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Designed for pro!. iessional;s in rehabilitation
.Ssettings, thi4 cluricUlum guide pfes ientsffteen lessons that foous
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-on preparing to Seek a job, job seeking,. and job maintenace. Among I
the lesson titles included in the guide are C11 How td Find the Right
Job itd Categories'of Jobs, (2) Self-Expressed interests and.
AttituUes for Specific JObs, (3) Completing an Applicition for

. Employment, (4) Using the Telephone 'to Contact an Employer.and
Zelf-Evaluating Your Grooming for a aob Interview, (5) Behaviors That.
-Are Acceptable or Unacceptable for an Individual DAring a Job
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j ABehaviors Which You Should Exhiliit on the Job and' ood Work Hits,
and (7) Getting.the Most out or Lite through Adv ement on tke-Job

i and a-Question and Answer, Conclusion on 'Job Readiness Training...Each
lesson folloys a typical form4t th'at includes the rollowing parts:
lesscp title, objectives oatliae; reference materials, i4formation

. sheets', and vOrksheets.. Transparency masters; audiovisUal references;
, .and assesfment instruments.are Appended. (LRk)
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Many requests have 'been
recei4

ved-by the Ylate-rtals DeVelopment Center fôr
.. , ..

information abbut and.exaMOles oi' material's designed to trair clients, iti job/

employment readiness s.ki Isareas such asAroomi rig , interviewing , sel f-

b

appraisal, and li indng and maintaining a,job, just to inention a few. Because

of the interest in this area of prog 4m'development, mix has reprinted Dr..

Dennii,Tesolowski's doctoral dissertatori entitledJob Readiness Trhining

Curricmlum in order to make the document readily available to rehabilitation
. . .

, .

-

faci 1 ity pi-ofessional s . .
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Ronald, R. Fry

February, 1979

L.

\)A

Noié: _Plasters for overhead trapsparencies' and work sheets for clients are in-
tluded in thisIdocument. For coWng pyrpates, it-is suggested that the
needed pages be cut out and then placed back in the Job, Readlness Train-

, ing Currjculpm after lin. Holesehave been punched in the document so
that,rings or fasteners can be used. to .keep lo se pages from falling out.
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' ADDITIONAL COPIES OF THI0 ,013LIC8TION MAY BE
, PURCHASED' FROM MDC FOR $2.50 PER COPY
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Job leadiness' Training Curriculum:

. .

..
. Application and IMPlications ,

i.
. /

,

The,Secr tary of Haaltit, Education, and Welfare (HEW) was mandated by
Congressional enrnentth the Rehabilitation'Aet of 1973 to condu t an orig.-
inal study 'of tlie role of sheitered.workshops in rehabilitation and employmedt I
of hapdicappea individuals.. This Congressional mandate was fulfied when the i

. Wited States Government dofitractedrwith Greenleigh Associates, Int. of New
Ydrk.. .

.
/I. w.,

% .

,

.,
/

. '.The. study, Whfch wds compleied in'105 and cost approximate1y:WO,000.004,
state6thSt :placement (job) reainess training,makes atremendoUs differoce -

fn determining termillges'who gen Competitfve _employment from other terminees.
. Ln fact,.Part B of:Section IX of.the Greenleigh Associates' (1975) Executive
Summary listed placement readiness and deVelopment.of a generally enhanced
placement prograM,es their number one recommended-fund'ing.priority.

.
. APr

A need feir fUrther develoOmental research on jotl reatiness trening (JRT)
was identified in .&)njunction with,Greenleigh's recommendation. Research poc-
.'umented in the iiterathre.*wed that.N5 readlnesi-training has a positive.
--effectl*-tntiVtdrialleabIlTtIps to obtain and maintain jobS '(-Azrin, Flores, .

& 'Kaplan, 1975; Pensdn.& Whittington1973; Bandzel, 1963; Brewer, Miller,
& Ray, 1975; ClOny & HoppOck, 1954;.Currie,1974; Kemp & gash; 1971; Lasky,
1970; McClure, .1972.;.Wayll'lipton,.1973) ... &majority of the studies.reported
the success of job readiness training in termsof positive benefit outcomes.
Essentially _these studies Andicated,that more placements.occurred at less ex-
pense and thatemployed*.individuals expressed greater satisfaction withltheir.
.new jobs s a result ofpartici*ing in .JRT programs.

. ---

An experimental,investigation was coriducted' in conjunctiop with the devel-
lopment of the current.Job Readiness Training Curriculum. The study was a .

. . process evaluation which attempted to determine what changes take place in
. p4rticipants during training which tould be the basis of their-subsequent eM-

'ployment. Results of the investjgation provided evidence thatJthe JRT proceis
.effectively facilitate4 more positive attitudes toward work and enhanced.cli-
ents' Worker personal4y. .

.

charactertpfics.
4.

,4

d.
.

-

. .

An abstract of this docioral qiisertaVion hs available in Dissértation
Abstracts InternatiOnal, 1978, 39 (1), 255LA. 9)- the'.cOmplete,dissertation

l'N

(9rder No: 78 10561Y may be obtrnied through Univers tw;Microfilms in Ann- .

Arbor', MiChigan. A portipn of the Tesearch on attit es toward work o9 job

readiness postures has been reported in theEducationa Resources Informatioh
Center (ERIC) under.the number Ep 151 544 as well as in the Journal of'Voca-

.

a

tional Education Re5earchs 19118, 3 (1): 1-8. .A second related manuscript ..'w

entitTed "Modifying Work' Personalfties of. the Hahdicapped" will be published
-in'the VoCationarGuidancelquarterly, Juna,'1979, 27 (4),

_.

The
.-

precedfng inforMation has' identified a rationale for prQviding cli-
, ents with "Job Readiness.Trajning." Tr'aining of this type,can be selected from

) numerous job related curricUlums and programs which have been developed. The
development of thi§ Job Readiness Training Curriculum was-based on the"strengths

. of other relevant programs-reported in the literature. Utilization of this,cur-
yiculum is being recommended in its entirety or ply of its parts to supplement
or complement existing prograps. .' . .

*

1
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ProftSsionals in rehabilitation settingi and.other work related environ-

ments, such as work. adjustment specialists, 4nstructors, nd counselort, shouldiri

find-that thiskcurriculum will'serye as an effective service deliyery system ip.) .

attempting tvenhete clients' attttudes towarsi-woth and work personalities.
Practitioners sho, ld feel free to modify, su011emen.t., or gelete any lesson(s)

in this training/program. In -addition, it should be remembered that Any or all
of the lessons can be utiltzed-independently of.each other.. .1.essons were orga-'
nized in a logie order related to client Iorepat.ation, job seeking, and job
'maintenance. l'wever,, it is mot mandat6ry that the lessons be ,used sequentially.

nstrudtiOnal niateriah such-es wol4k slieets, informOion sheets, and mas-
,

t
-ters .or trfn arengies are included in the Job-Readiness Trainin_s[Curtillculum.

Prac.ti:ionersUtilizig the.training program, or any portion of it, should feel

free to repr uce th e instructional materials. ,Work sheets and information
,

sheets are-1 ated i. the body of the cUyriblum,nhnd tr nsparency masters are
in Appendix

'4Vartou liaudiovisual instructional materials, such as 16m films, film-.

stripS and ssettes, and cassettes, have been'identified in tHe training pro-

-, .-graT. Prof ssionals utilizing this curriculum must Pealize that there are

, othPr .I.,ceIlpnt audiovisual materials_which could be supplemented for those
- thatare idbntified.': It is not absolutely necessary to use these matertals ifi'

,
order tb iuccessfully 4mplement the program. However, the'utilization of video-.

tape recoHtng during the simulated job interview experiences is highly rec.-.
ommended aihd appears to be of critical importance. 'Information abdut the
-publishers of the identified,audiovisual materials is located in Appendix 6,

Two assessment instruments related to vocational interests and attitudes
about jobs were listed in lessons 2 and 3. 'Publishers of the Gordon Occupa-

"ftl tional Cneck-List=and Mellenbrudh's4,0ob Attitude?Analysis are located in

Appendix C. Other.instruments can be supplemented for these while successfully
implementing the program.

s

.

Tfii§ job Readiness Tráinin2,Curriculum was implemented in an experimental
investigation wtth a wide array of physically'handicapped sheltered worksftop

employees. In_this study, members of .the experimental group nad functional N\

reading lex/Vs which ranged from 1.10 tO 11.60 arid ave'raged 5.97.on the Wide

. Range Achievement Test: Their, intelligence quotients ranged from 39.00 to

90.00 and averaged 70.09 On the Columbia Mental %turity Scale. Subsequently,

it, wes often necessary to prally r'ead the various instructional materials

aloud. This was effectively handled-through verbal group discussiohs.
4

. .

.The development.dnd experimental application of.this..lob Readiness Training
Curilculum resulted in the identification of some assumptions:and implicltions

which could benefit practitioners in their use of the program. Prescription of

. for'clients-receiving vocational development services should be based'on
iddividual differences.and needs identilied in the evaluation process. All

aspects of this training program shpuld not necessarily be,applied to all cli-

ents receiving adjustment services. An appropriateapplicatton of this JRT
prtgram Would_tend to enable clients to meet OlShansky's (1961) charge: That

tndividnalg-must have the ability to come alone, to.stand Wthdir own feet,
. and to speak for themselves i order to convince employers thatthe'y are ready

for work.

xt
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In some instarics'clients mayliave absolut ly no intentions of going to
work in competitive ethplayment. .5ituations of this. fype may indicate that con-

sideration should be given to extend sheltered mployment where the,client can
experience more security. However, if this is the case, utilization of various
job readiness training techniqueS:twmodify identified probTem behaviarS and
attitudes should not b ruled opt.

'

Effects'af,jati reidiness training appeaoto be aoriiincient upon the hrentth
of the'.46Structorior group leader in' addition to the system itself: Group' -4.

leaders' personalities dr charisma, as well as their .drive, ar determinatipn to
have a program succeed aRpear to play a major role in the succestS of the pro- .
gram. Group leaders seeil\ to be-an important factor whether evaluating .attitudes

. toward wortcor benefit outcomes in the form Of actual placements. ,..

\/
., .

'Clients' perceptions 9f losses associated with obtaining and maintaining -

a job were only slig4tly modified. These results concur with,Curries (1974)
findings in a simfloar investigatibn. Lurrie surmised that these results might,

. be explained by the media's capadity to overly stress the value Of work.. .

(heightened attractions) while providing a cantrast for.clients to rate-them-

,_las.ses1.__The presentJRT gram_stressesihe
selves,againq ttth ideal Irling perso*in functional work attitudes (Perceived

'-employees are required to comare -themselves to'functional work attittdes of .

l .1 ,

. lideil workers through elebents of.the.curriculuth and audiovisual naterials.

4..

JP,

Clients perceptions bout barriers,to emploYment were modified very lit-

.: tTe. The lack of thange in perceptions 9;bout medjcal6.transportation, child.
care, arid family Problems is undersehndOlebecause fffe JRT program did not

. permit 'enough.time Or resources to identifY and' modify specific problem areas.
This.situation could possibly be improved by increasing the length of the JRT
program,-by offering individuablized problem analysis, by providing'more individ-
ualized instructiod, by providing vocatiOnal counseling which would,deal with
identified problems, or by Applying social work or'related services to iriivid-
uals:-specific employmenX barriers, ,)

,

.Findings of this:investigation indicated that clients' perceptions about
entering new situations and meeting new, people were not greatly modified.
However, these quantitative results were contndicted by clients' obserlied
behaviors. -Mlany participants verbally expregsed feelings of being more dom-
fortable.and confident while being interviewed for a job after having had,

6

several opportunities to rol:,,...playfithe sitpation.

,

The Job Readiness Training Curriculum, as well as other programs reported
in peliterature, suppfirts the need for.working with small groups of clients
(Arfferson, 1968; Housmdn &.Smith, 1975; Manpower ReSearch Visibility; 1972;
Multi Reiburce Centers', 1971; Way & Lipton, 1973). Manpower Research Visi-
bility (1972) indicated thiat small groups of high staff-to-trilnee ratios
help hold indimiduals im programs. Maintaining group Sizes in the six to
ten range provides a greater opportunity for each tlient to become involved
in the tr,aining process. Involyement.of thq type promotes parttcipation

. .

which contributes to individual client growth.
. I

. .

Audiovirsual materials we're utilized4consisten tly throughout the program

as training aids. These materials, whidn included transparencies, 16mm film
filmstrips and cassettes, cassettes; and videotape recordings, played a pr
inent role in the presentation of.related information. Use of audiovisual

I.
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, . instruCtional materi\als served'td motivate clients to participate in discussion.

grots: VartiCipatiOn in these grov discussions Opeared to make &major con-,

-trib tion toward strengthening clients' woricattitudes and worker personality
charactertstits'. \ n "

'* A

\'

A dilemma concerning the total placement process was'identified in the-
review.of the literature OetweeA selective placement and the,client-centered
approach or job readiness training. Both procebures seek the same primary
goal; however, means of achieving that goal are different. Pockrass (1959) de=

,

scribed:the essence of selective placement with the simple cliche' "the square
peg in the square .In contrast, Salomone (1911) stressed the importance
Of training individuals to obtain their own jobs. Salomqne believed that eli-
ent-centered programs provide individuals with more job Atisfactiop as well as
with.some lifetime security. Rose (1963), anLagvocate of selective placement,

* stated thattthe problem is noI finding jobs for clients but enabling them to
retain a job once it'is-secured. .

'\Findings ff the present investigation do not totally support or refute s,
either side of'this issue. Due to individual dtfferences and needs, it appears
that krograms attempting to place people in joh% should offftr a combination of
job readiness training and selective p4acement.

4Uslaane'(1974, 1976)- stated that the solution to thig dilemma rests with
preparation of professional rehattilitation placegent,personnel in graduate
programs, Usdane (1976) indicated that placement is often being dealt with

diiposing of it in the referral shuffle or by preparing clients to §et their
own jobs.

As suggested by Usdane (1974, 1976) professionally trained placement per-
sonnel could probably more effectively Rrovide JRT and selective placement
service However, even if.several graduateLplacement pebgrams were developed
'in the United States, an6if funds were 'available for rehabilitation facflitiks
,.to hire such'professionals,'the probTem conceivably would no:t be solved for a

considerable period,of time due to efects of supply and demand.

It seems, therefore, that professional staff alroOdy present.in,volational
' development progeams should prqvide job readiness traiAing to improve-individ-
uals' abilities te) obtain and maintain employmenf. Skills ana information

are-necessary to provide JRT programs can beniade available to profes-,
sional staff tkrougn ini-service training and dontinuing education courses,

The Process of improving or modifying'clients' attitudes Word work or
work personalities is complex. Cdnsequentlys this Jqb Readiness Training Cur-

. riculum.can be implemented more successfully if it fs carefully woven into the
ho istic, multifaceted vocational development program.

r

Dennis GioTesolowski, Ed7D.
Assistant Professor
Yocational Spedial NeedsTE u tjon
Florida International Universitv
Tamiami Campus

a- *Plipit Florida 33199'
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Les,son

a I
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.

. .

- Program Orientati9n;"Ocussiort.of -Why People Work, and-Self:. .

Appraisal oftOccupationil :Ifiterest Areas . -,

.i

,Objectives:

1. .To-expl-ain the- lirigth and- purpose of this job.readinesi'train'i'.ng iarogr'am:

we. To'explore why people Nork. . !:
.
t.

-3. To asgess :individual intereits in te n occpational areas.- ; ., ,'.. -,.

.44 To assist individuals'tinAwlortng and expressing self-appraised intereits'.

. .5... "To identify .sotrekccupai4olfr which match expiressed interests
...

,

P . . IL

.
#

,. ,
. °V % a

'
I

Outline: !!'. ,

.... . .- .
"I, 'Prograin Orientatior.

_: - , ._ .

A. .ength of .Cour5e
1. Thre teeks. or 15 days,
2.. One iliour per day. ,

, B. Purpose Of Job Readiness Training

9

S..

-414- :

1. To prepare intifviduats to find and obtain emplovent
2.. Jo prepare individuals to. hold.or maintain :a .job,.

0 .

II. Work Sheet: Why People WOrk

A. Indiyiduali record their ideas
B. Group di.§cussion
C. Reasons why people work

1. To attain recognftion by successfully completing personal gsk

2. To earn mone,y
3. To obtain "telf-satisfaction arid feel independent

To obtain work experience and a feeling of invortance
5. To feel usefiirArkOieving-er accomplishing your individual

goals '1
6.. To be around otber people
7. To ,have a feeling of being secutre by preparing for the future
8. To make a 'contribution to society.

Filmstrip and cassette: RV32- - Jobl Attitudes: Why '14ork At

(approx. 10 'min. )

Self-appraisal Oi occipational interest are4

A. Individuals' self-expressed ratings
1 . Hi gh i nterest
2. Average interest
3. Low interest

I

<1,

.

o

1.

1
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-Work Sheet: Individual;Interests in Otcupational hfteas
1. Outdoor:. Enjoys' working outside, often wit.41 plant or anima4
62. Mechanical: Enjoyi working wtth riachipes and tools 1:
3. COmputational:. Enjoys addlhg and subtracting numbers'
4. 5cfehtific: Enjoys dealing With and solving problems and dis-

covering new facts
5.' Persuasive: injoys meeting and dealinwith people andselling2 Ojects

.

6.. Artistit: Enjoyi doing creative work with hands that 4n.volves .*
desjgn, color, and mateiials-

P.
7..Literary:. Enjoys reading and writing.. A

. 8. Mus.ical:. .Enjoys playing an instrument Or singing-
I?, Socia4 Service:

. Enjoys helping other people
O. 'Clerical! Enjoys precise and accurate bffiegilwork,.'
Discuss Wividnal ratings , ACBriefly cons,ider somejohs which could.fOlfill selli-expressed.ratings
(See Kucter Preference Record -administrator's Manual). .

.

1 0

.

e

Mater4als:'

Work. Sheet: Why People Work
2. Filmitrip and cassette:-,RV32 -.Job Attifudes: Why Work At pal approx.10 mi n . )

.

3. WO< Sheet: Individual Interests- in Occupational Areas
4; Transpauency: Individual Interests in Occupational Areis
5. Transparency: Reasons Why. People Work '

9.
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Job Readiness Training Program Name: .

Work Sheet . -)

Leston 1 ..
. . 4 %

Why People: Work.

Please list as manisreasons as you can why people work.

-

1.

2.

3.

4
40*

5

6.

8..

9.

10.

11.

6 Nv. 6..

4

or

-

4

a.

+

12. ,/

1i.-
7

14.

r .

.

15.

11
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Job Readiness training Progralii Name:
Work Sheet Lesson 1

si

.

Individual Interbsts in Occupational Areas

Pleape circle high intertst, average intereit, or 'MN interest to indicate how' r
much.you like _each of the following 10 occupational inteimeit areas.

., .

1. .Ouildoor.:: Enjoys .vioking outside, oft& with pilant.s or animals..
. . z

High Inter:estk . - i\yerage Interest Low -Interest .....,
. 2. Mechanical: t4joys working With machines and tools

.. .

High Interest ,_ Average Intei.est Low Imterest.

Compytationale: Enjoys adding andsubtracting humbers.

High Interest Average Interest Low Interest

4. Scientific: Enjoys 'dealing with- and solving problems and discovering
new facts.

High Interest . Average'Interest Low Interest

Persuasive: Enjoys meefing.and tteafing with people and selling objects.

High Interest Average 'Interest . Low Interest*

6. 'ArtiStic; Enjoys doing creative work with hands that involves design,
color, and materials.

H4-ghinterest

Literary: Enjoys readi40 and writing.

' Hi gh Interest Average Interest

4.

*Low' Interest

8. Musical: .Enjoys playing an instrument or singing.
\

High Interest Average Interest tLow Interest\
Social Service: Enjoys helping other people.

High Interest Average Interest Low Interest

10. Clerical,: Enjoys precise and accurate office work.

High Interest Average Intereit Low Interest

Note: Individual Interests ip Occupatibnal Areas adapted from Ku6er, G. F.,Kuder Preference record - Administrator's manual. 'Chicago: Science.
Research Associates, 1960

c.

1*
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Lesson 2:- How to Find the Right Job and Categories of Jobs

-1111 Objectives:

.
.

1. . To teach where to locate jobs.
..

,

2. To,teach what Ufermation should.be identifiediin.want ads. %

3. To teach utilization of the classified section df a telephone directory..

4. A Jtkach an awarenéss of lob categories. '

Outlinef
.

I2* Mview,the importance of finding the rigtjt job, MotionftPicture: MP31'-

'YOUR JOB: FINDING THE RIGHT'ONE (12.50mn.)

If. Work Sheet: How to Find-asJob

A. Individuals record where to-find jobs

B. Group, discussion

C. Information Sheet: Where to Locate4,JpOs'
,

I. Help wanted ads in newspapers

2. Telephone directories (yellow pages) .

3. Friends or relatives

4. Local community organizations
a. Chamber of commerce .

b.. Better business association .

c. Interdenominational church council

5. State employment service .

6. Private employment agencies

7. Better business bureau

B. business.establishments
a. Signs in windows

-

b., Some factories have help wanted billboards orfloulletin

oa
9. Industrial directories

10. Observe construction areas

11. Civil service announcements (usually located in Post Offices)*

12. School ahd college placement §ervices

.Professidnal staff members in rehabilitation facilities

14.- Vocational teachers .

- 15. Rehabilitation counselors
Filmstrip and cassette: RV12 - #4 THE WORLDOF WORK ;Finding the

job (approx. 10 min.) -

E. rcimine want ads in_a daily newspaper

.

1. Brief group discussion of what a want actshould tell a job seeker

/P.' 2. Information Sheet: Look for this.Information in' Want Ads

a" Type of job 9r natu're of work

b. WOrking hours (shift)
,

c. Required work experience .

d. Required level of training

e. .Salary and frequency of payment

f Required personal equipment or material

3. Information Sheet: A Help-Wanted Ad Publiihed-in the "Anniston

Daily News"
Use.classified section (yellow pages) in telephone directory

II,

.0

r-

13 I
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III. Categories of Jobs

A.A Unskilled
; B. Semi-skil40

C. Skilled RV
D. .Professional

_

S.

41.

4

V. Give-individuals a Gordon Occupational Check List for compTetion at hbme
A, Improve in.dividtials' odcupatfonal awareness 4

'B. Help match individuali with an occppation
C. Help match individuqls with sets or clu$ters of occupations

.
.

3Materials:. . j
. ,

,
.2 (

. ,. . .
< I. Motion picture: MR31,- vull. SOB: FINDING THE RIGHT ONE (12.5 min.)

,2: Filmstrip and cassdtta: RVI2 - #4 THE/WORLD OF 14ORK - Finding_ the Jot
(approx, 10 min.) - .

3. Work Sheet: How to Find a Job .

4. Information Sheet; Where to Locate Jobs
5. Transparency: Where to Locate .Jobs

.6. Inforration Sheet:-ILook for this InfoOmation in Want Adi
7. Transparency: Look"for this Information in Want Ads
8. Gordon Occupational Check List

-
. 9. InfomWon Sheet: A. Help-Wanted Ad Published in the "Anniston Daily News"

10.- Transparency: A Help-Wanted Ad Published in the "Aonistow.Daily News"

4-

^

I.

4

S.



Job Readiness Training Firogram

sikWork Sheet` ,

411
e..

.

. . 6

How would you find a job? Where would you look for a jobT Who,would ypu ask

----about getting a job? . . ,. ° , e.
,7-1 ,

....----, .
,

Please write dowii a:s many answers a you dan. 4L

.
. ,

.. ..

Name:
Lessoo 2

How to Pind a dot)
e

r

.

a

1.

2.

3.

*4.4.

5.

6.

7.

.8.

9.

vs

A

411.

......,M.,. 11,1. . l -. 2.- At
40. ,,-,

1?.

14.

1.

A
a
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Jo Readiness Trainin rogram Name:
Information Sheet

Lesson 2
h

' Where to Locate Jobs

1. .1.1elpawantéd ids in newspapers

2. T41ephone directories (yellow pagei

3, ,friends or relative's
%

4 l'tocal community organizationic.

a. Chamber of commerce

Jb. Better business association

c. Interdenominational church-council

State. employment service .1

Private employment agencies

Better businesds burear

Business esablishments

a. Signs in windows

S.

$

b. Some factories have help wanted billboards or bulletin boards locatedOutside

.

10. Observe construction areas

11. Civil service announcements (usually located in Post, Office)

12.' School and college placemeilt'services

13. Protess4onal staff itembers in rehabilitation facilities

14. Vocational teachers -.

15. Rehabilitation counselor's4

S.

a
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JOb Readineks Training Program
Inforo*tion Sheet

vas

1. Type of job. oi% naturiet 9f work.

2. Wqrking houri (shift)

3. Reqkiired work experience

Requireld 4evel of trainin
C.

5. Sa:lary and frequency of paymen

a - ...

6. Required personal -equipment or materii,l,

a

s

.

;

al!

Vos

_

3.7 2i

r.
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Job Readines's Training Program .Name:
. Information Sheet' Lessons 2 & 6

.111
4

. . 4

A Help:-Wanted Ad Published in.the "Ann-is Daily News"...-:
-

,..
._

4

.

7.

<

,

MACHINIST --GRINDER
ir.

Plenty of joorfor Advancement-
*

. , ....if - - - - .. ,4;
I-.... i

'

Openings for 8worlegrs ofer 18. Prefer.
- individuals..with\previous work expertence

in industrial opelrations. However, if you
haVe abil ity and. des i re to. learh , our
company is willing to train you. First
and second shift workers are nteded. Be-
ginning sal4ry is ,S265/hr. with a raise .t.

°,afteria -six mooth Vri'al period. If inter-.,ested,Please contact.: .

5.

Mr. Oennis Testtlowski
Personnel Manager
National AluminueCompany, Inc.
216 Petrie Avenue

'Anniston, Alabama 36201

.14

vir

.... . .. . ..

I.

S.

An, Equal Opportunity Employr

,

18

4.

S.

.40

%.
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Lesson Self-Exprewd

Objectives:

"

iA and 'Attltudes for Specific Jobs

1: To identify spee,tfic jobs which cainelde
2. To -assist individuals.--in exploring and, ex

jobs.

Outl ine:

re's

'expressed interests.
attitudes toward specific P

,.t.
-"...1"4.,

IrReview how to fix41 a job, Mi5tiofi Picture: MP32

IT(13.5 4n.). *
VO JOB:: APPLYING: POR

II. Help indi yiduals complete the Gordah-Oceu at anal Check

A. Group.discusi.ion of individUal. responses..

:B. Infomation Sheet: Occu atiOnal terestAr
tional Check 4..ist" (interpreting

1. Business 48 items
e 4 . Clerical (Misc..) .

b. Clerical Contact .

c. Clerical --Computational

d. Cl eri cal -'Persasive .

e. Sales
f. Mariagerial
outdoor - 24 items
a. Farming
b. Outdoor (Misc..) ....

.
..

c Risk-Taking
Arts ,? 24 items e

a. Design

responses

r
. . 1 8

. . . ... 41-48
81-88

. 4. . . . ... . 121-128
161-168

. . 201-208

ist

s Occu a-

,
. . . . . 49-56,)
4 . . 89-96

. 129-136

9-16

1
.0,4

I

00..

c. Entertain nt .

Technology - 6 items
4. Food Products . . ., ... . .

b. TextildProduc,ts
Metal Work

d. petal Work (Misc.) . ... . . .

e. 'Electridal
f. Mechanical -Repair
g. -Constructipn ... ... .`

h. Construction-. . . . .

i. Chemical Products
j. 'KO Manual . ..
k. Technology (Misc )
1. Medical - Dental ..... . ......... .

5. Service - 48 items

a. Service (Misc.) 33-40 ...;°

, b. Personal Service . 73-80

c. Trangportation
113-120

d. Protective Services 153,-160

- 209-216

. 0 17-24
25-32

. 1 65-72
97-104

105-112
. . . . . . 137-144

. . . . . p 145-152
177-184

. $ . 185-192
217-224

OO :

225-232

e. Social Service
f. Instructional St f

193-200
233--240 -

Note: Outliine-II, B; 1-5 adapted from the Gordon Occupational:Check List and
reproducedsby permission. CoPyright © 1967;1963, 1961 by Harcourt

Brace Jovanovich, .Inc. All rights reserved.

19 A
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4

III. 10e1lenbruch t, Job Attitude Analysis

A. -Verbal adminiStratiOn in class or.answer as-take home questionnaire
B: Identify feelings about job4

Very*desirable
2. Nel4tral

.t
413. Vel'y undesirable
Iroup discussion

.v D. Review.individual responses'-
. .

; .

- Materials:

's

.

2.' Go on Occupaponal thick List. . ..

1. 41)32 - YOUR JOB: APPLYING' FOR IT (13 ,114iii.).

3. elI nbruch's Job Attitude Analysi
.

, ..=
). .'4,r.--' Information sheet: .Occupational Interest Areas on "Gordon Occupational 'tCheck List"

x

5. Transparency: Occupaitonal. Int rest Areas on-"Gordon Occupational Cht
List"

6 jranspirency: Table 7 - Job les and:DOT Codes for Check List ItemS
% (Taken from Gordon Occupational Cheek'Lfst Manual)

..,

11.

-1 .

Note: Materials - Items 4, 5 & 6 addpted from the Gordon OccupatIonai Check
List and reproduced by permission. Comighte41967, 1963, 1961 by
Harcourt. Brace Jovanovich, Iric. Alt-rights reseved.

20.

%Or :

20
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Job Readinpss TrainingProgram
..Information Sheet

4

N

.0qupationa4 Interest Areas on
'Gordon Occupational Check List"'

Name:
Lessop 3

Business k,48 items°
cs1a. Clerical (Misc.)

1C1erical Contict
c. Clerical -, Computational
d. Clerical - ?ersuasive
e. Sales . . .
f. Managerial

Outdoor - 24 thms'

V
IMO

a. Farming . . > .
b. Outdoper(Mi

.c. RiSk-Taking
410 4

Arts -. 24 items

Design . .

b.. Arts :(Misc.) .
c. Entertainment .

i4),. \
s' ,e., , :I, Ili i. ***

"0 ****** , 6,11,4

. ..` . *** -. . * ...... '44411t
I,

1

. )1 . 14. i,

.: .. # ... ... . . .ft'ft

11

49-56

4.

Technology ,- 96. items

Textile Products .-. I
r,t. . Metal Work . . ... ... , 4

.d. ,.itital Work tgisc.)1.
e. Electrical . ..f. . ,,: ...4
f. . Mechanical Repair . e

.
. . 04114 A

.

aa.

...
Constructioi' \ t . ... .e. .

Construction . ... . , ,."1emical Products . . , ... \
.
/ , I

ine Manual .,.. ., . .. .. ,.)., fTechnology (Misc.) . . i.
1. 14(xlical - Dental i

f .
t

41

1 .
Service - 48 items ,t,k4

a. Service (Misc.) r
b. Personal, Service,. . . . a .

c. Transportatton . . 1'. . 6.7.

d.. Protective*Services. . .'.

e. Social Selgvice bill.
f.m Instructional . . .... . .

:. ... ....... 7..g,

... .. . , 65-72
.... . . . :5. :, p. .N97--,104

. 1. .. -* ... ., 105-112
. . .. 137.-144

. ,145:1.5
,..

.

. . . 1178751

. -217-224'
225-232

,

1-

-

r. 33-49
73-80

113-120.
153-160 1,

193-200
233-240

-
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',Leson 4 Personal. Resume' -/

Objectives:

I.

1. To eicplain whit infOnpatfog is In 1
2. To exPlain why, .a nesuipe ts -impor
I. , To teach IlOwti4Lyflie a resume..,

. :..._ i:.:-,...
....1 - .

Dull ine::
V - ,, .- -,.,_ ..

1.. Pers al Pa
e 1

....spme ,-, . . ,- i

I 4'

.110d a resume.
.

.11 1-

A. Definition: \The gatheririg of inYormation about.amindivigival's
personal , educational , trainIng,%4nd. work backgro'und slanted:toward
a .specific-j.ob which is being_ sought

B. -.Present all inforMation you waht the employer, to know
1. identification

"41a. Name,
b.° Addregs

; "c. Social Security 'Number
d. Telephone number
Personal background
a. Age
b. ,Date of birth

A C: . Place of birth
, d. Hei ght t

, e`. Weight ,.
, f. Health (medical aspbcts

mari,..40 .status...-.. ;4.

,.. - h. -Depe6dents. . P i. MilitaTy status
3. Vocational obje1ctive

a. Position wanted - '
b. 1 Type of work you .woül d l i ke

4., Educatioh
. .. a. College

b. ',Vocational or technical school
c: High school
d. junior high; school'.
e:.:, Elemerftary school
f. General Equivalency piploma GED) Certificate

.
5.. Work experience

, .. . 4;/ 6. References v
C. Purpose of having' a resume , ., 1. To have necessary:information when filling- out an application .../

, . form . ...
. ..

*

-

enable you to get an interview a

3. To enable you to better present yourself during a4-1 interifiew
To leave 'important information with an employer after an interview
To send to an employer after an interview ci'

D. Quality of a resume , .., .,
:.

.1. A good resume Makes-a gbod impression 4 ."
, a. Use-correbt grammar .

4 -. b. Spell cOrrectly ,' . : 't

c... Type or neatlyi Print_ in ink ..

-$/
22. .26 .

A



2. A bad resume seriously reduces your chances of being flired
E. Work Sheet: Personal Resume

, F. Inf6rmation'Sheet: ample Personal Resume
I L.

II.. Brief introduction of an appliCatjon. form
..

. .
, ., A. Required information on an application can show the importance of

-.having a rgsume _

9.° B. Point out categorical simi l ari ties ,
Materials: - .

.

. .
1. Work Sheet: Personal fiesume
2. Transparen6y:- Personal Resume.
1. Information Sheet:\ Sample Personal Res`ume
4. Transparency: Sample Personal Resume

nkr..

I.

0,.

v,

1 5

.
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Job ReadidesS Training
, Work Sheet

.*!

IDENTIFICATION,:

Name:
Address:
Social Secuilty Number;
Telephone Number:

PERSONAL BACKGROD:

Place of Birth:
Height:
H lth:

al Status:
. Mi ary. Status:

rogram 'Name:

-LeSson 4

Personal Resume

C..

Date

4eight:
si

Dependents:

* VOCATIONAL OBJECTIVE:
C.

Position Wanted:
Type of Work I Would Like To Be'toing Ten Years From Naw:

. H.3-
EDUCATION:

,

College:

Mole:
Address:
City & State:.
Major Area of Study:

4

Year Graduated:
Degree Received:

Vocational or Technical School:

Name:
Address:
City & State:
Skill Area Studied:

High Schobl:

Years Completed:

,e Did.you complete the progi.am?
Hours of Training:

Name:
Address: OF ..

YeaeGraduated: .

Grade Completed:
'City & ,Stater

Areas of Concentration: ek

le

24

2 '8



L

.If

,

you did not graduate from high school, have you received a GED (General

Equivalency Diploma) Certificate? Yes No I-

If,you quit high school before graduating, please explain why.

Junior High. School;
,

Name: Yeah Graduated:

Address:.
.

. Last Grade Co jetedi, .

City & StateL_ ,

flementarli School:

Name: .,
. Year Graduated:

Address: .

'City. & State:
.

.

WORK EXPERIENCE: Begin with yout most recent job.)

, Name of Employer:
Address:

,

Street City. State Zip,Code

, 'Dates Employed -.From: . To: /
Job Title (Position): .

.Rate of Pay: ,

Reason for Leal/16g:
,

Last Grade Compl'eted:

..Name of Employer:

Address:
Street City o. State Zip Code

Dates Employed -.From: Td:

Job Title '(Position): .

Rate of Pay: ,,

4

Duties Performed:
,

Reason for Leaving:

Name of Emplwir:
Address:

Street `City State Zip Code

To':Dates Employed - From:
Job Title (Position):
Rate of Pay:
OutiesePerformed:

Reason for Leacting:

25



4

.. REFERENCES:

Name:
First Middle

..Apdress:
'

.

it

Street City State ./ Zip Code
Telephone Number: . Position:
Where,Employed: . .

."..
4111

Last

Name:
First

Addrtss:
Street

Telephone Num4r:
Where Employed:

Name:

Middle Last

City
Position:

State Zip Code

Fiftt
Address:

Middle

treet ity State
Telephone Number: Position:.

Where Employed:

Last

ip Co

4.,

2

3
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'Job Readiness Trainitg Program
Information Sheet I.

Nime:
Lesson"4

Sample Oersónal Resume

Top of Pa e

c.

IDENTIFICATION:

Name:

Address:

Social Security Numlier:,

Telephone Numbell.: ,1

PERSONAL REUME

James Worker,

, 1234 Main Street
Anniston, Alabpme 36201

123-45-6789

(205) 237-1977

.

PERSONAL BACKGROUND:

Age: 30

Date of Birth: march 12, 1947 .

Place of Birthz Birminghk Alabama

Height: 5' 10"
k

Weight: 165 lbs.
- ,

Healith: Good

Marital Status: Married

'Dependents: . Four

Military Status: None

VOCATIONAL OBJECTIVE:

Position Wanted: Machinist-Grinder

27.

Si
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Type-of, Work I Would Like To Be Doing

Ten years from now J would like
, in a.mathine-shop.

EDUCATION: s'

TECHNICAL SCHOOL:

Certificate:

\

School:
L

Dates

HIGH SCHOOL:

)Diploma":

. Concentrations:

School:

en Yeak From Now:

o. be a Tool And Die Maker or a Foreman

780 Hour Machistyrogram

Knoxviierechnical School
4321 N. Brown Boulevard
Knoxville, TenneSsee 37900

June, 1970. - November,. 1970

Completeq tenth grade in 1963

/ Mechanical Drawing, Machine Shop,
" . and Science .

Ensley High School
, 9521 Lesnik Lane

Birmingham, Alabama 35203

S.

WORK EXPERIENCE:

Opportunity Center
217 West 13th Street
Anniston, Alabama 36201

From: January, 1975 to present
Duties: Valve-Asembler.

American Tool and Die Company
3628 S. Freeman Road '

Knoxville, Tennessee 37900

From: August, 1970 to Julyv, 1974
'Duties: Assistaht Tool and Die.Maker

Acme Die. Casting Company
1456 S. Helm Avenue
Knoxville, Tennessee 37900 ,

From: March, 1964 to May, 1970
Duties: Laborer in Foundry

28
e`
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t

REFERENCES':

Name:
Address:

Telephone:,

Rosition:

Name:
Address:

Telephone:
Position:

Name:
Address:

Telephone:
Position: .

c

t..

Cr]S Lawrenz
36 4 ,Wustum Avenue ,

An iston Al abama 36201
237-9136
Minister
Calvary Baptist 'Church

Robert A.'Barofsky
3328 Cudahey Road
Knoxville, Tennessee 37900
(629) 341-1800
Foreman
American Tool, and Die. Company'

Will N.: Wilson

1642 S. Melanie Road
Anniston, Alabama 36201
231-1911
9hop For
Opporturn y Center

ProIP

a.

a.

c



Lesson 5 Completing an Application for Employment

Objectives:

Ta teach how to respond to an application for employment.
-2. To explain how to evaluate an application after it has been tilled out.'

Outling:

- I. Job AppliCation. Form k

A. Information Sheet: Important,Points-to Remember when Completing an
AppficatioR for EnplOyment
I. Read instructions carefully and follow-them
2. Either print or write, but do not alternate (instructions usualby

state to primt)
3. Where signature is required, this means "write"
4. Use a typewriter if it is possible
5. Do not use any color'besides blue or black when using an ink pen

6. Completely answer'questions as honestly-as possible

. 7. Put the word "None" ifoa question does not apply
8. Have three good referefices

a. People who will represent you and speak well of you*

I.) Achievements
2. Abilities
3. Personal backgroynd
4. Character '

. 6. Experience - t

7.) Training
b. Get permission from people before using them is references

c. Acceptable references
I.) Church - pastor, minister, or priest
2.) School -teachers, principal, or counselar
3.) Proessionals - doctor, lawyer, or.dentist
4.) Previous employdr
5.) Friend of family

d. People who should not be used as. references
1.) Relatives.

2.) Friends your own age (mainly if they are young and ha4
not had much previous work-experience)

'6 Information required for references
I.) Complete naMe
2.) Complete address (include zip code)
3.) Telephone number (include area code if different than

potential employer's)

.

4 ) Occuption
9. Spell coreectly

10. Helpful Riscellaneous informaiion for completing an application

a. Resume
b.. Social security card
c. Birth certificate
d. Driver's license
e. Military records
f. Training certificates

30
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Information Sheet: Self-Evaluating You.r epplication for Employment
1. Did I follow ins;tructions on theeplication form?

-2. Are my responses neatly Written? 1-

3. Do mg responses say what I want them to say? .

4. Is my graMmar, spelling, and punctuation correct?
5. Did I clearly present my qualifications? f

6. Did I give accurate dates?
7. Did I give references who know some details about my background?

a. Personal background
b. Education .

c. Work experience
d, Training

Jinterests (hobbies)'
f. Personality (character)
Di'd people I specified as references give me permission io use
their names? #

-

9. Upon completing the application for dhployment, did I carefully
read all ntaponses to see if there were any errors or omissions?

Application:for Employment'

00,

J

"II. Work' Sheet:

Materi al s :

1..-Information Sheet: Important Points to RémeMber when Completing an Appli- .
Cation for Employment 4

Completing an Application2. Transparency: Important,Poifts to'Remember when
for Emplument

3. Information.Sheet: Self7Evaluatin 'Your lication
. ransparency:. va ua ina tour pp Ice

5. Work Sheet.: Application forsEllorent
6, Transparency: Applfcapon for mp oyment

6
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Job ReadiAss Training Program Name':

Information Sheet . Lesson 5.

I

.

Importaht Points to Remember when Completing
an Application for,,Employment

1. Read instructiOns carefully anI. follow them
2. Either print or write, but d6 Yot alternate (instructions usUallpstate tO

print)
3. Where stgnature is required, this means "write'
4. Use a-typewritqr.if it is pntible,
5. Do not use any, color besidesIblue or black-when using an i k. pen

6. Completely answerdquestions as honestly as pcitsible
7. Put )the word "None' if a question does nOtopply
8. Have three good references

a. People who will represent you and speak well erf you ,A
1.) AchleveMents , 4,

2'.) Abilities

..3) Personal background
j

4.) Character
) 5.) Education

6.7) Experience
.

,

.
,

Training , 41

Get permission from people before using them as-references
c. Acceptable references

1.)' Church - pastor, minister, or priest
2.) School - teachers rinci a or c u
3.)--PF5 essiona s - octor, awyer, or dentist.
C.) Previous employer
5.) Friend of. family
People whO should not be used as references
1.) 'Relatives
2.) Friends your own age (mainly,if they are young and have not had

much previous work experiencb)
e. Information required for references

1.) Complete name p

2.) Complete address (include zip code)
3.) Telephone number (include area code if different than potential

employer' s )

4.) Occupation
9. Spell correctly

10. Helpful miscellaneous information for completing an application
a. Resume

4.

b. Social security card
c% Birth certificate
d. Driver's license
e. Military records
f. Training certificates

4
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Job Readine$sTraining Proghm
* Information. Sheet

Name:
Lesson 5

Self-Evaluating'Your.Application for Employment

1. Did I follow instructions on the application form?

2. Are my sesponses neiltly written? ,

Do my-presponsest 'say what I want them to say?

4. Is my grammar, spelWog, ,and pubctuation cOigrect?

5. Did f clearly present my qualtfjcations?
-.

, 1

6. Did i give accurate dates?
,

7.- Did I gtve references who know some detail.s about my background?

.a. Persona background.

b. Education

c. Work:experience-.

e. Interests (hobbies)'
1;

f. Personality (charactOr)

Did people I specified as *-eferences give me permission to use their

liames?
ur

Upon completing the application for employment:did I carefully 1.10 all
-responses to see if there Were any errors-or omissions?

33
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Job Readineis Training Program
Work&Sheet

Name:
. LessonikS

t V

APPLICATION fOR EMPLOYMENT

1^

Directionv Answer quelstions completely and accurately. Write the word
slone" if a question does not pertain to you. .Please print
'all responses, unless.asked to do otherwise.

Personal Data:.
( ,

Name:
. , Last First ./: Middle

Address:
- Street City State Zip Code

Telephone No4.:
,

Age: Date of Birth:
Mo.. Day Yr.-,

.- Marital Status: Single Married Viidowed Divoited
Separated

Number of Dependents:
U.S. Citizen: Yes No

0 Height: Weight: Social Security No.

. groun n ormation

Do you have e driver's license? Yes No
i

.

Can you be bonded? Yes ,,- No i

Have you ever been arrested? Yes4 No
If yes, pleaie explain:

Were you in the military service? Yes ___.No
If yes, what type of discharge did you receir

Rate your general health: Good Fair Poor
Rateyour vision:, Good Fair Poor

- Rate your'hearing: Good----. Fair Poor .

Dot gyou have any disaiTties, handicaps, or diseaset? Yes No If

yes, pleaselexplain: ,

,

,

\Have you ever' received treatment for an emotional condition? Yes No

\If yes, please explain: .

Have you ever received Workman's Compensation? Yes No Number of
days qbsent from work last year.(If unemployed, number of days you think you
would have missed.) Days,

1



Educational Begkground:

Elementary Sc o :

Name: .

,Address:

City g State:

\Year Graduated:
Las %Irade 'Completed:

r,.

414

Junior High Schoo

Name:

Address:
City & State:

\ High Schobl:

Name:
, Address:
' City &-State:

. Areas of concentrat

: '

Yeati Graduated:

Last Grad& Compl4ted:

Year Graduated: e

Gritde Completed:

. . t
1,7 ,

If you djd not.graduhe from high school, have you 'receivea a GED 'Speneeal
, Equivalency Diploma)\,Certificate? Yak No . I,

..

41e-kVA.4 v4

If you quit high schohl hefore graduating please explain 4hy.
,

3: I

3.

Nocational or Technica School:

:Name.
.

'4 Did you Complete the program? *4
..i

, Address: ' Hours' of Training:
, tity. & State:

t*All Area Studied:

i

;College:
.p

ilboe: .

'Address:.

City & Sta e:

S. r

Year Gra ated:
. Degree Rec

Major Area .of Study.
4 Ye s Comp e :

-4tr
a.

.

i;=



A-\
Work Egerience: (Begin with yoth: MOst recent job.)

L'fa, 3

Name of Emp1Oy4rt
Address.:

. Strget
Dates Employed.- From:
Job Title (Position):
Rate of Pay:

'Duties Performed:

'Reason forLeaving:

';
a' .

kAr

c
x.14,

Ctty St$te
1Q; -

-`

'Zip. Code-
0

4

-4, 7

NaMe of Employer,:
Address:

S. Street. -

Dates Emp oyed -, From:
Job Title (Position):
Rate of\ Pay:

'1?uties Perfonned:*
.a)

.

r
City .1' State-

, .
S.

1.
1.)p,4ode.

,

,

Reason for Leaving:
4

Address:
Street

Dates bnployed - 'From:
Job Title (Position):'
Rate of Pay:
Duties Performed:

46

ty State
T

Zip Code

Reason for Leaving:

A .

Type of: Work Wanted.: ,

.. First Chaice-:
t

Second ,Choice:
C

a .

r.+1

04

X.

!)

x

36
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*h.

t

..

-References:

Directions: Pertonts listed as.references should have known yOu for at least
one year or'more. Do not includevrelatives,

4
Name: .

Last .. First 'Middle -

Address: ,

Street .
: City , State Zip Code;

Telephone Number: ,
, Position: . .

Where Emplpyed;

.

Name.:

Last s .First Middle
Address:

street . City -State Zip Code
. Telephone Number!, Position:

Where Employed: .

Name: ... ..

,

' Last .First. 'Middle
Addregt: -,

, .

.
. .; Street City State bp Code

Telephone Number: Position:a
Where Employed:

,

.

Iv

To the bestof my knowledge, I swear that all informatton preSented in this
application fdr employment i`S accurate and truthful. I hereby authorize.this
company to verify any, or all of-the above information. I understand.that pre-
sentation of inaopurate information-Can result in my nqbeing hired orin my
release after being hired. I also understand that all new employets,must

tt successfully complete a written examination and a physical examinatHon`before
being hired.

..
,

,

Signature: , , Date:
. , .

4

0

4r .4,
-4114.-

..*:r

a

a

37
4

.;



6.
Lesson 6 20 Ablication for Employment, Writing.an AliOlication Letter, and

h Employment Examinations

Objectives: .

1. Tq'teach how to write a letter orapplication for embloyment.
2. To teach helpful hints about taking employment examinations.

.

Outl ine: e . .

,
4.

. I. Review "Application for Employment,",Filmstrip and Cassette: RV12

#5 INE WORLD OF WORK - Getting the Job (approx. 20.min.)

II. COntinue completion ofsapplication fov5employment.

III. Information Sheet: Letters of Application for Employment
.

A. Important points to remember whdn completing a letter of application
1. Leave proper margjns on both sides,of-letter
2. Bdgin letter approximately two inefrom top of page,
3. Place your address in upper right band corndr of letter.

4. Date letter with'today's date . ,

5. Leave space between-date and company address
6. Person (or job title) and'company are first items which appear

on left side of page
7. Leave space after corttpfiny address and salutation

8. Use zip codes in addresses ,?

9. Use proper salutation
a. Dear Mr. Tesolowski:
.b. Dear Sir:
c. Gentlethen:

10. Use a colon (:) after salutat4on
11. Each paragraph should represent a separate idea

12. Leave a space between paragraphs -

13. Use a proper closing
- a. Sincerely,

, b. Yours truly,
14. leave space between closing and signature
15. Place 'closing and signature in lower.right hand corner of

'letter,40ut align them with address and,date in upper right ,

hand corner
16 Neatly writp your 'name and address in Apperleft hand corner

of envelope
17. Use complete.name and address'af-company Mid§ written on letter

and envelope
18. Neatly write and properly space company name and address on

envelope
19. General appearance qf a letter of application, including hand-

Writing, spelling, and grammar, spould impress a potential.
employer .

B. Infonnation Sheet: A Help:Wanted Ad Published in the "Anniston

Daily Nerisi,' (See Lesson 2)
C. Information Sheet: Sample Letter of Application for Emplgment

14

t

a
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IV. Information Sheet: Helpful Hints for Employment Examinations

A. Complete required identifying information
B. Carefully read directions
C. Be aware of time limit (if required).

D. Rapidly observe test questions to determine which are most difficult

E. Calculate approximately how much .time can be spent on each question

.F. Carefully read every Auestion which you attempt to answer .

G. Leave difficult questions which you cannot answer and return to them

after completing other questions
H. Try to relax
I. Remember that your best 'effOrt is all that anyone can ask of you

I.

Materials:

1, Filmstrip and cassette: RV12 - #5 - THE WORLD OF WORK. - Getting the Job-

(approx.. 20 min./

2. Information Sheet: Letters_ of Application for Employment .

3. Transparency: Letters of Application for Emplorent
4. Information Sheet: A Help-Wanted AdiPublished in the "Anniiton Daily

News" (Sep Lesson 2) T
5. Tiiiisparency:. A Help-Wanted Ad Publish4d in tha "Anniston Daily News"

(See Lesson 2)
6. Information Sheet: Sample Letter ofApplication for-Employliient

7. Transparency: Sample Letter of Application for Emplo/ment

8. Information Sheet: 'Addressing the Envelope When Writing a Letter of

Application for_Employment
9, Transpareticy: , Addressing:the Envelope When Writing a Letter of Applica-

. tion for Employment. -.
10. InfOnation Sheet: Helpful Aints for Empl/oyment Examinations

til. ,Transparency: Helpful Hints for Employment Examinations

Ni

4
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3ob Readiness Traiping Program
Information 5heet

Name:

Lesson 6

Letters of Application for Employment

Leave proper margins on both sides"of letter.

2. Begin letter approximately two inches from top of page.

3. Place your address in upper right hand corner of letter.

4. Date letter with today's.date.

5. Leave space between date and_company address.

6. Persbn (or job title) and company are firsi items which appear on left
side of page.

7. ,Leave space after company address and salutation.

8. Use zip codes in addresses.

9. Use proOer salutation.

a. Dear Mr. Tesolowski:
b. . Dear Sir:
C. Ge tlemen:

10.:Use.a olon (:) after salutation.

c

11. Each paragraph should represent a separate idea.

-.12. Leave a space between paragraphs.

13: Use a proper closing.
t

a. Sincerely,
b. Yours truly,

14.. Leave space betweentclosilig and signature.

15: Place closing and signature in lower right hand corner of'letter, but
align them with.address and date in upper right hand cornet..

#

16. Neatly write your name and address in upper left hand corner of envelope..
°

17. Use complete name and address of company betng written on letter and
envelope.

18. Neatly write and properly space company name and address on envelope.,

19. General appearance of a letter of application, including handwriting,
.

speTlibg, and grammar, should impress a pOtential employer. .*

40'



Sob Readiness.Training Progam
Information Shee:t

Name:

Lesson0

s.

I

Sample Letter of. Application for Employment

(Top of Page)

qc

Mr. Dennis Tesolowski
PersQnnel.Manager
National Aluminum Compa1i, Inc.
216 Petrie Avende
Annis.ton, Alabama 36201

Dear Mi". TesoloWski:

This letter
the Annist

t I
4

1234 Mai; Street
Anniston, Alabama 36201
May 16, 1977

in reference to the Machinist-Grinder position advertised in
ily News on May 159,1977.

I completed.tenth grade,which included two years of industrial education, at

Ensley High School, Birmingham; Alabama in 1963. I received a Certificate for

completim a 26 week (780 hour) machinists program at Knoxville Technical .

School, Knoxville, Tennessee in 1969.

I worked as a laborer for six years at Acme Die Casting in Knoxville. I. have

also worked as an Assistant Tool and Die Maker for-four years at American Tool

and Die in Knoxville. During the past two and one-half years I have-received
on-the-job training and worked as a valve astembler at the Opportunity Center

Anniston. Mr. Will Wilson, Shop Foreman at the-Opportunity Center, is'

presently by immediate supervisor. He has kindly permitted me to.Use his-.

name as a reference.

I afil available for immediate employmeni. Overtime work, including Saturday,

will be, welcomed.



I shall be happy to furnish you with further details about my personal back-
ground, education, work experience, and other references. I feel confident
that I amCcapable of performingthe quality of work required by your company.
I. would be pleased to come in for an inteVview,anytime at your1 convenience.
You may call me at 237-1977 Inytime after 3:30 p.m. on weekdays or anytime on
weekends.

Thank .you for your consideration in this matter. //

o

-

Sincerebt,

James Woker

S.

4ig
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Job Readiness Training Program
Information Sheet

Name!

Lesson 6

Addressing the Envelope When Writin% a
Letter Of Aptlication fbr EmPloyment

.James Worker
.1234 Main Street

Anniston, Alabama 36201

4.

4

Mr. tennis Tesolowskt
Personnel Manager
National Alumdnum Company, Inc.
216 Petrie Avenue
Annistonl,Alabama 36201

Th

a .

4
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Job Readiness Training Progrard
Informition Sheet

Nante:

Lesson 6
Ile

S.

Helpful Hints for Employment Examinations

1. Complete required identifying ,information.

2. Carefully-reatidrfetrions.

3. Be aware of time limit (if required).

e-

4. Rapidly observe test questions to .determine which are most difficult.

5.. Calcilate approximately how much time can be spent on each question.

6. Caréfully read every question which you attempt to answer.-

7. Leave difficult questions,which you carinot il'sWer and return to them affer-
completing other questions.

.

...

8 Try to rel.ax

9. Remember that your best effort il that anyone can ask of you.

. .

a.

a

r

4
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'Lesson 7 - Using the 'Telephone to Contact dh Emp,fer, and Self-Evaluating
.Your Grooming for a Job Interview

Objectives:

1. Tol teach telephone techniques used to Contact a potential employer for a.

job interview.
2. To. provide guidelines regarding the self-evaluation of indiyidual grooming

before a job interview.

Outl ine :

I. Information Sheet: Helpful Hints for Contacting a Potential Employer on
the Telephone

A. Detdrmine what you want .td say before Calling

_LB. Clearly identify yourself by giving your full name%

C. Clearly identify who you would like to talk with,(This will uSually

be a xeceptionist or secretary)
D. Speak in a cheerful and friendly voice
E. Speak in varying tones
F. Speak in an adequate loudness 4 ,

G. Speak confidently in a businesslike end cowteous manner
H.. Upon getting the person,who you want to taTk with,

1. Clearly identify yourself
2. Clearly and concisely,explain what you, are calling about

Be an attentive (good) li§tener
Unexpected interrUptions
1. Excuse yourself
2. Place the phone in a position that is as;noiseless as posiible

K. Be careful not to allow an interview to be conducted over the
telephone

7

L. Closing the conversation
- 1. Maintain the speed of your conversation' when saying 1:Good-by"

(Many people tend to hurry)
2. Maintain the loudness of your voice (Many peop,lp tend to speak

..

'quieter)

3. Say "Thank you" for dny considerationi-which have been given you
4. *Carefully place the telephone receiver and transmitter in its

holder

II. Role Playing - Using the telephone to contact a potential emOloyer for

an interview
,

III. InforMation Sheet: Job Interviews: Self-Evaluating Your Grooming

ctt take a shower or. bath? (

B. Did I wash my face?'

C. Did I brush my teeth?
D. Did I freshen.my mouth?
E. , Are my clothes clean?
F. Are my .lothes ironed or piessed?
G. Are my clothes appropriate for the interview? Too fancy or stylish?

H. Are my shoes clean and polished?
I. Is my hafr clean and.neatly styled?

45

7



J. Are my fingerhails clean and trim?
K. Do I smell clean and fmsh?

Do I appear extreme?
M. Do I. apRear pleasant and natural?
N. Do I have an appropriate amount of cosmetics and perfume on (girls)?
O Am I comfortable?
P. Is my posture good?
Q. Was I pleased after Carefully examining myself in a mirror?

ft

IV. Filrnstripl and Cassette: RVO8 - YOUR JOB INTERVIEW

A. Part I - Pre-interview preparation (approx. 10 min.)
B. -Part'II - Dress And conduct for the interview (approx. 10 min.)

Materials:

1. Information Sheet: Helpful Hints for Contacting-a Potential Employer on
the Telephone

2. Transparency: Helpful Hints for'Contacting,a'Potential EMployer on the
Telephone

3. Information Sheet: Job Interviews: Self-Evaluating Your Grooming
Transpaygncy: Job Interviews: Self-Evaluating Your Grooming

5. Filmstrip and Cassette: RVO8 - YOUR JOB INTERVIEW
,A. .Part I - Pre-interview preparation (approx. 10.min.)
B. Part LI - Dress and conduct for the interview (approx. lp min.)

A

.

4

41
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Job Readiness Training ProOam
Information Sheet

1

Name:
Lesson 7

Helpful Hints for-Contacting a Potential
Employer on the Telephone

Determine what you went to say before calling.

2. Clearly identify yourself by giving your full name.

Clearly identify who you would like to talk with. (This will usually b6

a receptionist or secretarY.)

. or
4. Speak in a cheerful and friendly voice.

5. Speak in varying tones.

Speak in an adequate loudness. .

7. Speak confidently in a businesslike and 'courteous manner.

8. Upon getting the person who you want to talk with.

a. Clearly identifyyouftelf.
b. Clearly.and concisely explain what you are calling about.

9. Be an-attentive (good) listener.

10. kexpected interfuptions.

a. Excuse yoUrself.
,v b. Place tilt phone in a position that is as noiseless as possible.

9

T1.- Be careful not to allow an intervfew fo be conducted over he telephone:

12. Closing the_conversation.

., a. Maintainrthe speed of your conversation when saying "Good-by."
(Many people tend to hurry.)

.

b. Maintain the loudness of your voice, {Many people.tend to speak
, % . .

,
quieter.) .

c., Say "Thank you" for any considerations which have been given you.

d. Carefully place the telephone receiver and trantmitter tn its holder.

41
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Job Readiness Training. Program Name:
Information Sheet Lessirs 7 & 14

-

'A) b. Interviews; Self-Evaluatinl Your Grooming

1. Did I take a shower or bath?

2. Did I.wash my face?

.'3. Did I brush. my teeth?

i freshen my Mouth?

5. Are miclothes clean? ;

6. Are my clothes ironed or pressed?
sue

7. Are my clothes appropriate for-the interview? Too fancy or stylish?

8. Are my shoes.clean and polished? :

9. is my hair clean and neatly styled?

10. Are my findernails clean and'trim?

11. Do I smell clean and fresh?

12. DID I appear eitreme?
4.

13. eto I Appleir pleasant and natural?

14. Do I have an appropriate

Am I comfortable?

16. my posture good?

unt of cosmetics and perfume on (girls)?,

i' 17. Was I pleased after carefully e mining myself in a mirror?

4

r.
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,LessOn13.- Behaviors that are Aceeptable.or7Una eqable for an IndiVidUal

-During a Jotynterview and Special ncerns of the Disabled_4

III r ,

r ,'..
,

.

: , Objettives: .

,

..*
\, !,_- i

, . . ,
/

r

1. To teach acceptable job ienterview behaviors. A

2. To teach unacceptable jo0 interview behavior.
. 3: To explain special concerns of disabled ind* iduals during'job inter-

t

Outline:
'

I. Exhibiting acceptable or unacceptable behaviors in a job intervibw

, A. Information Sheet: Job Intervielp: Exhibiting AcceptableBehmtiors
1. Be well groomed4
2. Wear appropriate clothing

a

3. Remove your hat upon entering the offite
4. Arrfve at least 10 minutes early
.5. Give your full name to the receptionist or secretary
6. Indicate your eagerness by walking briskly
7. Introduce yourself when meetipg the interviewer 0 4

8. Refer tO the interviewer by name
9. Give a firm handshake'after being offered the interviewer's hand

10. Remain standing until asked to,sit down
11. Be an alert and.attentive listener
12. Act interested
13. Speak clearly'and distinctly
14. Speak in a 'loud enoug4 voice /

,15. Maintain good posture'when standing or sitting
16. Indicate that you are interested in'the job for which you are

rapplying .

17./ Allow the interviewey; tcy..control the interview by leading the
discussion

It 18. Directly answer all questions (use good judgment if you think a
question is too personal)

19. Use correct grammar aq0 answer questions completely
20, Give accurate, honest'answers
21. Accasionally say "Yes, Sir" or "No, Sir" 4

22. Present certificates or documents when asked to verify facts
23. Speak in the best English you are capable of
24. Be courteous-
25. Maintain eye contact
26. Stress your qualifications for the job
27. Describe your disability

4,

28. Look pleasant and smile periodically.
20: Maintw, your poise
30: Act natural by beiog yoyrself
31. Maintain a relatively serious Attitude
32. Realistitally discuss wages, if the interviewer mentfons them

first
, 33. Record the date, ttne, and place to report, if asked to ret

for another.interview
. .

.

.

'

_
4

:

,
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a.

34. Exhibit p-onfidence in yourself ..) s
S

3.. Verbally?ialdicate that you:are a positive thinker%

,36.. Say "thank syqu" when the interview has ended
.,

. 37. Ask good.questions, if given the opportunity
38.. Try to-be relaxed

,.39.. Indicate that :yOu art_a kind person l

40: Stand-when the edpiciy-er.stapds after the interview has ended .

41. Give a firm handshake, if the interviewel. offers his hand'at the
end of the interview (especially if you had a handshake at the

,i- c. begjnping of the interview) .
.

42.: Leti thp illtuviewer know that you are interested in the company,
by diScussiq the services provided or products made ,

.43'. . Demonstrate to the temployer that you can functipp independently .

8. Informati.on Sheqt:. Job Interviews: 'Exhibiting Unacceptable..Behaviors .

- 1. Referring to yoyrseif as Mr. ,. Mrs, , Mi Ss , or Ms.

2. :Using 'profane larnuage , 1

3. Using slang .

. .

4. Acting like someone besides yourself ._.--.

. 5. -Exphasizing .how Much you need the. job
.

6. Bringing. A friend or relative with yoU -

7.- Inter'rupting-the interviewer
8. Jndicating that yoll are restie's by Moving about .in your chair

9; Indicating that syOU are nerVous
10. Criticizing former emp-l-byersor co-workers .7y

11:-. Being negative or critical about any subject

, 12. Discussing pers'onal; family, cizr money probiems (unless silecifi-

cally asked) .

13. ' Touching the interviewer's desk oi anything on i.t .

14. Si,tting downbefore*you have been itivited 4 -ao so ,

.15. Giving a sloppy 4:landshake. .

16., Using poor postw re. while sitting or standing:. .

17.' Acting friendlier than i's appropriate I

*18. Giving false *Answers -
.

z t
19. Giving unimportant excuses ....

.

20. Initiating a discuSsi.on, about wages, /working conditions, holiday
and vacationlepollciies; and hours of Work (unlest you have been
asked to take the job) 'I

-,21.... Slowly walking into.the interview. 1
C

22.' Expressing the idea' that you are t he most important
.23.

24.

25.

26.

-7fr
27.,

28.

29.

30.
& 31.

32.

33.
61 34.
ip

Telling jokes
Reading .personal property on the in erviewer's desk
Smoking during or right before the interview
Having the bdor of liquor on your b eath
Having Anything in your mouth
Wearing sunglasses
Not wearin§ your presciai-ptiop-teyegla ses if you rAed ihem

'Att g an intervieiv when itis ob ious that yo0 are sick
We. g emblems:or decals on your cl thing
Askigg unimportant questions 446

StreSsing disabilityyour.
Talking to anyone who enters the rogm

50.
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4.

II. 'Information Sheet:, J b Interviews: ,Special 'Coneerns of Dtsabled

.
Individuals

A: What employdrs oftek think
1,. Consider individuals' limitations, instead of their abilitiei.

.. Z. Worry about acCidents ,..,

'13

3. Worry about. rates they pay far insurance
Behaviors which didabled indivipals can exhibit durtnq the inter
view .

Discuss the dIsability -early- in the interview,Tespeciallys,
is visually abparent
a.' "Use clear, easy t9 understand terms
b. Do not use medical on pSychological j;rgon.
c. Explain your disabijity in such a way that

knows you can do the
d. Try,to describe your problem withAosilive

-e. Describe how the disability occrred
11) Congenital
2-.) Accidental injury

a.) A long time 'ago
- b.) Recently

3:) biseas6.%

Describe ans'y physical limitations
1.) Standing

. R.) Sitting
13. ) Wal ki ny

4.) Li:fting.,

-'5.4 Visual
6.) Hearing
7.) Speech

48.) Breathing .

a.) -Allergies

b.) Out-of-breaih
9.) Coordination

*a.) Eye7hand
b..) Eye-fOot

10.) Finger dexterity.
a.) ,Fine
b.) Oross.

Describe the condition otyour
1.) Improving
2,) Not-changing

g.

4

: t

1.

if it

-

the interviewer

qual i ti es

di sabi 1 ity

3.) PrO,gressive (rate at which it is setting worse) A
2. Discuss how, you- ha.ve been able to compensate-for your disability
3, Discuss youi-4 good vocational record 1,

a. Few Ues misdue to itlness 4e,s, t,
b. ArriqvAr19 for work
'e. Present ra-cts.about quiantity an d quality of previdis work
`.Discusspyour reliable source of transportation or your ability
to -drive .

5. Demonstrate special skills you-have developed to compensate for
your disability -

a, Use of prosthetic devices
b. Use of wheelchair
e. Other unique skills-

51
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41.

.

Discuss architectural barriers, if they. are going tolbe a problem

a. Doorways
b. CUrbs
c. Stairs
d. Elevators
e. Parking spaces near place of work

Always stress your abilities and gualificationto, not your limitations,

regardless of your disability
1. Face reality and discuss the problem 1

2. Stress positive aspects which you have,learned to-use to compen-
sate for'your disabtlity

Discuss your vocational objectives
1. ,Short-term
2. Intermediate,
3 Long-range
Diicuss specific exReriences which you have had that better enable
you to perform the job which you-are seeking

1. Personal

2, Educational
3. 'Work experience
4% Training 40,

Use references who will
possible -

Materials:

Job Interviews: Exhibiting Acceptable Behaviors

Interviews: 6xhibiting, Acceptable Behaviors
Job Intdrviews: Exhibiting Unacceptable Behaviors
Interviews:' Exhibiting Unacceptable Behaviors
Job interviews: Special Concerns of Individuals with

Interviews: Special Concerns of Individuals with

4

present your disability as favorably as

A

>

Information Sheet:
Transparency: ?Job
Information Sheet:
Transparency: Job
Information Sheet:
Disabilities
Transparèncyr Job
Disabilities

In

,

52



Job Readiness Training Program 'A NaMe:

Inf9rmation Sheet ' Lesson 8

. ;.

:4 1
. a

.

Job Interviews: ExhibWng Acceptable Behaviors

1, Be well'groomed.
.

-

2. Wear apprOriate clothing. ..

. 3: Remove your hat upon entering tt)e office.
4. Arrive at .least 10 minutes early.
5. GivT your full name to the eeceptionist orsecretary.
6. Indicate yotm eagerness by walking.briskly. ,

.

7. Introduce yourself when meeting the interviewer. ,

8. Refer to the intgrviewer by name.
,

4 .

9. Give a firm-handshake after being offered the interviewer's hand.
10. Remain standing until-asked to sit down.
11. Be an alert and attentive listener. -

12. Act interested.
,

-
13. Speak clearly, and distinctly. .

14. Speak in a loud enough voice.
. 15. gaintain gOod posture when standing or sitting.
16. Indicate that you are interested in.the job for which you are applying.
17. AllOw fhe interviewer to control tbe interview by leading the discussion.

1m 18. Directly ansiger all questions (use goOd judgement if you think a questfon
.is too personal). L

19.. Use correct grammar and answer questions coMpletely.,<

20. . Give accurate, lionestanswers. N

21. Occasionally Say "Yet, Sir" -or "No, Sir."
22.Present certificates or documents when asked to verify factl.
23.''Speak in the best English you are capable of.

.
,

24. Be courteous. .

25. Maintain eye contact. .

26t Stress your qualifications fbr the job.
27. Describe your disability:
28. Look pleasant anti smile periodica y.

,

29. Maintain yodr.poise. t i-

,

30. Act natural by being yourself.
31. Maintain a relatively serious attitude.

.

Realistically discuss wages, if the interviewer mentions them first.-
.3 Record theadate, time, and place to report, if asked to retUrh for another

interview.. ,

34. Exhibit confidence in yourself.
.

35. Verbally indicate that you are a positive thinker.
36.. Say "thank you" when the interview has ended.
37.- Ask good questions, if given the opportunity-.
38. Try to be relaxed.
39. Indieate that you are a kihdpers6n. ,

40. Stand when the employer stands after the interview has ended.
41. Give a firm handshajce, if the interviewer offeft hii hand at the end of

the interview (espeaally if. you had a handshake at the beginning of the
interview). .. . .

42. Let.the interviewer know that you are interested in,the comkany hy dis-
cussing the services provided-or products made.

43. Demonstrate to the employer-that you can function independently.
.

a

53



r

Job ReAdiness Training Progi^am
Information Sheet

.Nameg
Lesson 8.

Job Interviews: Exhibiting Unambptable BehaviQrs

1. Referring to yoUrself as Mr, Mrs., Miss, or Ms.
2..Using. profane-language.
3. Using slang.
4. Acting like someone besides yourself.
5: Emphasizing how much you need the job.
6., Bringing 'a friend or relative with you. ,

7. Interrupting the interviewer.
8. Indicaing that you are restless by moving about.:in your chair.
9. Indibting that you are nervous:

10. Critici4ing formeremployers or co-workers:
11. -Being negative or critical about any subject.

12. Discussing personal, family, or money.problems (unless sPecifically atked).

13. Touching the interviewer's desk or anything on it.

14. Sitting down before you have been invited to do so.

15. Giving a slopPy'handshake.
16. Using poor posture while sitting or standing.
17. Acting friendlier"than is appropriate.
18. Giving false answers.
19. _Giving unimportant excuses.

4

20. Initiating a discussion about wages, working conditions, holiday ind
vacation policies, and hours of work (unleSs you have been asked to take

the job).
21. Slowly.walking into the interview.
22. -Expressing the idea that you are the most important.
23. Telling jokes.
24. Reading personal property on the interviewer's desk.
.25. ,Smoking during or right before the interview.
26. Having the odoroW liquor on your breath..
27. Having anything in your mouth.,
28. Wearing sunglasses. .

29.' Not weariO your prescription eyeglasses if you need them.
30. Attending an interview.when it is obvs thatyou are sick.
31. Wearing emblems. or decals on your-clothing.

Asktng unimportant questions.
33. Stressing your disabiliiy.

%

34. Talking to anyone Who enters,the room.

4.

"56
54

a.

V

I.

474



4.1obReadiness TrainingProgram
, Information Sheet '

4,

Name:
Lesson 8.

C.. , am-

b Interviews: Special ...Concerns of

Disabled Individuals

:-
What employers often.think r
A. Consider individitals'- limitations, instead of,their abilities

B. Worry about accident .

C.. Worry about ratesthey pay for insurance ,
.

Behaviort which disabled individuals can exhibit during the inter- ..

t view , ,

. .

4

A. Discuss the disability eartrin the interview, especially if it is
visually apparent
I.) Uge-clear, easy to -understand terms ,

2.) Do not use medical or,psychological jargon

3.) Explain-YoiidiSibilttY in such a way that the' interVieivei knows

. you can do the job .
..

4. ) Try to describe. your problem with la°sit-lye. qualities :1
5.) Describe how the disability occurred

a.) Congenital . P

b.)- Accidental injury ,

(1) A long time. ago
-(2) Recently

c.) . Disease ,.

6: Describe any phys-ical limitations ,

a.), Standing..

b.) Sitting.
c. ) Wal king

d.) Lifting #,

e.) Visual
1

.

f.) Hearing
g.) Speech

.

h.) Breathing
(1) 'Allergies a

.

s, (2) Out-of-Preath .
,..i.) Coordination, ..,

(1) Eye-hand
(2) Eye-foot

.) 'Finger dexterity
.

(I) Fine '

(2) Gross

7.) Describe. the condition of yqur diiabilityl

a.) jmproving
b.). Not changing -.

.,

c.) _Progressive (rate at which it is getting worse)

8.) Discuss how you have- been able to compensate for your disability

9.) Discuss your good vocational record I.
a.) Few dayt missed due to illness

b.) Arrive early for work .

c.) Present facts about quantity and quality of previous work

. 55 4
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Discuss your reliable sourc ,of transportation or your ability
to drive 11.

Demonstrate ipecial skills you have developed to Compensate
your disability -

,

a.) Use of prosthetic devices
b.) Use of wheelchair
c.) Other unique skills

..12.) Discuss architectural barriers% if they are going

a.) Doorways
b.) Curbs

c.) Stairs .

d.) Elevators
e.) Parking spaces near p1 ac4 of work

Always stress your abilities and qualifications,
pardless of your disability
A. Face reality and discuss the.problem
B. Stress positive aspects which yob have learned

your disability.
Discuss y vocational Objectives

Shor
B. Int

C. Long-range
Discuss specific experiences which-you have had that better
pWorm the job which you are seeking
A. Personal
B. Educational
C: Work experience
D. Training

6: Use references IA° will present your disability as favorably as possibl
?

not your

to use

1

to be a

for

roblem

limitations,Te-

to compensate for-

enable yoU to

1

56-
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Lesson'9 - Questions Which Are Asked During Job Interviews and Role Playing

Simulated Job Interviews

Objectives:

1. To explore questions which are frequently asked in job interviews. ,

2. To provide simulated job interviewing experiences.

Outline: $ 4

PS

4

Sheet: Job Interviews: Questions Which Are Often AskedI. , Information

riV
A. Personal

1.6

2..
. 3.

, s.

background (identification). ---.- --,.

What information can you give me a6out yourself?

Where do you live? 7

How long have.'you lived there?
4. What are your favorite hobbies? ,

5. N

.

What is your military status?
6. How old'are you?
7. What civic or .community activities have you participated in?

8. Do you think theseactivities are worthwhile?
9. Da you like people?

10. DO you have many friends?
11. What do you do with your spare time?
12. What things do you do best?

13. Are there things that you do not like to do?

14. How do yob like tolspend your vacatio6s?

15. How, much television do you watch?

16. Have you ever been arrested?
17. Have You ever been in jail? .

r 18. Do you have any health problems?

. 19. Have you ever received treatment for an emotional or menta3

Condition?

. a
".

B. Education' ik

1. What high school (elementary school) did you attend?

2. Did you graduate from high school?
3. Did you get any special training in high,school?

-4. What Courses were ybur favorites?
5. What coqrses did you dislike most?

6. Did you participate in, any extracurricular attivi

7. Did yolk have tb- miss much school?

8. What was the last year of schoolighich you completed?

9. Did yoU have many friends?
10. How many of your teachers were goodr"P
.11. What canyou tell me about your favorite teacher? .

C. 'Skill training

.1. Have you attended vocational or technical schoof?

2. Have you participated in any manpower training progrps?
3. What'vocational skills do you possess?

4. What machinery can you operate?
5. Have you had any on-the-job training?
6. Did you receive any vocational training in high school?

7. Have you developed any vocational-skills from,your hobbies?



!

. 4

64

.Work e0erience or work related' _
1: , Have You held any part-time jobs?

.2. :Have you held anY full-time,jobs?
3. What duties did you perform'On your.job?

, 4. Did,you like your job?
5. How much money were you .making?
6. Why dieyou leave that job?.
7. How' much do yod-expect to, be paid on this.job?

. .

8. DO you believd that you caftlperform the duties required on tills
, Iob? : _

.9. Wherd:did you learn about this job opiening?
10, .How Timg did.OU workwith that company?
11. DO you want a temporary.or permanent job?:
12.. Did you.like your,last superVisor? .

13, Tidwyou and your employer'get along well?
.14. What' can you tell me.about the co-workets"on your last job?
15: Dp you:preferto.work alone or with,other people?

-4 '16 'What.areyour long-range :vocational plansr:
-17, Have you lArned anything fromyour past. jo05'?
18. What kind of an immediate supervisor do you prefer?
19. Are yOu.Willing to move to anothet City Orstatelf the company

asks you to? .

20. What did you most like about that. job?
,

-21. 'What did you like the.least about'thatojob?
., ,

, E. Vocational interests .

I: .What advantages, are there In worXinvfor this company?--
Does.this job have any disadvantages?
What.type. of work do You want to do?
What jOb would, you least like tolto?

-How can you benefit our company?.
What.can you'tell.me about out products? Orservices?

7. How did you tecome interested in this type Of wotk?
8. -What do you know about out company?
9. Mhatare your qualifications for this job?,
10. -. What would you dwif.you -could have any jo6 in our company?
11..How much money would you like to make? : m
12. Are you.willing to begin'working for minimum Wage?

H. MOtton Picture: MP27 - JOI INTERVIEW:- WOMEN (17 min.)

rII. Job interviews (role playing).

A. Intervieweach tndividual
1. Ask for volunteers
2. Round robin
Instructor will be the interviewer

. I. Maintain ten minute time limit on in'terviews
2, Interviews-will b 'adaptefrom Job Interidews: Questions Which .

Are Often Asked
C. Record imterviews or vi o tape (VTR)

I. Group'Rlayback .

2. "Diseuss interviews-
3. 'Feedback

D. Begin a second set of interviews
I. Psk for volunteers
2. RoUnd robin (depending on time)

58
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Materi al s :

1. .Information Sheet: Job Interviews: Questions Which Are-.pften Asked
2. Transparency: Job Interviews: Questions Whih Are OftetCAsked

3. Motion'Picture.: MP27 - JOB INTERVIEW: WOME (1/ min.)
4. Video tape recordings (VTR)

v
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Job Readiness Training Program
Informat4on Sheet

NaMe:
Lessont 9, 10, & 1

Job, Interviews: Ouestions
Which Are Often Asked

..

. .

Personal Background (ident4fication) -

. 1. What information can yoU give me about yourself?
2: Where do you 'rive? t -

,

3. How long have you lived ther
4. What'are your:favorite ho les?.

5. What is your militatly status? -
.

6. How old are ywi? ; "
.

7. What civic or community activitidt hove you participated.in?
8. Ioyou think.these activities are worthwhile?

.

9.. Do you like people? .

10, DO you haVe many friends? _

111 What doyoU do with your spare ttme? 4

12. What things do you do best?
15. Are there things that you do not like to o?
14, How do.you like to spend your vacations?
p15,' How Much television do.you watch?

.

16. Have you ever been arrested? ,

17. HaveYou-ever been in jail?
18. Do yoFhave any heatlh problems? .

.

19. Have you ever received treatment for an emotional or Mental condition?
Education .

,

1. What high school (elementary school) did you attend? v ,

2. Did Ai graduate from- high schbol? .1.

3. Did you get any...special training in high school?-
4. What courses were your favorites?

. -
5. What courses did you dislike most?

* 6. Did you partitipate 'in any extracurricular activitis?.
7_ Did you have to mtss much school?

,

8. Nhat was the last year of school whichyou completed?
9. DO you have many. friends?.
10. 'How many of your teachers were 'good?
11. Wil\at Can you tell'me about your favorite teacher?
Skill training'

1

.1. HaVe you attended vocational or technical school?
. 2. Havi yoU participated in Sny manpoWer training programs?

.

3. Wha t vocattonal skills do'You possess?
4. What machinery can you operate? ---,
5. Haveyou.had any on-the-job training? .

-11..

6. Did you receive any vocational training in high school?
7. Have'You developed any vocational skills from your hobbies?

,

t.
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.Work experience or work related,.
1

. 1. Have you held any part-tiMe jobS? .
2. Have you held Any full-time jobs?
3. What duties did you perforM on'your job? ,

4. Did youlike your job?
5. Hownmuch money were .3,01A making? _

6. Why' did you.leave that job?
7-.. How much do you expect to be paid on this Nibb?

. .

8. Do,you believe that you-can perform the duties 'required on this-joli?
9. Where did you learn about this job opening? .,

10. -How long did yo-u work with that company?
11.i DO you want a teMporary or perManent job?
12: 'Did'yoU like your last.supervisorr 6

3 Did you and your employer get along well?
4 What tan you tell Me about the co-workers 'on, your last job?,

15. Do you prefer to work alone or with*other'people?'
16. What are Jour long-range vocatiorkal plans? -
17. Have yourearned anything from your past.js?
18.- , What kind of an immediate supervisor dO yO prefer)? * .

19. .Are you willing to move to.another'city or ktate.if the company asks 7

..you to? . , ' .
. 5

20. What did you most like about that job? ,

. 21. What did you like ;the least About that jOb?
E. Vocational interests ,

.

1. What advantages are ttiere in 1.iorking for this company?
2 Does this job have.any disadv ntages?
3. What type of WOrk do you want; to do? .

4. .What" job would you leastike: to .do? -,(-

5. How carryou.benefit our comOany? . IP

6. What can you tell me aboUt- our products? Or services?..

oiq did you become interested in this type. of work?
hat do you know about our company? ''.
Iiat are your.qualificatiohs- for this job? . .

10. What would you -do if you could have any job in our company?
11. How much Money would you like to make? .

12. Are you willing to begin workingjor minimum wa5je? ..
*

st+..

-,
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Lesson, 10
.

Objectives

1. To pro

Outl ine:

fRole Playing Simulated Job Interviews
"n.

vide simulated job interviewing experiences.

(Continuation of Lesson 9)

I. Job IntervieWs (pole.
playi

ng)

.)

A

A.

Materials:

1.

2.

3.

I10r. ..a--t.,,

IntervieW each individual
1. Ask"foi voltinteers
2. Round robih

1

Instructor will be the interwiewer
1. Maintain ten minute time 'Unit on interviews
2. Interviews'wtll be adapted from Job Interviews: Quêstns Which.

Are Often Aiked
-N

Record interviews or v.ideo'tape (VTR)
1. Group playback
2. Discqss intervieis
1 Feedback
BegiA a 'second set of interviews
1. Ask for volunteers
2.. Round robin Idegending on time t:

Information Sheet: Job Interview's: Questions Which Are Often Asked See
Lesson 9) . -

Transparency: Job Interviews: Questions Which 'Are Often 'Asked (See
LeSson 9)
rideo tape recordings (VTR)

gr.

;

.
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Lesson 1-- Role Playing Simulated Job,Ipterviews andq nntroduction to MaintaiI,-ing or Keeping a.Job-After.You Have It

v

Objectives:

1. T lirovide simulated job interviewing experiences.

*Outline: (continuation of Lesson 9)

-

I. Job Interviews (role:playing)

A. Interview each individual
1. Ask for volunteers
2. Round robin \

B. Instructor will be the interviewer
1. Maintain ten minute time limit on interv ew§,_

2. Interviews will be adapted from Job Inte vtiws: luestions Which

Are Often Asked
Jiecord interviews or video tape- (VTR)

1. Group playback
,-2. Discuss interviews

*, 3. Feedback
D.,-.B.egin a -second,set of interviews

1. Ask for volunteers
2. Rduad robin (depending on time)

II. Keeping or Maintaining a job after you have obtained

Motión Picture: ,MP33 - YOUR JOB: FITTING IN (16 min

Materiais:

1 1.

-

2.

3,

4.

kri

Infokia6on Sheet: Job-Interviews: QUestions Which Are:Often Asked (See

lesson 9)
Transparency: 'Job Interviews: Qugstfons Which-Are Often Asked

Lesson 9) 'V
Video tape recordings ,(VTR)
Motion Picture: '34P33 - YOUR JOB: FITTING IN (16 mjn.)

. .

(See

.
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Lessin-C12 - Unacceptable Behaviors Which You Silould Not Exhibit. on the Job

Objectives: ,

1. To teach unacceptable job behaviors.
2. To suggest what not to say to 4n employer.

411

P.

Outl ine:
. .

I. Keeping or maintaining a job after yOuliave obtained it
A. Work Sheet: 'Maintaining Your Job: Exhibiting Unceptable Behaviors

1.' Individuals list as many bad work behaviors as they can think of
2. Group discussion to compile individual 'Meas. ' .

Information Sheet: Maintaining YOu'r Job: Exhibiting Unacceptable 1'

C.

Behaviors
1. ,Freqtently, missing work
'2. Arriving 'Mote for your job
3. Being' extiimelyfriendlywith your upervisor.

'4.. 13eing extremely_aggressive with you supervisor or co-workers

.

'. 5: Talking to your supervisor or co-yorkers when -they.do not viant

6.
7.
8.1

. , 9.
10.
*11.

12.
13.

14.,

15.
16.
17.

18.

20.

to be bothered-
Expressing anger when your work is constructively criticized 0

Allowing your emotions to affect your work
Treating co-workers unfairly.,
Taking full credit -for a group effort
Breaking compally rules and policies
Always trying to be.the first Person out of the building after.
.work 4

. .
Expressing superiority to your supervisor or co-workers
Allowing coments or criticis about youY work to become
personal
Indicating that you are,smore inornt than anyone or anythisng
else concerned with youl job
Always trying to gain personal advantages'
Asking your supervisor a .lot of unnecessary questions
Verbally or non-verbal ly tel 1 ing your supervisor or .co-workeri
that you-are smatter or have a better education than them
Taking problems to higher management thah your immediate
sup4rvisor
Being extremely sensitive to comments made by your supervisor
or 'co-workers

)

Always making excuses when problems arise
Contintially complaintng arid finding. faults with everything -,)

22,671-aming. co-workers for your mistalset
23: Doing pepdhal tasks during work hours, such as readingmagh-.,zinesor writing letters
24., Being extremely critical of your supervisor, co-workers, on the

company you work for
I

,25. Trying to learn' co-workers. jobs 'before you know Your own
26. Constantly complaining about anything associated ,with your job'
27. Conatantly watthing the clock whi,le working
28. Frequently being unhappy iohile working

.29. Ignoring safety rules

'

'

; j \
I t . ;.,1 .

. -
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II. Tape Recording: TR95 - #6 THE WORLD OF'WORK I - The Ma9ic Words,That

Get You Fired (approX. 15 min.)

: Materials:

1. .Woik Sheet: Maintaining Your Job: Exhibiting Unacceptable Behaviors

2. Information Sheet: -MaintaininV Your Job: Exhibiting Unacceptable-Be-

.
'haviors

3. Teansparency: Maintaining Your Job: Exhibiting Unacceptable 'Behaviors

4. Tape Recording: TR95 -46 THE WORLD OF WORK I - The Magic Words That.Get
You Fired (approxo 15 min.) '.

..

.

lb

aat

2.

a .

re.

4
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a

r
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Job Readiness Training Program Name:
.Work Sheet

3.

4. 1

-5.*

6.

1 7.

8:

9.

Lesson 12

Maintaining Your Job: EXhibiting Unacceptable Behaviors

4

r

13.

.1

'4(

15

5, 16. ,

17.

18.

19.

4

4

ale
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Job Readiness Training Program
Information Sheet

A

Name:
*Lesson 12

Maintaining Your Job: Exhibiting .Unacceptable Behaviors

1. Frequently missing work.
2. Arriving late for your. jOb.
3. Being extremely friendly c,ith your supervisor.
4.* Being extremely aggressive with your supervisor or co-workers.
5. Talking to your supervisor or, co-workers when they do not want to be

bothered,
.

6. Expressing anger when 3;bur work .ts c6nstructively criticized.
7. Allowing your emotions to affect your work. ,

10 8.* Treating co-workers unfairly. .

9. 'Taking full credit for a group effort.
10. Breaking company rules and policies.

- 11._ Always,trying to be the first perSon out of the building after work.
/ 12. Expressing super.iority to your supervisor or co-workers.

13. Allpw4ng comments or iriticisms about your' work to become personal.
IA.' Indicating that you are more important than anyone or anyth4ng else con-

cerned with your job. .

15. Always trying to gain personal advantages.
16. Asking your supervisor a lot ofiunnecessary questions.
17. Verbally or non-verbally telling'your supervisor or co-workers that you

are smarter%or have 6 better educatjon thah them.

4111,
19. Being extremelY sensitive to commentt made by your supervisor or co-
18. Taking problems to higher management than your immediate supervisor.

workers.
,

20:-Always maKing excuses wheri problems arlse. .

21. Continually complaining-and finding faults,with everything.
22. Blaming co-workers for your mistakes.
23. Doing personal tasks during work hours, such as reading magazines or
, writing letters. . .

24. Being extremely oritiCal of.your supervisor, co-workers, or the company
. you work for:,
25. Ti'ying to learn co-workers jobs before you know your own.
26. Constantly complaining about anything associated with your job.'

.

27.. Cohstantly watching the clock while working; ./,' .

28. Frequently being unhappy while working.
._ .

29. ,Igrioring safety rules.

age

1;
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Lesson 13 - Acceptable Behaviors Which You Should Exhibit on the Job and Good
Work Habits

Objectives:

1. .To teach acceptable job behaviors.
2: To teach good wort(' habits.

Outline:

. I. Keeping or maintaining a job after,you have gotten it

A. Work Sheet:7 Maintaining YourroJobi Exhibiting Aéceptable Behaviors

1. dndividuals Iist as manjr good work behaviors as they can think of

2. Group discussion'to compile individual ideas
Information Sheet: Maintaining Your Jobt*:.:Exhibiting. Acceptable

Behaviors.

1. ATWiys arrive 1.5 minutes before you are expected to begin your
job '

2. Attend work on a regular. basis
3. Rromptly return fb your job. after the lunch period has endedv

4. Promptly return toyour job- after.your break or rest'period has
ended

.5. Carefully liSten to instructions gilby your supervisor or

co=workers
6. Ask well thou t.outqbestiorrs when you do not understand

(especially i ou must question your supervisor)
,

.7. Maintain good g ooming habits
8. Getting.plenty of rest will better enable you to be active and

friendly on the job
9. .Look for additional work.
10. ReMain at your work station
11. Kepp lousy

12. Exhibit.patience
13: Inform your superyiOr of your progress

'44. Verbally express positive attitudes to your-supervisor and co=

workers
15. Systematically. conduct your work tasks

16. Plan ahead and know what tasks you are going to do before you
get to work

17. Learn company policies and rules

18. Constantly do the best job possible
19. Do*more work than is expected of you
20. Refer to your supervisor and,co-workers by name
21. Be as agreeable as possible when talking to your supervisor or

co-workers .

22.* Observe how co-workers perform.task4which you are doing
23. Exhibit friendly,-cheerful. and coUrteous behaviors

24. Be sensitive and understand your.co-workers' feelings
25. Be concerned about the quality of your work
26. Be concerned about th g.mount of work which yoy are producing

27. Respect your superviso -

II. Motion Picture: MP35 - YOUR JOB: GOOD WORK HABth (13 min.)

68 .



. I '

Materials:

1. Work Sheet: Haintaininl Your Job: Exhibiting Acceptable Behaviors

2. Information Sheet: Maintaining Your Jbb: Exhibiting Acceptable Behaviors

3. Transparency: Maintaining Your Job: Exhibiting Accelitable Behaviors ,

4. 'Motion Picture: MP35 - YOUR JOB: GOOD WORK HABITS (13 min.)

v

V
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WOW

Job Readiness Training.Program .

Work Sheet
Name:
Lpsson 13

Maiataining Your Job: %Exhibiting_ Acceptable Behaviors,

2.

3..

4.

5.

6.

7.

8.

9'

10.

11.

12.

13.

.14.

15. -
.

16.
,

17, , I

is.

19.

20.

. 70
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Job Readineu Training Program Name:

InformationSheet Lesson 13
6

Maiqa!ping Your Job: Exhibiting Acceptable Behaviors

1. Always arrive 15 minutes before you are expected to begin your job.

.2. Attend work on a regular basis.
3.! Promptly return to your job after the lunch period has ended.

4. Promptly return to your job after your break or rest period has endeih

5. Carefully listen to instructiont given by your supervisor or co-workers.

6. Ask well thought out questions when you do not understand (especially if

you must question your supeevisorY.
7. Ptintain good grooming habits.
8; Getting plenty of rest will better enable you to be active and friendly

on the job.
9.. Look for additional work.

10. Rembin at your work staition.
11. Keep busy.
12. Exhibit patience
13. Inform your supehisor of your progress.
14. Verbally express positive attituaes to your supervisor and co-workers.

15. Systematicallyconduct your work tasks.
16. Plan aheact and know what tasks you are going to do before you gelt to work.

17. Learn company policies and rules.

18. Constantly do the best job possible.

19. more work than is expected of you.
20. Refer to your supervisor and co-workers by name.

21. Be as agreeable as possible when talking to your supervisor or co-workers.

22: Observe how co-workers perform tasks which you are doing.

23. Exhibit friendly, cheerful, and courteous behaviors.

24. Be sensitive and understandmyour co-workers' feelings.

25. Be concerned about the quality of your work.

26. Be concerned about t.he Imount of work which you are producing.

27. Respect your supervisor.

4

_

I
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Lesson 14 - Good Grooming on the Job, Seven Vital Worker Characteristics that
Employers often Rate, and Getting Along with Your Boss

Objectives: 4.

1. To explore appropriate grooming habi
2. To explain the good and bad aspects

quently rated by employers.
3. To teach how .to have a good working

Outline:

I. Good grooming habits on the job

ts on the job.
of seven worker characteristics,fre-

relattonsbip with your boss.

A. Brief review of Lesson 7, see Information Sheet: Job Interviews:
Self-Evaluating Your Grooming (See Lesson-7)

B. Discuss essential grooming habits after getting the job

II. Employees are, frequently rated on seven vital characteristics

A. Filmstrip and cassette: RV12 - #10 THE WORLD OF WORK; Seven Fatal

Sins (approx. 10 min.) ,

B. Filmstrip and cassette: RV12 - #11 THE WORLD or WORK: Seven Vital
Virthes (approx. 15-min.)

C. Information Sheet: Maintaining Your Job: Seven Worker. Character-
istics Rated by Employers
1. Honest vs. Dishonest
2. Reliable vs. Unreliable

,3._ Cheerful vs. &stile
, 4. Diligent vs. Lazy

5. Enthusiastic vs. Careless
6. Cooperative vs: Uncooperative
7. Loyal vs. Disloyal

;II. Mbtion Picture: MP34 t YOUR JOB: YOU AND YOUR BOSSr(15-minA

Materials:

1. Information Sheet: Job Interviews: Self-Evaluating Your Grooming (See
Lesson 7)

2. Transparency: Job Interviewsl Self-Evaluating Your GrOoming (See
Lesson 7)

3. 'Filmstrip and cassette:- RV12 - #10 THE WORLD OF WORK\Seven Fatal Sins
(approx. 10.min.).

4. Filmstrip and cassette: RV12 -411 THE WORLD OF.,WORK: Srien Vital Virtues
(approx. 15 ain.)

5. Information Sheet: Maintaining Your Job: Seven Worker Characteristics
Rated by Employers

6. Transparency: Maintaining Your Job: 'Seven Worker Characteristics Rated by
Employers

7. Motion Picture: MP34 - YOUR JOB: YOU AND YOUR BOSS (15 min.)
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Job Readiness Training Program Name:

Tnforr4tion Sheet Lesson 14 .

Rated by Employ rs

1. Honest vs . Di s hones t

2. Rel i able vs . Unrel iable

3. Cheerful vs. Hostile

4. --iDiligent vs'. Lazy

5: Enthusiastic vs. Careless
..,

.,-

. .6. Coope,ratiye vs. Uncooperative ../..
P lbt . ..",'i ./.1

.t\ ** 3.- Disloyal .;,-..
. aft-

- , s.

-4

. -

11.' M %';.: :
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Lesson 15 - Getting'the Most Out of Life through AdVancement on the Job and a
Question and Answer Conclusion on Job Readiness Training

Objectives:

1. To eXplore the importance of getting't e most out of life through advancen.
ment on the job.

Outline:

.00N
I. Motion Picture: MP36 - YOUR JOB: GETTING AHEAD (15

Motion Picture:' MP104 - JOBS AND ADVANCEMENT:-.ON tHE MOVE (.1n.)

III. Information Sheet:. Maintaining Your Job: ConCerns About Advancement

A. Thinking about your future
B. Gett4ng ahead

1. Moving up tó other jobs (experience) -

2. Changing jobs
3. . Starting your own business
4. Education
5. Trainimg
What is most 'important to yciu

1.. Extrinsic values -.material goods
.

2. Intrinsic values - self-satisfaction;
D. Do you have time td wait for advancement?
E. Methods sucdessful people Use to get ahead,

1. Take and'keep entry level jobs they' can 'advance.from
i0 2. Get jobs that suit their interests

3. Watch for opportunitieS
:44:'Learn new skills"end use them.

IV. QupsOon*and answer cgnclusion on ."Joi; Readiness Training'

Materials:

I. Motion Picture: MP36 YOUR JOB: GETTING AHEAD (15 min.)
21 Metion Pictuf.e: MP1O4 - JOBS AND ADVANCEMENT: ON THE MOVE (13 min.)
3 Information Slieet. Maintaining.Xour Job: Concerns About Advancement
4.\ Transparency:\ Maintaining Your Job: Concerns About Advancement

If
de 74



Job Readiness Training Program
Information Sheet

Name:
Lesson 15

Maintaining yode Job: Concerns About Advancement

Thinking about your future

B. Getting ahead

i -1. Moving up to other jobs (experience)

2. Changing jobS

\ 3. -Starting your own business

Education

Ti-ainihg

What is mast important to *you

1. Extrinsic values - material goods'

2. Intrfnsig values - self-sqt.isfactipn

D.! 'DO you have time to wait for advancement?

E. Methods Successful.people use to get,ahead

1. Take and keep entry level jobs they can advance from

2. Get jobs that suit their interests It

3. Watch for opportunities

4. Learn new skills and use them
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JRT PROGRAM:*

a

REASO,NS 1$iHY pioeu WORK

TO ATTAIN RECOGNITION BY4 SUCCESSFULLY COMPLETING

PERSOPAL GOALS

TO EARN MONEY,
.1

TO OBTAIN4ALF-SAthFACTION AND FEEL INDRENDENT,

TO OgIAINIDJIK EXPERIENCE AND 'A FEELING OF

IMPORTANCE

TO FKL kfUL BY ACHIEVING QR ACCOMPLISHING YOUR

INDMDUAL MILS

TO' BE ARO.= qpiER PEOPLE .

TO HAVA.FELING OF BEING SECURE BY PREpARING

FOR ME' FUTURE -
A

TO MAkE A CONIR4BUTIOi TO pCIETY-

(

r

!,

t.

;
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4
LSSON 1

INMIDLIAL. iNTERE'STS :IN OeffiPATIONAL AREAS
.. r ...

P4ASE 'CiIRCLE HIGH INTOEST, AVERAGE INTEREST,' OR L6W INTRST

TO INDICATE HOW ,MUCH. YOU LIKE..ECI:l. OF THE FOLLOWING 10 'OCCUPA-

TIONAL INTEREST AREAS.
\ . , k

4 . ,

i

VI')

1. OUTDOOR: ENJOYS WORKIN,§ OU12SIDE, 6FTEN.WIRIPLAkTS
V*

e

6R ,AN, I. MALS . .
\

4

,

X
V

HIGH INTERESt 'AVERAGE,INTEitST NTEREST'

MECHANICAL: ENJOYS WORKING WiTH flACHIhES AND. Toqui

HIGH INTEREST AyERAGE INTERESt- LOW INTEREST

COMPUTATIONAL: EAJOYS ADDING.AND SUBTRAcTING NUMBERS.

HIGH INTEREST AVERAGE'iNTEREST LOWJNTEREST

'sCIENTIFIC:'*ENJOYS DEALINP,WITH- AND SOLVINQ,PROBLEMS

'AND DISCOVERING N.EW FACTS.

HIGNANTERESM..AVERA E'INTEREST. LOW INTERWI

ENJOYS MEETING.AND*DEALING.WITH PEOPLi.

AND'SELLING.OB1JECTS;. .

HIGH INTEREST AVERAGE...INTEREST LOW INTERPT

4.

79
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I

OTISTIC: *ENJOYS, DOJi1G_ CREATIVE WORk IfiITI41 HANDS THAT

INVOLVES DESIGN, COLOR, -AND MATERULS..
t

4-

, , % . 4

H I GH INTEREST AARAGE I NTERLST -LOW I NTPIESr

7. LITERARY: 'ENJOY'S READING-AND WRITING .

*

41*

fa .

HIGH INTEREST 'AVERAGE INTEREST LOW INTEREST

MUSICAL{ ENJOYS PLAYING AN,INTRUMENT OR SINGING.

.

v.

-.
'.

. -.. . .e 9 .
!

AVERAGE INTER8T LOW INTERESt
. .

HIGH 'INTEREST

SticIAL ;SERVICE:

AMA INTiRET.

. .

. .10. CLEM CAL.. ENJOYSRECISE AND ACCURATE OF ICE- WORK.:

EN`J076 HELPING OTHERTEOPLE.

. .

AVERAGb.INTERES.T., 1914- i NTEREST

.

HIGH INTEREST

11.
1114,0,

..'

9.
1

a

e

e.

ERAGE INTEKST LOW INTEIIth
9 .

..41P

V.

a

a

I. .



JRT PROGRAM

,

41,

I,
7A. CHAMBER OF COMMER-CE

B BETTER BUS I. NriSAgsSOC DAT I ON

C . I NTERDENOMI NAT ION IRCH aiUNC I L

.gATE EMPLOYMENT SER CE

6. PRIVATE EMPLOYMEk AGENCI:ES

BETTER BUS NESS BUREAU

8.. BU I NESS ESTABL I SHMNTS

A. .S IGNS IN i4I ROWS

B . $0ME FACTOR IES RAVE HELP WANTED B ILLBOARIA

OR BULLETIN BOARDS LOCATED OUTSIDE

9. I NLUSTRIAL DIRECTOkIES

4.

WHERE TO* LOW JOBS .

HELP WANTED ADS IN NEWSPAPERS

TP.EPHONE 1IRECTORIES (YELLOW PAGES).

FRIENDS., OR) RELATIVES
A

LQtAL COMMUNITY ORGANIZATIONS

LESSOi 2

10. OB&ERVE ONST13UCT I ON AREAS
4

C I VI L SERV I CE. ANNOUNCEMENTS' ( USUALLY LOCATED -IN

.POST,. O'F-F I CES ) ,.. t
. -,

>

... ; SCH061.. AN'D i60tEGE PLACEliNT. SiRV I CES
,

:

.i3 2-PROFESS IONAL STAFF MEMBERS -iN RPAB I L trAil ON :

FAqILITIES -. .. .. a .,)..1
'14;,4 VOCALT I ONAL TEA 'CRERS .-*

t
4

1. .

!, 15. 'REHAB I L I TAT I ON COUNSELORS

4e

,

, 81



JRT PROGRAM

V.

LESSOli 2

LOOK l'FOR THIS INFORMATION fk. WANT AD.

TYPE OF JdI3 OR NATURE OF WORK

__WORKING HOURS_ (SHIFT)

REQUIRED.WRk EXPERIENCE

-4, REQUIRED LEVEL OF TRAINING

5, SALARY ANI) FREQUENCY OF PAYMENt 0

6. .REtlUiRED PERSONAL EQUIPMENT OR' MATERIAL ,

4,8

s

: *

^

.5 I

a

P.

V.

a
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. . w

. 0

4
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JRT PRaGRAM.

11,

LESSoNS 2 & 6-

. e

A KLP-WANTED AD PUBLISHED IN THE WNSTOU DAILY NEWS"

MACH I N I.S.T-GR I tiDER
ara

PLENTY -OF ROOM FOR. ADVANCEMENT

A

OPENINGg F011:8 WORKERS 6VER 18.

-PREFER INDIVIDOLS WITH PREVIOUS

WORK EXPERIENCE 1N INDUSTRIAL OP- ,

ERA:HONS..- ,HOKVER, IF YOU.HAVE

-ABILITY AND.DEIRE, TO LEARN, OUR

'COMPANY IS WILLING TO TRAIN YOU..

FIRST aNDANK SHIFT WORKERS A'RE.

NEEDED., BEGINNING SALARY-IS '$2.i.0

WITWA 11AISE AFTER SIX ,

MONTH .TRiA05ERIOD. IF INTEREST-,

ED,,PLEASE CONTACT:
.

R. DENNIS.TESOLOWSKI'
ERSONNELAMANAGER
IATIONAL ALUMINUM COMPANY, INt

igIPSTTOrAtIZAMA *201

wir

,

AN:EQUAL OPP UNITY EMPLOYER-
I

. 83 Sou
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OCCUR-I:Ma INTEREST AAS OP .

"GORDOil 1)C.CDPATIONAL CHtCK LIST%

.DUSINESS 48 I TEMS
. .1;

LESSON 3

.
A . CLERI CAL (M ISC . ) : 'd. .1). . . 1-8

.

.,

B .' CLERI CAL CONTACT 41748 ,) C . CLERICAL -:.\ COMPUTAT I ONAL. . .2 81-88

D. CLERI CAL. PERSUAS 1 VE . 121-428

E I SALES . . . . 0 I I I . . . . 161-168
: *

. F . MAIER I AL . . . ." , . e201-208

OUTDOOR 24 I TEM§. ,

,

A . 'FARM I it I.' . I I 0 I 0 1,0- 1 . 9
s .

, B. OUTDOOR ( MI SC . ) f -Th I 0 : i 497.56.-

6.. RI SOAK I NG . . I I . - 2 . . . 89-96

ARTS 24 ITEMS #
.

,

A .. DES I GN , . e I I 1,.0 I I 0/. . 129-436

B. AilTS (MISC. ) . i . ._ . .- , 169-176'\ li
o

',
\\

:. C ,,, ENTERTA 1 NMENT. . 0 I 20Mlb
a- 4

.41%

84

. s
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le
A

4. TECHNOLOGY- - 96 ITEMS

A. FOOD PRODUCTS! I

B. TEXTILE PRODUCTS

C. 'METAL WORK . .

D. METAL WORK (MISC.)

E. ELECTRICAL ..

F. MECHANICAL REPAIR.

G. CONSTkUCTIONlit

H.. CONSTRUCTION...

. .

1 1

.

1 1..1

1.1

1

1 II 1 1
1 1.1 1

. CHEMICAL PRODUCTS.

J. FINE MANUAL. ?.
I.

-.. 17-24.

. 25-32 .

1. 57-64

e5772 tee-

. . 9/-104

. .105-112

. .137-1-44

.145-152

.177-184

. .187192

.217-224

.225-232

K. TECHNOLOGY (MISC.) .,.
4

Le!' .MEDICAL 7 DOTAL .

StRVIeE 48, ItEMS

-A. SERVICE (MSC).

4-4; 'PERSONAI:i SERVICE,:

C. TIOSPOWAT,ION r :

D. PROTECTIVE SERVICESr-.

E. IOCIAL .SERVI.tE

F. INSTRUCTIONAL...

. $

4

A

. ,

..c33.1.40

73-80

13e12

-160

. 1 .1931..200'

; .233r.24(r

4.
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Table 7.

!).

Job Titles and DOT Codes for Check list Items.

DOT DOT* Itelit /411P°

Code Page. Number Job Title
Item

Number Job Title

B ti SINES
Clerical (Misc..) Clericai-Contact

1. Messenger - 230.878 509 4r. Telephone Operator
2. Distributing Clerk 222.587 282 42. Compiler
3. Duplicating-Machine Operator 1 207.884 322 43. %Correspondence Clerk

4. File Clerk 206.588 276 44.. Receptionist
S. Clerk Typist 209.388 256 45. New-Account Clerk

.-.)) 6. Stock Clerk et /
%._;01. Shipping Clerk II

223.387 271
222.587 282

46. Information Clerk
47. Stenographer

8. kouter\ 239.588 289: 48. Secretary.
e-%

LESSON 3

DOT DOi*
Code Page

Farming
OUTDOOR

Outdoor (Misc.)

i 9. Orchardist 404.181 411 49. Farm-equipment Operator
110: Vegetable Grower 403.18i 411. 50. Ylr man
M. Farmer, Cash Grain 401.181 411 51. N ry Worker Ai

12. Cattle R4'ncher 413.181 411, . 52. Ch ninan.)
,..13. Poultryman, Egg

14. Farmer, Dairy
412.181
411.181

411

411
53.- Prospector
54. -Park Caretaker

15. Stableman 356.874 511 . 55. Trapper
/

16. Farm Hand, General'. 42r.883 444 56:.Hunting and Fishing Guide

Food products

Soaer, Agricultural Produce
18. Cook, Kettle
.19. Can Inspector
20. Candy Maker
21: Oader
22. Dairy-Processing-Equipment Oper.
23. Baker:
247 Meat Cutter

Textile Products

25. Sin;Tailor (Dressmaker).
26: Weaver
27. Dye-Ragge Operator.L-Clots
28. Cutter, _Hand 4
29. Sewing-Machine Oper., All-Round
90. Laundryman
31. Dry Cleaner. Hand
32. Shoe Repairman

4,-

g.
I

,TECHNOLOGY

529.687
526.782
920.687
529.381
589.687

. 529.782
526.781

' 316.884
9

785.381
N13.782
582.782
781.8§4.
787.782
,369.887
362.88i
365.381

Mstalwo,k.
57. Pourer; Metal
58. Kettleman

282 59.'Coppersrnith .

312 Ate 60. Sheet-Metal Worker
282 N. koilermaker
435 62. Welder, Arc

235.862
249.388
204.288
237.368
249.368
237.368
202.388
201.368

409.883
304.887
406.881-
018.687
024288
407.868

.451.781
452.868

291

276
256
258
258
258
278
263

444
360
360
282
.385
427
319
503

514,884 322-
519.885 . 447
862.281 312
804.281 312.
805.281 312
810,884 322

319 63.. Shaper Set:Up Opprator, Tool 605.782 435
322 64e Leverman 612.885 . 447

312'
435
435
3?2,/

" 36,0i

122

.

Metal Work (Misc,)0 ,

65. Furnice Operator 558.974 ,,435
66:. Presure 951.88.5 : 447
.67.. l'atternma* Metal. ".600:280 430
68. Plater . ** .500:380 :430.
69.; Die Desig&r. 4:1- ..097.I8'1 377
70.'Machini-st .- I 600.280. 4-30
71. Millwright. 638.28 312

.312 .: 72. Long4ibrethan. 9111883 444

I .
Segviee (Misc.)

. 33. Janitor .
34. Maid. H
35. Be.Hrhan . 4

.36. Hotel Clerk
437., Ticket Agent a'

38.' Airplane Stewardess
14:- Cateref .

40. Li ary Assiakant

..4

E RVICg
? . Personal Servcce

I82.8A 322 FountairCMan7
323.887;: 360 74. Cook-
324.878 ,507 75..Kitchcii Helper
242.368 . 265 -76. Wlit4 informal
919.368 265 - 77. Waiter, Head j\
352.878r .507 78. Us4e-i%

4.`4 PO 68 245 . 79: Barber
249.368 258 80. tosrri.eto18igist ,

Dictionary of qccupoRtional Titles, Volume

..'s

#

A

319.878. . 507.
313.381 310
318.887 360
311.878. 507
311.138 .461
344.878 509;
330371 499

332.371 499
.0

. Alt



Item
Number

. -
Table 7 Continued.

Job Title
DOT Dffv Item
Code Page Number Job Title

war DOT!.
Code Page

,

Clerical-Computational

8?..-Bobkkeeping-MaChine Operator
'082. Audit Clerk:,

83. Pay-Roll Clerk
. 84. Billing Clerk

. 85. Calculating-Machine Operator
86. Key-Punch Operator
87.' Teller
88. Cashier II

o

S..

^

89. Mother
90: Blaster
91. Decontamination Man
92. Steeple Jack
93. Logger, Anti-Round
94. Diver
95. Fisherman. Net
96. Ordinary Seaman.

OUTDOOR
Risk-Taking

A

ii

Electecal

A

BUSINESS

215.388 280
210.388 280
215.488 . 280
219.388 280
216.488 280
213.582 274

12.368 267
211.468 269

939.281 312
859.281 312
199.885 447
89.781 319

, q40.884 °,322'
899.281 312
41.884 322
911.887 360

Clerical-Persuasive
121. Employment tlerk
122. ;Collection Clerk
123. Adjustment Clerk
124. 'Survey Worker
125. Demonstratv
126. Order Clerk'
27. Production Clerk

8. Claim Adjuster

ARTS
Design

129. Jewelry and Flatwear 1?esigner 142.081 232.

130. Set Decorator 142.061 228.
131. Clothes Des'igner 142.081 232
132. Commercial DeSigner 142.081 232
133. Painter, Hand 970.381 .312
134. Advertising Layout-Min 14081 232
135. Display Man 298.081 232
136. Interior Designer and Decorator 142.051 228

4-

205.368
240.388
241.368
.249.268
297.458
249.368
221.388
241.168

258
256
258
250
488
258
280
416

TECHN-OLOGY

97. Wireworker 728.887
9. .Television Service and Repairman 720.281

Electiical-Appliance Serviceman . 827.28199.
100.

101.

' 10'2.

1(53.

104.

Electric-Motor Repairman'
Eleetrical-Appliance Repairman
Radio Mechanic .

Electrdnics, Assembler, Develdip.
Linenvin,4Repair

Mechanical. Repair
p.

'105. AutomobiJe-Body Repairman .
106. Automobile Mechanic
107. Airaraft-and-Engine Mechani4
108., Junior Engineer.. . A

109. Maintenance MechaRIC
110. Assembler* Auton-Aite-:
.111. Assembler, Subassembly

Mechal:lical-Engineering TechniCian

Transportation

113. Automobile;Service-Station -Attend.
114. Taxi Driver'
115. Chauffeur
116. Bus Driver
117. Salesmk Driver
118. Conductpr, Passenger Car

,:.7119. Elevator Operator
120. Airplane Pilot, ComMercial-

S.

721.28V
723.381

. 823.281
726.28f
821.381

360 137. Phynher
312 138. Plasterer
31'2 139.. Painter

.312. 140, Carpenter, Rough
312 141. Carpenter
312 142.. Roofer

3g
143. Electrician

3 .144. Pipe Fitter
w

Consiruction

. -
.807.381 312 4. 145. Bricklayer.
620.281 %312 146. oement Mason

,p,621.281 '312. 147. Stonecuttert-Hand
623.281 . 312 148. Structural-Steel Worker

. .
-- 638.28,1 312., 149. Hoisting Enginepr

806.887 360'. 150. Bulldozer Neriitor
807.884 , 322 151. Truck Driver, Heav,y
007181 379. 152. Contractor

Construction

915 867 '503
91).363 519 154..Gateman 1, s.

913.883 .444 155. Safety-and-Sanitary'inspector
913.463 , 51.9 if' 156. Correction Officer
292.358 488 ; 157. Patrolman
198:168 245 158. Dftective
388.868 507 159. Fire Fighter
196.283 422 160.6Enlisted Man

SERVICE--"Ci 4
°Protective.Services

153. Watchman

! 862.381 -'112
842.781 319
840.781 319

'860.781 319
860.381 - 312
866.381 312
824.28.1 . 312
862.381 312

I.

861.381
844.882r
771.381
801.781
921.883
850.883
905.883
182:168

112
322'
312 ,
314
444
444
444
245

172.868 427
i72.868 427
168.268 416
372.868 427.
37$0.498 416
375.268 416
373.884 322
p168.99 *

Dicllortary of Occupational Tillrs..Volume II.

.



Item.
Number Job Title

161. Salesman, General
162. Tele'phive Solicitor
163. Salespeion, General
164..Sales Clerk
165: .Salesman,
166. Salesman,
167. Salesman,
108. Salesman,

Sales

House-to-House.,:
General MerChandise
Autoniobile ,

Insurance
...

.4rts

169. Phoi.ographer, Commercial
170. Painter\
k71. Illustrator
172. Painter, Sip

1

T. Literary Writer
4. Script Writer

175. ',Booking Agent
176. PutT53.slations Man

.'" Cheniical Products
177. Tanning-Drum Operator
178.. Mier
179. 'thrower
.180. Rubber Cutfer
IR I:Injection-Molding-Math* Oper.

fn182. Chemist Helper, Petroleu
-18 3. Glass Blower

1.84. Stillman

Fine anual
185: Furniture, Upholsterer',
186. Cabinetmaker
187. Jeweler
188. CarVer, Hand
1$9. Precision-Lens Grinder
190. Watchmaker
191. Office-Machine Servieterdan
192. Locksmith .!

Social Service'
193. Nursemai,d is
194, Orderly (Nurse Aide)
195. Nurse, Practical,
196. Psychiatric Aid
197. Occupational Ther py Aid
198. Companion :

199. Maid, General
.* 200. T.Italeltary-Hospital Attendant

Table 7 Cgatlatied.

t
ADOT. .DOT* Item

Code Page Number Job Title
DOT DOT*
Code Page

BUSINESS
Managerial

V

289.358 488 20f. Man r, Store, 185.168 245
293.358 488 202. Ma ger, Merchandise 185.168 245
289.458 488 203. nager, Hotel . 187.118 237
290.478 501 204. eneral Foreman 183:168 245
289.358 488 205, Manager, Office 169.168 245
289..358 488 206. Purchasing Agent 1 2.158 484
280.358 488 . 207. Buyet 158- 484
250.258 ags 26. Manager, Credit and Collection .168.168 245

ARTS'
r; Entertainment

143.062 230 209. Motion-Pictirre Projectionist 960.382 514
144.0.81 232 . 210. Flyman . 964.887 360.
141.0g1 232 211. Mtor 150.048 392
970)81 *312 -212. Annduncer 159.148, 400
130.088 524 213. Musician,.instrumental'i 152.048 394
131.088 524 /214. Dancer k 151.048 398.Ai

191.118 239 215. Model
6

*-165.068 482. 216. Athlete

tECHNOLOGY

.

297.868
153.348

408
402

Technology (Misc.)

583.782 135 - 217. Compositor 973.381 312
550.782 435 218. Engraver . 979.781 319
774.381 312 219: Weather Observer 025.288 385
559.885 447 4226, Detailer 017.281 ' 377
556.782 435 221. inspector, Floor ,609.381 312
On.384 413 222. Inspector, Coinponents 726.687 282
575.781 319 223. Engineering Asst., Mech. Equ'lyr 007.1 81 377
542.280 430 224. Fingerprint Classifier 375.388 76*

Medical-Dental
780381 312 225 . Dental Hygienist 0218.368 477
.660.280 430 22,6 . Dental ksistant ,01/9:378 477
700.281 312 227 . bental-Mboratory Technician 712.38.1 3.12
761.281 312 228 Scientific Helper. 199.3846 413
675.380 430 Jor 229 . Medical Laboratory Assistant 078.381 a* 418
715.281 312 230 . X-Ray Clerk 079.368 477
633.281 3iy. 231 . First Aid Attendant 354.818 479
709.281 312 ik 232 . Funeral Attendant 359.878 507

431 I 1,

SERVICE
Instructional.s .

307.878 479 233 Child-Care Attendant 359.878 479
355;878 479 234. Program Aid. Group Work 195:228 345
354878 479 235. Athl$tic Coach 099228 347
355.878 479 236. Instructor, Physical 153.228 37

"
079368 477 237. Instructor. WeaVing 683.221 335
309.878 479 238. Interpreter 137.2M 400

s 306.878 507 239.1Fuide, Sightseeing .353.368 258
356.874 511 240. Parish Worker 129.208 . 296

Dictionary of Offripational Titles, Vokurti U. 4.6

Nofe.: Tab1k7 taken from the Gordon Occupational Check List.Manual -ant repioduced by
permission: Cbpyv9ghtZ1967, 1963;. 1961 by Harcourt Brace ltlgvanovich, Inc.
Al 1 rights reserved.
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460

0-4111 .
ARM

JRT PROGRAM LESSON 4

le

PERSONAL RESIDE

\

\OCIAL SECURITY\ NABER:
s.

TELEPHONE NU.MBER":

PERS011il _BACKGROUND:

'AGE:

PL4CE PF BIRTA:

HEIGHT: WEIGHT

HEALTH:

MARITAL STATUS: DEPENDENTS:

MILITARY STATUS',

p.

DATE OF BIRTH:

.VOCATIQNAL OBJECTIVE: , t
. ,

.

POSITION WANTED:

TYPE OF WORK .I WQULD 'LIKE TO BE 'DOING 'TEN YEARS FROM NOW:
i

2

EDUCATION:

COLLEGE:

NAME:

.CITY & STATE:

4<-

4

00.

YEAR. GRADUATE?:

DE6REE RECEIVED:

..M4jOR AREA OF FUDY: YEARS COMPLEiED:



/VOPATIONAL OR TECHNICAL SCHOOL,:

NAME: DID YOU' CbMPLETE THE PROGRAM?,.
Y PSTATE ;
. .

i

, HOURS.OF TRAIIIING:

SKILL AREA STUDIED:

ii. -.... .i. ,

HIP+ SCHOQL:

iAME:.
..

YEAR GRADUATED:.

ADDRESS:. ..! GRADE COMPLETED:

CITY & krATE:
.

AREAS OF CONCENTRATION:
.

".

a

IF YOU DIP NOT fGRADUATE FROM HIGH SCHOOL, HAVE .YOU RECEIVED A

GED (GENERAL EQUIVALENCY DIPLOMA) CERTIFICATE? .Y8 NO

mot

IF YOU QUIT HIGH SCHOOL BEFORE GRADUATING, PLEASE EXLAIN WHY,

JUNIQR HIGH SCHOOL: .

NAME: YEAR GRADUAT.ED:

ADDRESS: LAST GRADE "COMPLETED:

CITY & STATE:

4

.ELEMENTARY SCHOOL:

NAME: .

ADDRESS:

CITY- & STATE: 4.

YEAR PRADUATED:

LAST GRADE COMPLETEP:.

90

Q

r..



WORK EXPERIM: çBEGIN WITH YOUR MOST RECENT JOB.)

NAME OF EMPLOYER:

ADDRESS:
tvi

DATES EMPLOYED FROM:

JOB TITLE (POSITION) :\

RATE tiF PAY:
4

TO:

DUTIES.PERFORMED:
/NO

0

. REASON FOR LEAVING:

NAME OF EMPLOYER:

A

ADDRESS: --

DATES EMPLOYED FROM:

'JOB TITLE (POSITION):

RATE OF PAY:

if

TO:

DUTIES PERFORMED:

.L

.:kEASON FOR LEAVING:

,

NAME OF EgPLOYER:

3

ADDRESS:
SIREEI SIAIE -LIP COL

DATES EMPLOYED' FROM: TO1
, ,

,

JOB TITLE (POSITION):

RATE OF PAY:

DUTIES PERFORhED:

..REASON. Polk LEA4VING:.



d.

I.

REftRENCES

NAME:
f. IRS I. DILL LAS 1

.

ADDRESS :

,

STAL I GIIY . W it. LIP CODE
. t ,

TELEPHONE NUMBER ::

,
pos ITION:

WHEK EMPLOYED : I .
T

.,
!

NAME :
,.

.

, FI RST . M IDDLE LAST

ADDRESS :
MEE! . CWr . 5,1 AI t. 4 IP, .0 OIL

A.
C .

TELEPNONE NUO4R : POSITION: 0
, 4 ' N. '

WHERE EMPLOYED: ,

,

NI1E
nRsT

ADDRESS:
STREET CITY 2 STATE s: .Z111.110E :

t,,' ,

.
TELEPH NE NUMBER. A.. POSITION.

10 Y4 ,
141'\

WHERE EMPLOYED: r

S.

I *V:
4,41 r /

f .
%

t .

.

qr
4,

^...

EP.

a.

la

I.*

Sd

.,

a. 5`

1,

S.



;$.

. RT PiibG/RAM.

fr.

0.

;

.

-

T IFI CAI I ON :

E: JAMP,i4ORKER'' .
. .,

.,. , ,

.
pgss / 1234 MAIN STREET,

...,i
0 ,

4 Ar1$i-bN1: ALABAMA .36201
...

ist

TOR 9F PAGE,

- ':.4'.4. 7

LES'SON 4

PERSOPi.: RESUME'

.5

4..._
' .

'

.ore

,.

0

'

...

C,I41,. "tLIRITY NUMBE : ... 123-45-i6789
7 PHONE . NU. MBER:' ,., .' ,f' (205Y 23T-1§7 .

. . .

,

.. s, .
.. .

PERSON ,BAC6liO4UPir.i: -----'''s.s, .

k . .

: \
e

310
. .3

.,. r
DAT. g ..,PF li TII .. iCI:ls,1 1

la . 4. , /"' .0 PLAGE4F . ,
,

,. IL.,
.

BIM I NOIAM-,"- ALABAMAt
. . .

.-

...!:

HE I GHT t .,...
.

-5' . '101'

WE I GHT : l:t..f.:;...
.

165 Li3i . '
,.

:: s':-.y ".. GOOD
,. .

MARITAL.; Si:M:0r : MANI D.
......,,

DEPENbEliT .

't
POUR -

r

4 , : .4" r 4 0

MiLITARY., SlAt14,::

Ili -
0.6

it!

.

VOCATIAIAL oBJEatyE:

POSITIC41=WANTL4

.4 4

.

NONE
r-

-Y.

.

r r
.4 ...

:MACH.I NItt-AR INDE R. ..-

.. 4- . '
.0 ' -: ;v: 1)11,.. - . x i ,
il... . --

,- 1 'I,

%_,. ...- r

-93'4..
, - l "

, . at., .01 .
:0w

4". ....4 . .. , a; :i ..V. *0

Op
s .
...' .

V

.et

s

t

45

S.

t

' te."14

. .
r

F.:

*



PES WORKER
.'rERSONAL KESUME

.

. . ,

TYPE OF WQRK I 'WOULD L.IIKE TO BE DOING TEN'YEARS FROM N614: -

1EN YEARS FROM NOW I WOULDIJKETO BE A TOOL:ANIj DIE

MAP OR A FOREMAN IN A MACH I rilE;4SHQP .

EDUCATION:

'TECHNICAL CHOOL:

/ 4 1.

CERTIFICATE: .

SCHOOL:
*-

DATES:

4.

:780 NOUR-MAC-11111-1-ST-PliOGRAM

KNOXVILLE TENNI.CA,L, SCHOOL

4321 N. BROWN BOULEVARD

KNOXVILLE, TENNESSEE 37900
'

JUNE,- 1970 7 NOVEMBER, 1970

IIIIGH...SCHOOL:
.

S.
...

- DIPLOMA: CLIMPEETEP TENTH GRADE IN 1963 .

CONCENTRATIONS.: 4 flECHANICAL_DRAWING; MACHINE SHOP,

., .* AND SCIENCE
, ,-- ...

.. KHOOL: - ENSLEY HIGH SCHQOL
. :

.
9521 LESNIK LANE z

..

.. r BIRMINGHAM, ALABAMA 35203
i .

0

,

'WORK EXPERIENCE:,

OPI;ORTVIItY'aNTO

217 WEST 13TH STREET .

I . ANNISTON; ALAtAMA 36201

FROM: JANUARY, 1975 tO PRESENT

DUTIF: VALVE A§SEMBLER

41.

94



S.

GIs

4AME*S WOR
rERSONAL RESUME

40.

. .

11.

4.

,

AMERICAN TOOL AND. DIE: COMPANY . ,

.3628 S. FREEMAN ROAD.
..- ,.

. .KNPXVILI,E, TENNESSEE, 37990: -.... ...
.

FROIA: AUGUST, 1970: TO JULY, 1974 .,

.D.IITES:: .- ASSISTANT:TOOL AND DIE MAKER
. ,

ACME DIE CASTING/COMPANY

1456 S. HELMAVEN

VIOXVILLE, TENNESSE 37900

,

FROM1 MARCH, 1964 TO MAY, 1970.-

'DUTIES -LABOER IN:FOUNDRY

REFEREN.CE:

MAME: .CARL S.-LAWRENZ .

ADDRESS: 3634 WUSTUM AVENUE.

ANNISTON, ALABAMA.' 36201' _ ./ N .

' TELEPHONE:. 237-9136. '

. PO.ITION: MINISTER . . :N
0 .

.
CALVARY BAPTIST CHORCH :,\

.
.1

s,

NAME: t* RPERT-A. gAROW .

ADDRESS: 3328 CUDAHEY R6AD,

KNOXVILLE; TENNESSEE 37900

TELiEPHONE: (629) 3411800

POSITION: FOREMAN

AMERICAN .TOOL AND DIE COMPAO

417'.



'

4AMES WORKER
rERSONAL RESUME

°NAME:

.ADDRESS:

TELEPHON:s

POSITION:,

WILL N.WILSON .

1642 S. MELANIE. ROAD

ANNISTON ALABAMA 36201

S.HOP FOREMAN. ,/

-OPPORTUNITY CENTER

4

a

1

_ 4

sea

0 .

4 1

6

*



JRT PROGRAM**.
/

IMPOR INTS' to REMOBER WHET! COMPLETING'

AN APPLICATIQ FOR Eme.LOYMERT

It
LE$SON 5

READ N-STRUCTIONS CPEFULLY AND FOLLOW THEM.'

EITHER PRINT .OR YRITE, BUT DO NOT ALTERNATE.

(INSTRUCTiONS./4UALLY STATE TO PRINTT.)

3T-WEReSIGNATilRE IS REQUIRED-,- TH I SIIEARS'WRiTE"

USE A TYPEOITER IF IT IS POSSIBLE.

5 - DO NOT USE ANY. COLOR BE4.IDES BUJE OR BLACK WHEN USING

AN INK PEN.- .

COMPLiTELY ANSWER QUEStIONS AS HONESTLY AS POSSIBLE,

PUT THE. WORD: "NONE" IF A' QUESTION DOES NOT APPLY.

HAW THREE GOOD AEFERENCES. .

A. PEOPLE WHO WtLL REPRESENT YO.0 AND 'SPEAK WELL OF YOU.

(1) ACHIEVEMENTS

-(2) ABILITIES i
(3) PERSONAL BOCKGROUND

. (4) cpAACTER

(5) EDUCATION -
.

,
(6) EXPERIENCE' .

. (7) TRAMING

SET PERMISSIOti FROM PEOPLE BEFORE USIiIG. KM AS

REFERENCES.
_ !

.

ACCEPTABLE REFERENCES. -
.

, (1) CHURtH - 'PASTOR, 'MINISTER, OR PRIEST t
4) -.4SCHOOL TEACHERS; PRINCIPAL; OR COUNSELOR

", .



v ,

.
/

. .

(3) pROFESS ONALS pOCTORAMER, dR DENTIST.

(4)' PREViOUS EMPLOYER w

(5) FRIEND OF FAhILY ,

PEOPLE WHO SHOULD NOT,BE USED AS REFERENCES.

(1) RELATIVES .

(2) FRIENDS YOUR OWN AGE (MAINLY IF THEi' ARE YOUNG

AND HAVE eT HAD MUCH PRiVIOUS.WORK.E(PERIENCE)

.

;-'4* INFORMATION REQUIRED FOR'REFERENCES.%
.

, 1
. ' (I) COMPLETE NAME

..

(2) COMPLETE ADDRESS (ItiCLUDE ZIP CODE). 1" . .

CD' TELEPHONENUMBE (INCLUIIE AREA CODE If DIFFERENT

THAN POTENTIAL- EMPIRER'S)

(4) 'OCCUPATION 4
. .

. 9, 'SPELL CORRECTLY.

,

,

(

IQ. HELPFUL MISCELLANEOUS IINF9RMATION FOR COMPLETING AN APPLI-

CATION. I.4* : . ,

A

I.

.
,

.

, A. REsutt .

.. B. SOCIAL mithy CARD
.

C. BIRTH CERTIFICATE .1- .

/
D.. pRIVER'S LICEN5E .

E. MILITARY'. RECORDS
,,

.
,

F. TRAINING CERtIFICATES

a.
4

. - .

98.

-

a.

7

011,



JRT PMGRAM LESSON'5

_SELF-EVALUATIR6 YOUR :AiTLICATION FOR EMPLOYMENT

1.. DID I FOLLOW ItTilUCTIONS46 THE APPLICATION fORM-

2. ARE MY RESPONSES ilEATLY WRITTEN? .
.

3. DO .11Y RESPiINSES SAY. WHAT I WANT'THEM:TO SAY?

.4
a

* 'INCTUATY)N CORRECP-

5. DO I I;LEARLY.PREENT MY QUALIFPT1ONS?
Av. ,

DID I GIVE ACCURATE DATES'?

7. -DID I G:IVE'REFERENCES iHO KNOW SOME DETAILS ABOUT .

MY.BACKGROUND?

A. PERSONAL BACKGROUND

B. .EDUCATION

C. WORK.EiPERIENCE

,TRAINiNG
6 .

E. INTERES1S:.(HOBBIES)

.

F. ,PERSONALITY (CHARACTER).

1)16 kOPLE -I SPECIFIiii ASAFERENCES GfVE ME PER-

MISSION TO,USg' THEIR NAMES?

9:--UPON COMPLUING THE APPLICA ON FOR EMPLOY1ENT,

DID I CAREFULLY READ ALL RESPbNSES TO SEE 4F.

ITHEIt WdE24NY'ERRORS OR OMPSIONS?.

ft
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4 .

: JRT. PROGRN1

'>.

?..

. :.,
..

. ...
. - " '' 7' ..'

. .. . -,.

0. ....,,,
.:. . =,.. -.,

1 ,..,-- .,..
-, - , .. .

. ./ .

.. .. , 6* ,
. , .. .

... t0,..APPLit Ttcli :fet,:.EMPLQYMENT -'.±.%,.- ...
- .

A

A. le ... 0, A. .
I

0

. .I... t '.. 1 -. 1 e ',. Y CI' f " I...,:" ' 1;',.....k. " ';.' :% ' . . .. . ..f v ,i.'. : .. .; - V , .t :
.0 N . '', . . . . , .:',..8.1 I , .....

. P 0 1 ' ,,t

pIREpTTis:....... ANSWE.R.: Qu$T.-.-*,.C9pletpolLY'A.itip...:AC.ctigATEy; t..411.1-.E.

... 7 ,.. -::: ... , ..., TIE;:.,111:6RD::::!-NoNilli);.;.k...SUcSTidOEI....P.Q.0-..0.1" PERTIO#N.-..m.:...

'.YOLI: '.''''..'hi,F..4-. `:PiiiiTi .-41.:-..fliSP-04,-..:UNLE.O. ASKEli;:t0 .

..

OYHEkWiSE,-..

/1.1; PE.RSONAL IP-1tut:
7

I

0 t :1; '

'AGE : OF BIRTH :

$TATO : S I liGLE.:_l_MARR I EDL_JIIDOWEIL,DIVORC.

JS.E,PAkATEB-

MBER OE-DEPENDENTS i
. /

b*,8'. ;CITIEN:_ ,.' YES . .
,

, HEIGHT : GHT . SOCIAL SECUkITY NO.

;

.4.6' " 4.14 ,

'BACNROUNDANFORMATION:
,

.00 YOU HAVE _A _DRIVER! S. _LICENSE? YE - NO
,

CAN YOU' BE BOg.D? _YE'S NO

.HAvi.it YOU .EVER LiEEN ARRESTED? YES

YES, PLEAk EXPLAIN:

.00

.'.1*

yERE YOU IN THE MILITARY §ERVICE? . YES

JF YES, WHAT TYPE DISCHARE, .DID you R.CEIVE?



\

RAt NOUR\GENERAL IfEALTH: FAIR-- POOR

RATE YOUR-VISION. GOOD- .1 POOR:

RATE.YOPR 1E4BING::- .

. DO-.YOU-.HAV(ANY DISABILITIES, HANDICAPS,'OR DISEASES? YES 0

:IF YES, PLEASE EXPLAIN:

41AVE you EVOIECEIVED TREATMENT FOR AN EMOTIONAL OR MENTAL CON-

.))TTIO117-----ita- --NO IF-YES, PLEASE EXPLAIi:

1

HAVE.YOU EVER RECEIVED WORKMEN'S COMPENSATION?. YES )1,0

NUMBER OF DAYS ABSENT FROMxWORK LAST YEAR,(IF UNEIPLOYED, NUMBER

: AF DAYS YOU THINK YOU WOULD liAVE MISSED.) - DAYS

EDUCATIONAL BACKGROUND.;

. ELEMENTARY SCHOOL: .

a

0 ...

NAME: .
. YEAR .GRADUAfED:

.

ADDRESS: . LAST GRADE COMPIPTED:
. .

.

CITY & STATE:

:JUNIOR HIGH.SCHOOL:4

NAME:
4 .

ADDRESS: ..LAST GRAPE COMPLETED:

YEAR GRADUATED:

CITY & STATE: I

HIGH,SCHOOL:.

4
4.

YEAR -GRADUA
. .

ADDRE6: , LAST GRADE COMPLETED:

CITY & STATE:

AREAS: OP CONCENTRATION: .

;



,p

IF YOU DID ii)-1- GRADUATE' ROM H I GH SCHOOL/ HAVE YOU RECEIVED- A-

. ,

GED (GENERAL F.QUIVALENCY ITIVLOMA) CERTIF I qaTE? YES NO

IF. YOU QUIT [UGH SCHOOL BEFORE GRADUATING, f;LEASE. EXPLAIN WHY.

. . ..I .

VOCATIONAL* OR' 'TECHNICAL SCHOOL:'
.... \ ,.

NAMF: DID YOU COMPLETE _THERRO_GRAT,:,_±
. .

. A

ADDRES: . .i .

_

HOLIAS -0F*TRAINING:
,

\ CM' & ;TATE: .

SKILL AREPr STUbIED: *
.

. ..... .4.
, .

. . .
COLLEG.E)

,

) NAME: YEA,k GRADUATED: ,

,

ADDRESS:: . , DEGREE. *RECEIVED:

CITY & STATE:' . ,
7...

1- 4
..

MAJOR AREA OF STLIDy: YEARS COMPLETED:

WORK EXPERIENCE: (BEGIN WITH\YOURAOST RECaT JOBX
.4

4.

,

NAME OF EMPLOYER:,
.

. ...=-'." .4.-

,

ADDRESS: \

S1REE1 n IT. . FAIL. . LIP CODE

DATES .EMPLOYED i 'FROM: - .
\ ,

..

A- JOB T I TLE ( POS IT ION) : i

, RATE OF PAY;

'r

DUTIES PERFORMED:

kEASON FOR_LEAVING:



NAME OF EMPLOYER:

ADDRESS:

DATN EMPLOYED: FMK' . TO:

li.13 TITLE (POSITION):

RATE OF fAY-: 1

DUTIES PERFORMED;

.1

4

d

ITEASO1 FOR LEAVING:

NAME OF EMPLOYER:_ .

ADDRESS:
S1 11E1 CITh

DATES EMPLOAD: .TROM:

JOB TITLE (POSITION).:

RATE OF '

SIME LIP CPDE.,

-' TOr

6 :

DOTIES PERFORMFD:

REASON FOR LEAVING:_

TYPE OF WOk WANTED:

-FIRST CHOICE:

S CORP

103



,

101:11I1tcES:'p
, 4

r

I 0Eei-ITIS:,$, P,ERSON.§ LISTED As REFERENCESMall:UWE, KNOWNIDU

FOR AT LEAST':ONE YEAR ljji' MORE, DO', NOT INCLUDE

s RELATIVES,

NAME: s,

ADDRESS:

.

LA 1 FIRST . -MAKE ,

. 0

a-

TELEPHONE NO, : , , POSITION:

EMP,LOYED:

#.s

11

NAME:'
,

LAST '.-.

ADDRESS':
.

, -k STKLE1 WY- , -SIMI' LIP. GUDE-
-f' -

TELEPHONE NO, : FkISITION:.-

NAME:

ADDRESS:

TINS] - MUD

!

WHERE .EMPL9YED:

I

V.

I.

1.1

:1MIDDLE,

0,1

POSITION:

E EMPLpYED:

0

4

104,

,

PM,

-
.0

. 7. "



.
,

, Ti THE E'ST oF MY1ç1OWLEDGE L,SWEAR tHAT.-ALL. INFORMATION PR-

.SENIED Ii TH IS APPLI.CAtTOLFOLEAPLOYOry,.XPRATE'

FUL: I HEREBY AUTHORRE TH IST COMPANY TO VERI FY ANY OR .ALC or ".

THE., ABOVE; INFORMATION. I UNDEItTAND THAT PRE.S:ENTAT I ON. .017

.

NAC-

CURATE INFORMAT ICA CAN -.RESULT IN MY NOT BEING HIRED OR iN MY- RE-

. LEASE %AFTER .B I NG HIRED. I ALso liNDVRSTAND THAT, ALL 'NEW D1PLQYEES':.

MUST..SUC4SFULLY 'COMPLETE A WRITTEN.:EXAMiNATIO...AD. A PHYSICAL.
Al

--T-TExAmiNATtrgekErogE-Butt KRED .."' of . Z
c.r

:

-

S.

SIGNATURE: , dE DATE:

5..

n-

b

V

a

e

' 1- -



JRT PROG,i1APC

:

$

' r.0

*
.

N. r'

-LETTR,S OF.VPLICATION FOR. EMPLOYMENT
.

a.

LEAVE ,PROPER:MARGINS ...ON BOTH SIDES OF LETTER.

gEG,IN LETTER -AP1411'11ATELY TWO .INCHES 'FROM 'TOP

:eoc yot,R AiDRESS. IN UPPERAIGKI. RAND CORNEji OF-1EfrER: : '

;

LESouN. . .

c-

wax. R.1UTH- TODAY:S....DATE. .2

ItEAVE SP .E BOWEEN DATE AND COAPAN*Y- ADDRESS

PERSON t0111 JOB. Trill). AND.' COMPANYARE -FIRST ITEM§IIHICsH,
,

-APPEAR ON: LFT. SIDE OF PAGE.

7 LEAVE SPACt AFTER C6MPANY' AliDRESS. AND SALUTATION . .

8. U.SE ZIP .CODES 'IN. ADDRESSiS.

9... USE PROPER SALUTATION.,

DEAR MRL TESOL6WSKI-:'

B. -DEAR SIR .
C. GENTLEM'EN: .

10, USE, A COLON : ) AFTER .SALUTAT I ON

11. EACH PARAGRAPH SHOULD REPRESENT A SEPARAt IDEA-.

. 'LEAVE, A SPACE BETWEEN PARAGRAPHS.

. 13. USE A PROPER CUiSING.

A. S I NCERELY, ;

B. SIOURS tRULYJ

14. LEAVE. S,OACE BETWEEN 'CLOSING AND SIGNATURE, ,

15. "PLACE CLOSING AND SIGNATURE IN *LOWER RIGHT HAND CORNER OF

LETTER, :BUT ALIGN.THEM WITH ADDRESS AND DATE IN "UPPER RIGHT

HAND CORNER.
a.

A

t .

-



NEATLY WRITE YoUR NAME AND ADDVSS IN UPPER. LEFT,7HAND
.

CuKNER OF ENYLLOOE: =

-USE COMPLE1E NAME.* ADDRESS OF 6OMPANY BEIN6,WRITIEN ON

.

LETT6 AND ENVELRE.

KATLY:WRITE AND illOPERLY SPACE tOMPANY NAML AND ADDRESS

f ON- ENVELOPES, .. .
.

1.9, GEhtItAL APPEARANCE OF A LETTER OF 'AIWICAfI9N*; INCLUDING
,

.HANbWRITING; SPELLINV AND 'GRAMMAR, SHOULD IMPRESS A. POTEN-

TIAL EMPIOYE1,1, . i
. ,

St

ft

Ab'

r

0*

,

WA.

IA



JRT PROGRAM

I

SAMPLE _LETTER OFAPI;LI4TION -FOR EMPUYiENT

-LESSON 6

,.

s

..Qp Qf(T

MR. DENNIS TESOLOWSKI

POSONNEL MANAGER

7------101-6NACAEthit-NOrretifiPANY,INt:--

216 PETRIE AVENUE

ANNIp ON, ALABAMA 36201

DEAR R. TESOLOWSKI[

1234 MAIN' STREET

ANNISTON, ALABAMA 36201

MAY'16, 1977.

_ .

THIS LET1ER IS IN REFERENCE TO THE MACHINISTGRINDER POSITION

ADVERTISED IN Tft-ANNISTON NOV NEWS ON MAY 15, 1977.

I COMPLETEI).TENT[i GRADE, WHICH INCLUDED TWO YERS OI IPIDUSTRIAL

.EDUCATION, AT EVSLEY HIGH SCHOOL BIRMINGHAM, .ALAIiAMA IN 1963.

I RECEIVED A CERTIFICATE FOR COMPLETING A 26' WEEK (780 HOUR)

MACH I N I STS.. PROGRAM AT KNOXV I LLE TECHN I CAL SCHOOL KNOXV I LtE,

TENNESSEE:IN 1969. -

.
108
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Ne,
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I tiORKED AS A LABORER -FOR SIX YEARS AT AcriE DIE CASTINGili KNOX-

VILLE. I HAVE ALSQ WOkkED 'AS AN ASSISTANT' TOPE:- AND ,DIE MAKER

.
FOR FOUR: YEARS AT AMERICAN 'TOOL. !IND. DIE IN KNOXVILLE. DU.RING

. THE PAST TWO AND.ONE-HALF YEARS I HAVE RECEIVED .ON-THE-JOB TRAI.N-y ,

ING,AND WORKED -AS A VALVE ASSE:MBL6 AT THE OPPORRINITY CENTER- iN

ANNISTbN: . MR. WILL WILSON; SHOP FOREMAN 'AT ,TRE '00ORTUNITY CEN-

. TER, IS PRESENTLY MY IMMEDIATE 5UPERVISoR. HE HASKINDLY PER- k .
,

,

MITTED PIE TO USE HIS NAME. AS A RE'rEkENCE.

4

I AM AVAILABLE FOR. IMMEDIATE EMPLOYMENT. OVERTIME WORK, INCLUD- '
.

..tNG SATURDAY-,. WILL BE WELCOMED..

I SHALL:BE:HAPPY TO FURNIO. YOU WITH ANY FURTHER..DETAILS ABOUT

MY PERSONAL BACK6ROUND, EDUCATION, WORK EXPERIENCE, AND OMER

REFERENCES. I FEEL CONFIDENT THAT I AM,CATLABLE OF OERFORMING-

41107-7-if1r-QUALitif OF WORK REQUIRED BY Y6UroiMPANY. -FibiiiiitPLEAfEb's
...TO COME IN FOR AN TERVIEW' ANYTIME AT YOUR CONVENIENCE. YQU MAY

tALL.ME.AT 237-19 -ANYTIME AFTER 3:30 P M. ON WEEKDAYS. OR ANY-
,

JIME ON'WEEKENDS.
e %

4.

TI-JANk YOU FOR IOUR CONSIDERATION IN THIS KAiTER..

Alb

109

, SINCERELY,

JAMES WORKER

J

.14



JAMES-WORKEg

3254 MAIN STREET

ANNISTON) MAMA 36201

1,4a 41

.v

.

I

mumm. Oa.. woo.,

7

U1R: iENNIi TESOLOWSKI

'41

1111M11

PERSONNEL MANAGER.

NATIONAL ALUMINUM COMPANY, INC.

216 PETRIE AVENUE -

ANNISTON, ALABAMA 36201

_

I.

a-

mit

144",

-

4

4

a `.

/Min. 41111.

.1

A

.

.

114'



V.

PROGRAM

HELPFUL HINTS ,FOR .EMPLOYMENT EXIAMINATIONS
(

- 'LESSON. 6

COMPLETE' REOUIRiD IDENTIFYING INOMATION.

CAREFULV READ DIRECTIONS... .

BE, AWARE 'OF. iIME UNIT OF REQUIREDY.

RAPIDLY OBSERVE TESTAUESTIONSJO DETERMINE WHiCH ARE

mo§'-r.li I FF I CULT

CALCULATE APPROXIMATELY, HOW MUCH TIME CAN BE SPENT. ON EACH

QUEST ION .

'CARtFULLY READ- EVERY QUESTION WHICH ..YOU, ATTEMPT. TO ANNER.

7. LEAVE DIFFICOLT QUESTIONS WHICH YOU CANNOT ANSWER AND

c

4 4,

p.

8. TRY TO RELAX; .

9. REMEMBER THAT YOUR BEST EFFORT IS ALL.THAT OYONE CAN A$K

O YOU.
-AL

V.

1:e

41=

A

S.



JRT PROGRAM ,

a

.

HELPFUL HINTS FOJI CO4TACTING A. POTENTIAL

EMPLOYER,. oN THE TELEPHONE

DETERMINE WHAT YOI.1. V'IAN't TO 'SAY BEFORE CALLING,

CLEARLY IDENTIFY YOURSELF BY G.IYINq YOUR 1ULL NAME;

LESS*

CLEARLY IDENTIFY WHO yortaim tia TO TALK iiITH ; .

(rHIS WILL USUALLY 134E -A' RECEPTIONIST- OR SECRET1ARY. )

,ft.. SPEAK .1N)k CHEERFUL. AND FRIENDLY VOICE. .
-5. SPEAK : IN .VARYING, .T.ONES... .. ''' ,

6: ..SPEAK4IN :AN ADEQUATE': LOUDNESS ..
.

..

7. S.PEAk CQ0.11)ENTCY. iN A ...BUSINESS LIKE AND tOURTEOUS. MANNER.
....

8, UPON GETTIN-G- TfIEPERSON TWHCFYOTIIIANT TO TALK WITff, .,
A. - 61.1EARLY IDENTIFY YOUliSELF. . -

B._ CLEARLY AND. CONCISELY EXPLAIN WHAT YOLVARE, CALL,

. -

.. i .
ING ABOUT,.

.
9.. ,..:BEg AN -ATTENTIVE (-GOOD) , LI SjEFIER .1 : (

.
10. UNtXPEGTED INTERRUPTIONS ;

u .

A-! .4 EkLISE YOURSELF.
.

. c.
1 B. PLACE. THE PHONE Itt A .PLACE THAT IS AS NOISELESS

.,

.

. AS POSSIBLE. . - .

11. :BE `CAREFUL NOt TO ALLOW AN INTERVIEW TO BE CONDUCTED OVER

THE TELEPHONE. 4 . .
.. ..

12. CLOS. ING THE CONVERSATION, .. .

.
A. . MAINTAIN THE SPEED OF YOUR. CONVPSATION WHEN ... _

SAYING "GOODBY" (MANY PEOPLE TEND TO HURRY) .

e

112
116

4
11.

11."

le



.

MAINTAIN THE Ltlfl F YOUR VOICE (FIANY PEO- .

Pll TE111D. f9- SPe.AK QUIE )
..- 4.

SAY !t-tHANK (YOU" FOR ANY cois I DERAT I ONS:, WH ICH

.' HAVE BE.EN GIVEN YoU.
.

.. . 1

.!

CAREFULLY PLACE THETELEPHONE RECEIVER AND TRANS-.
. .

- MITTER IN It 1.-101_DERT .-
.

.

._,

1
I.

V

OP

-

;

1



JRT, kOGRAM

O.

6

'

LESSONS 8?". 141,

JNTERVIEWS-: SELF-IYALUAT'ING yon. 600t1IN5

.
I

,

DID I TAKE 'A SHOWEll MTH?

DID I WASH MY 'FACE?
,

DID I. BRUSH MY TEEtH? 1..
1)1D I FRESHEN 11,11N '1.1OUTHif

4

ARE MY CLOTHES CLEAN? .'

fr.

6. ARE' MY CLOTHES IRONED OR. PREiiED? . .

7. ARE MY- CLOTHES APPROPRIATE :FOlk THE INTERVIE0 TOO FANCY

OR STYLI.SH?

4.---ARE Y SHOES CLEAN-AND POLISH.ED?
r

9. IS MY HAIR CLEAN AND NEATLY STYLF,D?

10. ARE MY FINGERNAILS CLEAN AND TRIM?

11. DO I SMELL CLEAN ANDFRESH?

.12. DO I APPE.AR EXTREME?

13. DO I APPEAR PLIASANT .AND -NATURAL?

14. DO I HAVE AN APPROPRIATE 'AMOUNT' OF COSMETICS AND PERFUME

e.

r

...

.4

;

ON .(GIRLS)?

15. AM t COMFORTABLE?

16. IS MY POSTORE GOODZ .

17. WAS' I% PLEASED AFTER CAREFUth EXAMINING MYSELF 11!1;A

MiRRQR?

114 :

4
.

s:4
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JRT PROGRAM

4

LESSON 8'

. JOB MTERVIEWS: EXftBITtiCCEPTABLE BHAVIQK

B,E WELL 6ROOMED.

. 2. WEAR APPROPRIATE CLOHING.
.

-.

RtMOVE'YOUR HAT UPON'ENTERINGJHE-OFFIC
.

ARRIVE AT LEAST 10 MINUTES EARth

GIVE YOUR FULL NAME 'TO ME RECEO*Tif'OR41SECRETARY.

iNDICATE YOUR EAGERN8S'BIPWALKiNGIlltS

. . INTRODUCE YOURS'ELF WHEN MEETING TH'i INTERVIEWER. '

REFER TO THE.INT(RVIEWER 'BY NAME.

44

e

VIEWER'S HAND,

10.* REMAIN STANDINd. UNTIL ASKED TO SIT'D(1414.

BE AN ALERT AP .ATTENTIVE- LISTENER.

AtIELBEINi _WOO JELLINTEB=

/

-a 12. ACT INTERSTED.

13. SPEAK,CLEARLY AND DISTINCTLY.

14. SPEAK IN A LOPD ENOUGH VOICEe

".

15. MAINTAI,N GOOD POSTURE WH,EN-STANDINq OR SITTING.

16.,; INDICATE THAT yOU ARE iNTERESTED IN THE JOB, FOR WHItH YOU

AK APPLYING,

17. ALLOW THE INTERVIEkR TO CONTROL THE INTERVIEW BY LEADING

THE DISCUSSION,

18. DIRECTLY AN.SWLR ALL QUES'TIONS (USE GOOD JUDGEMENT IF YOU

THINK A QUESTION IS TOO PERSONAL).-

. 19. .USE CORRECT GR.AMMAg Aft ANSWER WESTIONS COMPLETELY.

20. GIVEACCURATE, MONEST ANSWERS.

115



fr
21. OCCASIONALLY SAY ."YEt, SIR" OR "NO, ,SIR".

% 22 PRESENT :CERT I Fi CATES OR DOCUMPTS, WHEN -ASKED -To VER I 'FY-,

FACTS.:: A

23. ,SPL.-.4 '..1N THE' BEST ENGLISH' YOU ARE' eFABLE .0F.'
. .

.,..fr )24. BE COURTEOUS..

.iMAitgAIN EYE CoNTO. 2
1

'

26. ,STRESS YOUR QUALIFJ CATIONS- FOR THE,.JOB.

27.. DESCRIBE WiliVbigABILITY.

28. LOOK PLEASANT AND MILE, PERIODICALLY'.

29, MAJNTA1N YOUR POIS,

30. ACT NATURAL BY BEING YOURSELF.

3,1a__MA INDIA kRELATIVELLSERIOUS MIMI_

32. . REALISTICALLY DISCUSS WAGES, IF THE INTERViEWER MENTIONS

THEM FIRST.

33. REtORD THE DATE, TIME, AND PLACE TO REPORT, IF ASKED TO

-RETURN FOR, AN6THER INTERVIEW.

%
34.. EXHIBIT-CONFIDWE IN YOURSELF.

3. VERBALLY .INDICATE THAT .YOU ARE A POSIT1VF THINKER.

36., SAY "THANK YOU" -WHEN THE INTEWIEW.HAS ENDED.

37. ASK GOOD QUESTIONS, IF GIVEN THE OPPORTUNITY.

38. TRY TO BE-RELAXED.

3. INDICATE THAT YOU ARE A. KIND PERSON.

40. STAND WHEN THE EMPLOYER 'STANDS AFTER THE INTERVIEW HAS

ENDED.

41. GIVE A FIRM HANDSHAKE, IF THE INTERVIEWER OFFERS HIS

HAND AT.THE END OF THE INTERVIEW (ESPECIALLY IF YOU

HAD A HANDSHAKE AT THE BEGINNING OF THE INTERVIEW).
. .

116
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.

,

42, LET 'DIE INTERVIEWER KNOW THAT YOU\ ARE IkTERESTED

THE COMPANY NB"( DISCUSaING THE SERVICES PROVIDEk"rOR

if
PRODUCTS MADE, /

43, \\DEMONSTRATE T EMPLOYER.4 YOU CAN FUNCTION

INDEPENDENTLY,

x.

.

r1;

:

.

4

6.
4

6

A

G6

A

Co



JRT -PROGRAM. LESSOii

JOB IN. TERyIEjttsj_: '.xfi,IPtiTililp..1,1)11,AWJA1.3LE-BEHAVIO
...

REF-ERRINq :RS.0_11111L'. tik..11411S.' ORIS.

",_

2 Ar .US Ii*.PROFANE.L.ANGUAGk,

3.; USING SLANG.'
,

4. ACTING.LIKE SOMEONE. BESIDES..YQUR$ELF.'

5;- .EMPNASIZING:HOW *MUCH YOU NEED' THE,JOB ,
. 6. -111iINGING',A FRIElikOR RELATIVE WITH you.

7.. INTERRUPTING THE 'INTERVIEWER.
a

8 . .: INDICATING THAI.. YQU ARE .RESTLES.BY''MOV'ING. AB011if.I N.
. . ,

: YOUR CHAIR. .
,

..,..._,...-

9. INDI CAT iNG THAi.; YOU,. ARE NERVOU.
. . .
. , . ..

10. CRITICIZING FOR*R EMPLOYPS OR CO-WORKERS.°
,

11:. BEING .N.EATIVE:MR CRI,j-ICAL MOUT, ANY SUBJCT.
.

.12, .r:D I squssuip: POONAL:,, FAMiLY,.. QB:, NEYI'RQB 8 .
.:.

(UNCESS 'SPECV,IPALLY_ASkED)..

.13. 'TOUCHING THE I.NTER1IEWER!57D YThING ;ON IT., "..
14-, SITTING DOWN BEFGRE.;you HAVE BEENt :INVITED "Tp..D0' So.

15. :GIVING A SLOPPY HANliSHAK.E,

16. -USING POOR POSTURE illil-LE SITTING OR STANDING..

..

s

,

17ACTING FRIENDLIER THAN IS APPROPRIATE.

18. GIVING FALSE..AN-NERS.

19. GIVING UNIMPORTANT 'EXCUSES.
,

.

.Sa 1.18_

..
9

6.

,



A

J-1

20. INITIATING A DISCUSSION -ABOUJ VAGS.,.. WORKING cp-

., *AND .VACATI9N POLICIES, ANDPHOURS,_
.>

_OF WORK ,(UNLESS. -YOU HAVL BEN /6<ED TO TAKE THE.. JOB)..

'SLOWLY. WALKINt DiTO INTUVIEW-;

22. EXPRESING, THE IDEA THAT- you ARE TEMOSTIMPORTANT.
,

. 23. fillING JOKES. .

24. ;READING, PERSONi.il.. PROPERTY ON :TEE: INTERV IEWER'S. 13.ESK.

25., -.SMOKING. DURING OR ,RI.G1-IT .BEFORE THE INTERVIEW..

.26... HAVING'. T.HE ODOR 'OF ..'LIQUOR. ON 'YOUR BREATH..

.27. HAVING. ARYTH I NG N :YOUli MOUTH.

. 28.' WEARING SiiNGLASS

.WEARIN.G YOUR. PRESCRIPTION fYEGLASSES If YOU NEED.

AA /

!eV

-

44'

At 1

ATtENDING .AN INTOWIEW WHEN IT IS OBVIOUS THAT ,YOU'

OE SICK.*

31. WEARLNG EMBLEMS OR D'ECALS_ ON..YOlill CLOTH ING7

32. ASKING, UnITIPORTANT VESTIONS

33; STRESSING YOUR DISAB'ILITY.

.34. TALKING TO ANYONE WHO ENTERS THE ROOM.

e

-



'JRT- PROGRAM LESSON 8

/
JOB INTERVIEWS: SPECZAL CONCERNS:OF

DISABLED IOIVIDUALS

. .

WHAT.EMPLOYERS OFTEN THINK-:. .,.

A. CONSIDER INDIVIDUALS' LIMITATIONS, INSTEAD OF

.
THEIR ABILItIES Is

,

t
B. WORRY ABOUT ACCIDENTS

C. WORRY ABOUT',RATES THEY PAY-FOR INSMANCE h -%

BEHAVIORS WHICH DISA.B.LED INDIVIrtimis GAN EXHIIT

DURING THE INTERVIEW

I 1 I

ESPECIALLY IF "IT IS VI-SUALLY APF'ARENT
I

1.) Ug CLEAR, ,EASY TO UNDERSTAND TERM, .

2.) DO NOT USE MEDICAL OR PSYNOLOGICAL JARGON,

. 3.) EXPLAIN-YOUR DISABILITY JN SUCHPA.WAY THAT THE

INTERVIEWER KNOWS YOU CAN DO THE JOB- -.

4.? TRY TO DESCRIBE YOUR -i3ROBLEM:WITH POSITIVE

QUALITIES

5.)- bESCRIBE HOW THE DISABILITY OCCURRED'

A.) CONKNITAL

B1) ACCIDENTAL INJURY :
(1)% . A LONG TIME' AGO

' (2) RECENTLY

CI) DISEASE

I.

of



nESCRIpE ANY PHYSICAL LIMITATIONS

A,) STANDING

,BJ .SITTINd

.D.) LIFTING

E.Y VISUAL

F.) kEARIlliG

) SPECH'

if..) B.REATH I NG .

(1) ALLERGiES.

(2) OUT-OF-BREATH'

.) LibRDINATNION

PS

I.

(1) :EYE-HAND

. (2) EYE-FOOT

fINGER DEXTERITY-

. . (1). FINE -

(2) GROSS

t:

7 ) :DESCRIBE THE, CONDITIO OF YOUR DiSABILITY

A.) IMPROVING

B.). NOT .CHANGING

C1) F5ROGRESSIVE (RATE %AT WHICH IT IS GETT'ING's

WORSE)

8 ) DISCag HOW YQU. HAVE' BEM ABLE TO COMPENSATE 6R
,..

YOUR DISABIPTY

DISCUSS .YOUR GOOD VOCATIONAL RECORD

- *A. ) FBI DAYS MISSED I)U.10 ILLNES

B.') ARRIVE EARLY FOR WORK

,v3

V.



C.? PRESENT FACTS ABOUT QUANTITY AND QUALITY
.-1

OF PREVIOUS WORK or .

10'. ) DISCI& YOUR RELIABLE SOURtE OF TRANSPbRTATION

ORJOUR ABILITY TO DRIV

11. ) DE.MOISTRATE SPECIAL $ILLS YOU HAVE DEVELOPED . TO

COMPENSATE'''. FOR YOUR D I SAB i L I TY, .

A. ),.. USE (IF- PROSTHETIC' DEVICES ' .

B . ) USE OF WHEELCHA I R .. e ..

Co ). OTHER UNIQUE Sp,LLS`,*
*

.....

.

D.ISCUSS ARCHITECTIMAL BARRIERS., IF THEY ARE GQING

TO BE A.:PktiBLEM - 0

.,

,
.A..-) DOORWAYS

11. .

,B. ) °C(JRBS

C. ) STA I RS

D . ) ELEVATORS

E. ) PARKING SPACE'S ,NEAR PLACE OF WORK

A4WAYS iif118,S yobR 'ABILITIES AD quALIFICATIONS NOt YOUR..

LIMITATTIONS., REGARDLESS 'OF 'YOUR DISABILITY C'

fi

'A. FACE REALItY AND -DISCUSS THE PROBLEM

B. STRESS POSITIVt ASPCTS WHICH, Y61.0 HAVE LEARNED TO

USE TO COMPENSATE FOR YOUR DISABILITY

afscuss YOUR VOCATIQNAL 01-3JECTIVES

A. SHORT-TERM

B. INTERMEDJATC

LONG-RANGE
,.

122'

4.

a



5. DISCUSS-SPECI.F.IC EXPERIENCiS'WHICH YOU HAVE HAD THAT 9

BETTER ENABLi YOU'TO PERFORM THE JOB WHICH YOU ARE SEEPNG

. A. PERSONAL

B. EDUCATIONAL '

G. .WORK.EXPERIENCE.

DI TRAINING -.

USE REFERENCES WHO WILL PREENT YOUR DISABILITY,AS

FAVORABLY AS POSSIBLE

f

t

'4116

a

0

* .

a'

1

S.

. .

ft
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JRT ,PROGRAM LESSON 9 AO AND LI

t,

41 _INIERMIENSIL41411011L

WHICHARE OFTEN'ASKO-

.PERSONAL BACKGROUND (IbENTIFIcATION)

11 _WHAT INFORMATION CAN YOU,GIVE-ME,ABOUT YOURSELF?.

2, .VINERE` DO YOU'LIVE? .

'3. -.00W LONG HAVE YOU LIVED. THERE? A,

4. WHAT ARE YOUR FAVOITE HOBBIES?

5i' WHAT tS YOUR MILITARY STATUS?

6. HOWOLD ARE YOU? /

.

ft

7. WHAT-CIVIC OR COMMUNITY ACTIVITIES liAVE-YOU
.5.

PARTICIPATED IN?

8. DO .YOU THINK THESt ACTIVITIES ARE WORTHWHILE? ,

9. DO YOU LIKE P0PLE?

10. DO YOU *HAVE MANY FR/ENDS? :

11. WHAT.%) YOU.DO W H iTUR.PARE TI

12.- WHAT THINdS, po Y DO BEST?"

13. ARE THERE THINGS THAT. YOU DO NOT LIKE TO DO?

14. OW DO YOU LIKE TO sPENp YdUR VACATIONS?

HOW.MUCH TiLEVISION DO, YOU WATCH?

16. HAVE YOU EVER.BEEN ARRESTED? .

17 HAVE YOU EVER BEEN IN JAIL?

-18. DO YOU HAVE ANY KALTH,PROBLEMS?,

19:. HAVE YOU EVER RECEIVED TREATM6T FOR AN EMOTIONAL

QR OTAL CMITION? ;

s.

'
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EDUCATION

1, WHAT IIIGH WOOL (ELEMENTARY SCHOOL) DIIIYOU ATTEND?

?, DID YOU 6RADUATE FROM-HIGH SCHOOL?
t

3, IjID YOU GET ANY SPECIAL TRAINING IN HIGH SCHOOL?

4. (WHATIRSES WERE yOUR FAVOR*ITE0

5, 'WHAT tO RSES DID YOU DISLIKE talOST`i

DID YOU PARTICIOATE pi ANY EXTRACuRRICULAR'ACTIVITIES?

7. DID YOU HAVE TO MISS MUtH $CHOOL?,

.8, WHAT WAS THCLAST YEAR.OF SCHOOL WHICH YOU COMPLETED? P

DID YOU. HAVE MANY FRIENDO
,

10. .HOW MANY OF YOUR TEACHEki WERE GOOD1.9

11, WHAT CAN.YOU TELL,MEAB

C. 0,gKILLtRAINiNG- .

1, HAVE.YOU ATTENDED VOCATIONAL dR TECHNICAL SCHOOL?

.. 21 HAVE YOUMTICIPATED IN ANY MANPOWER TR(AININ6 pROGRAMS?

: 3. -WHAT VOCATIONALSKILLS D6*YOU POSSESS?

4. WHAT MACHINERY CAN YOU TERATE?

5, HAVE YOU HAD ANY ON-THE-JOB,TgAINING?

6, 'DID YQU RECEIVE ANY VOCATIONAL TRAINING IN. H GH'SCHOOL?

HAyE YOd.DEVELOPED ANY VOCATIONAL SKILLS FROM YOUR

N

HOBBIES?

WORK EXPERIENCE OR WORK RELATED

J.. HAVE YOU,HELD ANI PART-TIME JOBS?

2: HAVE YOU HELD ANY FULL-TIME JOBS?

3. WHAT DUTIES DID you PE5FORM ON YOUR JOB?

4, DID YOU LIKE YOURk JOB,

5, HOW MUCH MONEY WERE YOU MAKING?

6. WHY YOU gAVE THAT JOB?

ç.
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jlOW MUCH .D0 YOU EXFEcT TO BE PAID ON .THIS JOB7.

DO' YOU.BELI.EVE THAT YIN CAN. PERFQRM. TH.E, DUTIES

.'kQUIRED ON. THIS JOB?

WHOE DID YOU. LEARN. AIjOUT THIS JOB OP

HOW LONG DID you WORK 'WITH' WAT COMPANY?'

DO Ypli WANT A TEAPORARY OR A. PERMANENTOB.? .

',flip; YOU .LIKE YOUR LAST SUPERVISOR?

DID IOU AND YOUR MPLOYER GET ALONG :YiELL?.,

WHAT CAN you TELL ME ABOUT TH 'COIORKERS

ON YOUR LAST JOr'
DO -.YOU .PREFER TO,WORK ALONE OR .441H OTKR PEOPLE?

WHAT AREYOUil. 1...ONG-RANGE VOCATIONAEPLATIP

b

HAVE YoU ,LEARNED ANYTHING FROM'YOUR PAST JOBS?

yHAT KIND OF AN IMMEDIATE SUPERVIOR DO `NU 'PREFER?

19. ARE YOU WILLING TO MOVE' TO ANOTHER CITY OR STATE

IF THE COMPANY ASKS YOU TO?

,20. 11HAT DID YOU MOST LIKE ABOUT THAT JOB?.

21. WHAT DID YOU LIKE LEAST ABOUT THAT JOB?

VOCATIONAL INTERESTS

1. WHAT ADVANTAGES ARE THERE. IN WORKING FOR THIS COMPANY? .

2. DOES THIS JOi HAVE 'ANY DISADVANTAGES?
1

3. WHAT TYK' OF WORK DO YOU IIANT TO DO?

4. WHAT JOB WOULD YOU LEAST LIkE TO DO?

k HOW CAN, Y6U BENEFIT OUR,COMANY?

6.- WHAT CAN -Y.01.1 TELE ME,ABOUT_ OUR PRODUCTS? OR SERVICES?

7. HOW DID yov.BECOME 'INTERESTED IN THIS TYPE OF WQRK?

8, WHAT DO YOU KNOW ABOUT. OUR:COMPANY?
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. 9. WHAT ARE YOUR QUALIPICATI* FOR THISIB?

10.''WHAT WOULD YOU DO4IF YOU:COULD HAVE ANY JOB

IN OUR COMPANY?

..11. 'HOW MUCH KONEY,WOULD YOU LIKE TO MAkE?

, 12. ARE YOU-WILLING TO BEGIN WORKING FdR MINIMUM.WAGE?

a

Sh.

.
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JR! PROGRAM

INS

LESSON 12

MAINiAINI6,YOUR JOB: .EXHIBITING UNACCEPTABLLBEHAVIORS
,

1. FREQUENTLY *MISSING WORk. -

ARRIVING LATE FOR YOUR .j0B.

'BEING EXTREMELY FRIENDLY Wali YOUR SUPERVISOR.

BEING EXTREMELY.AGGRESSIVE WITH YOUR SUPERVISOR OR', c

CO7WORKERS.

5. TALKING TO Y6UR SUPERVISOR OR;CO-WORKERS WHEN THEY

TO BE'BOTHERtD.

6 EXPRESSING AgER WHEN YOU'R WORK IS CONSTRUCTIVELY

7. ALLOWING YOUR EM0fIONS TO AFFECT IOUR WORK.

. $. TREATING CO-WORKERSANAIRLY.'

9. TAK* FULL CREDITEI-A GROUP EFFORT.

vt:
10r. -BREAKOG COMPANi RULES AND POLICIES.

U. ALWAYS TRYING To BE THE 'FIRST PERSON OUT OF THE BUILDING

AFTER WORK.

L. EXPRESSING SUPERIORITY TO YOUR SUPEWVISOR OR CO-WORKERS.c.

13. ALLOWING,COMMENTS OR CRITICISMS ABOUT YOUR WORk TO BECOME

PERSONAL.

14. -INDIcATING THAT YOU ARE MORE IMPORTANT THAN ANYONE OR

ANYTH1Nd FLSE CONCERNED WITH YOUR, JOB.

15. ALWAYS TRYING TO GA4N PERSONAL 'ADVANTAGES.

16.' ASKING 'YOuR SUPERVISOR A LoT sbF UNNECESSARY QUESTIONS.

128



1-7. VERBALLY OR- NON7VERMLLY -FLUNG 'YOUR SUPERVISOR OR, CO-

WORKERS THAT YOU ARE SMARTER OR HAVE leBETTER EDUCATION

THAN THEM.

18.' TAKING PROBLEMS TO HIGHER MANAGEMENTThAN YOUR'IMMEDIATE

SUPERMOR.
.4 4

19. BEING teREMELY SENSITIVE TO COMMENTS MADE BY YOURSUPER-

VISOR OR CO-WORKERS.

20. ALWAYS MAKING EXCUSES WHEN TROBLEMS ARISE.

21, CQNTiNUALLY COMPLAINING AND FINDING FAULTS

CU KERS hR YOUR MI-STAKfS

23. DOING PERSONALTASKSDURING WORK HOURS, SUCH AS R NG

'MAGAZiNES' OR WRITING LITTERS'.

24. KING EXTREW CRITICAL OqOUR SUPERVISOk, CO-WORKER

OR THE COMPANY YOU WdRK

25. TRYING TO.LEARN 'CD-WORKERS' JOS,BEFORE YOU KNOW YOUR OWN.

26., CONSTANTLY COMPLAINING ABOUT ANYTHING ASSOCIATED viITH

YOUR.JOB. - ' - u

.60NSTANTLY WATCOING THE.CLOCK WHILE WORKING.4

28, FREQUENTLY BEING UNHAPPY WHILE WORKING.

29, IGNORING SAFETY pLEs.
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JRT PROGRAM LESSON 13

MAINTAINING YOUR JOB: -EXHIBITIUG ACCEI,TABLE BEOAVIORS

ALWAYS ARIVE 15 MINUTES BEFORE YOU ARE EXPECTED TO BE6IN

YOUR JOB.

ATTEND WORK ON A REGULAR BASIS.

PROMPTLY RETURN:TO YOUR JOB AFTER THE LUNCH PERIOD Hit

ENDED. .

4PROMPTLY RETtigN TO YOOR.JOB AFTER YO4R BREAK OR RpT.

PERIOD,HAS ENDER.

CAREFULLY-LISTEN TO INSTRUCTIONS GIVEN BY YOUR-SUPERVISOR

4 OR CO-WORKERS.

A8K-WELL THOUGHT-OUT QUESTION'S WHEN YOU:DO NOT UNDERSTAND

(ESPECI?iLLY IF, YOU MUST QUESTION YOUR SUPERVISOR).

MAINTAIN GOOD GROOMING HABITS.

GETTING PLENTY OF REST WILLIBETTER'ENABLE YOU TO BE

ACTIVE AND FRIENDLY Uh THE JOB.

9. LOOK FOR ADDITIONAL WORK.

-10; REMAIN AT YOUR WORK STATI6.

11, KEEP BUSY..

1.

t.

4.

3, -

12. EXHIBIT PATIENCE.:
e

13. INFORK.YOUR_SUPERMOR OF YOUR PROGRESS.

14. VERBALLY EXPRESS posITk ATTITUDES TO YOUk SUPERVISOR

AND CO-WORKERS.

45. SYSTEMATICALLY CONDUCT-YOUR MORK TASKS.

16. kAN'AHEAD AND-.KNOW-_WHAT TASKS YOU ARE'GOING-TO.D0

2BEFORE-YOU GET TO WORK.

no is
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17. LEARN 9MPANY POLICIES AND RULES,
s

,

18. CONSTANTLY DO THE BEST JOB POSSIBLE.
,

19.* MORE WORK THAN IS EXPECTED sOt YO'Ll. .

20. R¼ ER TO YOUR SUPERVISOR 'AND C 'o14410tIKERS BY NAME.

i 21. .BE AS AGREEABLE AS POSSIBLE WHEN TLKING TO YOUR SUPP.'"

VI R OR COWORKERS. ..
4,

22. OB.S VE °HOW COWORKERS PERFORM TASK WHICH YOU ARE'

DOI G i, . \

.., ..
,.

. .
1

23. EMI IT FRIENDLY, CHEERFUL, AND cOURTEOUS BEHAVIORS.
. ,

24.. BE* S
r

I
t

25. BE COCERNED ABOUT THE QUALITY 00 YOUR WORK.

26; 'BE COOCERNED ABOUT THE' AMOUNT OF WORK WHICH YOU ARE 1!

:PROili(ING.

. 27. RESPE6T YOUR SUPERVISOR.
. i t

te,

..,

.

6"

o'

A

^

.
4 \,)

1

1
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.JRT PROGRAM LESON 14

fr.

4.

a

ta

1.c..

:i4P\

MAINTAINING \MIR JOB SEVEN WORKER

CEIARACTERISTICS. RATED 4Y tMPLOYE,RS

nl., HQNEST VS. DiSilciNEST

2 RELIABLE. VS -UNREI,IABLE

3. CHEERFUL Vs',; HOSTILE

4. DILIGENT VS--. LAZY

5. ENTHUSIASTIC VS. CARELESS,

6. COOPERATIVE

7. LOYAL VS. ,DISLOYALI,

I

132.
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MT PROGRAM
A

LES-SON.. 1.

mAINTAINING pm JOB: CONCEMS ABOUT ADVANCEMENT

THINKING ABO,UT YOUR FUTURE

B.. GETT AHEAg

1, %..MOV I NG. UP \TO OTHER JOBS (EXPER ifNCE)

8 CHAN.GING JO)3S,

3 START rtIG -YOUR OWN BUS INESS

4 EDUCATION

: 5 TRAINING

WRAT IS _MOST IMPORTANT TO YOU

1. EXTR I EIS I C VACUES MATER I AL GOODS

'2 8 I NTRINSIC VALUES - SELF-SAT I SFACT I ON
-#

.

68 ' gd .YOU' ovE TIME TO WA FT \!OR ADVANCEMENT?
,

E.: . METHODS SUCCESSFUL PEOPLE: USE TO GET AHEA.4
.

TAKE AND -KEEP ENTRY' LEVEL 'JOBS THEi- CAN ADVANCE FROM

4 , 2 8 pET JOBS THAT 'SU if THE4 R INTERESTS
.

3 , WATCH FOR OPORTUN I T TES

1.

or

7-1

4. LEARN flEy.SULLS AND USE THEll

11

.4.

4.

A

iP7
ar



Appendix B I.

0 . JOB READINESS .TRAINING (JRT), CURRICUL6M

.
Audiovisual Materials

The audiovisual materials utilized ip the Job Readiness Training Program can -be
purchased from the following companies: (These prices were effective in
February, 1978.)

(16931 Your Job: Finding the Riglit %One - 12.5-C (#1839)
MP3k Your Job: Applying for It - 13.57C (#1840)
MP33 Your Job: *Pitting-In - 15-C (#1841)
MP34 your Job: You and Your Boss - 15-C (#1842)

4 MP35 Your Job: .Good Work Habits-7 13-C (#1843)
MP36 Your Joh: Getting_Ahead -.15-C (#1844)

,

,

, Coronet Films
65 E. South WaterStreet
Chtcago, Illinois 60601

.4`
t.

f
Total Series:

(312) 977-4000

.

IMP27 Job Interview -.Women.

Ch chill Films
2 N. Robeftsen Blvd.

Los Angeles; California 90060. (213) 657-5110
ug.

5

$ 192:00
$ 206.00
$ 255.00.
$ 230.00
4, 200.00
$ .230.0Q

$1 113.00

. 3 #

MP104 Jc;hs and Advancement:- On* the Move
(This film is ot4. of print apcPcan no.longer be purchased.)

.

McGraw-Hi 11 Fi 1 ms

1221 Avenue of the Americas
New York 9 N.Y. 10020 Ii 26) 997-2343

Pla

.7
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RV12 The World of Work
1. 12 Cassettes 3. 25 Student Workbooks

2. 12 Filmstrips 4. Instructor's Guide.

,RVIi The World of Work Workbook

$ 250.00 '

$ 1.25'ea.

(Filmstripsjad cassettes can be purchased individually; but the
individual parchase price of $15.00 gssupRosed to be for re-

placement.)

#4 - The World of'Work
#5 - The World of. Work.

#10 - The World pf Work
#11 --The World of Work -

- Finding the Job
- Getting the.Job
- Seven Fatal Sins
Seven-Vital Virtues

Link Educatidal Laboratoriep
P.0, Box 25
Hope Hull, Alabama 35043

.

. (205) 288-2406 .

0RV08 Your Job Interview (Discontinqd).

You And Nour JOb Interview (Replacement).
1. Cassette
2. Filmstrip
3. 'Discussion Guide

w

RV32 Job Attitudes: Why Work at All? (Parts I & II)

1. 2 Filmstrips
2. 2 Cassettes'
3. 2 Discussion Guides

Gujdance Associates
757 Third Avenue

4 14ew York, N.Y. 10017 (200 888-3700

.TR195 The WoOcUof Woy4k I #K300
1. 14. Leston Tapes:

2. 6 DiscussiOn Tapes
3: 24 Student Recor10 Booklets
4. 11 Teacher's Manual

Tape #6 - The Magic Words That Get You Fired

416ationa1 'Design, Inc.
.47 West 13th Street
New York, N.Y. 10011- (212) 55.-7900

135
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$ 15.00 -

$ 15.00'.

$ 15100

$ 15.00 '

$ ^27.75

$ 229.50

11.50
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Appendix co 44t,

4

Assessment Instruments

Gordon Occupational Check List.4

Dr. Leonard V. Gotdon ,
c/o Test Department
Harcourt, Brace, & World, Inc.
757 Third Amenue
New York, New York 10017.r . .

.2. Mellenbruch's - Job Attitude Analysis

Psychometric Affiliates
Chicago Plaza
Brookport,. Illinois 62910

11.
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