moreever, although MWEP dees not
. seek applicants desiring clerical'pogitions, some do apply’
, The resolution to this problem has been to refer candidates o ot
to thé job if (1) suitable applicants are available on file,
and (2) the position offérs sufficient quality and upward
mobility.to merit consideratione WNotwithstanding this response
to clerital job offers, MWEPRmstresses to employérs that its ‘chief
focus and abilities lie in filling honclerical white cellar positions.

. — ' ;
Publicity to business Firms &s:a sensitive matter. The =~ » -
key is to maintain a.profeSé&ona% image and reach employers who -
"will sincerely respond. A massive broadcasting campaign brings
in many firms who wish only.to "touch hase"; fulfilling for-
malities of making "good. faith™ efforts to achieve affirmat{%e
action. Some firms 'are so blatant as to request a letter as
"oroof" of their contact--without so much as interviewing .or
‘sothefwise serious&y-considering any available MWEP applicants on
file. This sort of behavidr wastes. valuable staff time, raises -
) staff frustration, creates an atmosphere of distrust- and generally & ™~
. consumes much staff .energy in.weeding those-sincere responses
from those who re merely going through the formalities. -

I Probably the most effective'ﬁp%m of outreach to- employers .
has been personal referrals from business contacts with whom ///////

MWEP has established a good relationship. Thus, business

clients established in one cify have .been asked for referrals,

ih other cities. > Lo

. on ' - . >
Informagion requirements for MWEP-style job development ’
.are extensive.® Not onlyrig information ‘on job openings ang.-

formal requirements—obtained, often “just a¢ impprtant are in- )
formal requirements. For example, a work experience require-. . -
Jent stated in a job order may actually mean "experiepce “

preferred" rather than "experlence required." Important infermal

job requirements may include preferregr personal appearance ™~
including hair style and dress, manners, motivations, per- o
/%onalityEtypes,and other factors. Bach organization looks’ K

for applicants who will "fit in" with their organizational .
" apmosphere. Put another way, "people hire folks they like". o -
‘Miareness of such informal requirements in applicant preparation

nd screening is often essential to getting applicants placed. ',
ne of the key functions of an alrtreach orgdnization boils

down to preparing people who meet the paper -qualifications for

jobs to meet an employer's more subjective, often unwritten,

fnformal requirementd. - . ;. . ) ‘VE
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") ‘Cues to,what an employer's informal requirements are
be.picked up by observant. outreach staff on personal ‘company
.. visits (How are other .employees dregsed?. How do they act?)
‘. .Another important source’is the feedback pravided in debriefing
: ¢alls with -employers after applicant interviews. . T

>, ) Relevant information for effective job development &also
inclu@ps data on the seasonality of hiring patterns, ‘upgriading
paths, detailed step by step hiring procedures, the firm's
decision-making processgegarding new hires, training programs,
. . Job security, and upward mobility and career paths available.-
from various entry level positions. All of this information . ‘s
is especially useful in the preparation and screening of applicangs.

(3) Recruiting Applicants _ .

E v

b} -
(4

- In recruiting qualified applicants, it i's essential to- remain
' receptive"to the attitude of "uyse every. lead and find them any
_ way you can." However, given limited resources, one must facus
- . - most efforts where there is the greatest payoff. A little oy .

. experimenting generglly reveals that whdt.initially appear to A
. -be obvyibus sources of applicanfs.often yield very few. Further,
' "selective fecruiting is generally mote effective and less h
expensive in s€aff time and money than mass-.advertising.

.~ Although MWEP recruiter-counselors have used a variéty

) .

of .technig

- candidatesf by fa

s to locate

r' the most effective means has been word-of-"' . ’:

qualjified and interested minority

mouth contact.

‘When a program begins eperations, all applicants

rejected’ for staff positions with the project are invited to - "

utilize "the services. of the: project to find other jobs.

Many

hear of MWEP through a friend or’relative or eﬁg;oyer, and make .

«

contact with the program.

An effective Outreach staff fosters

u

. word-of-mouth or informal networks as much as possible.. Their
Job does not stop when they leave the office; ‘rather, Outreach, ~
staff must virtually live the project, spreading the word , to
. friends, relatives and acquaintances insocial and other occasions
off the job. By design Outreach staff are heavily invoived in
their communities which puts them in a position to.well utilize
several natural "grapevines." '

-

4 ¢

" ° In addition to utilizing word-of-mouth ontact, MWEP
has initiated selective pyblicity efforts focused on likely
minority candidates. Announcements have been periodically .
madé through minority news media." Guest appearandes have ' =
been frade on TV ahd radio shows to explain the project.

¢ Yearbooks and graduation angruncqments from nearby pre-

’ dominantly minority college ‘have Béen.probed’for names. . -

Researchers and field 'staff also have gulled through listings )

of minority college graduates to find potential candidates. e

Sugh listings, intlude thq Directory of Minarity g

College-Graduates, 1971-72, Spanish-Surnamed American College

Graduates: 1971-72, and Affirmative Action Recruitment

.
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Directory: . Human Resources in Higher Education.l Letters
are sent to those.listed and other attempts are made to
¢contact them. Since college grpduates are a highly mobile
population, such listings bgcome out of date very fast, and
the response rate to such mailings -is generally low. <

Also, some of those who are reacheéd may already be satis- -«

factorily ‘employed and these may help locake good job opportunities.

MWEP attempts to make us€ of every possible lead to qualified
candidates. In addition, MWEP recruits applicants .through **
atumnae groups and minority student organizations,in¢luding

_black sororities such as A}ph? Kappa Alpha, Delta Sigma Theta

£ill needs,perceived by the project's staff.

and Zeta Phi Beta. MWEP recrulter-counselors ‘also make contact
with Tollege’ placement officers and contdcts in various.academic
departments in Jocal colleges and universities. A substantial
applicant supply has been established by acquiring from’
thése sources lists of women qualified in a wide variety-
of academic areas. Contacts are also made with minority
professional organizations in search of experienced,
applicants who are seeking to.upgrade and/or change._
careers. Sometimes organizations may even be Created to

t Thus, -the -
MWEP-Atlanta staff assisted (in founding the Atlanta
Association of Black Personnel Administrators. This
group has not only been helpful in referring applicants

‘to MWEP but has provided some useful contacts with the

Atlanta business community. In Houston, ghe MWEP project
director was one of the co-founders of Blagk Women for
Social .Change, a community organizatiop which has provided
contacts and other assistance to MWEP=<Houston. -
. b o \. - v
) Despite careful efforts to be seﬁective in recruitment,
applicants without college trainipg o experience--individuals |
the project is not designed to serve--will apply. In these ’
cases, it is best ta fight the' natural tendency to try to.
help them yoursélf. This only dilutes your efforts. A
bette® approach is to make a referral to a more appropriate
agency in the community. If possible, make the referral to
a personal contact and follow through to assure that the
referral got there. Good referral rejjuires good personal
knowledge of resources in your coﬁﬁinity. . =

Even among the dégreed-apblicénts to the project, there
are individuals MWEP will simply not be able to assist, some

. who require more help than a program like MWEP can give«them,

.or some who arrive with unhalterable negative attitudes,‘sucﬁ as

"I'we been to college for 4 years and the world. owes me a good

jobl" /‘\ —
' ¢ ”:.;\,\,( L ..
lSee Appendix C for full references to these-and other
s > / .

recruitipg sources. : : s .
' < - ' , SR '
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(4) Preparation and Scre@n}ég of Applicants’ ' .

°

- Having obtained information about the available jobs,. ' .
there_remagns the formidable task of selecting MWEP regis-
trants most qualified t& fill the -orenings and preparing -
them: to apply for the job.' 'This process generally involves -
job and career counseling, resume preparation, preparation
for the job interview, test tutoring, general support and
.encouragement, and followup to -each job referral.

Up&n initial -Gontact with MWEP offices, the registrant

"is asked to fill out an application form requesting informa-"
tion about .her personal characteristics, labor force® gxperi-
ence, educational background and career goals.” 1If-one of -
the staff (generally a recrujter-coupselor) is immediately
available, the registrant wifll be interviewdd. In the

. @vent that an immediate jnterview is not possible, an ap-
pointment is schediled fof the near future. Dealing wWith \
applicants on an:appointment basis 4is important—sq that you =

give full‘attention to applicants jin the officé and to aveld * ‘

or minimize waiting on the part of the individuals you serve.
Appointments also e®ablish a more professional tone in office
operations. . ’ '

Diring the initial interview, the recruiter~counselor
reviews much of the material on the application "form in
order to gain a more complete picture of the client. < e
. In additior, the recruiter-eounselor attempts «o establish
rapport® with the job.seeker since .gaining her- trust and
confidence is essential to effeetively working with her .later.
“Subjects covered on the application faerm present obvious
material for” extended conversation, which is helpful in .
establishing initial rapport. -During the .interview recruiter-
counselor attempts to form a clear impPression of the occupa-
"tional interests, communication abilitiegs"personality traits,
and work skills of the applicant. Also observed are heT .,
ability to respond in an intervieéw situation, her knowledge
of the job.market, and the geaeral impression she makés: by -
lmeans of her personal appearance and through her resgmg,
Based on-this information,,along with an assessment of:the
state af the -job market, the project .staff is able to
*formulate a progtam of work designed to enhance the
employability of the registrant. .The key to success as"
an interviewer is to become an acute listener. It should be
noted. that a significant part of the interview consistsfof
educating the woman to the realities ,of. the job market,
occasiohally infprming,her that the jobs to which she aspires
are quite scarce.but also pointing out that the client may be
qualified for jobs she' had dnly vaguely considered previously.~
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Vs The program of. work, of course, varies with the partlcular, ,
needs of the woman and thewrgency with which the training is -

needed, - as dlctated by the state of the market. - Inltlally,
the stress 18 on basic, beginning with resume preparatlon It
< +is qulte common for a regrstrant not to understand the purpose
of the.xresume and to have 1nappropr1ate information listed. »
A ‘'second common errQr women make is to minimize the kinds of .
experxence they have had._ -Often the chief- task iﬂ resune
a531stance is simply draw1hg out the good experience background
. from thé’ applicapt and putting it on paper.  MWEP staff also
- "indicate -to the cljent that different types of.resumes may be .
- i called for .in appl ing for various types of ]ObS, i.e., emphasis
mfght’be placed .different zépects of a person's. background "

or the materj 'mlghb Jbe presepted in a different manner in, -

,-order to t reflect the applicant's qualifications for the ‘

des1red. MWEP. staff may assist the xegistrant’'to |,

resumes for use' in a partlcular jOb referral-Pespecially

! £ employers who 'are particularly attent1ve to written profiles
£ thelréjob appllcants In this regard, indjviduals ,have

been assisted in preparing-as many as- five customized resumes.

S More specific suggestions on resume preparatlon can be found

s in Appendlx E of ﬂtus handhook. . :

- . o .

Along ‘with the resum&, much attention is devoted to jab

ifiterViey preparation: Preparatlbn-for jOb interviews is :

« critical because often heavy emphasis is given by employers
to impressions gaLned in such encounters. Women who the

- staff feel are in particular need: of .assistance are glven "mock". .
or s1mulated intetviews whlch‘prov1de them the opportunlty

to become comfortable and gagr’confidence’ An an interview
settlng as well as offering them feedback and suggestlons for
improving their interview performance Y . ”

. § '
The interviews are generally conducted‘w1th MWEP staff ‘
sing as an employer s personnel representat1Ve " The
%ggrpose of- ‘the interview_is, of course, to present the
registrant with ‘the kind of situation she can, expect to
encounter when applying for a Job. . .Ihe“;nterv1eyer agks

a series of prepared questions-or engages the appllcant in. .
a general d1s0uss1on about the activities of-the Company or '%f
“about the appllcant s job experience of capeer goals ;
A - o 4 g

" A common characteristlc of many of- the cllents 1s tﬁat
\z  they sume a passive role in the interviews. That is, they
-~ resﬁoﬂg to -questions in the most’ direct terms ‘and rarely -
— - ~raise any questions of their own about how émployment with
the firm may satisfy some. of their personal objectives,
Considerable time may be spent indica&ting -to the reg1strant
how she can be morge engaglng‘ln her -convérsation in an interview-
context. . - Do :

T

(‘J N

-

¢
k3

21 . ' * e

N
.
q ,
3
-




‘ T - . ' ' / *

. . , K

.\i "
t

~

. TlpS are prov1ded on how to respond-to questlons assertlveLy
- ., . rather than aggressively. —For example, if a woman is asked”

d - how she pLans to take care of her children while she works, the
MWEP counselorﬁgenerally -advises her to avoid an. angry response
such as "That's an illegal quest;on' I'm not.gding to answer

. /) that! That's - none Qf your husiness!"™ Even though the question
is an illegal one and even though it is none of the interviewer's
business, such a response is likely to eliminate her chances
for employment. A more effective answer?'uld be a simple
assertive statement: "I have made full rangements for taking
care of my children." An interview topic in which women
often -lack assertiveness is the issue of pay. MWEP applicants
are counselled to havzﬁa*spec1f1c flgure in mind and not to

 undersell themsgelves.

It is much easier to be assertive if one can avoid being .
angered or frightened by unexpected questions. Thus, part
of interview preparation is to defuse the:element of.fear due
to surprise in job 1nterv1ew1ngw MWEP counselors compile
spec1f1c questions asked by individual employers. and use them
in meck interviews. An example of a question commonly asked

is "What skills and abilities can you contribute to this job?"*
Applicants are .encouraged and assisted to consider how their"
assets and attributes might fit with the particular job.
€onsideration of such matters prior to the interview helps
them to have prompt assertlve Qos1t1ve answers durlng the
actual jnterview. ~ .

e \tgﬁyééentlally embarrass1ng questions also recelve speolal
at tion For example, job applicants are commonly asked:

. "What is your greatest fault?" With coaching in simulated
interviews, applicants can often turn such questions to their
advantage For example, one responge mlght be: "My greatest
fault is impatience: I just hate to remain idle--I like to « s

» get,things done."

s - “Together, project staff and applicants seek @ way to deal/

with potentihl weaknesses. Perhaps the best illustration of

this is the case of Diane Smith (fictitious name) in Atlanta.

- In her initial interview, Diane indicateéd that she had an '
,attack of sickle cell anemia when she was four years o¢ld. |-

- Even though the disease ‘did not recur, Dlane feared that

it w0u1d offer employers ankexcuselto reject
¥ i *

OF course, every interviewer has favorite questiohs MWEP

staff try to uncover these in debriefings with previous re-

ferrals. A good startlng place to look fes nﬁquestlon50commonly

asked by emplayers is the listing entitled "Fifty Questdons

Asked by‘Employers Durlng the Interview with College, Seniors" et
T contalned in the 1975 Endicott report. These questions have

been reprlnted In various places; but the original may be -

found in Frank S. Endicott, 1975 Trends 1n,Em%}oyment of '

Collége and University GraduateS’in'Business and Industry

+ "«(published in November 1974 by the American Society for . .
Personnel .,Administration, ‘19 Church Street, Begxga,- Ohio 44017). "
- . g - .
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To support Diane's case, projeqt,staff'were able to ., Q
gather letters documenting a perfect dttendance record int =

-~ school and on her work-study job. They also obtained a . :

letter- from a physician certifying that the disease was . in
remission and was expected to offer no further -problems.

Previous to coming to the Minority Women Employment
Project, Didne had been quite‘apprehenéive about employer’
reaction;to her health status. Afterward, she felt sSecure

enough to initiate the subject herself in interviews, provid- “
on employer attitudes. Diane was subsequently employed and -
is-still working with the firm with whom she was placed.
. _Often, an applicant cannot verbalize her. career goals,

a point on which some employers place key attention. In coach-
ihg,puring mock interview sessions, MWEP staff ask questions

of the applicant, providing insight into her real interests,
and objectives. They also refleet back to the applicant

what she indicates to them. Through this prog¢ess, the
applicant generallyigains the ability to express herself
regarding her career goals, enhancing her self-assurance

in real 'interviews with employers. "

.

A major point‘shouid be emphasized here. Do not .

" encourage applicants-to respond with standardized responses.

- Rather seek to uncover answers which are appropriate to their
individual personalities and in their own words, as much as y
possible. A series of referrals who .all mouth the same
answers te interview questions will only serve to repel
employers or lead them'to doubt the sincerity of your ' -
candidates. ' )

<t

o

. ‘ . .
! -~

Another’ area in which.many applicants'need assistance.

. is in the matter of grooming, style of dress, ap interview

posture. -In making suggestions regarding such pe
and potentially sensitive matters, -MWEP ‘staff gener
take a cautious approach. They have found, howeve
once they gain the.trust and confidence of the cli

t 3 She * ) *
is often Juite receptive to suggestions regarding h matters. \\\ v
v U

»

-

[
Job counseling often takes the form of working with’
dlients in groups as well as individually. One technique
as been to invite several. registrants to seminars on em-
oyment opportunities for women in nontraditional occupations==

job categories which few minority women had previously con- , . i:;
sidered, "such as insurance, wholesale sales or communipations. )

The seminars are attended by employer representatives who . o
‘make presentations regarding the'particﬁlar occupation. On ' ° ,/

the one hand, these seminars provide minority women with an.
orientation to occupations new to‘them; on the other hand;,

the seminars give industry executives.-the opportunity to meet
and interchange with a group of competengt minority women. °*

~
+
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The interaction often Produces placements. For. example, in
“:;uston, one MWEP workshop resulted in seven placement as .
cilities engineers for a large communications firm.

Test t:fofing is'often an important facet of job prﬁ'ara-
tion. sincel employers make substantial investments many
of the people who fill their managerial, technical, and pro-
fessional ocrtupations and because they seek individuals who .
have the potential to advance to higher level positions, . - ’
many firms utilize various tests in their screening procedures.
Thus, MWEP tutors ‘applicants in test-taking. Such :
tutoring consists of orientation to and practice with the -
general types of tests to be taken. In_this effort, MWEP
is able to draw on the testing expertise of Recruitment . -
\'ancx’rraining Program, Inc. gained through tutoring for
apprenticeships and qtMer occupations.' RTP test tutoring
strategies,have proven effective; for example, of ten MWEP - .
candidates taking an aptitude exam for a.professional position
" with a major corporation in Atlanta in April 1975, all passed.
In response, the company revised its testing practices -
and adopted different tests. Although MWEP had to revise its .
tutoring material in turn, the new test offered no significaft
barriers to ‘MWEP applicants. ’

The key emphasis on test tutoring in MWEP focuses on
practiting with similar tests. The first objective is to- ‘
find out what sorts of te are utilized by the employer.

If they are standarized e s, find out which types. If

they are exams developed by the individual employer, find -
out generally what subjects TIRey cover and which standardized
tests most ‘nearly match them.- ..

. Once the test is identified, MWEP staff find workbooks
and similar exams on which applicants can practice. It is a
good idea to. compile sets of practice exams and workbooks'
-over time. “"Bractice with the tests fulfills a couple of
purposes. ifst, ##¥:provides €ome familiarity with the sort
. of test to be\faken, helping to alleviate fears in the real x

testing situatjon.. Secondly, wdrking £hrough test problems
often reveals weak areas —or types—of b NN

LI

>

will T e d i

applicént finﬁ% troublesome. ‘' Once weak spots are identified,
staff can selectively tutor applicants to help master the =
types of probléms they find most difficult.. ) . o

. To assist with. its test tutoring efforts, RTP has céﬁpiled
a training®manual for the use of #ts 'project staff. Excerpts .
from this manual are contained in Appendjx E of this. handbook.

- e . -
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— By design?\the MWEP approach’to job placément is ‘a N
~-- ¥- yery personal process! Every MWEP-.staff member- is engouraged -
% to attempt to become familiar with each applicant as much !
fas possible. A key -emphasis is placgdon—prewviding support -
-anq,encouragement——particularly to those lacking self-. .
confidence. Personal%ged assiétance is reflected in other
. wWays. For example, if! transportation is a problem for an b
- applicant, MWEP staff:may assist with information on auto-

, _ mobile financing or suggest leads_for purchasing an in-
expensive car or help the applicant locate an apartment in
an area which will facilitat® her commuting to work.. MWEP

A , staff'may pick up application forms during office hours

to assist candidates whp cannot leave work but desire to

upgrade their careers.: If an applicant has child care

problems, MWEP staff may help to arrange for day care.

- In part, it is in this®personal attention which distinguishes*
MWEP from other job matching mechanisms or agencies. -
Applicants are qften coached for partiﬁular'job inter-

views as well as generally assisted .with presenting them-

selves in interview situations. As a principle, referrals

are made only to employers who have been personally interviewed

by project staff. Once an applicant is prepared, she is : ‘

referred to an employer on her own, MWEP staff do not
accompany the applicant to the interview itself. The

applicant represents herself to the employer. ¢

’

- ‘s
Following each job referral, MWEP staff' dehrief both’
s applicants and employers asking them to describe their .
. impressions and reactigns. Employers who do not hire
¢ . applicants are &sked why. This information helps staff
memPers learn more precisely what types of in erviews
speq%fic employers conduct as'well as better sess employer
needs for future referrals.-® Often, this immedlate feédback
from employers offers.a good means of learning/the informal
L selection criteria which tan bé just as important as formal
job requirements:. Applicants also find it helpful to review
] their experiences tp°fearn how they might be more effective
; in subsequent interviews. . e

~ -
v -

\.‘ - -
(5) Making*the Placement

\

One of the keys to making successful placements is’
~-establishing theé program as a credible and reliable source

of gualified minority ‘women. Thus, it is critical that
the program refer only people who meet the qualificatiwns )

:; "of the employer,. This: is especially important on the initial
referralt If possible, it is useful .to send three applicants
to each job. Each should meet the paper qualifications of the
job although. they might differ in personality. Avoid making .~
referrals without providing them special preparation for the
interview. = . ? ' ‘ . '
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—————Such-organizations serve two objectives:-

-

*Over time, the aim of the program is to build rapport
.. with employers so that theéy are mativated to call back when
they have future openings. Building credibility and es-
tablishing rapport are important functions from the very
first contact with the employer. Initially, credibility

is established through appearing professional .and knbwledgeaﬁle

about the .employers and their organizations and industries.

This involves conducting research and digesting its results.%, -

-Credibility is reinforced by referring qualified applicants
to an employer's job order. Credibility is ‘then cemented

by placing a pekson who performs successfully on the job.
Unfortunately, in the task 6f achieving credibility in the™
early stages, a placement who failsgon the job does mére to
discredit the program than-.a successful placement does to
help a programz/ This is one of the reasons why with place-
ments on the. job followup .is so critical. Followup can
sometimes help to solve the problems which arise before S
trouble deveélops. . . '

(6) Foliowug
ot

‘Successful placement does not end\éhe outreach effort.
Contact is maintained with placemgzgs once on the job to'

< f

assist with any job-related problemfs which may develop,
°‘$specially in the training or probationary period.

Contact is also maintained with the:émgjoyer,,immedfate
supervisor and friends of .the placement .to determine the
general impression the applitant has made.

Followup is onecof: the most important phase an
outreach .operation, for it ndt only helps to assuré that
the gains made are maintained but alsg, provides 'a means
to obtain information for effec;ivelz'making more placements.

. - )
Although v@rious'means--inglwing mail and telegram--
have been used by outreach organizations té6 followup with
placements, typically contact is established with the
placément directly, either .by phone or in persort. .

.As a followup technique MWEP has found it useful to
organize its placements into a kind of alumnae association.

First, they provide,

a support grQup on whi ~hbreaking women can rely

in coping with discrimination and other prob ems
-on the-job. Secondly, they foster the devélopment of* an

information network, further strengthening the Jlinkage between

business'and the 'minority community., And developing institu-

tional linkages assists to overcome institutional discrimination.

4
’ ~»
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, . In these meetings, placements are encouraged to draw on -
v . their pwn resources t® combat<the difffictlties and discrimina-
. tion they encounter on the job. Often, these placemenﬁs are

- the only minority women on the job and the support offered
¢ by women in similar.circumstances in other companies has
been helpful, .

-

Many of the problems encountered center around certain
recurrent themes: (1) Spme of the plgcements .are not given -~/
.thallenging work and feel that their capabilities are not -
being utilized. This ‘seems to be a pattern when employers
. place miporities only as tokens. (2) On the other hand,
J . some are beleaguered with hssignments beyond their stated
1‘ ' . jap requirements, training and/or capacities, Many of the
L women view this as discriminatory harrassment. (3).Some
women complain Ehat others lgerierally men) receive credit
‘for tpeir work. For example, one woman working for a major -
« v ' _organization in Houston, found a man was selected to present
a year ‘and -a half of her research work. (4) Many .face the
general problem of breaking out of the stereotyped roles in
. which firms have treated women in the past. Dealing with
; many of the. problems presenfzd reqdires assgrtative behavior.

L

~

- Suggested reférences‘on assertion tyaining are provided in
. Appenddix D.- ' o \
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‘CHAPTER 3 v
- bﬁggram'Mechanics

¥

Estabfishing an Outreach Office

One of the first steys in physically setting up an
outreach program is to secure an office and furnish it. "An
1mportant factor that has tremendous bearing on recruiting
success is the location of the office. It must be a location
which is accessible to both mihority- appllcants as well as
employer representatives. Typically, this means an active
- downtown street, convenient™to publlc tranSportatlon, free
or lnexpen51ve parklng, and moton expressways.,

Slnce a program 1$ judged in-‘part by the image its
office’ conveys, staff should procure and furnish an office
to support the professional 1mage of the program—-w1th1n
its budget constralnts .

Ideal facilities for the’ program ‘include separate
offices of the project director and for each of the recruiter
counselors, a confererice room as space, for the clerical staff,
supplles, and occupatlongk rbrary materlals In additian,
it is, useful to. have ‘convgitient access te a conference room
whlch can be used for test tutorials, workshops and staff
,meetlngs-w v

Jt” w?? )

. AF » "ri
It may be posglble to operaﬁe a program s1m11ar to the

Minority Women- Employment Program entirely on a volunteer basis,
operating from one's residence. The project's technlques
and principles could well be applied by any group seeking
to improve the statps of an underutilized segment of the
labor force. In fact, if employment discrimination is to
be effectively overcome, a wide .variety of programmatic
efforts are heeded. . -

Recordkeeping and Evaluation

N .
Because inadequate recordkeeping can sabotage a program
no matter how éffective may be its efforts, Recruitment and
Training Program maintains strict centrailzed control in
financial matters and' provides each local outreach Offich ‘
with suff1c1ent clerical support staff to maintain adequate
records. of office operations for review and evaluation.

. . By nature, each field office tends to develop its own -~
individual methods of keeplng track of proceedlngs To" ensure
that all necessary information needed to evaluate_the project
is collected, the research component, works with field staff
to devise methods of collecting certain minimum information
ulred o evaluate the project--that is, to initiate some
standardiZation without squashing 1n1t1at1ve of staff who seek
better ways of doing things. . .- .
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"~ -Toward this end, MWEP developeéd a ‘standard application
form to be used in all offices, as well as a standard format

- for submission to internal monthly progress reports. The _

internal progress report format includes six sbction: o

(1) company visits, (2) community and public relations s

activities, (3) information on placements, (4) pplicant <

activity summary, (5)- job orders received and referrals, <

and (6) special events scheduled. , The report covers from-

the 21st of one month .to the 20th of the following so.that

it can be included in the monthly progre s(report,fon the

first of each month.. In addition to using ‘the form for

- reporting purposes, MWEP administrators utilize it to help

monitor the field office activities., ° . .

-

As part of this prxocess of standardizq%ﬁon, MWEP has .
agreed on the following definition of-a plqgemént: ' e //

.

! ) A placement is a MWEP registrant who was r
eiﬁénsiVely assisted in obtairing‘her job, whether
Oor not MWEP initiated the employer.ceéntact. Ex
~- tensively assisted means that any or all of %h
following supportive services have been proyided .
' " °  to achieve the emploympent obtainded: test Prepara- Ce
'tion, preparation for interviews fincluding mock :
interview}ng), resume preparation, 'and job or
.career counseling beyond the intake- interview. -
. Moreover;, the person placed must acknowledge the ‘
)— assistance receivéd.and evidence of such assistance
‘must .be documented in MWEP files.

New hirés on MWEP staff itself may not be
counted, regardless of whether they come from ap- )
- . plicant files or have been &gfered supportive

services in the past. o ,
 Occasionally, applicants from one MWEP_ office
will be placed in -jpb orders developed by another .

e

., MWEP office. Sincf both offices contribute to the B
, placement in important respects, each are credited -
with one-half of a placement. .

Establishing adequate information collection procedures
at the beginning of a project is absolutely essential because
it is all but impossible to collect, information reguired for

- evaluation once project operations have terminiated. This
means that information—collection'deviges such as application
forms must be designed with care. Also, a system for
filing information pertinent to office operations must be
developed at the start of the project.

.
.
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Staff Size,_ﬂ ) I . B

1

}ﬁach MWEP o@treach field office is designed to have,‘
¢ a staff of four or five persons--a project ‘director, one
or two recruiter-coungelors, an office manager’, and a secre-
tary. The organizational structure of eagh office is shown
—in Chart 2 and job descriptions are provided in Appendix E.
However, it is important that these job’ descriptions be.
followed flexibly. 'In order for the staff to operate ef-.

- feetively as a team, they must often cover for one .another.
3, y \

.‘ , : .
- + gtaff Selection 4

", Since the success or failure ol—anm qptfeach program much.
relies on the dedication and enthusiasm of the staff members,
careful staff selection is critical. There’are several
important gharacteristi&s to be sought in applicants for '

, staff positions: : “ N

o oo~ N . T

. (1) Motivation/dedication to accomplish the ”
objectives of the program. -

(2) Personality factors such as even temﬁefamént,
empathy, and the ability to establish rapport
with a wide variety of peoplé. y

(3) Positive thinking as reflected in behavior as
— . well as attitudes. .It.is especially important
in innovative programs such as outreach to hire
staff who consider the project's objectives to
LT be possible and who,. given_an obstacle;, im-
. mediately begin searching for a way around it.’

(4) Mental agility which includes ability to hardle '
- geveral things at once and to’learp quickly.

(5) Relevant job experience or techdical tfﬁghing

in the area. (This is presented last-Because

o candidates who meet the other qualifications
for the job can be trained to develop, this.)

7

. Since succzﬁsful outreach demands exceptional people, one
must be highly felective in choosing staff. “In. the ex- :
gerience of the Minority Women Employment Program, staff

ave-often_interviewed as many as forty (40) persons to
fill‘onelpésition. Such effort is also useful in another !
respect. ‘Many of those who are not selected have strong
qualities in other areas’ and may serve to provide an initial

- group of applicants available for placement orice the local
outreach office is established.

- ] , .
% -, |
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Organizatioéal'Structuré\of'an
i a .
MWEP Eield Office

-
4

.
» .

A
1

(Project Director | .

v
v

| Recruiter/Counselor }— . . ;'{Recruiter/Counseldfj

-

¢ J

ERI

Aruitoxt provided by Eric




Staff Training '

d

The key to effective s
techniques whtch. stress par

4

, - »
éiff training is utilizing teaching

cipant involvement rather than |

lectures. In MWEP experience, r

been found

to be a very effective device,.as have video
‘the facilities of a local college, MWEP staf
video tape depicting an initial

a client.

In the first scene,

Through
produced a .
interview sitWation with

they showed what not to do.

The second scehe illustrates the same appl;

nt properly .

interviewed. The tape has
and it provokes much discus

v -

,At the beginning of th
the staff all together beca
another. All office staff
should participate in train
vidual in making the projgc
and emphatically presented.
fhe project director counse

.- _counselor .takes employer in

v

better perspective on the
project added flexibjlity.

since been used in MWEP training -
sion and learning.

e project, it is useful to train

use they learn much from one * ¢

. 4 N . .

including clerical personnel

ing, and the role of each indi-

t a success should be clearly
Often staff switch roles, i.e.,

1s applicdants and the recruiter-

terviews. This gives-each

other's . functions and Jives the

Matters such as staff selection, training, and job
descriptions -cannot be adequately described in mechanical
_ terms because these are very human processegs and each program

will encounter specific pro

blems not even alluded to here.

For example, with job descriptions,

it,is not how well

each staff member  f
how well the staff
" Good intra-staff co

ulfills his/her own description, buf
xﬁrk together as an, organized unit..
unication is absolutely essential .

.to establish a team effort. . ¢

‘33 ) . .
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Funding and Proposal Writing

The ‘annual b}%get of an outreach Bffice such as operated

-

by the Minority Womén's Employment Program runs in the  range
of $60,000 to $100,000. '
¢ Tt

[ - *

To obtaiﬁ funding at such a level requires writing a
good proposal. Fortunately, some materials are available
to assist with proposal-writing, including the following:

’
’

U.S. Department of Labor,” Women's Bure%iu, "Tips'
That Make Cents in Proposal Writing" (published
oiﬁrﬁune, 1975 and available from the Women's
. “Bureau, Employment Standards Administration, U.S.
" Department-of Labor, Washington, D.C. . 20210)
&
L. Jacquette, "What Makes A ‘
Foundation News, January/February, -
s ! - N

<

. -
- -

Written by two foundation executives, this-article
offers idelines for those seeking grants.

F. Lee and Barbar
Good Proposal?"
1973, pp. 18-

-

In general, the task in proposal writing is fourfold:
(1) To show need for what you propose to do (including some
.perspective on the relative importance 6f this need), (2) To
' show a.means to fill this need (project design), (3) ‘To
prove that you have the credibility to accomplish what you
plan.to do in the project design, and (4) To detail the.
budget you will need to accomplish your objective(s).

Regarding. funding, you #ill need.to pinpoint a source,
Since outreach is an employment project, prime sponsors under®
the Comprehénsive Employment and Training Act of 1973 are » g
likely sources of funding and,you should find put all you can
about how this legislation operates in your area. ' ,

Other funding sources, including foundations,.- may also
be appropriate. Two recent references which should provide
helpful material here are as follows: - :

Howard Helklman and Karen Abﬁigaﬁer, The Art of
Winning Foundation Grants, New York: vVanguard
Press, 1975. o

-~

Virginia P. White, Grants: How' to Find Out About

Them and What Tp Do Next, New York: Plenum Press,
19757 ‘ \

k)

P
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Chapter 4 .
. "=SUMMARY . \
s .

t‘«

T Ooutreach programs, iritially devé%oped to place minority-- % =z
< youths into building trades apprenticeships, have shown pro-
mise as efféctive affirmative action tools outsgide .of .the o
- construction industry as well, Operated by aﬁéﬁnority p
. ofganizatien and narrowly focused on placing minority women
into managerial and professional jobs, the Minority Women ///f
Employment Program has shown itself to be successfyl in a
- clientele in which underemployment is &evere.
The outreach strategy, as defined in the Minoré%y/Women
. Employment Program, has been described as a relatively ‘simple
one ‘involving .§ix functions: (1) research, (2) employer
contact and job development, (3).recruitment of Applicants, R
{4) preparation and screening of applicants, ( job place= - D
ment, and (6) followup. Implementing these & sks, however,
is infinitely more difficult than merely describing themy.
Impleméntation, means®dealing with employ€rs who refuse to - -
recognize MWEP goals.and provide only-cXerical job orders.
" Implementation means developing a sengé or urgency: among

¢

staff to respond quickly and efficiently to £fill meanjmgful M
job orders. Implementation meansorxrectly reading iMPokmal ~
. job gqualifications from a telephtne debriefing after an »

- applicant interview and to addlng those informal criteria
to the written requirements”in screening, preparing, and
referring the next candjidates for that position. It means —
~» maintaining contact th placements withdut annoying them -
with what they may perc€ive as hassle or unnecessdry help. ¢
Implementation means building rapport with industry decision- ,
makers over .time without being compromised in the process. ' »
. Because outreach in practice involves so much more than : )
outreach on paper, a manual such as the Outreach Handbook

. can only be a mechaniral introduction to what 1s a demanding
and delicate process requiring dedicated effort. '

.
~ )
©
N «
. .
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. ’ - -
- AIDS TO RESEARCH

—r e
- . , s { g

Suggested Resources and Information to be Gathered From Fach

. The following list is a catalog of information resources

. along with suggestions for. information to be collected and

tasks to.be performed with each. It should be noted fhat

these are meant as suggestiohs, which have been developed

for use with the Minority Women Employment :Program and are
intended only as a point of .departure. They need to be

adapted to suit the needs of a particular project or target
group. If these suggestions are performed merely mechanically .
without any creativity, the research is not likely to be '
successful. . Co

] . -~
R . . ]

Demand Factors
From EEOC Data ) © . & . - U N |

* Gather statistics to show recemt picture and trends i .
employment by job.classification for race and sex. Whigh
are the job categories and industries in which the target
group is underrepresented? Wher&'is the need for the
project the greatest? ) ’ ’ -

From the Labor Market Analyst in the Local Employment Service
Office.. 7 -

2. -

d. Re@hest a copy of their most recent, list of publica-
tions and select items which ihterest you. - Som€ of the
publications which may be useful includetHéefolrlowing:

A. Monthly newsletters =-“These provide
. ‘information regarding employment and . |
-~ unemployment in the local labor market. |
‘- Obtain back issues of this and have v
your name placed on the mailing list
‘for future issues if possible. N

B. Labor Market Reports - Published
annually or ‘semi-annually, these
reports provide more detailed analysis
of docal labor market conditions. :

2. 4

~ C. Other materials - Local efffployment. - 4
. - service offices also often publish-~» N
. or distribute helpful informationon ~ -~
topics such as job-search, occupational
counseling, and resume preparation.

- x 39 41




Frgmugﬁbi§$hed-seafees4Regard{ﬁ§*Eﬁ#16§ers . L

It\Is best to do as much backgronnd work on employers
as you can before meet1ng them in person. Some ‘good informa-
_. tion sources on privaté firms include Moody's, Standard and
///“Poor S, and -Dun and Bradstreet. *

-~

Points of 1nfbrmatlon to look for include the following:
v 1. What kind of product(s) does the firm produce?
P 2. Obtain a brief history of the firm.

= 3. Who are the top executives in the firm?.

“

From Interviews with Employers or Their Representatives

~- h -~

You need to know about the inner-workings and per-
sonalities of the organizations with whom you will be dealing.
Also you will need to familiarize yourself as much as possible
with the characteristics of the industries and the employers
with whom you are dealing. You should be generally know- - .
ledgeable about the firm and its industry--the products
produced, any special problems or needs faced which have a
bearing on hiring dec1s;pns \Netc. After you obtain as much
information as you can from published ‘sources (see previous
section), make personal contact with the officials who make
personnel decisions in organizations you have placed on your
priority list. The kinds of questions and issues on which
you need t@Q have information 1though you may not be able
to ‘ask them all dlrectlygi}ﬁéiﬁae the following: \

(l) What special needs does the employer have for

managerlal technical and profess1onal empldyees?
] * .. What is the size of theemployer'scurrent and -
) anticipated demands for workers in these oc-
cupdtions. What education and experience re-
N quirements, attributes, and other types of
qualifications is the employer seeking in
new hires? What characteristics does the
~ employer look for in college graduates? (Be
*  attuned to formal-as well as informal requirements.)

. (2) -"Does the org&nization have any job Openéags .

in .the area of your project's interests?
‘ 0 13) Is .there any seasonal pattern of demand for
‘these’ job open1ngs°

@
L]

(4)" Are there any formal tra1n1ng programs for -
these Jobs° -~
3 . )

-

’
.*Note. For full citations on these publlcatlons see Appendix B,

"Alds to Job Development" .o

v 42
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(5) How might an individual who graduates from the
aforementioned training program expect to advance
within the organization° Or how might an individual -
who is hired in the entry job referred expect to
advance within the organization.. (Here, what you
are after is some idea of the formal or informal

. career ladder patterns within the company, remembering

¥ . that the chief focus is on jobs with upward mobility.)

Are ‘there any entry job classifications with assumed .

- o upgrading potential, that is, formal job ladders? * .
(6) Determine types. of recruiting utilized (including

any local college recruiting) and attempt to get

some idea of which the firm finds most effective

for various jobs . .

(7) Catalogue the»screening procedures used for their -
3 various types of job openings. ~

S (8) What is the nature of the hiring pracfices within i
the organization?, What role does the main office A
play? Do local branches or plants.hire for their NN
own needs?or does the personnel office at héad-. . y

.- -quarters handle this? (i.e., is hiring centralized .
> or decentralizéd°) D@es the company "promote-

from within" ‘or-obtain top management from the .

outside? ' What is the nature of the promotion R

\ policies of the firm?. A “ ) ')

(9) Does the emploxer encounter difficulty finding
- qualified minority and. female_ applicants? . If not),
which are the best sources of recruitment?- :

# ‘ N . . « =

. . . o
~ ° ' M ~ - - h

From Bureau of Labor Statistics Published Materials

(1) Obtain information on total employment as well as
absolute and relative changes in recent years and trends" in
the co pos1tion of employment by sBctor and industry.. s <
(Employment and Earnings, States and Areas, a bulletin | '
published annually by the U.S. Bureau of Labor Statistics - o

may be helpful for this purpose.) \//
” e ¢
< From Women's Groups“in the Area
. \\iij Oﬁtain information on their recent activities.
S - -

A . : 4
(2) Obtain informatiop on employment outlook. for women, -
. in the area of project site. . o, ..




b

s

e

‘placement officials and black college officials.

El

Y

mthey4have had with their efforts. .

-and Professional Positions ¥

~-their current jobs.

b
) -
- . . . ' R i . K ¢

.
H

From-Intervier with College Slacement Officials

. ¢
.(1): College placement interview lists schédules listing \
types of majors interviewed from both local white collegé
v / '
pﬁ;/fbcal cempanies recruit at white colleges but
not“at black colleges? : .
o If\Ehey recruit at both, do ‘they recruit for
- different jobs and job levels? ‘ *
. (2) C§llect)data on trends in thé numbé;To¥'companiés
recruitin@“%a'recent}years, by.college. '

(3) gaf%é& the opinions of’college placement officials
regardi g’;he\emplbyment outlook for college graduates in the
project\si%te area. If.possible, obtain information on the

demand major. (i.e., what majors are most in demand, ete.)

[

N
T : ¢

FYdm Interviews with Any Peréon‘or*Agency-Who is Doing Anything
in Any Way Similar to. the Project (Special Employment Service
Offices, etc. . ~ ' '

* Find out what they are doing and (if possible) what success

( . '» . 'y . ¢ ) . o ‘

.
1
’

From Associations of be;sonnel'Manggers (such as-local chapters
of the International Personnel Management Association, etc.)

~

Obtain ndmes of members, addresses and phone numbers
of individuals who may be hglpful contacts to project staff.
. 3 , . .
From the National Alldiance &f Businessmen Edcal Office ‘
- 3 N —

(1) * Find out which companies have been most acdtive-in
"hiring the disadvantaged" and other: social programs. Obtain
a list of persons and their affiliations on the local advisory
board. ’ , -, . « -

) T e Lt A . |

(2) . Find‘out about any special local projects currertly . . '

being uﬁdertang. ’ o - ~ :

. 5
[ 4 * ! }

s

¢ ) * MY 1 -
From the Employees of 'the Target Firms in Managemént’, Technical,

-t v

.57

,” (1) Find out How they learned ‘of the availability of -
- (2) 'E¢nd“out'whe§her or not the firm “promotes from
within"” or "hires at ypper levels from.the outside”.

)

? . - L -

i - .
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(3) What sort of screenlng procedures did théy have
applied to them? ‘.

{?. (4) What sort of formal training programs have they »

. been: through slnce joining the company? .

. (5) What does the pattern of job ladders and ports of

. "entry ook like for the firm employing them? (i.e., for* .

what : try position does the firm hire? What is the outlook
for upward mobility from these positions? etc.)

From Local Chamber of Commerce Officials

(1) Whe axe the largest employers in the area? ,

) (2) Obtain a directory of employers il the area (some-
times only a Directory of Manufacturers or a. Membershlp
Dlrectory 1s avallable ) ‘—{?

(3) Whlch firms have nationwide headquarters in the.city?
‘ (4) Obtainy a list of publications and request one that
seems relevant. ; .

s
L]

\ ! ‘ ’
From .Bureaus of Business Research in the Local Area or State
. ' A ]
" (1) Obtain background data on economjc, trends in your
area. . ‘ '

™~ '

(2) Some bureaus make efforts to track every new busi-
ness, 'relocation and expans1on in thelr area. See if you can
obtain access to this information as soon as -it becomes
available. -

5

L3

" From Manpower Planning Officials, City Planning Agencies,
and Regional Planning Organizations-

‘. . w
(1) Compile data bearing on present or future labor

market trends in your area. .o R .

. . ¢ ‘ .
From Research and/oq: Marketlng Departments of LocaMs
:l

"Since banks make commercial loans to ld&al employers, ..
they often collect information on the present status of and
future prospects for employment in the target area. Try to
pick larger banks which do a s1gn1f1cant.proportlon of busi-
ness in the labor market at which you are aiming.

\
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. ‘Subp}y.Fagtors

! o

+ From-©fficials of College with Significant Minority Enrollment

> '

- . Obtgin numbers of minority college graduates, by sex ..
for recent' years by major. Do the same for'currenteenrollmenttﬁ
(These data can usually be obtained from either the placement

. ‘,office, the alumni office, or the regjstrar's office.)

; (2)' Get names of minority college graduates by major and,
sex from any of the three previously mentioned “sources.. Or, if .

'* these fail, from the college yedrbook or graduation announcements
from recent years. L

. -, : A .
. .+(3) Find location of local alumni chapters*and names and
- aédress s of officers. (Usually obtainable through alumni
foice.? : { ‘

avaiflable followup studies on ﬁinority
uall}r obtainable from placement directors.)

/ (4x(ﬂob, %q'a
coﬁkegé gdédua;es (v

[ —r—

(5)\ Do graduates nt to obtain jobs in the area of the
ject site or mot? Do they actually obtain jobs in the area
or no‘?’“To(WHat‘exteﬁt? A

N .
(6) What sorﬁQOf job aspirations do graduates have?
What sort of jobs do they- look for? How do they seek them?

. (7) ~Establish coritaéts among faculty in various. academic
departments. These may serve as productive sources of abpli-
" cant refégaglsilater. :

A

From Census or Other Demographic Data Sources: -
) (1) Obtaiﬁ population and labor force stétistics by race’
r and sex. ¢ ‘ ,
. - B -
Note: . Further suggestions regarding locating qualified minority
- . women can be found in Appendix C, 'Aids to Recruiting
Minority Women Applicants". " T -

l‘k . . ’ e




Appendix B .

1

. s

AIDS TO RECRUITING .
MINQGRITY WOMEN APPLICANTs*

! a . ' _

-

Although informal "word-of-mouth" contacts remain far
and away the best method to recruit minority applicants,
_there is a small but slowly. increasing.nymber of formal
yesources directed toward finding qualified minority women.
In the followirg is a selected list of studies, handbooks,
resource listings, rosters .and directories of individuals,
of fjces’ of *the Minority Women -Emplpyment -Program, Minority
-Wom€n's Gyxoups, and listings and directories of minority
media. : .o

-

*Many of the 'items in this section were initially-cited in a .
publication .entitled "Recruiting Minority Women #2", prepared in
November 1974 by Project on the Status and Education’ of Women,
Association of Amgricd%,Colleges, 1818 R Street, NW, Washington,
D.C. '20009. The information presented here has been adapted,

supplemented and updated. It is not an exhaustive list.

\ )
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STUDIES, HANDBOOKS AND.RESOURCE MANUALS .

— AMERICAN BAR ASSOCIATION SURVEY. The American Bar As-

. —The second.edition, published in 1975, sells. for®$8,50 s

[Kc

[0

sogiation made a survey in 1969-70 which found that blacks

were 2.7% of the total law school enrollment, and,of the

female "lawyers and .judges in the country, 2.3% are -black.

For a free summary of the survey, write the American

Bar Association, 1155 60th Street Chicago,.Illinois. 60637.
/

CIVIL RIGHTS DIRECTORY. Published periodiecally by the U.S.

/ Commission on‘Civil Rights, this directory contalns-llstlngs.
of federal, state and local government with civil rights-
respons1b111t1es, national private civil rights organizations,
research organizations with civil rights information, natlonal
organizations with ®vil rlghts programs, na/;onal women's
organizations and commissions on the statws~of women. The
listings include the name of the person to contact, address
and telephone number. Also, they generally provide an
annotated: information regarding the agency itself. The
most recent edition was published in 1975 as Clearinghouse
Publication 15 (Revised) and is available from the U.S. ‘
Commission on Civil Rights, Washington, D.C. 20425.

DIRECTORY OF AFRO-AMERICAN RESOURCES lists, describes . |
and cross-indexes professional associations of blacks,
disciplinary committees concerned with blacks, data
sources, and study center. The directory is available
"for $19.95 from Order Department, R.R. Bowker Company, -
P.O. Box 1807, Ann Arbor, Michigan 41806."
]

A DIRECTORY‘OF RESOURCES FOR AFFIRMATIVE RECRUITMENT.
Published by thé Equal Employment~Opportunity Commission
in 1975, this directory lists. nafles and® addresses of or- 1
ganlzatlons that can aid employers in recruiting wonien
and minorities.” It is for sale by the Superintendent of
Documents, U.S. Government Printing Off¥ce, Washington,
D.C. ' 20402 for $1 60 per copy The stock number is -
052-015-00027-8. i

\./' AN - Lo
DIRECTORY FOR REACHING MINORITY GROUPS. Published by
the Bureau of Apprenticeship”and Training of the Department -
of- Labor, this handbook lists by state and city, the nameg,
addresses and telephohe numbers of organizations and- isf- h
dividuals who can reach minority groups to inform them of
job opportunities. Copieg are available Ebon request from
the Bureau of Apprentlceshlp and Training, Employment and
Training Admlnlstratlon, U.S. Departmént of Labor, Washlngton,
D.C. 20210. « == .

N

k4

DIRECTORY OF SEéCIAL PROGRAMS FOR MINORITY GROUP MEMBERS:
CAREER INFORMATION-SERVICES, EMPLOYMENT SKILLS BANKS,
FINANCIAL AID SOURCES. Edited by Willis L. Johnson, -
this directory includes, annotated listings of more_ than
700 organizatjons which provide employment and/or educa-
tional assistance in one form or another. to minorities.

°

prepared and is available from Garrett Park Press, -
Garrett Park, Maryland’ 20766. ‘ ‘ '

/nf*‘t? * N




*

-available from them.fer $5 00 per copy.

4

EQUAL 'EMPLOYMENT OPPORTUNITY FOR MINORITY GROUP COLLEGE
GRADUATES: LOCATING, RECRUITING, EMPLOYING 1s a guide to
recruiting minority group membérs by Robert Calvert, Jr.,.
former University of California Placement Director. It'is
avallable from Ga*rett Park Press, Garrett Park, Maryland
20766, for. $5.95.

\

7'THE FORGOTTEN®FIVE MILLION: WOMEN IN PUBLIC EMPLOYMENT.
by Catherine.Samuels. Writtemas a guide to eliminate .

sex discrimination in state and 'local government, this
book contains gome helpful informationa including a
section an general resources. It was publlshed in
1975 by the -Women's Actipn Alliance, 370 Lexlngton
Avenue Room 601, New York, New York 10017 and |is

!
M

HANDBOOK FOR RECRUITING AT THE TRADITIONAL BLACK COLLEGES
974-75 edition). For assistange in finding and hiring
blacks, this book contains profiles of 85 black’ four-year

colleges and information on. their students. “Editéd by
‘Andre G. Beaumont and Rena D. Godbolt, it is available ...
for $6.50 from College Placement Serv1ces, Inc. , P.O.
Box 2322, Bethlehenm, Pennsylvanla 18018. -
Bt A

RDSTERS OF MINORITY AND WOMEN PROFESSIONALS, compiled by®
Janet W. Brown, Heather Coleman and Susan E. Posner, , and
published by the American Association for the Advancement
of Science in January, 1975. This booklet is part of an
effort to increase the numbers and improve the status of
omen and minorities in the natural and social sciences
and engineering. It contains a rath®r large list of
directories, rosters and registries (1nclud1ng a list >,
of rdsters of m1nor1ty women professiangls) as well ‘as
a commentary on the usesand effectiveness of rosters.
It is available as AAAS Miscellaneous Publieation 75- 1
for, $3.95 per copy from the Offfce of Opportunities in '
Science, American Assqcigtion for the Advancement of
Science, 1515. Massachusetts Avenue, N.W., Washington,
D. C. 20005. ) ' .

3

"SURVEY OF BLACK AMERICAN DOCTORATES-“TﬁiS survey found

that Tess than 1% of the doctorates ih the nation were
held by blacks, and _80% of these were held by black men.

--For a free summary &f "the survey, wrlﬁe to the Ford

Foundation, Office for Spe01a1 Projects, 320 East 43rd

Street, New York New York- 10017. . .
. ‘—‘6&’* . .
[TEXAS] PECRUITMENT RESOURCE MANUAL, cOmplled in January,
1975 by the Governor's Office of Equal Eqployment Op-
portunlty to assist State agenc1Qs “t6 recruit and locate

. mirorities., this directory coéntains listings,of minority-

oriented newspapers and radio ,stations, predominantly
black and predomlnantly Spanish colleqes and professronal .
schools, as well as§m1nor1tv and wOmen s civil and serv1ce
organlzatlons — .

4749 wj~. -
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SPANISH SPEAKING PROGRAM: .A COQLLEGE RECRUITMENT SOURCES
BOOKLET. Published by the Office-of the Spanish S§eak1ng
_Program, U.S. Civil Service Commission on’ January 1975
this booklet rates institutions of higher ‘education, accord-
lng to their Spanish spéaking student enrollment. It also
"lists Spanish language periodicals, radio stations broad-
casting in spanish, te;ev1slon stations with Spanish programs,
Spanlsh speaking organizations and -consulting firms.
It is for- sale by the Superintendent. of Documents,
+ U.S. Government' Printing Office, Washlngton, D.C. “
20402 for $.85 per copy. The stock number is. 006-000-
00843-7., " \ ¢

ROSTERS AND DIRECTORIES‘DF INDIVIDUALS

»
AFFIRMATIVE ACTION REQUIREMENT DYRECTORY: ' HUMAN ~ -
,RESOURCES{IN HIGHER EDUCATION. Compiled .in May, 1974

» to_assist colleges to improve their affirmative action =
programs, this dlrectory identifies 323 minorities and

- women (all with ¢ollege degrees) who are working or
wish to work in either administration, student serv1ces,‘
or instruction in institutions Qf higher edu?lqn

Available from Western Interstate Commiss$ion r Higher
Education, R.0. Drawer:R, Boulder, - Colorado 0302.
DIRECTORY OF MINORITY>COLLEGE GRADFATES 1971-72. Pre-
spared by the Manpower Admlnlstratlon of the, Department of
Labor, this directory 1dent1f1es black, Spanish- surnamed,
. Native American and wh1te;ethn1c groups by sex. No summaries
or statlstxcs are given field or degree level. The :
dire fry is available for $8.00 from the Superintendent
{/* Doqﬁhents, G%vernment Prlﬁ;lng Offlce, Washlngton, D.C. 20402.

’

G DIRECTQRY;OF SPANISH-SURNAMED AND NATIVE AMERICANS IN SCIENCE
/ ®AND ENGINBERING. Dr. Joseph V.-Martinez compiled this di-
. rrébtory;f@% the Foundation for‘?romotlng Advanced Studies.
“agt &ontalns the;ngmes, Highest® dégreebattalned discipline .
reseanﬁh 1nt9fest of ;ovér 200 persons. For a COpY /s
te Dr art1nez 464 Furnqce .Road, Ontario, New York
14519 A donatLon of. $15:00 1§ requested .

B

/

er @ @

. SPi!ISH SURNAMED ERICAN QOBLEGE GRADUATES 1971-1972 . (two
volumes) . This diregtor¥ includes the names .6f graduating

" students by discipline, staze, séhool and graduation date.
Included are recruiting, tables arranged by state, school and
date of graduatiod, whyﬁh give’ the tdtal numbers of students
graduating within eac@ dlSlellne - The: dlrectory is avail-
able .upon request frométhe Cabinét, Committee on Opportunlty
‘for- the Spanish- Speaklng u1ter7l2, 1800 G Street, N.W.
Washington, D.C. 20506. I ’ '
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~NATIVE AMERICAN “RROFESSIONAL RESOURCES DIREQEQRY.:Théodi:aimh v

rectory 1is divided into three major categories: academic Mol
degree index, individual 1nformat10n index, and tribal 1ﬂdex.

It lists a total of 1,076 Indians who either hold degrees from
accxredited institutions or are in their final Year "of study.

in such institutions. [The directory is.available at $4.50 .
pexr copy from Native Amerfican Profe551onar‘Resource Dlrectory,

203 san Pablo, S.E.,. Albuquqrque, New Mexlco 87108.

BLACK COLLEGIAN,-"RESUME BOOKS (two volumes). BLACK COLLEGIAN
is a magazine written by and for black college students. N , ‘a

it is published bimonthly-during the school year. in September,
- Noveémber,®January, March.and May. Swabscription rates axe S10
for two years. In additjon; ﬁhbllsher JPreston Edwards h

gathereéd the resumes of 100 (50 in each book) black college : -
- senlors in such disciplines as accountlng, biology, business

admlnlstratlon, chemistry, engineering, matheématics, archi- g

tegture and medical technology. The resume books are $25.00 ¢

each,available from Black Collegiate Services, Inc., 3217
. ' Melpomene Avenue, New Qrleans, Louisiana 70125. Telephone
© (504) 522-2372. . . '

4

[

. DIRECTORY OF BLACK HISTORIANS. This list includes over .
200 black histqorians currently wrltlng or teaching in, =~ ° . e
U.S. universities. The directory is available from
Ms. Janette Harris, Department of History, Howard
University, Washington, D.C. 20001 °

- . - -
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o TII. QFFICES OF THE MINORITY WOMEN EMPLOYMENT PROGRAM
4 : SN
MINORITY WOMEN EMPLOYMENT PROGRAM. Opefﬁted by
- Recruitment and Training Program, Inc:, this pilot
outreachdprOJect-ls designed to assist employers
.* . nationwide to-find qualified m1nor1ty ‘women* with
« collede training or equivalent experience for
\manager1a1 professional, and technical jobs.
" No fee is charged to eltﬁer applicant or employer
- by this non-profit organization. For further
1nformat10n, contact the offlce nearest you: - .
.

ATLANTA FIELD OFFICE (404) 681 0001 - ’
40 Marietta Street, NW ‘
. Suite 808 . © o
< Atlanta, Georgia 30303 . . . |
(Rpse Botts, Rroject Director) 5
|

BOSTON/MASSACHUSETTS FIELD OFFICE (617) 723- 8070

89 State Street, Room 700 ?
Boston, Massachusetts - ) .
(Charlene Roderick, Project Director) . . K
- ' - ‘ .
) ‘ CINCINNATI-DAYTON FIELD OFFICE (5f3) 381- 164Q . ~
Kroger Building ) . . . .
< 1014 Vine Street, Su1te 2120 .
K Cincinnati, Ohio 45202 * . : A\

(Beverly Jackson, Progect D1rector)

’ s. DALLAS FIELD OFFICE (214) 653-1631 B ~
109 North Akard at Main |
, Dallas, Texas™~ 75201" " g .
" (Gretel Floyd, Prdject D1rector) L . .

s T HOU§TON FIELD -OFFICE- (713) 526-3495.
5619 Fannin, Suite 209"
. Houston, Texas 77004’m
(Mafy Allen, Progect Dlrectqr)

. LOS ANGELES FIELD OFFICE (213) 389-2I85 .

"‘ 1543 West Olympic Blvd., Suite 522 ) A
Los Angeles, :California 90015 o

(Frances/ggjorquez, Prgject Director) : ' A

NEW ORLEANS FIELD OFFICE (504) 522-2714 . . - - -
1000 Howard Av hue, Suite 600 . s
. New Orleans, Louisiana 70113 . = .
(Lynn Sarpy, Project Director)

- R to- 5H
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. TULSD/OKLAHOMA CITY FIELD OFFICE (918) 587-0117
40 Wright Building . ' ) )
Third dand Cheyenne Stree{s * .
Tulsa, Oklahoma 74103 :
(Mable Rice, Wroject Director)

-

¢

. For information pertaining to the project nationally, ,
contact Ms. Paulette Noxvel, National Director, Minorxity Women
Employment Program, 40 Marietta Street, N.W., Suite 808,
Atlanta, Georgia 30303. Telephone (404) 681-0001. In-
formation available on the program includes a documentary
film, entitled "The Orly Way to go Is Up", produced by the
U.S/ Department of Labor, regarding the program.
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“N.W., Washington, D.C. 20009 £202) 332-9442.
7

\o . T N
° N . . ~<zi.

MINORITY~WS§E§’S GROUPS’ . .

AL“HA KAPPA ALPHA maintgins files o} job opportunities
natlonwade, A monthly newsletter is published in which
job openings are listed. For-further information. contact
Ms. Harriet Harper, Career Opportunities Representatlve,
Alpha Kappa Alpha Sorority, 1751 New Hampshire Avenue,

\

DELTA SIGMA THETA publishes a newsletter sever times a *
year which accepts job advertisements. The, organization
also holds regional conferences throughout “the year ‘for
.its membership of over 6,000. or more information write
to Ms..Lynnette Taylor, Execufive Director, Delta Sigma
Theta, 1707 New Hampshire Av nue, N.W., Washington, D.C.
20009 (202) 483-5460. '

ZETA PHI BETA handles requests. for job candidates on an.

individual basis. For detalls, contact -Ms. Gold1e*Ba1dw1n,
Executive Secretary, Zeta Phl Beta, 1734 New Hampshlre Ave

' N.W., Washipgton, D.C. 20009 (202) 387-3103.

LISTINGS Aﬁb DIRECTORIES OF MINORITY MEDIA

-

The':three publications below list several hundredwﬁthep

mlnorlty publications as well as otherx channels of communica-
tion with mlnorlty groups. . ) 4 $

- ~

DIREETORY OF MINORIT® MEDIA. Published by the U.s.
Department of Commerce, lists Ameritan Indlan, Bla

3

L3

. Oriental and Spanish language newspapers, maga21nes,

~and other ubllcatlons, and radio and television stations
with minority audiences. The directory is availablé forx
$1.25 from the S perlntendent of Docuents, U.SJRGovern—
ment Prlntlng Office, Washlngton, D.C. 120402, .

AMERICAN INDIAN MEDIA DIRECTORY - 1974 published by the

_American In@lan Press Associat] (AIPA), lists Indian
national community and collegiate ications, radio -
and television stations with Indian aude 2; and other

resources. It is atailable for $10.00 post“paid from
"AIPA, 1346 Connectlcut Avenue, N. w., Washlngton, D.C.

20036" . _ i 3

BLACK PRESS.PERIODICAL DIRECTORY lists K/ackdorlented
radio stations, U.S. blaek perlodlcals, and foreign
black publications (1ncludrng professiqnal, associate
.and trade pub11Cat10ns)~' Names and addresses of

editorial contacts are given. The directory is published -

annually and, is availablé®§or $45.00 from Black Press

07105 ..

Clipping Bureau, 78 Merchant Street, Newark Ne;/éersey f



Appendix C

. —~. AIDS TO JOB DEVELQPMENT

-~
It is helpful to know as much as possible about em-

ployers before you make contact with them. Your local library
contains several resources which can help with this task.
Publications such as those distributed by Moody's or Staddard‘\
and Poor's provide a capsule look of fach firm, ihcluding
Jistings of the principlé directors, type of business,. pro-
ducts, and history of the firm. For example, to identify the
officers and dlrectors of a certain corporation and to ogtaln
\biographical lnformatlon on each 6f them, try:

. 3
@

Standard and Poor's Reglster of Corporatlons, Directdrs
-and "‘Executives (publlsheq/aﬁnually in three volumes by
Standard and Poor's Corporation, 345 Hudson Street,

New York,'New Yotk 10014.)

Volume 1l: Corporate Listings }-provides alphabetical
listings by corporate name. , '

Volume 2:: 3ndividual Listingséx*prOV1des alphabetrcal
listings of individualswith official titles, date of
birth, college and year of graguation, and fraternal

,‘membersths ’

’ $

Volume 3: Indexes - provides color- coded indices by
Standard Industrlal ¢lassification Code- and by geo-
graph1¢al area. < .o

\

" Brief  background sketches of all major private employers
are similarly available. For example, see: :

-~

Moody's Investof Servicey Inc., (99 Church Street,
New York, New York 10007) publishes several useful
annual volufies which prov1de a brief description of

compani&s. These include: o -

P . .
Moody's dIndustrial Manual ‘ .
Moody's OTC [over the counter] Iﬁdustrlal Manual
Moody's Transportation Manual
Moody's Public Utility Manual

Moody's Bank and Finance Manual - P

.

In addition to using general business references, if is
useful, to keep up with general business periodicals such as
The Wall Street Journal, Business -Week, Industry Week,
Fortune, Financial World “Barron' 's, Forbes, and Business '
World, . as well as*“the bus1ness and flnance section Of | the
-Jocal paper. 7

53
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Semet&mes—it is possible tQ conduct ]Ob development
-through trade associations or professional groups. The
best national listing of such organizations, indexed alpha-
betically by key word, by geographlc area, by size of budget
and by. name of chief executive, is the following: .

~ow
o

Cgaig‘Colgate, Jr., (ed.) National Trade and Pro-
fessional. Associations of the United States and
Labor Unions, (published annually by Columbia

* Books, ®nc., Publishers, 734 15th Street, N.W.,
Room 601, Washington, D.C.. 23005)

From the beglnnlqg of the project throughout its llfe,
you will be especially interested to learn specifically
where jobs are likely to be opening up in your area so that
you can concentrate your efforts on industries and employers
likely to be productive of job opportunities. For this, you
Want to follow all the steps jndicated under. "Demand" .enumerated
in Appendix- A'"Aids-to Research". In .addition, you will be
interested in sevefal other sources. For background on
the labor market in your city, you may want to become familiar
with past occupatlonal trends as well as various employment
fdrecasts and progectlon§ which have been made for wyour area.
The\iuggested references listed below-will give you a start::

¢

-

“Past Employment Trends ’ g
Census Data
County Business Patterns Data
Employment and Earnings in States and Areas .

-

-

In addition, check with your local employment service for
unemployment forecasts and projections. Many of the states
have made them under special programs funded by the U.S.
Department of Labor.

Blhllography on Job Development ‘ o

Although there is extensive llterature .on' ]ob development
for dlsadvantaged persons, there is not very much material
focuged-on mon—dlsadvantaged but underutilized workers.
Nevertheless, mahy of the sam€ principl®™® apply to any job*
- development effort. Job development is .essentially a marketing
effort to obtain effective access for the labor market intermediary
and its applitants alike.-

f ~ . Therfollowing reference prov1des an 1ntroduct10n to job-
development for the dlsadvantaged'

Louis A. Ferman. Job Development for the Hard-to-Emvloy
(Published in 1969 by the Institute o#TLabor and Indus-
trial Relations,, The University of Michfgan - Wayne
State University and the Center for Appalachian Studies
and’ Development. Available from' Publications Office, -
Institute of Labor and Industrial Relations, P.O. Box’
1567, Ann Arbor, Michigan¢ 48106 for $2 per copy.) ..

* M k4
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X . Appendix D : 'i_j?
JOB AND CAREER COUNSELING RESOURCES ‘ 12 o

s This section contain®. some standard references for ec- ' T
cupa;lon ing as well as specialized sources on topics

foyhd to-Be- rereéant to MWEP operations, such as counseling the

liberal arts graduate, college recrultlng, and assertion skills "t
tralnlng

o *

Standard References : _ : N

}

-‘The follow1ng 1tems are basic, and useful references in .

job; and career counseling: ™~

} P »
U.gn Bureau of .Labor Statistics, Occupational Qutlook
Quarterly (published four times per “year by the U.S. g
-., Government Printing Office; Washlngton, D.C. 20402, for
an annual subscription price of $4.00).

L4
2]

"This periodical provides artlcles updating .

- the Occupational Outlook Handbook as well
as other useful 1nformat10n N
- U.S. Bureau of Labor Statistics, Occupational Outlook

for College Graduates. ~1974-1975 Edition. Bulletin "
*1786. (Available from the U.S. Government Printing

" Office, Washlngton, D.C. 20402, or Government Pr}ntlng ) s
Offi¢ce Bookstores, or Bureau of Labor StatlSthS regional
ofifices for $2 95 per, copy )

This publication is a spe01allzed version of
the Occupational Outlook Handbook which is tailored
especially to college trained individuals.

U.S. Bureau of Labor Statistics, Occupational Outlook
- Handbook, 1976-1977 Edition. Bulletin 1875. (Available °*
from the U.S. Government Printing.Office, Washington,
.D:C. 20402, Government Printing Office Bookstores or the
Bureau of Labor Statistics regional offices for $7 00 pex
copy + Stock Number 029-001-01406-6)
/This publlcatlon contains 1nformat10n on. 800
. ! occupations in 30 major industries. In dddition
to prov1d1ng an introduction to what workers do
in various occupatlons, it covers training and
educational requirements, advancement possibilities,
, occupational outlook, earnings and worklng condl—
tlons, and sources.of additional informatian.

| ., -%5 ' '
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Rlchard Nelsbn Bollés, What ColQr is Your Parachute?:
A- Practiecal Manual for Job-Hunters and Career Changerfs.- . <
(Publlshed in revised editien in 1976 by Ten Speed Pr%ss,‘ '
Box 4310, Berkeley, Callfornla 94704.)

i
A

4

X This book attempts to teach how to job- hunt -
e It also gives practlcal step-by-step instructions
N based on most creatlve, practlcal method of job-
.huntlng known. Also, »t gives tips on finding
unadvertised ]ObS and on what experts to® consult.
Simple exercises to aid in ach1ev1ng greatef\self—
@ . knowledge are presented ‘ .
/
Tom Jackson and Davidyne Maylgss, The Hldden Job Market: - ‘
A System .to Beat' the’ System. (Available from Quadrangle i
" The New York Times Book:- Co. 10 East 53rd Street, New
York, New Yorkk 10022 ) '

.

<

This book prov1des exercises to assess yourself*and =
your career objegfives, then. advocates‘apb seeklpg ,,/45’///
based on your— i

divigual proflle
. Counseling the Liberal Arts Major: A Spec1al Pr OblAJL'/”//K//j7///

Perhaps the group of college students*Wléﬁr/he largest Z
problenis are liberal arts students. 1 Unfortunately most minority

women' are presently enrolled either 1n liberal arts fields .
(especially 'sociology) or elementary education--another labor '
market offerlng uncerta1n to dim prospects to graduates due to . )

. the decline in birth Tates and subsequent declines 'in school - -
‘enrollment.

Y

" Such graduates are in need of special counseling x
Generally, one of+‘the first issues which arises 1n such .
sessions is: "What kind of a jobr can I get with a major in . S
sociology (or history, elementary educatlon, etc.)? Fortu—g/////”/,,,-f’”'
nately, there are several resources wh1ch can be utilized t *
assist them. Among the best materials recently publlshed are 3
the/follow1ng . )

1

%, Teal, Everett A. ThetOccupatlonal Thesaurus VQlume 1:

A Job Guide Handbook -for Majors in Anthropology, ‘Economics,
‘Histqry, 'Languages, Mathematics, Political Science, Psy-
chology, and Sociolbgy. (Published in 1971 by.Lengh
University, Bethlehem, Pennsylvanla ) .

L

.

‘BarbarawLazarus Wilson, John Nero, Phyllis Martino, . \ .
and Richard Landon. From Liberal Arts and Sc1ences to .
Career: A Guide. (Published in 1975 by the Ed
Development Center, Inc-., 55 Chapel , Newton,
Massachusetts- 02160.) oo

wll Toxt Provided by ERIC

1 ‘ ¢ ”
LR o 1 3 - ¢ £
.e .
’

? + N ’ ' '
. . . ,
1 f

For example, sece AnnAStouffer Biscontin and Irene L™Gomberg, ° -

.- The Hard-to-Place Majority - 'A Natlonal Study of the Career ) &
« Outcomes of Liberal Art§ Graduates.” Report No. 5 (available’ .

from the College Placement Foundation, P.O. Box 2263, Bethlehem,
u nnsylvanla 18001.

e
ao
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College Recruiting Information - ° . CL
o . .

Malning, Lawrence R. and Morrow, Sandra L. What . ‘ ‘
Can I Do With A MajorsIn...? (Publlshed in 1975

by Saint Peter's College Press -angd ,available from .
Counsellng Center, St. Peter's Co lege,,264l Kennedy
Boulewvard, Jersey C1ty, N.J. 07360 for $6.95 per

copy). * :

~

Although colle
of the labor marke
are regularly publilsshed which may be useful in career
" counselling. These include: ° .

o Begun in 1970-71, this report 1s based on data

recruiting comprises only a fraction
for college graduates, some materials

College Placéﬁent Council. College Placement Annual
(Publlshed‘annually by the College Placement Council,
nc., P. O. Box 2263, Bethlehem, PA 1800}. Available
free of charge from local college placement pfficeg

or through the Armed Forces. ._. .

An occupatlonal dlrectory, this annual pre- -
sents the occupatlonal needs anth1pated by

more than 1,400 corporate &nd governmental _
. employers who norMally recruit college graduates.

College ‘Placement Counc1l CPC Assessment of
Recruiting Activity (Semi-annual four-page newsletter
published by College Placement: Council, Inc., P. O.
Box 2263, Bethlehem, PA 18001. Price: free to
members, $5 per newsletter for nonmembers).

.-

furnished by .employers in surveys made. Two
- reports are issued each year—-one in December ' |
-on ahticipated employer openings and the other A
in‘late spring on actual hires. Covers re- :
cruiting activity on college campyses and includes
‘data on anticipated and actual campus visits
and number of hires by type of employer, by
curricypar group1ngs and by dedfee Lgsels. ,

Frank S. Endlcott - Trends 'in Employment of College
_and Uniwversity Graduates in Business and Industry. .’
"{Publishéd annually in December by Northwestern

University and availables for $1 per copy from the i;,
American Society for personnel Administration, 19 7. —
‘Church Street, Berea, Ohio 44017). ‘ ;

.;Based on a survey of" employers, this report

& ‘not only contains information on hiring plans, »
salaries offered, as well, as uséful supplemental”’ ‘/
. information such as a listing of questions most 7§?*$]‘
asked in job interviews or employer advice to > )

liberal arts graduates. .




+ . ¢

Also, most collegé placement offices have been at the
task of placing college graduates a long time and have gen-
erally accumulated a fair library of occupatiehal counseling
materials. Many college placement officials have ‘useful, ?
innovativelideas and are often willing to assist outreach
program ef nts/to work together, to accomplish mutual goals.

vr& ‘ltg : : : - ! .

3Asseétmoé%Tﬁa1n1ng Skills g

T

\

! . lthough there is a rapldly—expandlng llterature on as-
QQN\\ertlveness tralnlng, very little of it is specifically directed
at Job-related issues and situations, including the three
crltlgal areas: the,(job interview on-the-job relationships with
superiors, peers and subordlnates, and family reactioa to
working women. Thus, it is useful to develop yfpur series of .
situational skits for use in role-playing with Applicants.

To ass1st in this process, you may wisSh™ to examine the
literature on assertiveness training. Some of the most recent
general works on assertiveness are as follows: N
1. Roberte-Alberti and Michael Emmons, Your Perfect
. Right. san Luis Obispo,California: Impact Press, 1970.
2. Robert Alberti and Michael-Emmons: Stand Up, Speak
Out, Talk Back, New York: Pocket Books, 1975.
3. George Bach and Herb ‘Goldberg, Creative Aggression:
) The Art of Assertive-Living, New York: Avon Books, 1974. .
4., Lynn Bloom, Karen Coburn and’ Joan éarlman, Tﬁé New
. Assertive Woman. New. York Delagourt Press,/1975. . )
1 15. Herbert Fensterheimwand Jean Baer. Don'’ t SeXAYes i
‘_Wﬁgn You Want to Say No. New York: Dell Publlshlng, 1975.
y 6. Arthur Lange and Patricia Jakubowski, Responsible
Assertive Behavior. . Champaign, Illinois: Research Press, 1976.°
7. S.M. Osborne and G.G., Harris, Assertive Tralnlng for
Women, Sprlngfleld IllanlS. Charles C. Thomas, 1975.
8.~ -~Stanless Phelps and Nangy Austin. The Assertive
o . Woman. San Luis Obispo; California: Impact Press, 1975.
) 9. Manuel Smith, When I Say No, I Feel Guilty. New
York: Dial Press, l975 “e -
10. * Bryna Taubman, How To Become An Assertive Woman.
New ¥ork: Pocket Books- 1976.

B
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= "+ SUGGESTIONS ON' RESUME. PREPARATION -

Resume preperation is the art of presenting yourself
on paper. 'It means transforming a blank.piece of paper into

an irresistible advertisement for yourself. A good resume

- . is an honest and attentlon-gettlng agent for you. It is a
door opener. ] s

lee an effective maga21ne ad, the successful resume has
eye appeal. It "should be ‘concise yet uncrowded. 1Its physical

-.afrangement. should empha51ze you¥ most important assets-- ¢ -
the items likely to be most attractive to the particular -
employer you seek. , N

- v There is no single resume or standard form which completely
summarizes your interest, personality and experience. Every
individual could .conceivably present himself or herself in

- ——— nore than a dozen different resumes. It is best to tailor

. your resumé to appeal to the particular emproyer you’ are

»

s011c1t1ng &
L . - .
. Wording~ . - , - .
To describel your experience use functional words, such .
.as "corducted", "coordinated!, "supervised", "1n1t1atedVr - NAE
"edited". Avoid helping verbs and unnecessary pronouns.
Be Specific; 1nstead of saying "assisted with", 1dent1fy
© ' precisely what you™did. o I .
g . <7 . - 5
Stretch out the items relevant to the job'you are*
seeking. Compress irrelevant items. ‘
» : o
‘ Do not discount any relewvant background you may. have, ! |
even if it was part-time, volunteer work or extra- curr1cular
acnglty Modesty has no place in resume-writing.
.\ .. -
Generally, avoid including personal ‘data guch as age,
Helght, weight and marital status in your resume. This"
information may be used prejudicially against you. -
- ~ } . -

. Regarding references, unless the names of your references

+ are.likely to be known to the empldyer, it is gemerally of ,
"little use to list them on your resume. A better 'strategyj _
,is to mention "References Furnished on Request".* Be prepared
in your interview to give the name, addreseL and &e%ephe/e/ -
number of your references.

-

'.FJ,g,

Just as you customlze your resume.fpr“éfﬁartﬂcular VA
employer, choose relevant references. ' Use references who-
can speak about the kind of skills you have that make you. R
- good for the Jjob you seek. . . - \
FOL_2E€ -
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fom or ‘. ..Have a friend proofread your resume. Doublecheck
your spelling. '

- )

.Your Work Objective

4 :
L 4

If you are tailoring your resume to a particular
employer, or if you feel strongly about doing a particular
S sort of work; identify your desired job title or work ob-
jective.- If you cannot specify a particuylar work ohjective,
you may want to see a counselor:or read vocational literature
to get a better -assessment of your abilities and interxests.

If you are uncertain about what jobs™a particular .
employer may have available, you mly want to be cautious
about limiting yourself too narrowly to a 'work objective.
It could bégome a reason for screening you out. If you are
using your resume for several employers., you may. prefer to

mention your work ob]ectLve—or—aeb—t&tie—e%—¥ee%—ee¥e%i7————————“— -

letter rather than your resume. -~ : {

v
°

The Resume Format

. ‘ 3
'y

In designing your resume format, you hayve several -
alternatives from which to choose. 'Two primary approaches
I to resume writing which are generally follbwed are the
traditional chronblogicatl “approach and the functional e
approach - Of course, several combinations and varlatlons .
o - of these approaches- also exist. «* < - . -

You should chogse the format that best-fits you.@?
The traditional style’resume stresses educational backgnognd// ~
« ' work experience, professional affiliations and, the llke.‘ ,
* It may be perfectly sujtable.for .the person already in the
labor market who has some relevant work experience. ~ e,

On the other hand, individuald who have recently
graduated from scho®l or who have r cently entered the labor
force or are maki a 51gn1f1cant shift in career, are
likely to be sﬁof%gon relevant work experience. For these
individuals, functional resume preparation may offer the
best. approach. Functional resume pr&paration emphasj zes

- work-relevant skills rather than work experlence.

T\\T_~“\\e For purposes of. 1llustratlon, a format and sampl of
N both traditional and functional approaches are shown on’
subsequent pages. Employment outreach projects should
collect and mdintain a file of exemplfpry resumes of
- ' various types to help applicants generate. ideas for
their own resumes.

.
““_'W.o-&
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NAME

ADDRESS
TELEPHONE* NUMBER

AREA OF COMPETENCY

‘4

CREATIVE WRITING: "

FILMMAKING:

ORGANIZING: .

EDITING:

PUBLIC SPEAKING:

RESEARCHING :

. ANALYZING:

PRODUCTION-

. COMMUNITY AFFAIRS:

2

[ 4

EDUCATION:,

a

FUNCTIONAL RESUME FORMAT

-

EXPERIENCE . .

£

PRACTICAL EXAMPLET -

PRACTICAL EXAMPLE:
PRACTICAL EXAMPLE:
PRACTICAL EXAMPLE: °

-~

PRACTICAL EXAMPLE:

. PRACTICAL EXAMPLE:

PRACTICAL EXAMPLE: ~

PRACTICAL EXAMPLE:

PRACTICAL EXAMPLE:




c.
D . N \
-
. L. ¢

S

H

Sandra J. Student
123 South” First Sttreets
Apartment'#2

Carlisle, Penins
(717) 232-7899

~

Job Objeétive

To conduct'histdric
United Stategs

}

-

»

FONGTIONAL KESUME

ylvania , 17013

’ < a;. s -
al research for an area of the-Southern

Areas of Experience

2

SAMPLE
9

k]

Y]

¢
-

€.
“~

-

WRITING .
* JOURNALISM

HISTORIC PRESERVATION

4
e

y A 3

‘CONFERENCE PLANNING

ART WORK,
s o . ~ ’
COMPUTER PROGRAMMING -

L4 P
]

*  INTERVIEWING )

P

DATA ANALYSIS

r

'
~

* ACCOUNTING

4

e

Wrote articles on a.variety of
topics viewing contemporary’ events
in the perspective of the past

for a historical quarterly journal.,

v
Wrote three stories per week and
" editorials for the campus newspaper
‘and "0ther publications while in
school.
[ . :
vConducted -séveral in=depthstudies
of historic "landmgarks, inciﬁding
Valley Forge, 'Fort Sumter, ,
Alexandria and others. '

Conducted planning a.meeting of .
professional historians in Carlisle,
1974. . :

_’ Prepared displays of promotional

material for a retail store.

Pérfo;med basic computer prpgrammingA,
and compilation of computer data. .
Conducted community surveys by 4
telephone and in person in six
campaigns’ for local politicians. .

: X

[

—~Anatyzed the statistical data re- v
sulting from survey-questionnaires. >
Performed a scientific and socio-
logical analysis of cdal resources
in Pennsylvania. :
Managed EThe accounts of two student

organizations and one political
campaign.

62 64




| : . .
‘ : ‘ Special Abilities and Interests

¢ . 4

tSpeﬁt my 1973-1974 academic year
in Madrid and learned to speak,

d write the language

easonable deq;ge of {

SPANISH

~. . ‘ - read
' with'a

° ' > fluencyy

N L d

s
.

_ CRAFTS \ . i Worked with weaving) dressmaking,

THE SOUTH

-

> Lived

years ‘an
folklore

and history.

.céramics, and other folk ctafts.

¥

Y 3 "\!;'-’:,
in the South for*the past 10
d read widely of its




.‘A

B ‘ . TRADJTIONAL RESUME FORMAT . ' S :
RESUME OF o , - =
. : . " NAME (IN FULL) . ’ \ !
’ . ADDRESS : - ,
, Wt APARTMENT # (IF ANY) -
N . : ) CITY, STATE, ZIP CODE - L. e .
~ ’ TELEPHONE : : b
o -
» . 1 ¢ - -~ ] 'Q
- 3 —————— < . ™~ ) 4:;‘
JOB OBJECTIVE: (Optioggl) , ¢ ' ‘ - Gy
- EDUCATION: (Last school flrst) (List any special education) i
) g Degree/Majorf - . . Date of/graduatlon or attendance -
o1 Name of School . ’ . Clty, State
- ‘. Minor or Concentration ' ’ . .
EMPLOYMENT EXPERIENCES: ‘ (Last company first)
- T, . (Also, list summmer work and 1nternsh1ps) .
Position Title, . - (Beglnnlng date to endlng date) 0
- ] . . " . (Month, Year) . .
< Company - . City, State .
) Duties: List duties’in detail objectively. Any superv1sory
, ‘eXperience .and promotions should be listed in detail. .
N Please do-not include .reason: for leaving, supervisor's )
- *  name, or Salary ’ o L
4 - * ’
.PSsition'Title ' . (Beglnnlpg date to. endlng date)
] - : - (Month, Year) ~
Company ’ City, State
¢ Duties: Same as above. : '
Proféssional Affiliations/Awards: .
< (List in order’ of importance) .
Specify 1A you hold offjcerships. . ) - ‘
. 14
! REFERENCES., - . '
/ i v
‘ . h 4 -
V 2 -~
' * ( , \/\/ . 6" - ) +
/7
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. Work Experiengsg

-

fm d

TRADITIONAL RESUME SAMPLE

DEBORAH JANE SMITH . ) ¢
Residence:. 1000 Main Avenue, Apt. 1-D; Waycnbss!sbeorgia[ZIgffi)
Telephone: (912). 222-2222° - © '
ﬁducation: | Speiman Céllegg, Atlanta, Georgia; B.A., Mathema- - -

. tics, 1975; Virginia State College, Petersburg,
' Vixginia; M.Ed. Mathematicss 1976. ’

0

Septembé?vﬁ976,;nsﬁructor of Mathematics - Ty o
to present Waycress Junior College . ¥ T
2001 Francis Street T, ¢ 3 s -

Waycross, Georgia . “ -
Duties: Tnastructor of Mathematics for the Department of .
- ‘Special Studies. Responsibilities include design-

ing and teaching ‘three sections of a mathematics

. course equivalent to high school Algebra I. - .,

-

September 1975°Graduate Assistant ' . o . )
. to August 1976 Deparfient of Mathematics . . . .
a Virginia State College e
: o Peteggburg, virginia . | , - ¢ .
Duties: Respohsibilities! included teaching, a basic skills .
Ny mathematics coursé for the first academic semester
o ' which covereds high school Algebra and portions of
., college Algebrd. Assisted-graduate advisor in
s teaching her undergraduate mathematics- course.
' ' ' Gained waluable expérience using varipus ip- >

o o

— structipnal methods.

-

Summer 1975 Computer Prbgraﬁmer

Fermj National Accelerator Laboratory

! s Batavia, ;llinois . - .- 4 -“ggi
Duties: ‘Designed a program adaptaple to a-Calcomp Plotter a
or Tektronix display which would plot data and o ’
experimental informationh as histograms and scatter N '
«plots.. Utilized various computer systems; CDG6600; o
< ngrlo; PDP-11.’ e , C. X
Summer 1974 ° Data—Analyst , s

' _ Fermi ‘National Agcelerator Laboratery
. Batavia, Illinois @ ’ .- =

r Duties: Wrote .a portion of a program designed* to analyze

data of the cascade showe€ing generated-by highly

¢ h 3
accelerated protons.

e

&

.
- ‘ . . LI

%"
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& Page 2 . .4 T - : .
5 \ { )
1 - -
© - . , .
3 S . . . r . .
. Profe331onal Membershlps/Awards . S L~
4 [l h 4 -
' Rappa Mu Epsilon Mathematlcs Fraternlty, Virginia Alpha Chapter
’ - 8
. . \
, National ,Science Foundation Graduate Fellowshmp-Tralnee,_ ) T
V‘ Virg nia State College, 1975-< 1976 ‘- . B -
_Secretary, Faculty Development Commlttée, Waycﬁbss Junlor College .
- - ’ . v .
) : Member, L1brary Services Commattee, Waycrqss Junior College _ - , >
' a : 1.1' - '
References Furnished Upen Request. - T
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A Final Item: Remember the Employer Viewpoint

N * N

Consfﬁ&fifgﬁ perspective of the pe 1 officials who
read resumes. enerally, they are scregening fagents; thus, they

tend to look for reasons for rejecting frathe? than reason for
accepting. Resumes aré used as screering dévices as well as

_to provide information which may become, the opening‘guestions
in an interview. Know what is on your resume and be prepared

. to talk about it. = )
' ) ¥ ‘ :
. . e . .
Employers differ in the weight they give to resumes.’
Some employers are.very “Baper oriented." For a'little extra
time apgdgeffort put into resume preparation and completion of
applica®®n forms is well worth the time. Other employers . N

pay.-less attention to how people look on paperf placing

. greatest weight on the resume. Most employers tend to conduct
a. paper-screening as a first' round; the finalists advance to
a series of screening interviews. Only interaction with an |
employer over time will uncover such procedures.

The important thing is to put yourself in the position’
of the employers, sitting with stacks of resumes in front of
them. Igagine yourself sorting through three hundred resumes.
to select the best ten for interviews! It is important to
distinguish yourself in a resume which sets you apart from .
the others in a positive professional manner. T

 Although it is important to use imagination in composing
your resume and to include relevant experience, it is unwise
t& list everything. Again, the key point is thpt you should

* tailor your resume to the individual employer you hope_ to attract.

>

For Further Reference

There % an rmous amount of published literature on
. résume writiing, bfit much of it is not especially wort hile.
Among the thost udeful itmes available are the materials\on

resume preparation published in 197g‘by Ccatalyst, including:

Resume Preparation Manual: A'étepﬁsy—Step,Guide_ . .

(Available from Catalyst, 14 East 60th Street,
New York, New York /10022). s

v -~
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JOB DESCRIPTIONS FOR FIELD OFFICE STAFF 7

OF THE MINORITY WOMEN EMPLOYMENT PROGRAM

DIRECTOR -~ FIELD OPERATIONS

-

Definition: S -
The project director is
development and supervision

'sponsible for the overall

the local project operations.
. N .

Quallflcatlons -
_Have som€ outreach programatlc, §hperv1uory and manage- *
ment experience,* good writing and communication skills,
ability to relate and get along with people, must exemplify
““profes51onallsm/1n manner and dress, general awareness' of

political postures and organlzatlonal devleopment College

degree preferred. e - LR
. v —y, ' ‘(,:V .: -
&countabllltx iy . )
- Directly respons1ble to the Assistant National Director.
"~ | Responsibilities:

v

1. Plans, develops, coordinates and supervises
*  program functions in conjunction with Assistant
National Director.’ s : i .

2. Initiates employer contacts for job development

3. Promotes image and purpose of pwogram through
publlc relations effOrts. A

4, Devises specialized recrultlng, screenlng, and °
. ; interviewing of applicants in conjunction with
Assistant National Director. . - »




- 5.
: ’ . 6.

) 7.

3 S s,

- Ly 9.

ll.

12,

13.

’
14,

l6.

s N
=3

17,

.
P

Arranges and chairs weekly staff meetings..

Reviews and’ s1gns all signin sheeLs, time

- .and changes' in laws to benefit employable/females

v

Holds chk interviews with appllcants for job
preparatlon.

¢

Followstup wuth employers and applicants.

Follows ‘up with placements and- employefg in

assessing new inroads. . . . SE
Prepares and compiles monthly activity reports
for submission to Assistant National- Director.

-7

Analyzes files, records - keeps accurate in-
formation on employers. .

Superv1ses and evaluates field office staff
and makes recommendatlons for promotions and
d1scharges.

é

£ E Ny

o 1&:}’4

cards, travel reports, and disseminates °
payroll checks to project staff. .
Develops, sponsors and part1c1pate‘gn se 1nars
and_workshops to -enhance applicant's 1nterestrﬁr{
and understanding of white cQllar* positions in

\government and private inddstry. - - Ty

Delivers' speeches and participates in dlscus510ns
.with local-officials, government agencies, and . -
community organlzatlons to promote the objectlves
of the program. ~— -

Contacts localgcolleges, unlyer81t1es,\commun1ty
organlzatlons, local agencies, and other manpower

programs to provide a potentlal source of qualrfled

applicants. . . s

L £

Affiliates with allied local and national ‘organi-
zations to keep abréast of economic conditions

and other m1nor1t1es.'

<

_Mlscellaneous~~performs any additional duties as_

requested by the AssistanteNational Director. .

.
PIRATTY
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- ' RECRUITER COUNSELOR(S) : Wt T

. 4 S ')"‘\‘«:1" - u- \J// . ’ —‘/ °

5—””5egln1tlon- ’ . : - ; _,»//// _

. Responsible for recruiting, 1ndlv1duallzed cdun/ellng
and referring appllcants to employers.

Qualifications: ////////‘_ M‘jfn

= Have some counseling exper1ence, abil:
‘ people and preferably some exposi 5

U

E Accountabilibw: — )
rectly responsible to the Project Director. -

Responsibilities: ) . . _

~

~

1. Recruits, 'interviews and screens applicants.
- L] * ’ : ) }
2. Conducts interviews to orient applicants-to.

——
0

S s a.  Type' of 1ndustry, -
.. b. cio—-economic aspects of employment.
c. Interpretation of job requirements.
\ *oay Mobile aspects of job. : -

- = - k3 -
. a - [ N

3. Conducts "mock interview" s1m11ar or 1nd1cat1ve
of .specific company procedures.

4. Tests and. prepares appllcant erviews.

CSe Assists in resume re in order' to meet
< company E/gg; ents and enhance job read1ness.

Fe.

5. Analyzes flle, record and keep accurate infor-* T
_—_—"__*“—‘*‘1nat&edfon—_22ligigf; -
~ » B ————— - . X
6. Follows up placement and othezhaEETTEantscwhe~*_‘a_&_“_»‘ )
. are in the process of being employed; e
. 7. Follows up-: and makes employer contacts in ab-
sence of Program ‘Director. -y -
8. . Responds to communc1atlon from non-resident \
o applicants and employers. , ?
- - Yo -
' -9, - Promotes image “and purpose of the praogram through *
) public relatlons efforts. W fg
, . - - e .
\10. Affiliates with allied local and national organi- . [
- zations to keep abreast of economic onditions K -
and changes in ' laws to benefxt women and other -« | =

.

minorities. . i v,




. . -
- L4
«

N 11. D velops tutorial materlals and- technlques that .
arne pertinent and essential to the successful )
-pliacement of applicants. -

P . ‘ |

v

- 2. pe elops methods and techniques of delivering
- these materials and concepts to the applicant (
- - 1in an easy understandable,manner. . |

T, 13. Miscellaneous: Servés iheas many wvarious e .

. capacities within the organization as are neces- —
' sary to insure smooth and successful movement o
i " toward 'the accomplishment of specifitc goals
- as directed by Project Director. ¢

-
. . .
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OFFICE MANAGER .

A

y
Definition: i )

Respons1ble for ma1nta1n1ng the overall functlons
of the office.

Qualifications: :

. “Have several years of related work experle%ce, type
50 to 60 words per minute, knowledge of office machines, .
good telephone voice apd communlcatlon skills (spelling,
and writing), persdnable and- neat in appearance. Business
school desired. 4 -

s

Accountability: HQJ%’ .
Directly accountable to the Project Director.

Responsibilities:

1. Organizes and coordlnates office functions and .
procedures as they relate to, travel, ‘telephone
mechanics, handling of correspondence, filing
and ass1stance\to visitors.

. L

Orders and maintains office supplies and

equipment w1th the approval of the Project

Director.

Is#esponsible for receiving and promptly,
circulating .job orders.

Maintains accurate company files.

Assists in screening of appllcants to meet
specified requlrements upon request of Progect
Dlrector. ' .
Arranges all app01ntments,for’the Project
Direetor and counselors with employers, appli-
gants, community organlzatlons, representatives,
'of the media, etc.

»

»

Types, posts and provides undated progress
reports regarding functions bf the program
and placements. .

\ — -
.Is custodian for petty cash and, petty cash
records. -

~
-

' Assists with time sheets; 1eave‘time; etc.

;
v




10. sEstablishes and ﬁeintains file system. : .

I, Performs general secretarlal duties bf typlng,
filing, etc. ’ .

12, Attends meetings and community activities at
the request of the Progect Director.

13. Has a working knowledge of proqram-1 e.,
origin, purpose, function, in order to properly
relate same %o applicants, employers and inter-
ested persons; ;“awareness of. change in labor

, market, @mployment statlbtlcs, legislative acts,

‘ and has a knowledge of ex1st1ng retated programs,
employmgn} resourcgsband women's organizations.

® ‘. N
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. ' SECRETARY

.

Definition: -
. Performs all clerlcal duties related to field operatlons
- and responsible for the intake and processing of all applicants. %
K3 ) ) 6 ’ 3‘
ztongs———— 4 ‘
g, Should.type 50 to 60 words per minute, good communication
and clerical skills, knowledge of office machines, personable
and neat in appearance. Business school desired and minimal
.expérience. - ) N
_ Accountabiliti: - N :
+«Directly accountable to Project Director. :
‘Responsibilities: . ‘ “ ¢
i 1. Receives all visitors and telephone calls.
2., Processes applications. ., |
. 3. Schedules appointments as directed. ) e
. ¢ -
4. "Keepé accurate record of applicant and employer ‘
- inter-relations in designated’ files. - e v
5. Types correspondence, manuscriﬁts, memos. '
‘:5;’ . ‘. ¢ . > . A
’ .8 6. - Has a working knowledge of program, i.e.,-erigin,

purpose, functions, in order to properly relate same . v

- to applicants, employers ahd ‘interested persons;

. awareness of changes in labor markét, employment. .. T
statistics, legislative acts, and has. knowledge of , . %
ex1st1ng related programs, employment resources and

. women's organizations.

L 4

“

7. gAttends conferences amd seminars as directed by
*Project Director.

z
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Where to Get More Information . ‘
-

For more information on this and other programs of research and development funded by the Employ-
ment and Tramning -AdMmimstration, contact the Employment and Traimng Admymstfation, U.S. Depart-

ment of Labor, Washington. D.C. 20213, or any of the Regional Administrators for Employment and Train-
ing whose addresses are listed below. -

-
.

Location : States Served B |
) . . e
! John F. Kennedy Bldg . Connecticut -~ 7 New Hampshire
Boston, Mass. 022037 . Maine “Rhode Island
: Massachusetts ) Vermont
v 1515 Broadway T NewlJersey . PuertoRico
New York, N.Y. 10036 NewYork ~ 7 Virgin [slands
' Canal Zone *
. ) -
. © P.O.Box 8796 » Delaware Virginia
" . Phuladelphua, Pa. 1910} Maryland West Virginia
- Pennsylvama Distnct of Columbra
1371 Peachtyee Street, NE. - Alabama Mississippi
Atlanta, Ga. 30309 . + Flonda North Carolina
. Georgla Y. South Carohna
. . . Kentucky "~ Tennessee
230 Soyth Dearborn Street = Hhnois T Minnesota
Chicago, 1ll. 60604 Indiana Qhio
, an v
\ M;chigan Wiscopsin
911 Wajnut Street lowa ¢ ‘Missoun
Kansas City, Mo. 64106 Kansas Nebraska
~ : Gnffin Square Bldg. . Arkansas Oklahoma
Dallas, Tex. 75202 > ~ Louisiana Wy as
. - ' S New Mexico .
. K ' o . . .
ot . 1961 Stout Street ~ Colorado . South Dakota
- "Denver, Colo 80294 - Montana ‘ Utah
] N ) -North Dakota Wyoming
O . ’ ‘ . > .
' 450 Golde.Gate Avenue . Anzona . . Amernican Samoa
gan Francisco, Cahf. 94102 _ Calilornia Guam
o o ° , Hawau Teust Ternton
: ' : "~ Nevada * ) ’ ‘ )
. A W\.,
’ 909 First Avenue Alaska - - . ® QOregon s
Seattle, Wash. 98174 . ‘ Idaho Washington
RN 7 B - . . - A
sre S . B )
- . o T
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