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b was identified in tonjunction with Greenleigh's recommendation. ‘Research fdoc-

w .-~ Job Readines§ Training Curriculum: L // '
* T FO - .
' App11cat1on and Imp11cat1ons

N : / . ‘I"
The Se;r tary of Hea1th Education, and we1fare (HEW) was mandated by
Congress1ona] ndmentg “to the Rehab111tat10n Act of 1973 to conduct an orig- . 2
inal study ‘of tile role of she]tened workshops in rehabilitation anq7émp1oyment )
of handicapped individuals.. This -Congressional mandate was fulfilled when the ' §
Un1ted States Government contractedewth Green]elgh Assoc1ates, Inc cf New

- k _\ . ' “, .\ ) /-'_ l . . . . .._.4_‘

., The study, wh1ch was comp1eted in‘ 1975 and cost approx1mate1y $600, 000. OQ& ~ ,
state&-that placement (job) realliness training-makes 4a, tremendous difference _,: o

: in determinipg -termides who gain competitive employment from other terminees. °

..In fact, -Part B of ;Section IX of .the Greenleigh Associates' (1975) Executive

Summary listed placement readiness and development.of a generally enhanced _ -

p]acement program a's their number one recummended fundﬁng priority - A Sy

[N !

R, 2
A need for further. developmenta] research on'Jov rea‘mness tra1n1no (JRT)

“umented in the" ﬁ1terature.sbowed that: job readiness tra1n1ng Has a pos1t1ve Tt

-

erFett‘hn*TnﬁTVTﬁUET§*‘an1thaes fo obtain and maintain jobs (AZvrin, F1ores. ..
-& Kaplan, 1975; Benson & Whittington, :1973; Brahdzel, 1965 Brewer, Miller, -

-& Ray, 1975; Cuony & Hoppock, - 1954;- Currie, "1974; Remp & Vash, 19713 Lasky, .
- 1970;. McC]ure, 1972;  Way .& Lipton, 1973) A maJority of the studies reported -

the success of job read1ness training in terms ,of positive benefit outcomes.
Essentially .these studies .indicated. that more placements -occurred at less ex-

pense and that: emp]oyed'1nd1v1duals expressed greatdr sat1sfact1on with' their_

.new JObS as a result of part1c1pat1ng Jn JRT programs . ;.~ - .

An exper1menta1 1nvest1gat1on was coriducted” 1n conJunct1on W1th the deve]-
_-opment of the current Job Readiness Training Curriculum. The study was a
‘process evaluation which attempted teo determine what changes take place in -
part1c1pants during training which tould be the basis of their subsequent em- . < -
‘ployment. ~ Result$ of the investigation provided. evidence that’the JRT process °
effective]y facilitated more positive attitudes toward work and- enhanced c11- _
~ents' worker persona]mty characterrst1cs e /). . _ R Lt

An abstract of this doctoral dissertat 1on ds avén1ab1e 1n lhssértat10n .
Abstracts, International, 1978, 39 (ﬁ), 255LA, Or the.cémplete, dissertation .
. {order No. 78 10561) may be obtained through Un1vers§§: Microfilms in Ann- . “

Arbor, Michigan. A portion of the -research on attituNes toward work oy job : S
readiness postures has been reported in the Educationa! Reseurces Information )
Center (ERIC) under the number ER 151 544 as well as in the Journal of* Voca- “p -

tional Educatioh Researcés, 1978, 3 (1), 1-8. ' A second related manuscript - ., '
entitTed "Modifying Work Personalities of the Hanhdicapped" wikl be pub11shed

“in the Vwcat1ona1 Guidance!guarter1y, Juna} 1979 27 (4). .

The preced}ng information has ident$f1ed a rat1ona1e for prov1d1ng c11-
‘ents with "Job- Readiness. Training." "Training of this t can be selected from

? numerous job related curr1cu1ums and programs wh'ich have been developed. The .
development of this Job Readiness Tra1ning Curriculum was -based on the "'strengths
of other relevant programs-reported in the literature. Utilization of this cur-

riculum is being recommended in its entirety or any of 1ts parts to supplement .
‘or comp1ement e\x1st1ng programs N . .
B T . ' o ‘ . LU : ] \
b S A 2 g B | S =
. SR . A | » " - |



-—

. .

*’

- attempting tg enh inte clients' attidudes toward- work and work personalities.

) . ' : ' . . ] “’
R . + ) E _ . . . .
& - R
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Rrofess1ona1s in rehab111tat1on setting andfother‘work related environ-
ments, gch as work adjustment specialists, ¥nstructors, and counselors, Shouldg
find- tha th1s.curr1cu]um will' serve as an effective service delivery system 1pjr

Practitioners should feel free to modify, supﬁﬁement or delete any lesson(s).
in this training ;program. In -addition, 4t should be remembered that any or all:
of the lessons ean: be utilized independently of each other.. Lessons were orga-'
nized in a 1og16 1. order related ¥u cTient ‘prepatation, JOb seek1ng, and job

.

S ma1ntenance M'H wever, it is not mandatory that the 1essons be .used sequent1a11y.

nstructigna] materxa]s such as work sheets, information sheets, and mas-

C -ters ior tren?parenc1es aré included. in the Job Readiness Tra1n1ng_Cur¥wcu1um
u

" free to reprgfiuce thgpbe instructional materials. Work sheets and information
sheets are-l the body of the cqyr1cu1um ‘hnd transparency masters are.
in Appendix . ‘ ff? -

Pract1§1oners t111z%§g the.training program, or any portion of it, should feel

ated i

N v
;aud1ov1sua1 1nstruct1ona1 mater1als, such as 16mm films, film-
assettes, and cassettes, have been identified in the training pro-

" WMarious
strips and |

-gram. - Prof@ssionals utilizing this curriculum must Pealize that theye are
'__other éxcellent aud1nv1sua1,matﬁrTals_mh1ch_cauld_he_supplemenied_fQt those L

.1mp1ement1ng the program.

~that‘are 1dént1f1ed It is not absolutély necessary to use these materials in

ordér td successful]y implement the program. - However, the utilization of video-, ', -
tape recording during the simulated job interview’ exper1ences is. highly rec-- :

-, ommended ahd appears_to be of -critical importance. Information about the
"-pub]rshers of the 1dent1f1ed audiovisual materials is located in Appendix B.

- e—— ¢

- Two assessment instruments related to vocational interests and att1tudes .
about jobs were tisted in 1essons 2 and 3. Publjshers of the Gordon Occupa- N
tional Check-List and Mellenbruch’'ssdob ‘Attitude ,Analysis are Tocated in
Appendix C. Other.instruments can be supplemented for these while successfu]]y

. - - ) ¢

+ Thi§ Job Read1ness Ira1nin97Curr1cu1um was 1mp]emented in an exper1menta1
investigation with a wide array of physically handicapped sheltered worksiop

‘employees. In this study, members of the experimental group had functional

reading levgls which r§nged from 1.10 t6 11.60 and averaged 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 Menta] Waturity Scale. Subsequently,
it-was often necessary to ora]]y ¥ead the varjous instructional materials
aloud. This was effectively handled -through verbal group d1scuss1ohs

s b0

.

) The development and exper1menta1 app11cation of. thws Job Read1ness Tra1n14g
Curriculum resulted in the identification of some assumptions.and implications.

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

s_ for:clients. receiving vocational development services. should be based ‘on v
dividual differences and needs identified in the evaluation process. All

"aspects of this training program should not necessar11y be, applied to all cli- - - °
* ents regceiving adjustment services. An appropriate app]xcat1on of this JRT

a prégram would tend to enable clients to meet Olshansky's (1961) charge: That

individuals must have the ab111ty to come alone, to.stand on” their own feet,

. and to speak for themselves ig order to convince employers that' they are ready .o

for. work. | .o
- ' N , \ W -
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_ In some 1nstancqs cl1ents may.have absolute 1y no 1ntent1ons of go1ng to : -

.. work in tompetitive emptﬁyment Situations of zh1s type may indicate that con- . , |-

- sideration _should be g1ven to extend sheltered employment where the, client can L
experience more: securﬁ;y However, if this is the case, utilization of various .

job readiness training| techniques. to-modify identified prob]em behav1ors and

att1tudes shou]d not be. ruled out

£ffects of. Job readiness tra1n1ng appear‘to be oont1nqent upon the strength )
~.of the’instructoror group leader in addition to the system itself.. Group'. SR R
leaders' personalities or charisma, as well as their drive or determinatipn to _
have .a program succeed agpear to play a major role in. the success of the pro- »
-gram. Group leaders seefi to be-an important factor whether eva]uat1ng att1tudes
. toward work ‘or benefit ou?comes in: the form of actual placements.- :
. C11ents percept1ons of losses assoc1ated with obtaining and ma1nta1n1ng "
a job were only slightly modified. These results concur with Currie’s (1974)
L .-findings in a similar 1nvest1gat1on Currie surmised that these results might -
. be explained by the med1a s capacity to overly stress the value of work
(he1ghténed attractions) while providing a contrast for. c11ents te rate them-
' : selves_ against the ddeal working persow in functional work attitudes (perceived .
__r_.lgiseil._;[he_prﬁsenhlm Jgram stresses the value-of-work, —Consequenttty; " -
Co -employees are required to compare -themselves to functional work attitlides of e
_ - Ydeal workers through e]ements of ‘the. curr1cu1um and aud1ovisua1 mﬁter1a15

Clients' perceptions -about barr1ers to emp10yment were mod1f1ed very 11t~

" tte. The lack of thange in perceptions out medicakg.transportation, child. R
. _care and family problems is: undersﬁ%ndqﬂﬁe because the JRT .program did not -
R permitenough .time or resources to identify and mdd1fy specific problem areas.

This'situation could possibly be improved by increasing the length of the JRT
. program, by offeringindividualized problem analysis, by providing ‘more individ-
.. ualized instruetiod, by providing vocational counse11ng which would~deal with .
identified prob]ems, or by applying soc1a1 work or retated services tp 1qg1V1d- L
uals" spec1f1c employment barr1ers . oo o

F1nd1ngs of this 1nvest1gat1on 1nd1cated that clients' perceptions about .
_ enterlng new situations and meeting new people were not greatly modified. toce
S However, these quantitative results were contfadicted by clients' obseryed
B behaV1ors "Many participants-verbally expressed feelings of being more coim-
fortable .and confident while being. interviewed for a job after having had-
several opportun1t1es to rol p]ay&tﬁe s1tuat1on .

, The Job Readiness Tra1n1ng Curriculum, as well as other programs reported
in the-literature, supports the need for.working with small groups of clients : .
r (Aﬂ!erson, 1968, Housmén & Sm1§h 1975; Mappower Research Visibility; 1972;
*+ ™  Multi Resource Centers, 1971; Nay & Ltipton, 1973). Manpower Research Visi- ' :
- bility (1972) indicated thﬁt small groups of high staff-to- trainee ratios - - i
help hqld 1nd§y1duals i programs. Maintaining group $izes in the six to - '
ten range providés a greater opportunity for each tlient to become involved
in the training, process. Involyement of thid type promotes part1£1pat1on
wh1ch contr1butes to 1nd1v1dua1 client growth . - - !

Audmv*nsua] matema]s were ut111zed‘i con51stent1y throughout the program
as tra1n1ng aids. These materials, which included transparencies, 16mm films,.
f11mstr1ps and cassettes, cassettes; and vidgotape recordings, played a pr?ﬁs
1nent role in the presentation of-related 1qformat1on Use of audiovisual

D & e, . o B
Q _./t N ¢ . o o ' o ' :
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R 1nstruct1ona1 matérﬁals served to mot1vate c11ents to participate in d1scuss1on' :
B " groups. Part1¢1pat1on in thése group discussions appeared to make a- major COR-
: ' tribution toward strengthening c11ents work att1tudes and worker persona11ty
. characterrsh cs. | \ | | .. | |

.~ A dilemma concern1nq the tota] p1acement process was*1dent1f1ed in the -
review-of the literature petweeh selective: p]acement and the .client-centered '
approach or job readiness training. Both procedures 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 hole." . In contgast, Salomone (1971) stressed the importance
of training individuals to obtain their own jobs.. .Salomgne believed that cli-
~ ent-centered programs- provide individuals with more job §}¢1sfact1on as well as
o v with. some Tifetime security. Rose (1963), an advocate of selective placement, -
stated that “the prob]em is no} f1nd1ng JObS for c11ents but enab]ing them to. '

retain a JOb once it is -secured.

| S . .
‘\F1nd1ngs ?f the. present 1nvest1gat1on do not tota]]y supp0rt or refute ‘O

e1ther side "of' this issue. Due to 1nd1v1dua1 differences and needs, it appears

. .that programs attempting to place people in johs shou]d offer a comb1nat1on of

JOb read1ness tra1n1ng and se]ect1ve pﬂacement

Usdane (1974 '1976) stated that the solut1on to this dllemma rests W1th
preparat1on of professional rehahititation p]ac_?ent .personnel in graduate
programs. ~Usdane (1976) indicated that placement is often being dealt with

\by disposing of it in the referral shuffle or by prepar1ng clients to get their
- own JObS : .

-

-

. * As suggested by Usdane (1974 1976) professwnaﬂy trained placement ‘per-
s - sonnel cou]d probably more effectively provide JRT and select1ve placement
services. ~ However, even jf.several. graduate ﬁ]acement programs were developed .
: ~ *in the United States, and4if funds were available for rehabilitation facnl1t1es .
2. . .. to hire such- profess1ona1s 'the problem conceivably would not be solved for a
' _ cons1derab1e per1od of txme due to effects of supply and demand

It seems, therefore, that profess1ona1 staff a]regdy present 1n,vd’etiona1
‘v, development programs should provide job read1ness training to improve-individ-
" uals' abilities to obtain and maintain employment. Skills and-information.
" which are necessary to. prov1de JRT programs can be: made available to profes-, -
s1ona1 staff through 1nrserv1ce training and continuiig educat1on courses, ‘
\ )
_ The. process of improving or mod1fy1ng c11ents attitudes- toward work or
work personalities is complex. Consequently, this Job Readiness Training Cur-
~ riculum can be implemented more successfu]ly if it s carefully woven into the
oi1st1c, mu1t1faceted vocational deve]opment program.
. - ’ BN : . .
o . . T ) \ -
' e T : o Dennis G. Teso]owsk1, Ed~ N
S S D o, . . : Ass1stant Professor .
. . R TR _ . . Vocational Special Needs,EB\catlon
e R s - " Florida International Un1vers1ty~\
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‘_.; : i < “.-_, .. s , i -t' _ . -
R Lesson 1- Program 0r:entat1on, nscuss1oﬁ of Nhy Peop1e work, and Se1f- ._/ﬁ } o
R - Appra1sa1 of}Occupat1on 1 Interest Areas . - N S
.. ‘ - “ . : . | .‘ :A .. ' | . | __:._.: .A P | '...

;; S ObJect1ves L. ‘f o ) | T L ; ,"QA-' o .

P AN & . ' ‘.
VA 1. To exp1a1n the'1ength and'purpose of th1s Job readiness tra1n1ng program:.
SO v?' To' expJore why people work. . .

3. To assess .individua} 1nterests im ten occupat1ona1 areas. - 'i ", "/1 -[ 7 o
4, " To assist 1hd1v1duals\1n ﬂg'lom-ng and expressing self- appraised 1nterests
o - B To 1den£1fy some QFCUD&%%O which match expresséd 1nterests.. C
. . A \ _.‘ L. . "\-. :‘&.
. ‘.4..-" 4 Gut]?ne “_:-‘.. '“.:‘ ‘~‘ .‘ o '.. . .~4...~ - o L0
<0 . - ‘.,_ . E v‘ . ) _._-‘ . ..‘ .§~ g . ) ' -
. . Program 0v1entat1on S A oo
S *"A. *Length of fourse” “« T
- | 1. Threg Weeks or 15 days e e e
4 ~2.. One hour per day_ - Rl R TR U o
. B. Purpose of Job Readiness Tra1n1ng * | . '\ . K
- 1.- To prepare individuals to find and obta1n emp]oxyent IR
) - 2 .To prepare 1nd1v1dua1s to hold or ma1nta1n a job S
0 ... IL Mork Sheet: Mhy People Work - ' |
O _‘-' A. Ind1v1duals record their ideas -~ . .. - .. L
. -~ B.  Group discussion . ST {_ .
S R C.- Reasons why people WOrk : B
' - R To attain recogn1%1on by succassfu11y comp1et1ng persona] gnpfs
.‘ ' 2. To earn money
. B 3. To obtain self-satisfaction and feel 1ndqpendent . _
' e 4. To obtain work experience and.a feeling of importance - ,4{;
o 5. To feel usef u118y*ﬁtﬁieviﬁg*of‘accomp11shing your 1ndiv1dua1
Ll ' - . goals . 4 L , ‘
Ceoa. . 6., To be around other people - . A S
3 7. To have a feeling of being secure by prepar1ng for the future
) -t 8. . -To.make a ‘contribution to, soc1ety .

'D. Filmstrip and cassette: RV32 - Job, Att]tudes Why Nork At AT - e
-+ (approx. 10 m1n ) - T

~

' IT1. Se1f-appra1sa1 63 occupationa] 1nterest areq; .i- .
A. Individuals' .self-expressed ratings o .
L .'1. High interest . ° o P - L

S A * Average interest S e SR B

Lot ' 3 . Low interest - - . .- S
k s - N ;QE, c
. . . "‘;.-‘_"" e [ .
. | | /. o
L. . ) . ‘ g
;913 "
! 2 : / P




' B. ~No§k Sheet Ind1V1dua1 Interests in. Otcu ational Areas
. ‘1. Outdoor: Enjoys” working outside, 0 ten with plants or anima]s
2. Mechanical: Enjoys working with machines and tools . - 1

. o 3 Computat1ona1 Enjoys adding and su racting numbers -
o - 4 - Sctentific: Enjo oys dea]1ng with dod so1v1ng prob]ems and d1s-,
o A " covering new facts
) S 5 Pgrsuas1ve gnaoys meeting and dea]1n§kw1th peop]e and se]?wngj
. objects - -
L 6 Art1st1c' Enjoys do1ng creat1ve work w1th hadnds. that qnxo]ves-?
- _design, color, and matérials - - | S . i
7 . Literary:. .Enjoys “reading and wr1t1ng * A T
. 8. Mu&1ca1' ~Enaoys playing an 1nstrument or s1ng1ng Sl
. _ 9 Social Service: ‘Enjoys helping other people ' SR
S s 7 10, - Clericalt EnJoys preciSe and accurate off1ee.work '
[ o Discuss individual ratings

.. Do Bpiefly consider some jobs which cou]d fu1f111 se ?LexpreSSed rat1ngsl
RECUE '(See Kudér Preference Record ﬂgdm1n1strator S Manua]) .

o'.A . : /
-Materaa]s o N

... Work. Sheet - Why Peqp]e WQrk

Fﬂmstr; p and cassette:” RV32 - .Job Attifudes: Why Nork At An (approx
10 min

Work “Sheat:" Ind1v1dua1 Interests fn Occu ationa] Areas .
Trangpagency: Individual Interests in ﬁccqgat1ona1 Areas . o
Transparenqy Reasons—Why People work T .




,_.’ Job Readiness- Traiming Program
<" Work Sheet - -, "1 ) R
| Why People: Work

-

-

-
‘s

'P1easé'liSt as many'reasons as you can why‘beopie work.

B . PN . ' I A4 ’ 5‘
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Job Readiness Tra1n1ng Program . Name: - . -
Nork Sheet o _ .+ lesson.1 L
. Indiv1dua1 Interests in 0ccupat1ona1 Areas ,‘ ) 9,;

"PIease circle h1gh 1nterest average interest, or*]qw 1nterest to 1ndrcate how r

o .much you 11ke each of the fol]ewing 10 occupat1ona1 1nterest-areas e
: | 1._.0utdoor EnJoys Wbrk1ng outs1de, often wrth gjants or an1ma15 o . } S
.H1gh Interest‘ L Ayerage Interest o Low Interest\ | R ;
20 Mechan1ca1 <§naoys workwng w1th machines and too]s ’ r | ;:ﬂ
L _High Interest I Average Interest - . Low Taterest S -
’ 3. Compgtat1onak EnJoys adding and subtract1ng numbers B "\ L ; f/
| o High Interest - ;' Average Interest ST Low Interest . _'
- 4. 'Scientific: EnJoys dea11ng with- and so]vwng prob]ems and d1scover1ng _
'; .+ new facts. . . . .
e : e : _ | |
" High Interest e Average Interest IR Low Interest A

5. Persuasive:’ EnJoys meet1ng and dea]ing with peop]e and se111ng obJects

:High'Interest ‘ Average Interest ... - - Low Interest‘ ~._. - _f Ry
6. 'Art1sti¢, EnJoys domg t:réétt've worl: with hands that 'inv01ve's design, | .
“*  color, and materials. ' . . i o . L
#tgh—Interest—*4fj—j'—fﬁver&ge*fntefest T iow{fnfeTESt._ f; —
;7.—-Literar}:- Enjoys readin§~and-writin§; ~. o _'_ - - LTt e
* High Interest . Average Interest". - Low Interest - ~_\
’ _8,_2Mus1ca] EnJoys pIaying an 1nstrument or 51ng1ng ‘_ | -Q';';:
'-i?: f : H19h Interest - Auerage Interest - \}ow Interést‘* o
: ;9.‘-Soete1 Service EnJoys helping ‘other peop]e | f;~. N ,".t" _ | .
High Interest o Average Interest | - wa‘Interest B .
IS io._'p]ericat;_ Enjoys precise and accurate office work.
| 7 High Interest 1 " Average Interest' O Low Interest

-

Note: Individual Interests in Occupat1ona1 Areas adapted from Kuéer, Q. F
* Kuder ‘preference recor Adm1n1strator s manual. ‘Chicago: Sc1ence

Research Associates, - . ¢ ‘
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‘Lesson. 2 - How to F1nd the R1ght Job and Categories of Jobs

- . »

. ObJectives o et Yo SR ‘ B

. To teach where to locate Jobs e

'2. To. teach what infermation should be 1dent1f1ed‘1n want ads L ‘ L,
. 3. To teach ut111zat1on of the c]ass1f1ed sect1on of a teJephone d1rectory
' .‘-_ To teach an awareness of Job categories .
| 0ut11ne o f-'._- ;’ . f - ;.. 'T* L 3 ' ."f e f.a .

Iff_R%vaew the 1mportance of find1ng the r1g@t job, Motion" Picture: MB31'-
' "YOUR J0B: FIMDING THE RIGHT ONE (12.5 'min.) Ao IR T
w11 -Nork Sheet How to Fwnd -a- Job N T e '; e

 Individuals record where to find JObS
B. Group discussion

> .
-~ - L S . "

T ol

..

. . ..
N .

RN Information Sheet: Where to Locatamgobs s RN
o 1. Help wanted ads in newspapers - - S
" 2. -Telephone direttories (yellow pages) S e
."3. Friends or velatives - s e,
“4. Local community organizations . e
. a. .Chamber of commerce = . | . h
b.. Better business asseciation . e

C. Interdenom1nat1ona1 church council

’ . ‘ . . _. .
oo~

. State employment service . )
Private employment agenc1es . ) SR N
Better business bureau S S s
. - B. Business ‘establishments -~ v+ B
. ) L . a. Signs in windows . by
= .~ b.s Some. factor1es have hé1p wanted b111boards or bu]]et1n <\
N boards 1oC _ ——t -
9, Industrial directories o
. - 10. Observe construct1on areas
SR . 11, Civil senvice announcements (usua]ly 1ocated in Post 0ff1ces)
e " 12. ‘School aid college placement.services - .
)/i‘ o 13 Professional staff members 1n rehab111tat1on fac111tﬁes g
 14.- Vocational teachers ° - ' '

o "~ - .15. Rehabilitation counselors = o . I
' D. Filmstrip and cassette: RV12 - #4 THE NORLD OF NORK -JFindingnthe
~ Job (approx. 10 min.) , _
E. Examine want ads in.a daily newspaper N .
.. " 1. Brief group discussion of what a want ad, should te11 a Job seeker )
/" 2. 1Information Sheet: " Look for this. Information in Want Ads
. a., -Type of job or nature of work- .
b. MWorking hours (shift)
c. Required work: exper1ence
“ d. Required level of training o
e. .Salary and frequency of payment - TR
' f. Required personal equipment or material .
~3. Informat1on Sheet: A Help-Wanted Ad Pub11shed*1n the “Ahniston.

o . ‘Daily News" ‘
‘_ - F. - Use. ciassﬁied sectwn (ye]]ow pages) m te]ephone directary .
- ¥ _ :13 | , .o ,
N 1 P e "/ '
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g h i L
. .oh - 7 . " a te . . * . ) . . ' ~r B
CIIIL Ca;egories,of Jobs - o - S : *,f:'_ > . ;
A A Unskilled. =~ - & ¢ oo | Y
"% B. Semi-skillgd . . LT | .
| G Skillea & . *. .~ T T B 4
_ D. Professional = .+ *. . % . ' S o
. S o S S S
IV, " Give-individuals a'Gordon Occupational Check List foir completion at Home v~
h A, Improve individuals' ocdcupational awareness © - . - | SRR A
"B. Help.match individualg with. an occupation L .
1 ¢ . C. Help match individuals with sets or clusters of occupations
! B _'\A' Matgr"ialé'_'t.f o | ~ o~ - - * . .‘\. / T o J
L 1. Motion picture: MP3L - YOUR-JOB: FINDING THE RIGHT ONE (12.5 min.) - .
2. Filmgtrip and cassette: "RVIZ - #4 THE | D OF. WORK: - Finding the Job Lt
- 7 lepprox, 0 min.) - - . T R -
- 3.. Work Sheet: How to Find a Job . = ' : -
4. Information Sheet: Wheré to Locate Jobs | T
~5.v Transparency: - Where to Locate :Jobs. Coe L . T
‘6. " Inforpation Sheet:- Look for this Information in Want Ad3 N a
7. Transparency: Look"for this Information in Want Ads ‘ , L
8. - Gordon Occupational Check List _ R I e
9. ‘Information Sheet: A Help-Wanted Ad Published in the "Anniston Daily News" -
: 10+ Transparency: A Help-Wanted Ad Published in the “Agniston.Daily News™ —
. ™ A / - TN
" S ' | . .
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o IR How to Pindadob 'J,- ,‘_' - >
;o S e’ ' - " ' fﬁ.-
L How wou\d you find a Jub? where wow]d you - look For' a job? Nho wou]d you ask B
R v‘\about getting a. JOb? . o . N .
_/-' . . . .
Coay Please write dowﬁ as many answers as you can. > ‘ . .
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“' . Job'lieadiln'es;s'_f;dining Prg')gram’ . “Name: ‘ AY | : R
S : " Lessons 2% 6 e s :

.- Information Sheet " .

. « .- - ":‘.._\". N A Y . . | “ - g . ! .' - | y
- A Help-Wanted Ad Published -in.thet "Anm‘s@_npaﬂy News" . . . ;o &

\-
..

N . SR
e P MACHINIST, -» GRINDER R - L

. » . - : X ‘ . kX - -
. . . : “ “ w e = @S m e e m e e e @ = e = ‘e, - - - - , -
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s “ ‘ . . Plenty of Room" for Advancement- B I
- . ) ., ) . ) : ! _..__-n ’ ;' [ ] . 6 ' .- )
R e B T I I T

ceee . . -» ) . . ¥ . oo : ".‘
e T Openings for 8 workbys over 18. Prefer I _ .
o - | individuals_ withprevious work experience e y
o “in industrial operations. However, if you B A L
A, | have ability and.desire to learh, our S
. AP ST company is willting to train you. First v T e

"and second shift workers are nbeded.

3 -

. |N.after-a-six mowth Hri
‘ ested, please contact:

Mr. Dennis Tesdlowski

~
‘4

Be- |. - -
" ginning salary is $2,65/hr., with a raise | - = .
period. If inter-

) . - - S . .:~$
e - o Personne] Manage:/ . : |

' "1 : 'National AluminumCompany, Inc. S I L .
. : ‘ o v .216 Petrie Avenue = T 7 . S
€« _ .- Ainiston, Alabama’ 36201 .- R S :

4 ' . _ _ '[‘.‘ R4
2.!4:“ " ’\ . b - - '- - .‘- -,-— -— - - - ..- - e — -h. —'_ ’\. - e = a . |
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Lesson }'- Se]f—Expressgg I{;eres\s nd Axtitudes for Specxf1c Jobg' . o

D . ‘ T
Do ObJectives L e e TN

. . -— LY . . .
‘ - 1. To identify spem fic JObS wmch cmnmde\\hzthk expressed 1nterests -
; - 2. To-assist 1nd1v1dua1snln exp]oring and expres_h_ attntudes toward.spec1f1c -

"y R ot “- : JObS _ . _ . . ./-\ - “1“;‘}3.;
o g BRI R e P -
..y - Qutline: S R . h -
- _ 13 L
. _Review how to flnd a job, Mbtion Plcture MP32 - YOUN JOB: APPLYING- FOR
e £r~IT {13.5 mgn.)- 4 . ST \or
"~f II He]p 1nd1v1duals complete the Gordon°0ccupaeqnné\ Check jst ’
L AL Group d1scussaon of individual- résponses.: N ¥
i /B. " Information Sheet: Occupativnal Interest: Avegs on:zb%o 44399 Occupa—
' t1ona1 Check L1st" (1nterpret1ng responsesr‘\\\ T
. . _ 1. Business - 48 items : L L S
. Ty e A Clerical (MiSCL) v v cvie oo oo o sg o755 “.-.a.‘ }1»8
S ;b‘- Clerical - Contact R IR v 41-48
. - ¢. Clerical - Computat10na1 e e e e ey e . . :81-88
- -d. Clerical -~Persqasxve . .;a;.g; f e e e e s e e 2 121-128
e, SA1ES . e ee e e e e e e e e e .. . I 161-168
e ¥ Manager1a1 e e e e e e e e e e e eeiae e . . 201-208
St 02240 Outdoor - 24 items . : S el
- o cas Farming @, . oo o o0 e e e e e e e c e e e .. 916
S T . b. Outdoor (Misc.) . . . ol oese e e ... . 49-56
- J. T T g, Risk-Taking i ... .. i Qe .. 89-96
. . Ain 3.. Arts .~ 24 items , - A [ / )
| o a. Design .. .... ... I I Rt 129-136
——Arts—Msc =+ - - - - — e 169=176
o . . Entertaimment . . . o e . ete o oaLe o ede e o, 209-216
. ¥ 4. Technology - 96 items o *%] .. - .
ST 3. Food Products - . . v e . e e epe s e e N o 0. 17-24 3
V- b, Text11e-Preduc£s e e e e e e ;;L-,J. W e oo o.s 25-32 -
c, " Metal Work . .. .-. ; I AR CEEEE R 57~64
' d.. Weta] Work (Misc.) . . « . 2. o enie ee s . o . 65=72
) ~e. ‘Electridal ... .. . . .. PR - 97-104
e I Mechanical Repalr N i e e e s 105-112
N -7 g. -fonstruction . « .. .Ul 4 e Lo e .. . 137-144
v .h."Construction~.-. T H 145-152
IR i, Chemical Products ... . « 2 f oo oo ie e 177-184 .
. oot , 3, <FiTe Mapual . . ... s o o d ... . 185192
. k. Technology (Misc. )-. e e e e e E e e e e e e 217-224
¢ 1. Medical - Dental . . . . . e e e e e e o, L. 2258232
5. Service - 48 items _ o e
~ o . a.. Service (Misc.) ... .. T e e e e e e . 33-00 A~
‘ - . .. b. Personal Service . . . v.. o fe oo ol Lve s 73-80 -
- c. Transportation .7, . . ¢ ..o+ o oo . .. Y. . 113-120
d. Protective Services . :". s oo e o ete e e e s . 153-160
e. Social Service . .« .« « e e o e e ie s e e mafe e 193-200
f. Instructiona] e e e :-. O J’. . . 233-240 - - ¢

", Note: Outtine- II, B, 1-5 adapted from the Gordon Occu'atlonal Check Lis
‘ reproduced: by permission. Copyright 1967, 1963, 1961 by Harcourt
Brace Jovanovich, .Inc. A1l rights reserved

19 7 | | « - R | e . .




) . o . "A “ . :' - /f - -xf'_,, ' . f - : ‘:9 . _-‘.
| jkﬂ1enbruch*§ Job Attitude Ana1151s « g o o .
.~ A, VErbal admin]stvation in class or answer as take home questionnaire .~ '
: .B; Identify feelings about Jobs d T e L ‘
. ;1, Very ‘desirable ' _
- 2. Neutral . Loy
,é Vely undesirable N
C roup discyssion ' .
.# D. Review- individua] responses - | -

- % Mater1als "-’;_ o . }'- : - U o S

.- .Motjon.Pictire: P32 - YOUR JOB: APPLY}NGfFOR IT (13;5ﬂﬁﬂ:.)
' . Gorqon Qccupational Chéck List. . . . - N

1. .
L2 | s .
. 3. .MeTidnbruch's Job Attitude Analysis = - ' . e
- ¢4 . Information $heet: Qggupationa% Interest Areas on "Gordon Occupational o "3
. 5 )
6.

Check List"
Transparency: Occupational. Intd‘est Areas on- "Gordon Occupationa1 Chdck

. List" N\
. ,Transparenqy Tab]e 7 - JoB\Imlnes and'DOT Codes for Check List Items

(Taken from Gordon Occupa ionai CﬁecE [?st ﬂanual N ) )\ |

.o

N
i

L — | |
. -j " Note: Materwa]s - Items 4, 5 &6 adapted from the Gordon 0ccupaf3ona1 Check S .
. .~ List and reproduced by permission. Copygight © 1967, 1963, 1961 by =

P Harcourt Brace Jovanov1ch Inc. A1¢-r1ghts resevved
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K Job Readingss Tra1n1ngrProgram 7 Name: ¢ o
_ s Informatlon Sheet . o : Lessoq 3 R
o Ocpgpat10naﬂ Interest Areas on G RS
- o "Gordon Occupat1ona1 Check Lis‘ﬁi/ o B
- s ._1; Bus1ness XKQS jtems® //, - B
. Ca. Clercal (Misé,) . ©1-8
- p.. Clerical - Contact .t . . "41-48
_ c. - Clerical - COmputat1ona1 A .« 81-88
~ L d. Clerical - Persuaswve . o W .~ . 1217128
e ; , . 161-168
o f _ S . 201-208 °©
| _Zfr'Outdoor S8 tems' T L - '_:;
i . Farming . .Y, . 9216 ©
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‘ga[}'_ f.. Mechanical. Repa1r .
PP g, Constructian .. . . . .
AUESI Construct1on e e 6
et emical Products | | A A
ST . ine Manual .~. . Vi e e T
ar “Technology (Misc.) . | S
1 AFE MeQmaI - Denta] ..........
'%fixﬁ_' f5.- Service - 48 1tems oy
_““g‘{-'j?F - a. Service (Misc: ) N I ¥
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X Lesson 4 - Personal Resume -- L. _ . T
. U - . — e R o S RN - .
T S T T e e Y :

o ObJect1ves. L _'f L e

. .~‘."-f1.- To exp1a1n what 1nformatfba is ¥ Tudea ’ﬁ é fesume.. " - oo

: ‘) 2. To explain why_.a resuie fs- 1mpor¥i' R O R T SR
3. To teach how‘éb\yrite a resume. ,ﬂyh,:',? f. A ST

[ h . -n . !
. Tah . ‘ £
* -' = -r ~ ‘ <N, ' ...‘;-‘-. t. - .- * . b ) : N e ".':
. . ? . - - e T - N ’ ' )
Out11ne. : - R S “ o <~
- w - L P ARE. a.'.. e 'g-a~ ey e P .t . .0 A
- MR TP e . & . DA AR . . T
L ) . -

,i.;; {;lfj' I. Persgna] Resume LT kf. RSN .“~<¢u;

, s .. AL Bef1n1t1on‘ ‘The gathering. of 1ﬁ?brmat1on about an'1nd1v1ﬂua1 s 7 i;*..' -
N “personal ; educat1ona1, training, sand, work background s]anted toward DL
B - . a spec1f1c~aob ‘which is ‘being. sought . : C
- - . . B. +Present all information you waht the employer. to know IR o
- S 1 Tdent1f1cat1on -.g.h_‘_ o ) e _
o --' . ‘a‘ Name . R e, Lo . R \ |
I b.. Address R VRS . i
: fi. “¢. Social Security ‘Number o T e s T e
. d. “Telephone number e o e
el : 2. Persona] background S L
L - e b .Date of birth e - S e S
R “cs.Place of birth. e e AT A
< d. Height > T R APER

e. Weight : , i : o e )
Co T f. . ‘Health (medical. aspects) L SR 55\. ' -
—— g Marital—status " e e
. R h. *Dependents ’ R . : S e ey
A . Military status - “ ST N R
B ' 3. Vocat1ona1 objective - A i«\ﬁt;:uﬁ- t 35-.6 | _:fj,';¢3 s
' a. Position wanted -~ .7 e o L o
b.« Type of work you, wou]d 11ke tg be' ng %fn yeavs“from now cew
4., Educatioh - e L CU -
- a. _Callege '
C b “.Vocational.or technica] schoo] 3
S S "High school -~ . . o o
v S -~ Junior highischeol”. oot ' 'x_;' B S
- ; Eq, Elementary  school - % M
o _ f. General Equ1va1ency DTploma (GED) Cent1f1cate P _
et . - 5.. Work experience - . . - N R
e/ . 6. References T - R N :
e C. Purpose of having a-resume ' ‘ - ' S
. s 1. To have necessary- 1nformax1on when f1111ng~out an app11cat1on o L.
. : ! " . fOl”m R A i
S LA 2. To enable you to get an interview ' ' S
FEE y 3. To enable you to better present yourself dur1ng an 1nterv1ew
: ‘;”**\ﬁ' To leave amportant,1nformat1on with an employer after-an 1nterv1ew
R To send to an employer after an 1nterv1ew o PR _ N
o . - D, Qua]1ty of a resume - - S e - L

_.1. A good resume makes a 900d 1mpress1on SO R L e,
o _a. Use- eorrect grammar ' S S o e
| C.. Type or: neat]y,pr1nt in 1nk , 0 .
\ v frt .-
’ W N : |
- 22 . '26 - A ‘.. 1; ) i P& ) e
} k h i A 3 P N :ﬂf X b
o - , . -0
> B AN ‘ ' . ) '
. . y\“' s :- :‘: -, — ) S . _.‘ o . o ’j’,
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. _ S P . 4 \ e _ ) . .
. . . . C e - . . .
N . : - O T - . : . .0

. : LN

2. A bad . resume serious]y reduces your chances of bemg h1r'ed 4 |

- ‘ : : E.  Work ‘Sheet: .Personal Resume . . o

. . SRR O Informatmn ‘Sheet Sample Personal Resume
.

11.. Brief mtroductwn of an apphcatgon form | | T
o " . " A.  Required information on an apphcatwn ‘can show the 1mportance of -~ .

a .77 7. " -having a resume ‘ N . o ‘
- v B. Pmnt out categonca] s1mﬂar1t1es : . E - §
- . . .~\. .- )
MatemaIS'- hE ‘ Lt L D
A 4 . ° - ’ “. ; . Iy _ . .
1. . Work Sheet Persona] Resume -~ . SN 2
2. Transparenfy:- Personal Resume. - : |
_ -3, Information. Sheet: - Sample isersonal Resume o _ Ty
- 4. Transparency Sample PersonaT Resume o Co :
. ) . L2 5
p / e - . ) 4 . « . * N
% ‘/ % . ' ‘
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| _Job Readiriéss Traimng Program . Name: [ ¢
a Nork Sheet . ©* - “Lesson 4 |
o o . Personal Resume _ o

CIOENTIFICATION: . L o e
. !'i:_..:Name o o o
w Addiress?

- ‘Social. Secumty Number,. ' T T R
‘_‘_Telephone Nugber: S .- . s

PERSONAL BACKGROUN.D: ey e

. |

! ) S .4 L 3 A ' .
o _-,..:Age _ Date oF Birth: T S :
S Place of B Bn‘th N ' ¢ - e
2 - Height: __ . qymght e - ' R

L qlth
. .‘_".\.\ vM

al Stéi;us - " '_ ' Dependents <
.-VOCATIONAL OBJECTIVE: A

ary. Status: .

o Position Wanfed: - o T g - e co
o Type of Work' I Would L1ke To Be Dmng Ten Years ?rom Now: - - — .-

o o oo - F ¢ ‘ A v . . o L o
Conege T - _.

. Name': - a S . Year Graduated: - R '
- "Address: L - ' Degree Received: e

~ City & State:. "’ . . -
Major Area of Stui{y _ — . Years Completed:

- Vocatwna] or Techmcal School :.

o Name L L Did you comp]ete the program?
«.' Address: . - - . _Hours of Training .
- City & State: - : ’ , . :
et Skill Area Studied e

L . N

‘H'nghSchob'l o S
. Name: _ . : <t __Year Gr_aduatedi:-’-'.
. MAddress: - - - T .Grade Completed:
- “City & Stater R R “ N '
Areas of Concentration: «

e - . . " ~ — —
-

— .




- . L . ;. 4
1f you- d!d not graduate from h1gh schoo], have you rece1ved a GED (General
| Equiva1ency D1p10ma) Certif1cate? _ Yes _ Ne - e
‘ - I you qmt h1gh schoo] before graduatmg, p]ease exp]am why ) .
y Junior H1gh School; N | g |
' Name. ~ " Year Graduateg;// ) -
*. .. Address: - o ._Last Grade Completed; .
lty & Stateb.-'- D T
‘ :I£1ementary Schoo] |
Name: . - o Year Graduated:' X .
- Address: Last :Grade Compteted:
City & State: ‘ - ' : . L
. " MORK EXPERIENCE: (Betgin with your most recent job.) -
Co Name of Employer | |
e . Address: S S
' Street City. . - State Zip.Code "
. ’Dates Emp]oybd - From: N . To:o / S T
- Job Title (Position): - — .
Rate of Pay: ‘ . s . o
49 o . }EI‘:“
~ Reasoﬂ_?or Leaving: '
o ‘Name of Emp1oyer - .
- Address: - . I S ' "
L ' Street - City .. - State Zip Code ¢
.- Dates Emp]oyed - Jfrom: . R _ , :
" . Job Title ‘(Position): | .
Rate of Pay: . . < C
Duties Performed:_ '
| | Reasdh for Léaving: ‘ R '
T 3 ' y
+ Name of Emplquer: :
L .AddreSS' Q‘Sf : S - -
. ' Street . « City -7 State Zip Code
. Dates Employed - From: : - To: -
' Job Title (Position): -~ : -
. Rate of Pay:  / N '
| * Duties Performed: - .
. . TReason for Leaving: - |
.o o o } ’
o I S
- q»l- _ 25 | ) | : R . .
_  'ﬁ>C. _




i

~o Address: -, '

Nhere,Emp]oyed:_.

¢

~

". REFERENCES :

‘Name: -

First

| B e
“Middle —+  Last

| Street
"Telephone Number:

ity State

Position:

7 Zip Code

¢
»
..

. Name: L L ' : .
o First . Middle . . . o Last -
Address: . : . RS
- Street City - . State .Lip Code
.~ Telephone Number: ___Position: - . . a
- Where Employed: ; ]
Name: __ ¢ : SR e
-~ First MiddTe | . Tlast
Address: . =~ | - e » v
o Street City - — State  Zip Code _
° Telephone Number: Position:. S S,
;_Nhere Employed: ! ) N ]
<
%
3.
. .
t . . _ ‘ )
: . 1 -
) . ' K ; ~ .
30
126 '
] C e € v -



Job Readiness Tra1nihg Program :

' Name: -
Information Sheet _ BN Lesson 4
w;4J ‘ o =Samp1e.§ersdnal Resume .
' [ . . . . -
., Top ofdPage~
- . ‘ . . ) . o -

 DERSONAL RESUME *

-\:Poéition'wanted:

R

IDENTIFICATION: * - o
'_Name;;_ K 'James wquefl‘ o
 Address: \ 123d_ﬁafh'stree£' o
/L o Anniston, Alabama 36201
. Social Sécuritj_NumBer;x' 123545-6i89. N oy
Telephone Number: - t(zoS)-237-1977
" PERSONAL BACKGROUND: _ -
il {Aéef | .f | =30 -
Date of Birth: * March 12, 1947 .
Place of Binﬁﬁ@_' o B rminghai, ﬁﬂabéh&
heioht: . 5' 10"
 Weighit: 165 Tbs. |
Health: | ;A'Gooé -
Marital Status: Married :?
_”pépendents: o . Four .
ﬂii%t&ny-Stafgs: . None
VOCATIONAL OBJECTIVE: '
| | Machinist-Grinder  *



N - . ) -

Type of Nork I Nou]d L1ke To Be Dd1ng:an Years From'Now°

- R I
L . Ten years from now:d wou1d like %o be a Too1,and Die Maker or a Foreman
v - - in a- m&ch1ne shop
 EDUCATION: e e
TECHNICAL SCHOOL: - ) '. "_ -
" \Cert1f1cate e ) " 7780 Hour Machivgfst Program ' )
Schoo? : = " KnoxviYle Technical School )
= ‘ VR ... .. 4321 N. Brown Boulevard
- : . ~ . Knoxville, Tennessee 37900 (-
Dates | :, e - dJune, 1970 - November, 1970 S
HIGH SCHOOL: - .
. JD1p1oma‘ L S . Completed tenth grade in 1963 |
‘0 . L
Goncentrat1ons AN / Mechan1ca1 Draw1ng. Mach1ne Shop, :
Y o S _“",7 and Science - oo
School: o S~ ‘ Ens]ey High Schoo] o | .
o . ., 9521 Lesnik Lane’
- o _ ~ Birmingham, Alabama = 35203
- WORK EXPERIENCE e
- L. S
| 0pportun1ty Center | . _—
217 ‘West 13th Street - : T SR
"Apniston; Alabama - 36200 ~ - - 7 ' '
S ~ From: January, 1975 to present ' 3
?, o - Duties: Valve-Assembler. I
. , 'Amer1can Tool and Die. Company | A - o '
T 3628 S. Freeman Road . ° g /-
S, »KnOXV111e, Tennessee - 37900 "
. ¢ ' . . :
From: August, 1970 to July? 1974 S T - ) .
‘Duties: Assistant Tool and Die Maker - - : B
‘-‘07- 5' . ' v v .-
- Acme Die, Casting Company - | B S oy
P I 1456 S. Helm Avenue o o
L = KnoxV111e Tennessee 37900 ' |
L From: March, 1964 to May, 1070 ’ e
. . Duties: Laborer in Founer _ ' - -
.<..‘\ o . < ‘ . . ) . . ~
o e
. H
w i} A 3
€ 28 32 ]




:_fREFERENCES

| . . Name:
. - . Address:

Telephone:.

gosition:

Name

"‘ - Address :

_TeTephone: l

, ‘Cérll Lawrenz . -
- 3634 Wustum Avenue |,
Anpiston, Alabama 36201

237-9136 © ¢
Minister
Calvary Bapt1st Church

‘Robert A.” Barpfsky
3328 Cudahey Road -
Knoxville, Tennessee - 37900

© (629) 341-1800")

; ~. Position: ’.,' o _ Foreman |
. B o o b American Tool, and D:e Company"
' Name: - S LW NG Wilson
. - Address: .. . 1642 S." Melanie Road.
* o — Anniston, A1abama 36201 .
- Telephone: - - “x ~ 331-1911 . “
Position e - %op Fop ) ) .
= o - _ _Qpportun1 y Center
‘. \ ., y o " " ~ . . ';
.. . - * . . ; e . ‘ A .

.',._. .. “"_\-’ . - [\ .: -' B -
. L _ )
.4-'. \; . N\

) . : -'/A-

3 , '

' 3 - t / i

o \. - .
. \ 29 .
. . ' L ! * ’ 3
1 o 25 | :“
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T - \ L o o Coee .
i -Lesson’s A'CompIeting,an Application for Employment | _ NI

“Obgect1ves w

.- x

* I To teach how to respond to an app11cat1on for employment ‘
‘_12; To exp1a1n how to evaluate an appllcat1on after 1t has been ﬁhl]ed out

| Outliné

Ll Job App11€at1on Foom = v R

A. -Informat1on Sheet : Important*Po1nts-to Remember when Complet1_g an
'« Ppplicatios for Empldyment

. 1. "Read instructions carefully and fol]ow “them . '
2. Either print or write, but do not alternate (1nstruct1ons usua11y~
. state to print)
3. Where signature is requ1red th1s means “wr1te ,
-4, Use a typewriter if it is possible . - :
-5, Do not use any color besides blue or black when using an 1nk pen
- 6. Completely.answer’ questtons as honestly as possible - )
. 7. Put the word "None" if#a question does net epply
. o .. 8. _Have three good referefices _
T _ -a. People who will’ represent you and speak well of youu 1"~\
.. e '1.) Achieyements . -
sy L "/,))’- . 2.) Abilities R .7
S o ‘ 3.) Personal backgro?n& e -
R - 4.) Character K o 1 N

e §T§——Edueae'"ﬂ o — _ ——— "
' A - Expérience - . @ fn N . LT e

7.) Training
Get permission from people before using them as references .~

b.
+ ¢. - Acceptable references o : S .
S o0t 1.) Church - pastor, minister, or pr1est . e . R
S - '2.) Scheol --teachers, principal, or counselor - - '
- . 3.) Professionals - doctor, 1awyer, or*dentist'
SR ' L 4;; Previous employer 2 .
. o S - 5.) Friend of family’

d. People who should not be used as. references

. \ 1.; Relatives

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

e. Information required for references

'.'\

o - . 1.; Complete name
s : . .2.) Complete address §1nc1ude zip code)
R o - 3.). Telephone number (include area code if d1fferent than
_ ~ _ potential employer's)
£ 4.) Occupation A - 3
9. Spell corfectly = . i
10. Helpful miscellaneous informat1on for completing an app11cat1on S
a. Resume -
b.. Social security card
‘c. - Birth certificate S :
-d. Driver's license ' o,
e. Military records _ , . , ~
f. Training certificates - St : _
( o ' ..
- . w34

o




B. Information Sheet: Se]f—Eva]uat1ng Your App11cat1on for Emp]gyment _c

T Yo T 1. Did I- follow insfructions on the application form?
P I AT - -2.. Are my responses neatly written? R .
. L . 3.~ Do-my responses say what 1 want them to say?: _
» 4. Is my grammar, spelling, and punctuation correct? AP
5. Did' I clearly present my qua11ficat1ons? . " [ '
- 6. Did I give accurate dates? :
7. Did I give references who know some deta11s about my background7

* " a. Personal background
b. - Education :

" c. Work experience:. =~ - .
S d, 'Tra1n1ng - L
.- - . e.. Interests (hobb1es) Sy
< .- . T f, Personality (character) : : ‘
e D 8. Did people: I specwfred as references g1ve me perm1551on to: use
- s+ 77 their names? .
-~ 9. Upon CQMp1et1ng the app11cat1on for employment, did I carefu]]y
I TR réad all riiponses to see if there were any errors or om1ss1ons7 .

. <IL. Work’ Sheet “ Application. for Emp]qyment_

.' . v . .
) . R - ) L . . . P

.Mater1als - '*f' N o 'f .

. N
~

: 1,e~Informat1on Sheet Important . P01nts to Remember when Comp1et1ng an App]1- TZ
- cation for Employment

2. Transparency: Important Poirfts to Remember when Comp]et1ngAan Agplacat1on
for Employment
-~ 3. Information.Sheet: Se]f—Eva]uat1n Your lication for Emp]oyment
—‘ | AT Transparency: Self-Evaluating our Application for. mp]oyment T, .
.. 5. Work Sheet: Tication for EmpToyment - L el

. Transparency: Appli ation for Employment




A
_ . & 3 . .
- - . Lad \ . N . . ¢ A . . . BN -

v Job Readin!ss Tra1n1ng Program . Name: o o
L Informat1on Sheet g .Lesson 5. . T

4+

.\ L]

" ) o Y . D

-Inportant Paints to Remember when Completing

’ L App]1cat1on Tor- Employment )
1. Read 1nstruct1ons carefu]]y an%ffo]]ow them =~ ' Y
2: E1the; print or write, but do ot aJternate (1nstructions usua]ly state to - L
N . print
.3. ‘Where signature is requ1red this means "wr1te"
4.  Use a- typewriterif it is pogsible: :
.5, Do not use any color besides!blue or black- when us1ng an 1nk pen .
6., Completely answer,questions as honestly as pdss1b1e . o 3 . ot
.. 7. Put‘phe word "None" if a question does notqapply . ‘-1 . T .
.+~ .8.. Have three good references "\hfj' .
e _ - a. People who will represenf'you and speak well d? you A 7
- © 1.) Achievements | L Voo
, 2.) Abilities - : S . )
. jv3 ) Personal background - e N~ :
_ S ’4.) Character . R . - \;\\;é
e ' - 5,)  Education ‘ , _ o N
RIS 6.) -Experience N ' ' ' ' - a
) _ 7) Train:ng N '
- b.  Get permission from peop]e before using them as- references L
c. Acceptable references . & A
. 1.) Church -~ pastor, minister, or pr1est -
2.) "~ School - teachers, pr1nc1pa], or_counselor
A 3.) Professionals - dbctor, lawyer, or dent1st
- . 4.) Previous employer o
oy . 5.) Friend of family . ) [
. . d. " People ‘who should not be used as references s s ' -
1.) "Relatives - N SN

2.) Friends your own age (ma1n1y
. much previous work exper1encb
~.e. Information required for references
1.). Complete name . e
2.) Complete address (include zip code) T «
3.) Telephone number (include area code if d1fferent than potent1a1
empToyer's) .
. 4.) Occupation
. 9. Spell correctly :
T 10. Helpful m1sce11aneous information for completing -an app11cat1on.
: ' a. Resume ) :
b. Social security card : o '
c. Birth certificate : - ,
d. Driver's license -
e. Military records S _ :
f. Training certificates » '

if they are young. and have not had o -

-~

8
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** 3ob Readiness’ Training Progfam . Name: ST ’
g Informatxon-Sheet o | 7 Lesson 5 ' l/)»‘ c
.. | ) _ . . . B ) B . ‘

Self—Evaluat1ng Your App11cat1on for Emp]oyment '")f, e

. 1. Did I fo11ow 1nstructﬂons on the app11cat1on form? -
- 2. Are mylresponses nept]y wr1tten? ;_ N
" 3. Do my responses say what I want them to say? '
a4, Is my grammar, spe]]ﬁug, and puhctuat1on correct? B )
g - 5. Did I‘E?ear1y present iy qua]ff1cat1ons? '
_'.6.' D1d I g1ve accurate dates? s o
de. 7.-- Did I give references who know some deta11s aboux my background?
B .eé Personal background o -~ N _:'-.'-
. b. Educat1on ' S v | .
” . _ ‘ . -
*« . C.. Work-experience ~ . o - R
- } . . . ' *‘\‘. - ’ \s o .. .
L d. Training — :
. o _ \ .o . , ) \1‘ f
‘ o e. Interes‘l:s (hobbies)‘ e e
.
K f. Persona]ity (character) . \
8. D1d people I spec1f1ed as references give me perm1ss1on to use the1r -
, . ‘vames? - . : ) _
. ) ‘/ ¢
¢
L8

" Upon completing the app]icat1on for’ emp]oyment did I carefu]Ty ;Egd all
I

- responses to see if there were any errors or om1ss1ons? . e
. .
b %
\._ '
4 \~
. 333 ,

on
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Job Read1ness Tré1n1ng Program‘ "_' ', Naﬁe:' -
Nork;Sheet - | . .. Lesson'¥s
. ‘.'AP-PLICATION FOR EMPLOYMENT - . =~ ¢
”j;_w D1rect1ons; Answer quqst1ons compTetely and accurate]y \Nr1te the word :

~'None" if a question does not pertain to you. -Please pr1nt
‘ a]] responses, unless-asked to do otherwijse. .

. o ' -
Personal Data:. o | - o : |
Name: = R A S i -
N . Last o First - .~ Middle o
7 Addr‘eSS' : L T _ . o i
Y | Street 3 - City State - Zip Code =~ °
Te]ephone Noe: & L ﬁ_Age: __Date of Birth: L .
Mar1ta1 Status. Single Marr1ed w1dowed .- Divorced o ot
: Separated L _ _ . - C SN
~ Number ‘of Dependents ' - - ' - T o
o Uu.S. Clt1zen' . Yes _ - No . o T -
e He1ght we1ght o social Security No. _ . L e
~— Background Informatlon _ T T T T T .
Do you have a dr1ver S license? ~ Yes _ No | '-_ L 3, .
Can you be bonded? _Yes = "No _ N A o .
Have you ever been: arrested? Yes* No L ' . . ©
If yes, p]ease ‘explain: _ s . ' .
Were you in the miTitary serV1ce? | Yes T T -
If yes, what type of discharge did you receiv ? ' o
“f;_‘ . Rate your general health: —Good _ Fa1r Poor C
N Rate“your vision:. _  Good __ Fair. Poor .' o »
" . - Rate your héaring: Good . Fair Poor . g
..~ Do you have any disa_yi ties hand1caps or d1sease3? : Yes - No If
- : yes please exp1a1n 7 S
N — _
\Have you ever rece1ved treatment for an’ emot1ona1 condition? Yes - No
If yes, please explain: . - - -
- Have you ever Feceived Workman's Compensat1on? —_ Yes No Number of
days absent from work last year. (If unemployed, number of days you - th1nk you
wou]d have m1ssed ) . Days . |
* ¢ . ) -_ ,. : . N . . ., . ) 2/‘. )
; : .
‘; A
- ¢
e ) 34 38




- ;;_ ~ R T ( . R
’ ' , ~ » .' S K
. . o ot “ ) . .
| , F - e _
. Educat1ona1 Background ‘ N L g} e
. . E‘Iementary Scijol P L
. T‘ Name: . | ‘ Year Graduated -
N ‘Address: ) Las{; @rade ‘Completed: - .
‘ C1ty & State' "X | &%..:-- ‘ , CL
: Jun1or High - Schoo I ) ; - S ,
b ; . LT - . o o,
e Name' T T *. Year Graduated: _ T 2
- Addresst | “Tast Grade Compldted: _ .
* « City & State: \ R . X T
cName: \ ~ “Year Graduated:” . .~ g
. Address: ¢ ~ | Grade Completed: * e
.. City & State: A - | R

. Areas of Concentratgen

'-C1tx & State:

A

——

. e

b ° \‘

If you- did not. graduate from h1gh schoo], have yau rece1ved a GED

Equiva]enqy D1p1oma)\Cert1f1cate?

_.L__.-——--—-.-— -

Yesd

. ————

If you qu1t h1gh schob] before graduating, p]ease exp1a1n th

No ) .
N0 .

— -
(gGenel"al .

¢ \

Al

t-’-.. h . — i

T~

*

JVoCationai or Téchnicai School:

CName: v @

‘AddreSS'

R
o 1

¢

Did you Complete the -program?
. Hours™ of Training:

© A
: %% ) N “
2 [3

Skill Area Studied: > -
c : o - g ",
qu11ege. . b SN . .
iNa - N .Year Gradpated:
Address*F . T Y . Dégrre Reciived: 1
City & State: ' \/ S ... V.. , J
- ‘Major Area.ﬂf Stﬁﬂy A jrs Complleted:
! . e Y : .9’:' -
- 5 . B A h{ B .
£ 1’4 ¥, 7 1
~ . 2 ’l .
W T T TN ‘}
) N : 7'}§~.'35 ‘
o ‘*\ﬂ- : ‘ ' fé‘. . “ .
-~ . : . ; ¥
® ’ : . i - - i ) H
. ’ ¥ i ) : . ]ll — / K i
_ . ‘ S g
3 o
v 3 - , .
Y < 'Y » . d :( . 4'. ._' . .( S "?‘_
- - . . - 4
[} - .



, s P ‘:" . :
\ WA . - '.(:::)\"‘ B i “‘ LN P .
. 2 EE ';,3[ .
. Work Exper1ence. (Beg1n with youY most recent aob l& RN
s : 1N RN 7 oo o ) . - .
- Name of Emp]oyer‘ S e N A e i

+ = Address: - . s s .. L Sl
ER " TSErpet T L T ° City - stater % G Zip Code
Dates - Employed.- From: - T L Tas- S e
Job Title (Pos1tion) = ; e T e
Rate of Pay:. . . il . - ; 5 i

L8

= 'Duties Performed: __— . R TR

. . - . v - . . R B v .ai. - Ig ] p-* ‘I
. : . X . . & e o C N :

. “Reason for-leaving: - L S S - N . s

y . - - . . ) . - v ’5‘ -

— - o "o ) - -'_- b ' {«}’\5 ; . ' 7' £
- N . - v, 3 M O " .

aAddPeSS‘ Iy I T e ' ' :
- Streett - . .. City .- State
~ Dates. Emp oyed - From: . o e Yo e s et e
Job Title (Pos1tion) ] | - AR —— — s
Rate of*Pay: . . T I B L ‘ L
" Duties Performed:: - S S SN < o
) ) t w - Tl . . M 5

. Reason for Leaving: _ . _ . e ‘ - .

ﬂame—e#—Emp%gyer: : Lo ~ SRR o ey
Address. - . N _ _ R P
Street -~ . . City -~ State . Zip Code -: .
-7+ 5 Dates tmp]oyed From: ‘ e . v To+\<- _ o - o
BRI Job Title (Posit1on) BN . CNTT :
.~ Rate of Pay: _ _ ] o . o _ R .
. . Duties Performed: E - S T . ~ _ T

’ e ¥ - IR - Y

.Reasop for Leaving: A S e S

Sv ~ . -
. S - — : - : “ —
I . A : -2 . !..l- ) N . ) . - . ) . . * o -Q'
< . oo < . .o . R .
0 i . : . ] v, ; o
- Type of ‘Work wanted N : " L
v - ! PO L . .
. ) ¢ - . $ Ny
, F1rst Cho1ce. . L - L .
PO e o B - L I

)
N
Y

... Second.Choice: - -
: . . oo e T

<y ' v -



References: - | b a .
Dxrect1ons Persons 11sted as. references should have known you for at 1east
. _ one year or more. Do not . 1nc1ude're1at1ves, . -
Name: - T -
T Last First ~ Middle
AddreSS" - . ' I
. - Street - City State Zip Code
Telephone Number: Position: o T .
Nhere Emp]pyed . -
'Name,;-.' . L
S . Last * " First M1dd1e s
p Address : : ' 5 : ' o
. ~ Street C1ty _ -State ° Z1p Code
Telephone Numberi ., . _ Posit1on: ' 5
Where Employed: - —
- \ ] .
N.ame.: o s e o = .
. Last - . Firgt “Middle j
Address: " L ' N - . \
. < Street City State -~ Zip Code =~ .
.Te]ephone Number - Position: - S x o
Nhere Emp]oyed 1 ' .

-To- the best>of my know1edgé I swear that all 1nformatron presented in this’
~application for employment is acurate and truthful.
company- to verify any or all of-the above 1nfonnation.

PR )

I hereby authorize -this
I understand .that pre-«

sentation of inaagurate information tan result in my not-being hired orin my
release after being hired.

‘ be1ng h1red

I also understand that all new employees must .
successfu]ly comp]ete a written exam1nat1on and a phys1ca

Signa%ure:

N [

Date:

T exam1nat76n before

o~
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L _Lesson 6 & App11cat1on for Emp]oyment Nr1t1ng an App11cat1on Letter, anr_\’)
Emp]oyment Exam1nat1ons

.4 -V-‘.)b . ._ - . V ‘ . ) y .

; ObJect1ves o o L
' 1. To’ teach how to wr1te a 1etter of’ app11cat1on for emp]oyment '
2. To teach helpful hints about taking emp]oyment exam1nations.
Outline: . - _l' o IR R

N \

. I. Review “App]icat1on for Emp]oyment," F11mstr1p and Cassette Rvl2 -
Tt #5 THE WORLD OF WORK - Gettmg the Job (approx. 20-min.) ? A

II. Continue comp]etlon of.app11cat1on for mployment .

Iil._.Informat1on Sheet‘ Letters of Appltcat1on for Emp]oyment

\ A, Important po1nts to remember when completing a letter of app]icat1on
_ - - 1. -Leave proper margins on both sides, of letter .

2. -Begin letter approximately two inthes- from top of pageJ'
-'3." Place your address in upper: right hand corner of letter .
4. Date letter with'today's date . L :
5. Leave.spacé between- date and company address
. 6. Person (or job title) and‘company are first 1tems wh1ch appear
: " " on left side of page =
. ‘7. Leave space after company address and salutatton
Y, 8. Use zip -codes in addresses - - ol
. 9. Use proper salutation “. C '
- Dear Mr. Teso]owski _ T .
s -,b. Dear Sir: - T LA -
: NS : ‘c. Gentlemen: - o < L Sy
C 10. Use a colon (:)- after sa]utatﬁon ' . : '
11. €£ach paragraph should represent a separate 1dea o .

-.12. Leave a space between paragraphs . = - -
13. Use a proper c]os1ng ' R -
-~ a. Sincerely, - e S -
: b. Yours truly, L -
e f4, Leave space between c]osing and s1gnature |
_ - 15. .Place closing and signature in lower r1ght hand corner of
" S =, ‘letter, ¥ut align them. mth address and date in upper mght - R ¥
B R hand corner . S
= 16.- Neatly write your name and address in upper 1eft hand cdrner
- of enve]ope ' :
17. Use complete name and address of~eompany be1ng written on 1etter
.~ and envelope ‘
18.  Neatly write and proper]y space company name and address on
.~ envelope . -
19. General appearance qf a letter of app11cat1on, 1nc1ud1ng hand~ -
writing, spe111ng, and ‘grammar, should 1mpress a potent1a] '

s .-employer--
oL B. aInfonnatlon Sheet: A Help-wanted Ad Pub11shed 1n the- "Anniston .
P Daily News! (See Lesson 2) e
o In?o t1on Sheet Samp1e Letter of Apphcatwn for Emp]oyment . o ‘
. . ¢ . S S . : L 7 K . . . . - .




COOIv.

[N 4

Mater1a1s
1

2.
3

At

3.

o—-;.z: OMMOOm

14

Informat1on Sheet He1pfu1 Hints fov Emp]qyment Exam1nat1ons

Complete requitred 1dent1fy1ng 1nformat1on
Carefully read directions : -
Be aware of time limit (1f requ1red) : :

. Rapidly observe test questions to determine wh1ch are most d1ff1cu1t'_
Calculate approximately how much time can be spent on each qyest1on .
.. Carefully read every question which you attempt to answer

Leave difficult questions which you cannot answer and return to them
after completing other quest1ons

Try to relax

.=~Remember that-your best effdrt is al] that anyone can ask of you -~

F1}mstr1p and cassette RVi2 - #5 - THE WORLD OF WORK: - Getting the Job-
(approx.. 20 min. ' | .
Information Shéet: Letters of . App11cat1on for Emp1oyment B

" Transparency: Letters of Application for Empl EmpToyment '

Information Sheet: A He]p—wanted Ad PubTished in_the “Ann1ston Da111
News" (See Lesson 2) ¥

Transparency: ~A Help-Wanted Ad Pub]1sh§d in thé "Ann1ston Da11y News"
(See Lesson 2)

.. Information: -Sheet: Sample Letter of. App11cat1on for- Emplqyment :

Transparency:. Samp]e Letter of Application for Employment ‘
Information Sheet: ~ Addressing the EnQQTOpe When wr1t1ng a Letter of

- Application for Employment — -. '
“Transparency: . Addressing the Enve]ope Nhen Nr1t1ng a Letter of App11ca-
tion for Emp]qyment . .
Information Sheet: He]pfu1 Hints for - Emp1oymggt Examinations

.__Transparency He]pfu] Hints for Emp]oyment Exam1nations

LN

W o, . IS

L ’ R . . c “~

vy L
.

I



e

_Job ReadiheSs,Training Program = - - - Name; . .
Information Sheet . - - Lesson 6. | ‘ .

11.

12,
13.

14..
15.

16,

17.

18.
19.

L.

Letters of Application'fon‘Employment-

Leave proper margins on both sides of ]etter;

1
2 Begin 1ette¥ appndximately'twa inches from top‘of page.
3 P]ace your address in upper r1ght hand corner of letter.: : - . :
4. Date 1etter w1th today's. date o : :', *f.' . ”1_ R
5 Leave space between date and company address. ' i _
6. Person (or job title) and company are f1rst items which appear on left .
. side of page )
7' Leave space after company address and sa]utat1on.
B 8. Use z1p codes in addresses. ‘ - ;
9. . Use pfében sa1utation | e | e |
| a. Dedr Mr. Teso]owsk1 - o ) ; B d - \.f
. Dear Sir: o ' L

c. Ge t]emen . - . ' *

Use a o1on (:) after sa]utatnon

Each paragraph shou]d_nepresent a separaie'idea.

»

Leave a space between panagraphs.
Use a'prdper eldsing; .

a." Sincerely, o ot .
b. _Yours,truTy, .

Leave'space betweenzclosingland sidnature

Place closing and s1gnature in lower r1ght hand corner of 'letter, but

' a11gn them w1th address and date in upper r1ght hand corner:

Neat]y wr1te yqyr name and address 1n upper 1eft hand corner of envelope. "
[

Use complete name and address of company being written on letter and

enve]ope

Neat]y wr1te and prooer]y space company name and address on enve]ope .

Genera] appearance of a letter of" application, including handwriting, .
spelling, and grammar, shou]d impress a potent1a1 emp]qyer '

T SR S

&
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| Job Readineés,Training-Program Tt Name: : .
. Information Sheet . Lessonab. ] . .

Sample'getter df-App1i¢atiOn for Emgjoyﬁent

(pr‘of Pagé)

N
3

.-
< ¢ i ’
. ‘g' . - . .
¢ ; - .;" - 1234 Main Street
i L e "~ Anniston, Alabama 36201
it g S S May 16, 1977 |
» | I o | | | . |
' . ..
Mr. Dennis Tesolowski. =~ : o
.- - . Persqnnel Manager | ' . _—
- - National Aluminum Compa Inc. . o - .
. 216 Petrie Avenue . Bl . | : T
Anniston, Alabama, 36201 . Qr--
Dear Mr. Tesolowski: S e

A o

This Tetter 4@ in heference.ﬁo-the'Machinist—Gr{nder posit{on advertjsed'in' i

the Annist*i{lx News on May 15,.1977.. T . .
) : I'comp1e£éd.tehth grade,'which'iné1uded two years of industrial education, at
"+ - Ensley High School, Birmingham, Alabama in 1963.- I received a Certificate for

. completing a 26 week (780 hour) machinists program at Kpoxville 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 am Assistant Tool and Die Maker for Tour 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 assembler at the Opportunity Center
*in Anniston. Mr. Will Wilson, Shop Foreman at the Opportunity Center, is-
presently my immediate supervisor. He has kindly permitted me to.use his-. "
name as a reference. -

I éﬁ_avai]ab]e for immediate emp1oymeni.- Overtime work, including Saturday,
will be welcomed. - . ' _ )

- -~ v
.

“
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Wi, ’

I would: be pleased to come in for an interyiew anytime at your convenience.
You may call me at 237-1977 gnyt1me after 3:30 p.m. .on weekdays or anyt1me on

weekends. ' . \ | . .

Thank you for your cons1derat10n in th1s matter. N | |

.
B3
<~
4
£y

¥
-

- .

1 sha11 be happy to furnish you with’ further details about my persona1 back- " -

ground, education, work experience, and other references. I Feel confident
that I am ‘capable of performang the quality of work required by your company .

N e " Sincerely, B

Y

Jamés;ﬁofker
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“Job Readiness Tra1ning Program _ -Name:i

Information Sheet - «  Lesson b

- b

_ Address1ng the Enve]ope When wr1t1ng a
v " Letter of AQR]Icat10n for Emﬁ1oyment

)
1 - dames Worker - S o
1234 Main Street - _ o
Anniston, Alabama 36201 :
- I .
- . -
Pl v ¢ “ .
4 \ Y
“ ' P' "
H ’ : N E ? -
) "{ v . Mr. Dennis Tesolowski .
. - ‘ Personnel Manager '
' National Aluminum Company, Inc.
. . 216 Petrie Avenue .
e - Anniston,, Alabama 36201
v -
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Job Read1ness Training Rrogram . Name: o e el
_Informat1on Sheet . : . lLesson 6 - ' o
ol Helpful Hints for Employment Examinations ’
7 R T R L "
1. Comp]ete'requ1red 1dent1fy1ng .information. . .

. Carefu]ly read“a1reét1ons

‘3. Be aware of t1me 11mft (if requ1red) o R ‘/f o

. Ca]calate approx1mate1y how much time can be spent on each quest1on.-

2
3
4; Rap1d1y observe test quest1ons to determ1ne which are most d1ff1cu1t
5
6
7

.. 'Careﬁu]ly read eveny quest1on whtch you attempt to answer. | i"
. l 4
. 1. Leave d1ff1cu1t questions, which you cannot 5/swer and return to them aff'r
e _ 'comp]et1ng other quest1ons . .
R 8. Try to relax. L | . :‘6(\\\. . -
9, Remember that your best effort i Al that anyone can ask of you |
~ A f . - h € 4
'Y . . [
- ‘ " ,
' U | 4 !
: N -
~ ‘
\. ‘-
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. ¢ — . \
c e & _ )
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. - Job interview. :
2. To provide gu1de11nes regard1ng the self- eva]uat1on of 1nd1y1dua1 groom1nq
- before a JOb interview. . |
: 0ut1ine
}; Informat1on Sheet Helgfu] H1nts for Contact1ng a Potent1a1 Emp]oyer on
\ ) the Telephone : . - ,
_ ~A. Determine what you want 'to say before calling ’
. _+B. Clearly identify yourself by giving your full name o ’
* C.. Clearly identify who you would like to ta]k with. (Th1s w111 usua]]y
- be a.recept10n1st or secretary) . .
"D. Speak in a cheerful "and fr1end1y voice - -
E. Speak in varying tones . o | , N
~F. Speak in an adequate- ‘loudness -~ ° &L . . oo
. G. Speak confidently in a businesslike and coygteous manner
~ H.. Upon getting the person,who you want to talk with, . e B
.+ 1. Clearly identify yourse]f - : ' .
R * 2. .Clearly and concisely ;explain what you\are ca111ng about
'I. 'Be an attentive (good) lidzener * «{ : E
- J. Unexpected interruptions = S

 J

YR

ObjectiVes ) - | o ;

"Lesson 7 - Us1nq the: Te1ephone to Contact an Empl yer, and SeTt-Eva]uating
. Your Groom1ng for a Job Interv1ew :

) S

" To- teach te]ephone techn1ques used to contact a potent1a1 emp10yer for q

-

II.

I11.

Hg:b-nrncdw

Role Playing - Using the telephone to contact a potential emp]oyer for
an 1nterV1ew . : .

&,

1¢ ‘Excuse yourself ' '
Place the phone in-a position that is asqno1seless as possible

Be careful not to al]ow interview to be conducted over the «

telephone L ST

Clos1ng the conversation _ o

‘1. - Maintain the speed of your conversat1on when say1ng "Good by“
‘(Many people ténd to hurry)

2. Maintain the 1oudness of your voice (Many peop tend to speak
‘quieter) 423

3. - Say "Thank you" for any con51derat1ons which have: been g1ven you

4, Cargful]y place the te]ephone receiver and transmitter in its
holder

o \

.Informat1on Sheet : 'Job Interviews:' Sé]f—Eva]uating YoUr“Grooming, -
" Did~T take a shower or bath? |

Did I wash my face?
Did I brush my teeth? ’
Did I freshen-my mouth? -

L4

. Are my clothes clean? -

Are my clothes ironed or oressed? '
Are my clothes appropriate for the 1nterv1ew? Too fancy or sty11sh?

“Are my shoes cléan and polished?
Is myrha1r_c1ean and:neatly styled?

) i . E o "
"~ 45 ' '._ > . '
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. N “ . . .
Are my fingernails clean and trim? = = , .

Do I smell c¢lean and fresh? o . : .
Do I appear extreme? - S . o

Do I appear pleasant and natura]'f‘ ' ' Lo .
Do I have an appropr1ate amount of cosmet1cs and perfumé on (91r1s)?

Am I comfortable? - . .
Is my posture good? '

Was I pleased after Carefu11y exam1n1ng myse]f in a m1rror?

3

1 OVOZEF AL

® . Filmstrip and Cassette: RVOS - YOUR JOB INTERVIEW S
' A. Part I - Pre-1nterv1ew preparat1on (approx. 10 min. )

= .- S B. ‘Part Il - Dress and conduct for the 1nterv1ew (approx 10 min.)
-'Mater1a1s o ;,_ | ‘ | _
1. Informatiun_Sheet: Helpful Hints for Contacting a Potential Employer on k"
" the Telephone - o . _ ) - Vo
2. Transparency: Helpful Hints for Contacting afPotentia1 Emp1oyer on the ;
. - Telephone R L
3. 'Information Sheet: Job Interviews: Self- Evaluat14g Your Grooming
4. Transpangncy: 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 II - Dress and conduct for the 1nterv1ew (approx. 10 min.?)
3 C _ A
' ' ' "ﬁ
[}
) ‘ — -
A - . ,
-‘ ) & - _
. . - l »
N ‘
. N . ’
« ; '*'1 ) .
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Job ‘Readiness Training Program - Name: e i

- Information Sheet : | Lesson 7 : _ I

v |
Helpful Hints for-Contacting a Potential
Emp]gyer on_the Te]ephone

¢

1 Determ1ne what you want to say before . ca]]ﬁng _

é. Clearly 1dent1fy yourse]f by g1v1ng your full’ name

3. C]ear1y 1dent1fy who you would 11ke to talk w1th (This wi11'usuq11y be

a recept1on1st or secretary ) _ |
N .. ﬁf '
SE§§k in a cheerful and friendly yoice;

o . Y

Speak ‘in varying tones.

4

5 :

6+ Speak in an adeduate'1oudﬁéss._~
7. spéak ébnfideht¥y.jn a bdsinesslike'and'Eourteous ménnér.' -
8

Upon getting the person who you want to ta]k w1th

C]ear}y identify yourself. : .
b. Clearly.and concisely exp1a1n what you are ca111ng about .

L\

.’.w 9. Bé an attentive (good) 11stener. o ) ' \ 3

*10. ,Uqupected 1nterFupt1ons

- -
-~

*©a. Excuse yourse]f
- » b, Place the phone 1n a pos1t1on that is as noiseless as poss1b1e

[

1.7 Be carefu1 not_to allow an 1nterv1ew_to beconduc;edjz:i:f;Q; te]ephone)

12. Closing the conversat1on
a. Maintain the speed of your conversat1on when saying "Good by
. (Many people tend to hurry.)
b. .Maintain. the loudness of your vo1ce, (Many peop]e tend to speak
quieter.)
c.. Say "Thank you" -for any cons1derat1ons which have been given you.
d. Carefu]]y place the te]ephone receiver -and tran%m1tter in 1ts ho]der

~
.

. ¥
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.o Job Readiness Tra1ning program " Name: o« . | .' o :

1
] | Information Sheet. o | _ e Lessgps 7 & 14 &f
) ’ | e ‘ .'Job-'In:ce;'Views‘..:' Self-Evaluating Your Groommg L B .
1. Did I take a shower'ér;baih2 ’ - N R
2. Did I wash'my face? \ |
.f’3; ;D1d I brush. my teeth? SR | U . .
' 14; Did I freshen my mouth’ o | | . g
. 5; Are my c]othes clean? E 4/;'-~
6. A?F my c1othes ironed or pressed? : |
7. Are my clothes appropr1ate for the 1nterv1ew? Too fancy or sty11sh?
8. Are my shoes c]ean and po11shed? R
9. Is my ha1r c1ean and neat]y sty]ed?
( 10. Are my f1ngerna11s c]ean and trim? | ) e . 3
1\_ 11. Do I smell clean and fresh? :| ’ | RO | /i
'._,} 12. Do I appear extreme? . o | ) - o | ».
13 o 1 appear pleasant and natura1? N | - ' | -
;-~'14 - Do I have an approprlateiu sunt of cosmetlcs and perfume on (glrls)? ) .
s ; 15& Am I comfortab]e? | ‘ ] .
16, 1€ my posture good7 - - | ’ )

. Y

e 17.' was I p1eased after garefu1ﬂ;\;§am1n1ng myse]f in a m1rror7

s |




; ObJect1ves _ _"' . o \_

';i. To teach acceptab]e Job 1nterv1ew behav1ors
- 2. To teach unacceptable Jo$ interview behav1oy .

.y views.

| Lesson 8 - Behav1ors that are Acceptab]e or Una‘ eptab1e for an Ind1v1dua1

'Dur1ng a Job Interv1ew and Spec1a1 ncerns of the D1sab1ed

3. . To explain special concerns of disabled 1nd, iduals during job inter-

0ut11ne’ | :_ o ._t \ .' ;_ gﬁ o | _.'f'- ?-_‘_ . :

4

' I, Exh1b1t1ng acceptab]e or unacceptable behav1ors 1n a JOb 1nterv1ew

Be well groomede

Wear appropriate clothing -
Remove your hat upan entering the off1ce

: -Arrive at least 10 minutes eardy

Indicate your eagerness by walking briskly .
Introduce yourself when meetipg the 1nterv1ewer -

.+ _A. Information Sheet: Job Interv1e]p Exh1b1t1ng Accegtab]e Behaviors -",

Refer to the interviewer by name - R | .

1
2
3
4 o
. +5. - Give your.full name to the receptionist or setretary S
6
7
8
9

.. Give'a firm handshake after being offered the 1nterv1ewer S
10. Remain standing until asked to-sit dawn
- -11. Be an alert and-attentive listener
12, Act interesSted : _ : o .
13. Speak.c1ear1y"and d1st1nct1y o n -
14. Speak in a loud enougq voice / :
15. Maintain good posture 'when standing or sitting .

‘hand

16.  Indicate that you- are interested 1n‘the job for which you are

- = | /\apmymg ~
17./7 Allow the 1nterv1eweg to, contro] the 1nterv1ew by 1ead1ng the

‘o - discussion |

> question .is too persondl)
19. Use correct grammar angd answer quest1ons comp]ete]y
20.. Give accurate, honest ‘answers .
- 21. - Occasionally say "Yes, Sir" or "No, Sir" 4

& 18. Directly answer'a11 quest1on; (use good- judgment 1f you th1nk a .

22. Present certificates or documents when asked to. ver1fy facts

23. Speak in the best Eng11sh you are capab]e of

24. Be courteous -
. 25. " Maintain eye contact

26. <Stress your qua11f1cat1ons for the Job

27. Describe your disability

28. Look p]easant and smile per1od1ca11y o 2

.29, Maintajn, your poise : -

. 30. - Act natural by beipg yoqrse]f 3
= 31. Maintain a relatively ser1ous,att1tude

32. --Realistically d1scuss wages, if the interviewer ment1ons them

. first :
, 33. Record the date, time, and p]ace to report, if asked to ret

“for another intervaew , . .

Ea RN

N,



S~ v - .2 !
T - 34, Exhibit “onfidence in yourself e ’
- 35, Verballyf indicaté that you.are a positive thinker*
_ - 36. Say “thank iyqu" when the interview has ended
i - . 37.  Ask good. questions, if g1ven the opportun1ty '
: © 38. Try to‘be relaxed . -
~ .39.. Indicate that you arg a kind person - }

o * o, e 80, Stand when the emp)i \ér stands after the interview has ended -
o . '81. Give a firm handshake, if the interviewer offers his hand'at the
o .-end of .the interview (especially 1f you had a hand§hake at the .

T nrh oy, %?nn1ng of the interview) . . =
42.: the ifserviewer know that you axe 1nterested in the company,
- .- by discussing the services provided or products made o
A . 7" A3, . Demonstrate to the -employer that you can functiop . 1ndependent1y
R B. Information Sheet: Job Interviews: Exh1b1t1ng,Unacceptable BehQV1ors.
- . -Referring to yoyrseif as Mr., Mrs., Miss, or Ms.
‘Using profane lapguage -~ . ., N
_ . Using slang . ’ B
~ . Acting like soméone besidés yourself .~ —

. Bringing a friend or relative with you e . ‘ .
‘7.5 Interrupting-the interviewer . ‘ .

. -Indicating that you are restless by mov1ng about -in your cha1ro )

. Indicating that .you ar8 nervous . S
ii "10. -Criticizing former empYoyers or co-workers '
S T 11> Being negative or cr1t1ca1 about any subje fx
v . - 12. Discussing personal; fam11y, or money pro ems (unless spec1f1-
' t -~ cally askedg

N

2

3

.- 4
- 5. -Exphasizing how fuch you need the. job

- 6

7

8

9

¢ K 13;"Touch1ng the. 1nterv1ewer s desk or anyth1n on 1t . : o
oo .- 14, Sitting down before you have been 1nv1ted do so . '
& .7 15.- Giving a sloppy handshake. o N
o .. 16., Using poor posture while sitting or. standlng - . L ot
L ' 17." Acting friendlier than is appropr1ate ‘ I ' -
e . - . 18. Giving false answers - [ e e T :f

- 19.. Giving unimportani excuses
" 20. Initiating a discussion, about wages ,Mork1ng cond1t1ons h011day
- and vacation®policies, ahd hours of work (unless you have been

~asked to take the job) ~ ~

\-21;‘ Slowly walking into the 1ﬁterv1ew €
- . 22.7 Expressing the idea that you-are {hé most 1mpor‘tant
e .23. . Telling jokes

24. Reading .personal property on the inferviewer's desk
25. SmoRing during or right before the interview

o -~ 6. Having the ddor Qf Tiquor on your breath ” | T A
A LE,, 27._ Having -anything in. your mouth . . S - B
L : - 28.° Wearing sung]asses ' ' k ’
! 29, Not wearing, your pnescF;pt1op eyeg]a ses 1f you n ed them
S - -30.. Att g an interview'when it:is obvious that yo are s1ck <
. n. 31. HWe g -emblems Jor deca1s on your clgthing - .
N 32, _Ask1ng unimportant questions B .
_ : e "~ 33. Stressing your disability .
<« . . 7 38, Talking to anyone who enters the_roqm\\ ,
o : _'N - o .\. | . ).
.r ~ . v ".‘ - -‘ '
“ ‘ v . 50 %
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"‘:-A__';(_:.m—':bw- i ""7:.“:.:‘::'. -,‘-._'”... .. -;-—*‘\“"MM*,"\ : : chres s - - - " ——:
S 11, Infbrmatlon Sheetw. Job Inte?views: Special :Cencerns -of Disabled . .
L Ind1V1duals J Sl T T e o
" . .+ Al What empToyers oftemthmk DR - T e . X _
- - 1. "Consider individuals' 11m1tat1ons, 1nstead of the1r ab111t1e§ e
+. 2. VWorry about actidents .. . i} '
T -, 3. Worry. about. rates they pay -for 1nsurance ; '
“B.” Behaviors which d1sab1ed 1nd1v1duals can exhibit during the inter-
s e T oview: :
‘ -'12. D1scuss the d\sab11ity ear1y in the 1nterv1ew, espec1a11y if it
i -is visually apparent . . . , '
- . . a.~Use 'clear, easy tg understand terms : . \
. ~ b. Do.not use medical or: psychological jargon -
D ..~ c. Explain your disability in such a way %hat the 1nterv1ewer
. S ' ’ - _knows you can do the jobr .
. o, ' d. Try.to describe your problem w1th;665i?ﬁve qua11t1es

o s “e. Describe how the disability occerred -

L v 1.) Congenital - .

S 2.) Accidentat injury L L .

o R "~ a.) Along t1me ago . o -

S .7 bs) Recently. - "~ =~ - _ D
. ’ ©30)  Diseasé: e
e . . _f. ‘Describe-any phy51ca1 11mntat1ons P

L R ~ ' 1.) Standing S
Do » = . B.) Sitting S
e §3.) " Walking-- . LT . .

S - - 4.) Liftinga ~ ) < . S o I .
f o ~56.Y Visual ~° .. S U _ R
R 6.) Hearing . B L
,’ ) 7.) Speech - o
i N -« - % e8,) Breathing. . . S '.l» .
. S ‘ . '+ a.) -Allergies - ... . : e T
. o " b.) ' Qut-of-breath
R 9,) Coordination ) —
A . " . -a.) Eyechand = . . S
ST - b.) Eye-foot e Ty, T
5. . ® .. 10.)- Finger dexterity. - .- | ~ S o
e s - a.) -Fine- . 7 . - : e
. R b.) Gross~ ~° - .~
. . g. Describe the condition of/your d1sab111ty
“ e 1.) Improving . o .
R . 2.) Not .changing - ' .
A 3.) Progress1ve (rate at: wh1ch it is gett1ng worse)-\,-.

. R ‘ g - 2. Discuss how, you- have been-able to compensate for your d1sab111ty
Y - ~3, Discuss Your good vocational record - Y : .
o a. Few Hez:amiswdg,due to illness A T

. b. Arri r1y for work ) B . *
. . " -vt.  Present facts about quantity ané‘qua11ty of previous work
L. g 4;‘~Dwscuss;your re11ab1e source of transportat1on or your ab111ty
S & to drive : .
- o 5. Demonstrate spec1a1 sk1lls you have deve]oped to compensate for
o - your disability = - )

_ .- . a, Use of prosthetic.dev1ces
; ) ‘ ~b.  Use of wheelchair B - ~'

.- - . ¢. Other unique skills S :

_ .‘- - __— . . - ‘ . . | ) ) ) . . -\ "
. >
. : . 51 T
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- 6. Dlscuss architectural barriers, if they. are gomg tobe a prob]em -
ooa. Doorways I _
. b, Curbs : _ S R |
- o7 7 g. ‘Stairs o . S :
. - d. Elevators: S L &
f‘ e. Parking spaces near p]ace of work: a R

€. Always stress your abilities and qua11f1cat1on§ not your limitations, -
- regardless of your disability ' o
1. Face reality and discuss the probtem | o
Stress positive aspects which yau have learned tq use to compen¢ -
~ sate for your disability )
Dv Discuss your . vocat1ona1 obJect1ves
1. ,Short-term -~ \ e
2. ‘Interniediate. SR S

N

o f3._ Long-range '
. £. . 'Discuss specific erper1ences which you have had that better enab]e
you to. perform_the ‘job which you-are seek1ng o

. 1. Personal :
2. Educational : o : : -
. 3. 'Work experience o o : . P e
4, Tra1n1nq : X =R ‘ L . '
- F. ‘Use references who W111 present your d1sab111ty as favorably as
N possib]e - .
Mater1als o
...Information Sheet: Job Interviews:: Exhibiting Acceptable Behaviors
Transparency:  Job Intérviews: Exhibiting Acceptable Behaviors
Informatian Sheet: Job Inteérviews: Exhibiting Unacceptable Behaviors -
Transparency: Job Interviews:” Exhibiting Unacceptable Behaviors L
. . Information Sheet: -Job Interviews: Spec1a1 Concerns of Ind1v1dua1s w1th ‘
« Disabilities . .
Transparency;> Job Interviews: Special .Concerns: of Ind1v1dua1s w1th

. Disabilities
. N . .
‘ ¥ . %
v - - LY
, L]
- - / o
. [ P
.. .
-~ ' _ "
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1.
2
3.
4
5
- -g; Indicate youg eagerness by walking .briskly. .
8
9
10

- 12. Act intérested. - : o " .-

. 28. -Look pleasant and sm11e$per1od1ca(if

.Job.- Readiness Train1ng Program ' o “ Name:. . .-
Infprmat1on Sheet . * ' Lesson 8

~Job_Interviews: Exhibi;ing Acceptable Behaviors
Be well’ groomed. | o A L e
. - Wear approfriate c1oth1ng __— SRS
Remove your hat. upon entering the eff1ce o Y
. Arrive at least 10 minutes early.. ot R ("
.~ Give your full name {o.the recept1on1st or’ secretary. .
Introduce yourself when meeting the 1nterv1ewer . I
Refer to the interviewer by name. ’ |
Give a firm handshake after being offered the 1nterviewer s hand
.- Remain standing until:-asked to-sit down. :
11. Be an alert and attent1Ve 11stener

13. Speak c1ear1y and d1st1nct1y
14. Speak in a loud enough voice.

. 15." Maintain gdod posture when stand1ng or s1tt1ng ot '
16. Indicate that you are interested in the job for which you are app1y1ng

17. Allow the 1nterv1ewer to control the interview by leading the discussion.

>. 18.. Directly answer all questions (use good Judgement if you think a question

dis too personal). ¢ -t

'19.-“Use correct grammar and answer quest1ons csmp]ete1y
- 20. . Give accurate, honest. answers.
21, Occasionally say "Yek, Sir" or "No, Sir.""

22. Present certifjcates or documeénts when asked to ver1fy facts

" 23.77speak in the best English you are capab]e of.

24. Be courteous. . - . o S :‘Ed .
25. Maintain eye contact. ' o . ~

. 26, ' Stress your qua11f1cat1ons for the JOb e

27. Describe your disability.

29. Maintain your, poise +
30. Act natural by being yourse]f
31. “Maintain a relatively serious attitude. - '
. Realistically discuss wages, if the 1nterv1ewer ment1ons them first..
3 Record the?date, time, and p1aqe to report, 1f asked to return for another
interview. - ~

34, Exhibit confidencé in yourse1f

35. Verbally ‘indicate that you are a p051t1ve th1nker

" 36. Say "thank you" when the interview has ended.
*~37.- Ask good questions, if g1ven the opportunity

38. Try.to be relaxed.

© 39, Indicate that you are a k1nd'person

40. Stand when the employer stands after the interview has ended
41." Give a firm handshake, if the interviewer offers his hand af the end of.

the inteérview (especia]]y 1f you had a handshake at the. beg1nn1ng of the r__}

- interview). :
42. Let-the interviewer know that you are 1nterested in, the company by d1s-
cussing the services provided-or products made.

'-_43 Demonstrate to the employer- that you can funct1oh 1ndependent1y

~
-

.- -

3

R



~ Job Readiness Tra1n1ng Program - Name::
Information Sheet :

15,

29,7
31,

{?1k1ng to anyone who entersvthe room

e

~

Lesson §

' Job Interviews- Exh1b1t1ng Unaccéptab]é Behav1ors

1. Referr1ng to yoﬂrse]f as Mr R Mrs., M1ss, or Ms. )
2., Using, profane - Yanguage. . > LT
3. Using slang. ' .. o
‘4. Acting 1ike someone besides ypurself. o
5. -Empha51z1ng how much you need the job. ~*~ - =~ ' R
* 6. Bringing a friend or relative with you o
7L Interg%gt1ng the interviewer. E
‘8. Indicating that you are restless by mov1ng about in your cha1r
9. Indicating that you are nervous: . .- \
10 Criticizing former> employers or co-workers: i
. ~Being negative or critical about any subJect ‘
12 Discussing personal, fam11y, or money -problems (unless spec1f1ca11y asked)
13. Touch1ng the interviewer's desk or anything on it. | ,
14. "Sitting down before you have been invited. to do s0. . , A
~ Giving a sloppy handshake. . : ,\“ '
16. Using poor posture while sitting or stand1ng :
17.. Acting friendlier’ than is appropr1ate : o .
18. Giving false answers. _ , - '
19. Giving unimportant excuses. i ' ' v
20. Initiating a discussion about wages, working cond1t1ons, ho11day and
o vacat1o? po11c1es, and hours of work (unless you. have been asked to take
. the job
21. Slowly walking into the 1nterv1ew : )
.22. - Expressing the idea that you are the most: 1mportant
23. Telling jokes. LI
24. Reading personal property on the interviewer's desk.
.25. ,Smoking during or right before the 1nterv1ew _ . « s
26. Having the odor#® 1iquor on your breath foL '
27. Having anything in your. mouth .
28. - Wearing ‘synglasses. - =
" Not wearin@ your prescr1pt1on eyeg]asses if you need them.
30. Attending an interview'when it is obviqus that-you are sick.
] Wearing emblems. or decals on your- c]oth1ng : , . .
32. Asking unimportant questions. -
32 Stressing your disability. '
3

o . -. &

13 .
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. . . -
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;t . Job-Readiness Training, Program . Y Name: o I
L Informat1on Sheet L S Lesson 8 - . - _
B - Job Interviews: Special ‘Concerns of .
o S e -Disab1ed'1ndividua1s - ° ERC R

T 1. What emp]oyers often ghink » o | ) h

A. Consider individidals" 11m1tat1ons, 1nstead oﬁ their abi11t1es
R B. - Worry about accidents
PR o C. Worry about rates- they pay for insurance - - .
L ' 2. Behaviors which disabled 1nd1V1dua1s can exhibit during. the 1nter- o
At V1ew - S
- Discuss the disability ear]y in the 1nterV1ew, espec1aTﬁy 1f it is
: v1sua11y'apparent : ‘ _ .
1.) Use.clear, easy to understand terms = " e

2.) Do not use medical or psychological. Jjargon_ . '
3.) Explain your disability in such a way that the 1nterv1ewer knows
. you can do the job ‘ .
4.) Try to describe. your prob]em with positive. qua]1t1es L ]
5 ) Describe how the disability occurred . -
- a.) Congenital : | L o
~b.) Accidental injury o ' : ‘ |
- (1) Allong time ago _ . ; _ o T
(2) Recently o o S : @
. S c.) . Disease . | o - T
S 6.) - Describe any physnca] 11m1tat1ons R
. .+ a.) Standing’ v ‘ e R
_ - b.) Sitting . - . - T T SN
, c.) Walking ' S : | S -
d.) Lifting ~ , - S
. e.) ‘Visual - : S : o -
) f.) Hearing ' . o -
— g.) Speech. =~ : o | B
e h.) Breathing . B g :
. - . A (1) “Allergies - _ - -
o - ' «(2) Out-of-breath . -
ot ) i.) ' Coordination: - o y o -
o . (1) Eye-hand - e T , §

_ "(2) Eye-foot °
*j.) ‘Finger dexterity

1) Fine '
2) Gross
o g 7.) Describe the condition of your d1sab111ty :
. - a.) Improving _ | | - -
' . b.) Not changing ' S .

© ¢.) Progressive (rate at which 1t is gett1ng worse)
8.) Discuss how you have been able to compensate for your disability:
'9,) Discuss your good vocatipnal record : _ A
- a.) Few days missed due to illness’ -
b.) - Arrive early for work .
c.) Present facts about quant1ty and quality of preV1ous work

1%
N

».,,\&i_
£



5 *
A i;f : 10 ) D1scuss your re]iab]e sourc of transportat1on or your ability
- 77 to drive '
11.Y Demonstrate special sk11ls you have deve]oped to COmpensate for

-~ your disability . _ ' AP
-'a.) Use of prosthetic deV1ces . S
b;; Use of wheelchair . :
. c.) Other unique skills - . S '
. .12.) Discuss architectural barriers, if they are go1ng to be a prob]em
) " a.) Doorways
b.} Curbs = =
c.) Stairs . ﬁ
d.) Elevators '
S e.) Parking spaces near place of work 5
3. A]ways stress your abilities and qua11flcations not. your 11m1tat10ns “re- .
. gardtess of your d1sab111ty | “ -
‘ .'ﬁ. Face reality and discuss the.problem ' ' _
SRR B. Stress positive aspects which you have ]earned to use to compensate for- ,
: ' your disability - 4 '

" 4. Discuss' ygg vocational objectives . o e
A shor T T R o S
© B. IntcMdiate . - - T e

_ -C. Long-range ’

- - 5, Discuss specific exper1ences which" you have had that better enab1e you to
- 'perform the job which you are seek1ng :

. A."" Persopal ‘

-
- -
LA ¥

B, Educational -~ . - . . | . :
s C. Work experience = = .. e, . ;f
- " . D. .Training . s ' .o |
o . 6. Use neferences who will present your d1sab111ty as’ favorab]y as poss1b1e S _
i L Y
L '& . . ." )
~._. \
o . - . .. . -~
- . '71 ' .
e
» 6
56
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o Lesson 9 - Questions Which Are ‘Asked During Job InterViews and Role P]aying '
ey . '« Simulated Job InterViews . . ~
— EObJectives s | : | o
E ‘1. To exp]ore questions which are frequent1y asked in job interViews Co _Y.,
- Yo provide simulated job interviewinq experiences : , o '.<
S v - Qutline: ¥ - no K : ; : |
s , I.~.Information Sheet' Job Interviews: destions Nhich Are Often Asked
.,f" A. Personal background (identification) B - e
- 1.. What information can you qive me about yourse]f? o ‘
2, - Where do you live? ‘ . !
- . 3. How long have you lived there? T e e R
L e e 4. What are your favorite hobbies? - -~ « - . y
- ., 5.~What is your military status? . . - o ' S
. o 6. How old’are you? S ' .
et —— —==7,  What civic or community act1v1ties have you participated in?
' ' - 8. Do you think these’ activities are worthwh11e? ' L T,
. 9,. De you like people? . . Lt -
10. Do you have many friends?
. 11. What.do you do with your spare time? -~ . o '
Y. " 12. uhat things do you do best? - L R
' 13. Are there things that -you do not 11ke to do? s .
. - _ 14. How do yoli Tike to‘spend your vacations? .. - <
. t - 15. How much television do you watch? = .- \f
- L : ~ . 16.. Have you ever been arrested? - =~ - . .
o B 17. Have you ever been in jail? . o o
% + 18. Do you have any health problems? ° -
. , 19. Have you:-ever received treatment for an: emot10na1 or mental '
) ' éondition? ! ) PR v
B. Education . YR -
. 1. What high school (e]ementary schoo]) did you attend7
. 2. Did you graduate from high school? o .
3 . 3. Did you get any special training in high schooi? .
" -4, What courses were ybur favorites? - - !
5. What courses did you dislike most?. N . :
¢ _ 6. .Did you partﬁCipate in. any extvacurricular activ1 '? ' ST
A 7.~ Did yoy have td miss much school?: -~ , o
- - 8. What was the last year of schoo]‘which you comp]eted? .
9. - Did you have many friends?: 4F.b .
10. ~ How many of your teachers were good

- : _ .11.  What can you tell .me about your favorite teaeher?
i L . C. Skill training
' « 1. Have you attended vocational or technical school?

o . .ﬁ'z. Have you participated in any manpower training progrgms?
A - 3. MWhat'vocational skills do you possess?
4. What machinery can you operate?
5. Have you had any on- -the-job training? '
. SR ' 6. Did you receive any vocational training in high school? .
. . ‘ 7. Have you deve]oped any vocational -skilis from your hobbies?
‘ [} EEE N i ’ . . : )
' " . - * f“ a -
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Motion Picture: MP27 - JO# INTERVIEW: WOMEN (17 min.)

A.

I3

B.

OD\IG\U'I-th

Nork experlence or work related

1.

-
10,
11.

12.

. 13.
- 14,

157

16.
1.
’ 18.

19,

- 20,
© 21,
._-Vocatxona} interests

: Job interviews (role playing)
Interview.each individual

1.
2.

..Have you held any. full-time, qobs?

. - How much do yod" expect to. be paid on this Job?

. " How can you benefit our company?- ‘ 4 : Y
; . What -can you'tell me about our products? Or serv1ces?

< ‘,I_.. . . ) . . ._'

. Have you held any part-time Jobs? - _ _ N .1 _ .

What duties did you perform on your job? '; : '
-Did.you like your job? . e —

How much money were you making? | ‘e
Why did you leave that job?

L4 -

Do you be11eve that you can perform the dut1es requ1red on th1s

NN Job?

Where did you Jearn about this Job open1ng?

.How Tong did you work with that company? - , . S
Do you want a temporary or permanent job? =~ - L
Did you Tlike your last supervisor? . T .
Did you and your employer get along well?

What' can you tell me about the co-workers on your 1ast Job?

Do you: prefer to work alone or with, other people? ) . - -
What.are your long-range vocational plans?‘’ SN _ A
Have you leArned anything from your past jobs? ‘ L r ‘
What kind of an immediate supervisor do you prefer? - '

_Are y6u willing to move to another city or. state if the company T
asks you to? . . o
What did you most Tike about that job? .. SRR
‘What did you like the least about thattaob? ST - 4 (n _

‘What advantages. are there “dn work1nq for this company?
Does this job have any disadvaitages? - 4

. what-type of work do you want to do?

What job would you least like to do? -

How did you become interested i this type of work? _
What do you know about our company? - I - ;
What are your qualifications for this Job? S ’

. -~ What would you do’ if you -could have any Job in our company?o o L
. . -How much money would you like to make? - : Lot

Are you willing to begin work1ng for minimum wage? ..

Ask for volunteers = ' . RV
Round robin . .

Instructor will be the 1nterv1ewer

. 1.

L 2.,

1.
2.

'30 . ) -
. Beg1n a second set of 1nterv1ews

2.

Maintain ten minute time Timit on interviews - B .
Interviews will bd adapted from Job Intehj;ews Questions Which .
Are Often Asked ! :

Record interviews or vi o~tape (VIR) .

, Group playback . | .
‘ Diseuss 1nterv1ews~
‘Feadback . '

Ask for volunteers
Round robin (depend1ng on t1me)

*

e
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Iﬁformation Sheet: dJob Interviews: Questions Which Are Often Asked '

'Transparency: Job Interviews:. Questions Whigh AreOOften‘Asked-'fl
"Motion“Picture:  MP27 - JOB INTERVIEW: WOMEN (17 min.) . =
Video tape, recordings (VIR) ] R o ‘
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~ Jab Readiness Training Program o7 Neme: - i
Informataon Sheet  ° L . > ' Lessons™9, 10 & 1y T

! o .‘. . - . g
- ' 4
! - . . . N .

L

. Job'Inférviews:ﬂ.qgeétions~

o Which Are Often Asked = - to :5
s ' '.'“ N\ L e -
Personal Background (identaf1cat1on) ' f
- 1. What information can you give me about yoUrself? ;S
2. - Where do you live? '« .~ o v e
“ 3. How long: have you 11ved there .
- 4. What -are your: favorite hobbies?.
5. What is your militany status7 _
6. How old are you? y Lo
. 7. What civic or community activities have ou part1c1pated in?
8. Do you think these activities are worthw 1e? ,
- 9. . Do you like people? .
10. Do you. have many fr1ends?
11, What do you do with your spare time? ' - .
12. - What things do you db best? . \\g\\\ﬁ S . _
13. Are.there things that you do not like to do? " & '
'14.. How do.you like to spend your vacations? , R : L
15. How much television do.you watch? -
16. Have you ever been arrested’ . :
17. Have“you ‘ever been in jail? _ h ;- !
18. . Do ypu have any heatlh problems? '
19. Have you ever tece1ved treatment for an emot1ona1 or menta] cond1t1on?
. - Education . " _ .
1. What high schoo1 e]emedtary school) did you attend? v
2. Did you graduate ° rom high schoo1? ' Sy
3. Did you get any.special training in high schoo}? .
4. What courses were your favorites? s ST
- 5. What courses did you dislike most? .
6. 'Did you partucipate in agy extracurricular act1v1t1es?
- 7.. Did you have to miss much school? :
8. Nhat was the last year of school whlch "you comp]eted7
9. Djd you have many friends?. : o .
10. " How many of your teachers were good?
11. What can you tell ‘me about- your favorite teacher7

C,

- \A-m'.m-bwma-a

Sk111 training

‘What\ machinery can you operate? =

_HaJe you attended vocational or technica] school?

Have you participated in %ny manpower training programs5
What vocational skills do you possess?

Have\you~had any on-the-job tra1n1ng? L

Did ypu receive any vecational training in high school?

Have' you developed.any vocational skills from your hobbies?

\ . .. ' ' : ' : ‘
\ : : - . * - . .
- . - - - '
» . .
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15,
- 16.
. 1.

18.°

-~ 1.

- 20.
e - 21.

D.. “Work exper1ence or work related. "ﬁj

Do you prefer to work alone or with other people?

‘What arﬁ'{our long-range- vocational plans? .

.Have you”learned anything. from your past J ' ;

.What kind of an immediate supervrsor do yo prefep? . .
Are yog wx111ng to move to-another c1ty or §tate if the company asks -
~you to _ .

What djid you most 11ke about that job?  * *. - ,

What did you like the least about that job? L

“Did‘you like your last. supervisor?"
Did you and. your employer get along well? -

S © . 1. Have you held any part-time jobs? -] R "}
' " 2. Have you held any full-time Jobs? : : .- C
. . 3. What duties did you performn on your Job? . o ot
v . 4. Did you.like your job? : o Y A
S ‘5. How much money were you making? * R .
6. Why did you. leave that job? ¢ ~ S : -
o 7. How much do you expect to be paid on this Jjob? o '
e .8. - Do.you bélieve that you-can perform the dutjes requ1red on th1s Job?
o w0 9. Where did you learn about this job opening? , .
S _10'—”How Tong did you work with that company? ‘
' v 11.. Do you want a temporary or permanent job?
' T 12. ‘
- 4.

“What can you tell me about the co-workers on.your last Jobt

E. Vecational interests
_1!.

2.
3.

_',-- o 6.

- 10.

11.

12,

What advantages are there in work1ng for this company? o, l,.
Does this job have-any disadvantages? - ' -
What type of work do you want to do? -

‘What' job-would you 1east—l;ég to do? = v ‘ '_‘ ®

How can~you benefit our company? . -
What can you tell me about our products? Or services?

N_gflow did you become interested in this type of work? - o
._-8 hat do you know about our company? . _ o

at are your -qualifications for this job?
Nhat WOuld you -do if you could have any job in our company?
How much money would you Tike to make? .
Are you w1111ng to: begin workwng for minimum wage? o
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..Lesson‘lo_rJRele Playing Simulated Job Interviews - ' -
- Objective5° L - .';' S -('f_
- ": 1; To’ prOV1de S1mu1ated Job 1nterv1eW1ng exper1ences T - 1' '{~
0ut11ne (Cont1nuat1on of Lesson 9) )
| . I.'_Job Interv1ews-(wole.p1ay1ng) o _ N Ct f' _
> A. Intervigw each individua]l . o L T e,
1. Ask" for volunteers - .- P ' ' '

~ 2. Round robin’ ~

B: Instructor will be the 1nterv1ewer

- A Maintain ten minute time limit on interviews e
LY. 2. Interviews wkll be adapted from Job_Interviews: Quésgépns Which. |
> '“Are Often Asked o ,

C. 'Record interviews or v1deo tape (VTR) . ~ N o
* .. 1.7 Group p}ayback ' _ . ' : . =
.~ 2, Discuss 1nterv1ews A ' R o el
.o ... .3, Feedback: ' | - -
..« . D.- Begin a’second set of interviews
e L ' 1. Ask for volunteers -
' ' ' Bound robln (dependlng on t1me) )
Méﬁﬂ& R N T
1. ‘Informat;on Sheet: Job Interviews: Questions Which Aré'Ofﬁén Asked (See
. Lesson 9 . . o
© % 2. Transparency: 'Job‘Interviews Quest1ons Whlch Bre Often Asked (See . C
. - Lesson 9) 7 _ _ I
oy ‘3. Video tape recordings (VTR) R N o T
~ ‘ - E ! ] F -’ ' ‘
' - K . ~ ) '..‘. .
: . i '}
.4 \ .
.,"T‘} 4 .‘
g;‘ﬁ" ) - " ..:j
' 8 T
: N O
.62 . .
N . ) . -7
) : \ , &
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SN 1ﬂ Lessqn 11:~ Role P]ay1ng Simulated Job Interv1ews and *Introduction to Ma1nta1n-
L , ,‘. 1ng or Keep1ng a, Job'After You HaVe It ' :
"II’:‘. . | N o B

_ObJectlves

-

Tg prov1de s1mu1ated Job 1nterV1ewing expemences
xOut11ne (cont1nuat1on of Lesson 9) '

_'i. Job Interv1eys (role p]ay1ng)

A. 'Interview each 1nd1V1dua1
‘1. Ask for volunteers
_ 2. Round robin - .

B. Instructor will be the 1nterv1ewer :
Yo -, 1. Maintain ten minute time limit on 1nterv‘ews S :
;)(,’~f. . ‘ 2. Interviews will be adapted from Job Inte viéws: Questions Which
s Are Often Asked - L '

0. Record.interviews or video tape (VTR)
_ 1. Group playback . .

¢ . +-2. Discuss interviews

s~ . 3, Feedback '

- D. Beg1n a -second, set of 1nterv1ews

-Ask for volunteers . - S - e
o 2. ‘Round robin (depending on time) .. * N U
.- : II. Keeping.or maintaining.a job after you have obtained it h <
o . ¢ . Motion Picture: MP33 - YOUR JOB: FITTING IN (16 -min.) \°  ,» e
\. L Matema]s : : B L . -

Vi i ]_1. Informat1on Sheet : JoB'Interviews dest1ons wh1ch Are- Often Asked (See _
7 .+ 'Lesson 9)

*. 2. Transparency: 'Job Interviews: Quest1ons Which Are Often Asked (See
-~ «’'Lesson ‘9) . - - . _ ,
. 3. Video tape. recordwngs (VTR) - : o R
2 v

Motion Picture: ' MP33 - YOUR JOB FITTING IN (16 mgn ) ;

- : . ' 4
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Lesson 12 - Unacceptable Behaviors Which You Should Not Exhibit.on.the Job

€ - o I N Z RN e . 1, o . Lo SR -aka, Wi T N
Car . . .

-
-

3.

Objectives: " -+ ‘ : & ;
., . L To teach: unacceptable job behaviors. . ST x .
- 2 “To: suggest what not to say to an emp]oyer _ . s
OQutlin S < oo .
"“‘__m o - s N L
I. Keep1ng or ma1nta1n1ng a Job after ydu"have obtained. 1t ' - o .
A. Work Sheet: 'Maintaining Your Job: ExhiBiting Unacceptab1e Behav1ors ‘ *
"¢ 1, IndividuaTs Tist as many bad work behaviors as they. can th1nk of .
. 2. Group discussion ‘to compite 1nd1V1dua1 ideas. .' Lt
B. " Information Sheet: Malnta1n1ng Your Job Exh1b1t1ng Unacceptabie e
. Behaviors. - - . . : _ :
11..,Frequﬁnt1y miss1ng work . ~ g ﬁ SRR o T,
-+ 2. Arriving @te for your job /- L E )
. ... 3. Being extrémely friend1y~W1th your uperv1sor o :
- '4,; Being extremely aggress1ve with you® supervisor or co-workers B
~ 5. Talking to your sugervwsor or co-workers when they -do not want )
. . .~ to be -bothered” . ,'
6.. Expressing anger when your work is construct1ve1y cr1t1c1zed S
L 7. Allowing your emotions to affect your work S ¥
", .- 8. -Treating co-workeérs unfairly.. - N R 2
. 9. Taking full credit for a group effort '°3|' -
10. Breaking compafiy rules apd policies : T _
. . 11. Always trying to be.the first person out of the bu11d1ng after,
- work . '
12. Expressing super1or1ty to your superV1sor or co-workers
-13. Allowing comments or cr1t1c1s‘ about- youv-work to become
.- personal . _ L
14., Indicating that you are. more i on&pnt than dnyone or anythﬁng :
- else-concerned with .youl job - o ' e
’ ‘ 15.. Always tmylng to gain personal advantages o AP
16. Asking your supervisor a.lot of unnecessary quest1ons - , ’, ‘
. 17. Verbally or:non-verbally telling your supervisor or -<co=workers . . '
- that you -dre smarter or have a better education than them -
_18.~ Tak1ng problems to h1gher management thah your 1mmed1ate . B
SR T +supérvisor . e . ,
. ] .19,"" Being extremely sen51t1ve to comments made by‘your supewv1sor-f- 7
SO ' Loor ‘co-workers A R
, L 20.. Always making excuses when prob]ems arise B N ¥
Sy e 21$1 Cont1nua11y complaining and f1nd1ng faults with- everyth1ng ,:.;
N 22t _~Blaming, co-workers for- your mistakes o
s b 23 Do1ng pe;sdha] tasks during work hours,’ such as read1ng magb-
e -* 7ines or writing letters
o 24%_ Be1ng extremely critical of your superv1sor, co-workers or the
R, . company” you work for . o L
. . :25. Trying .to learn’ co-workers. jobs ‘before you know your own - s ot
) - . .26. .Constantly complaining about anything assoasated w1th your job' .. e
R § : - 27. -Congtantly watching the clock while working ' - '
L - W, 28, Frequent1y béing unhappy while work1ng . L B
e T 2290 Ignomng safety rules - . e T .
;{' ‘.\l.:, . i Lo o 7 .. | R : "\.: ,1"I-’ | . :_ ._‘- i
IR A v :.ﬁ& e . .-I\.;\
e ' S s f?cﬁw,
Q \ .'.'1_"' " W t ‘
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“1I. -Tape Recerd1ng TR95 - #6 THE WORLD OF NORK I - The Magic Nords That
Get You F1Ted (approx 15 mxn‘)

. i Matema]s '-'::"“

1. work Sheet' Maintaining Your Job: Exhibiting Unacceptable. Behaviors =

2.~ Information Sheet -Maintaining Your Job: Exhibiting Unacceptab]e -Be- :

L "haviors - o~

.o -3 Triansparency: Maintaining Your Job: Exhibiting Unaccgptab]e ‘Behaviors
© 4

Tape Recording: - TR95 - '#6 THE_ NORLD OF NORK I - The Magic Words That.Get
You F1red (approx. 15 min. )
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Job Readiness Training Program .° : Name: - . - . L T
- Work Shget T - _ Lesson 12 :

»

+ e . -
- ~ . . . - .

Maintaining Your Job: EXhibit{ng'Unaccépfable Behaviors -
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JDb_Réadinéss Training Program . - Name: - o - o
Information Sheet T _ ~ Lesson 12

- Maintaining Your Job: Exhibiting ‘Unacceptable géhavtors

Frequent]y missing work.

1.
2. Arriving late for your job.
- 3. _Being extremely friend]y with your superv1sor
4. Being extremely aggress1ve with your supervisor or co-workers.
5.. Talking to your supervxsor or co-workers when they do'not want to be
~ bothered. . .
6. Express1ng anger when your work s censtruct1ve1y cr1t1c1zed
7.. Allowing your emotiens to affect your work. ’ :
8." Treating co-workers unfairly. -
9. 'Taking full credit for a group effort. ,
10. Breaking company rules and po11c1es
11. Always.trying to be the first person out of the bu11d1ng after work
12. Expressing superiority to your supervisor or co-workers.
13§. Allpwing comments or cr1t1c1sms about. your work to become personal.
. 147 Indicating. that -you are more 1mportant than anyone or anythqng e]se con-
cerned with your job. .
15. Always trying to ga1n personal advantages .
16.  Asking your supervisor-a lot of/unnecessary quest1ons
'17.7 Verbally or non-verbally telling your supervisor or co-workers that you

~are smarter-or have d better education than them.
18. Taking prob]ems to higher management than your immediate superv1sor

19. ‘Being extremely sensitive to comment$ made by your superv1sor or co-

. v

. workers. . _
20, ~1ways making excuses when prob]ems arfise. ' .
21. Continually complaining-and finding fau]ts with everyth1ng

. 22, Blaming co-workers -for your mistakes.

" 23. Doing personal ‘tasks dur1ng work hours, such as read1ng magazines or _;

“writing letters. = >

"24;- Being extremely cr1t1ca1 of your superv1sor, co-workers or the company -

you work for: -~ : .

25, Trying to learn co-workers JObS beﬁore you know your own.

26. - Constantly complaining about anything associated with your job.:
-27.» Cowstantly watching the clock while uork1ng | v t .

28. Frequently being unhappy while work1ng
29. _Igroring safety ru]es :
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Lesson 13 - Acceptable Behav1ors Which- You Shou]d Exh1b1t on the Job and Good -
Wbrk Habits o -

W e ome e e e

‘Objectives :

5 __'—Q'<1;' To teach acceptab]e job behav1ors . S - f -
] 2. To teach good wor( habits. . ) - : :

 Qutline: . . N g‘ - I |
. _ : 1 L o
e Keep1ng or ma1nta1n1ng a JOb after -0u have gotten 1t e . ‘ oo

A Nork Sheet:’ Ma1ntain1ng Your aJob: Exh1b1t1ng Acceptab]e Behaviors
"1, - Individuals Tist as man good work behaviors as they can think of
2. Group discussion to compile. 1ndrv1dua1 ideas

B. Information Sheet Ma1nta1n1ng Your Job' Exh1b1t1ng Acceptab]e .

S

Behaviors :
1. Always arrive 15 m1nutes before you are expected to beg1n your
: job . _
% 2. Atterid work on a regular bas1s R ' g
L 3. Promptly return fo your job after the 1unch perwod has endedu . b
4. Prgmgt1y return to your Job after your break or rest” per1od has
- ende '
. 5. Carefully listen to instructions giveﬁ/by your superv1sor or . g
~ co=workers -
6. Ask well thought out questions when you do not understand -
- (especially it Jou must question your superV1sor)
7. Maintain good gfooming habits : )
8. ‘Getting plenty of rest will better enab]e you to be aetive and
- friendly on the job _
9. 'look for additional work r'-~
o 10. Relmain at your work stat1on
- . 11. Keep busy _
- 12, Ex;pmt patience . 2. -
) “. . 13. Inform your supervisor of your progress
“14. Verbally express posit1ve attitudes to your- superv1sor and co-
workers
15. Systematically conduct your work tasks '
16. " Plan ahead and know what tasks you are ‘going to do before you .
5 - get to work - o
* 17. Learn company po]ic1es and ru]es
18. Constantly do the best job possible .
19. Do'more work than s expected of you
L - .20., Refer to your supervisor and,co-workers by name
v . "21. . Be as agreeable as possible when talking to your supervisor or
C R ~ co-workers .
] 22. 'Observe how co-workers perform. taskstwh1ch you are do1ng
'\ 23. Exhibit friendly, cheerful, and colrteous behaviors .
24. Be sensitive and understand your co-workers' feelings ;
25. Be concerned about the quality of your work
. 26. Be concerned about thgﬂgwount of work wh1ch you are produc1ng
27. Respect your superv1so . _
II;/ Motion Picture: MP35 - YOUR JOB: GOOD NORK HABITS (13 min.)' LA .
- “. . b . .
‘ 68 . . .
7
: ~




~ Materials: . T R

1. Work Sheet: -Maintaining Your Job: Exhibiting Accéptab]e Behaviors >

2. Information Sheet: Maintaining Your Job: Exhibiting Acceptable Behaviors
- 3, Transparency: Maintaining Your Job: Exhibiting Acceptable Behaviors

4. Motion Picture: MP35 - YOUR J0B: GOOD WORK HABITS (13 min.)
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~ Job Readiness Training Program ., - Name: e ~
-Work Sheet S IR Llesson 13 . ., '
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MaintaiﬁingﬁYour Job: ﬁExhibitihg Acceptable Behavior§ '
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. .- _Job Readinesg Training Program - .- -~ Name: .
Information Sheet A - Lesson 13

L S . . :
iii' Maintaining Youn'Job:- Exhibiting Acceptab1e Behaviors.

) _ . _ . . L _ -
I 1 A]ways arrive 15 minutes: before you are expected to beg1n 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 per1od has ended:
5. Carefully listen to instructioné given by your supervisor or co- -workers.
6. . Ask well thought out questions when you do- not understand (especially. 1f
© - you must question your superv1sor)
7.. “Maintain good grooming habits. .. .
- 8. Getting plenty of rest will better enab]e you to be act1ve and. fr1end1y
- on the job. .
9.. Look for additional work. '
10. Remain at your work sta¢1on
11. Keep busy. .~ .
12. Exhibit patience. > '
13, Inform your supe#@xsor of _your progress.
14. Verbally express positive attitudes to your superV1sor and co- workers
15. Systematically conduct your work tasks.
-16. Plan ahead and know what.tasks you are going to do Before you ge¢ to work:
17. Learn company policies and rules.

. : %

. 18. Constantly do the best job possible. - . : 1
- 19. more work than is expected of you. e R
. 20. -Refer to your supervisor and co-workers by name. t '
- 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.
7 - 24. Be sensitive and understand«your co-workers' feelings.
25. " Be concerned about the qua11ty of your work.
. 26. . Be concerned about the amount of work which you are produc1ng
- 27. Respect your supervisor. . _

.
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s  Lesson 14}¥'Gdod Groomingjon the Job; Seven Vital Worker Characteristics that
. "w.- [Employers often Rate, and Getting Along with Your Boss
. S -
L,Obgect1ve S

1. To explore appropr1ate grooming habits ‘on the Job

2. To explain the good and bad aspects of seven worker character1st1cs fre-
" quently rated by employers. :

3. To teach how.to have a good werking re]at1onship w1th your boss.

o 0ut11ne o .
A | x >
- L Good groom1ng hab1ts on the JOb - ‘ _
A.. Brief review of Lesson 7, see Information Sheet. Oob Interviews: -~ -~}

Self-Evaluating Your Gwoom1ng (See Lesson 7). | ‘ ,
._-B. Discuss essential groomlng hab1ts after gett1ng the job - Ly

\ I11. Employees are frequent1y rated on seven v1ta] character1st1cs

A. Filmstrip and cassette: RVI2 - - #10 THE NORLD OF WORK: Seven Fata] . o
- Sins (approx. 10 min.) ‘ .
- B. F11mstr1p and cassette: RVI12 - #11 THE NORLD OF NORK Seven V1ta1'
Virtues. (approx.-15-min.) S

"‘k . C. Tnformation Sheet: . Maintaining Your Job Seven Worker. Character-'
R - istics RatedegviEmp]ders _ ' S
1.. Honest vs. Dishonest =~ . =,
- 2. Reliable vs. Unreliable
3... Cheerful vs. #ostile
. 4. Diligent vs. Lazy
5. Enthusiastic vs. Care]ess .
6. Cooperative vs. Uncooperat1ve .
- 7.. Loyal vs. D1s]oya1 : i

1. Motion Picture: MP34 * YOUR JOB: YOU AND YOUR BOSS (15 min.)

Materials:
1. Information Sheet: Job‘InterviewS° 'Se]f-Eva]uating-Youn Grooming (See
Lesson 7) '
2. ,Transparency Job Interviews: Self- Eva]uatlng Your Grgoming (See
Lesson 7
3. "Filmstrip and cassette: * RV12 - #10 THE WORLD OF WGRK‘k Seven. Fata] Sins
 (approx. 10.min.). \
4. Filmstrip and cassette: RV12 - #lleHE NORLD OF NORK' Seven V1ta1 Virtues.
. (approx. 15 min.) ‘
5. Information Sheet: Maintaihing Your Job: Seven Worker Characteristics
o Rated by Employers ‘
6. Transparency: Maintaining Your Job: “Seven WorKer Characterxst1cs Rated by
Employers ’ CL ' :
7.

Motion Picture: MP34 - YOUR JOB: YOU AND YOUR BOSS (15 min.)
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Information Sheet Lesson T4 _ ¥

Ma1ntain1ngﬁYour Job: Seven worker Character1st1cs
Rated by Employers

Honest . vs. Dishonest o
Reliable-  vs. Unreliable i

. ;éhéeffu]_ vs. Hostile =

'/Di1igéﬁt'

Enthusiastic Vs.

vs. Lazy o

‘Careless

\ :
vt ' )
- ,~6,. Cooperatqve vs. Uncooperative
» . - .
* e . . :
Y ) Y ' o' -
LI X *Leyalv-' o vs. D1 sloyal S ~ : /
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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: . - | u o o L s

- 1. - To exp]ore ‘the 1mp0rtance of gett1ng the most out of 11fe through advance-
ment. on the job. , Y .

0ut11ne | o o S o ' ‘

I, Motion Picture: MP36 - YOUR JOB: GETTING AHEAD (15 min. )A .

TI: Motion Picture:’ MP104 - JOBS AND ADVANCEMENT:- ON THE MOVE (13§n )

IIT. Information Sheet: Maintaining Your Job: Concenns About Advancement
- .A. Thinking about your future

- B. Getting ahead ' ) - o C, .
L I. Moving up to other JObS (exper1ence) ‘ _ T
¥ . 2. Changing jobs o oy ) - : o S
. 3..« Starting your own business - L S o .
. .. 4, Education - . ' L - SR
SR 5. Tra1n1ng S -
. . C. What is most" 1mportant to you . ' . .
/ . . 1.. Extrinsic values -.material goods . N *
/ 2. Intrinsic values - self-satisfaction A
' . - . D. Do you have time to wait For advancement? - .
N\ " E. Methods sucdessful people.use to get ahead\_-
-\ 1. Take and keep entry-level jobs they can advance from _
,ié.z. Get jobs that suit thejr interests .~~~ L ]
* 3. Watch for opportunities | L : I
4. Learn new skillsand use them -
, N _
v IV, Quesﬁaanvand answer cgnc]us1on on "Job Read1ness Tra1n1ng"- S
.\ . IS 'l) : . _ . . .\“
Mater1a]s " - v _ _ - - o

1 Motion Picture: MP36 - YOUR JOB: GETTING AHEAD (15 min.) ¢
2.. Motion Pictufe: MP104 -~JOBS AND ADVANCEMENT: ON THE MOVE (13 min.) . L
3. Information Speet Maintaining Your Job: Concerns About Advancement -
4 + Transparency:; Ma1nta1n1ng Your Job: Concerns_About Advancement

Rt . . . N Y

/: 74 .o‘ 76




.. )

+ B. Gett1ng ahead

| Informgt1on Sheet S~ Y ‘Lesson 15 L

¢ '11.- Mov1ng up to other JObS (exper1ence)

C. -Nhét*fs mbst impoftant'td‘yqu

E. \MethodsfﬁueceSSful'peobTe use to get ahead

. -:,2.. Get JObS that suit the1r interests ].L"

o {' i e I _ . ~N

Job Read1ness Tra1n1ng Program B Name: . -y

.‘\

Maintaihing;?omf'dob: Cohéerqs Abouf_Advancément

‘A.: Thinking about your future B ¥

. Changjng jobs ' B L S

2
A 3, -Starting your own business | ‘
4. Education = - - o S | o o

B. Trainifg

) \ . . . . ' .
1. Extripsic values - material goods®
2. Ihtrfnsih'yaIUeSj— self-satisfactign

D./ “Do you have time to wait for advancement? o - oA
1.  Take and keéb entry level jobs they éah advance from .

3. Vatch f°r ODDOrtun1t1es S

4, Learn new skills gnd use them
. LT . .

At
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1,10 ATTAIN RECOGNITION BY SUCCESSFULLY COMPLETING - P
~ PERSOMAL GOALS - - S

© U2, TOEARN MONEY. "“'*57;}'; L
B N [ OBTAINﬂSEhF-SATfSFAGWION AND FEEL INDEPENDENT, =

_— )%.mouMNWMEWREMEMDAEame - -!-*[r;

'_"IMPORTANCE S

5. %0 FEEL USEFUL‘BY ACHIEVING OR ACCOMPLISHING YOUR

© INDIVIDUAL GOALS ™~ o o
6. TO'BE AROUND QTHER PEOPLE .",-~ S
7. T HAvE'A FEELING OF BEING SECURE BY. PREPARING o
e - T.-FOR THEFUTWRE - . - .
“-‘“;g;mmwAWMMmmmmmwv

78




"I.PI_EASE CIRCLE HIGH INTEREST, AVERAGE INTEREST, OR. LOH INTEREST
.70 INDICATE HOW MUCH YOU LIKE E'ACH OF THE FOLLONING 10 OCCUPA— ~

T TIONAL INTEREST AREAS. . .0 e Ty
"f"gIlpwmm mmmWMMWMMAﬂmmmﬂmmgj;fw;
Lo ORANIS, e e

o HIGH INTEREST AVERAGE INTEREST Lﬂw—ﬁNTEREST"" ,
R : .2f_[MECHAN1tAL ENJDYS WORKING HITH MACHINES AND, TOOLS4,

- . ETHIGH INTEREST AyERAGE INTEREST | Low INTEREST
.i:-EE.cmwmnwm Emmsmmmnmswmmnmnmmm
o * HIGH INTEREST  AVERAGE INTEREST LOW INTEREST

4 SCIENTIFIC TENJOYS DEALING. HITII AND SOLVING. PROBLEMS
~ AND DISCOVERING NEH FACTS.:

'HIGH INTERESTQ AVERAKINTEREST - LOH INTEREST

\%PERSUASIVE ENJOYS MEETING AND*DEALING WITH PEOPLE‘
- AND SELLING OBJECTS..

X : | 1
_HIGH'INTEREST  AVERAGE_INTEREST  LOW INTEREST
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6. ARTISTICE ENJOYS DOING. CREATIVE WORK wm« HANDS THAT - .
 INVOLVES DESIGN, COLOR, 4D MATERIALS '§§;( | -; o

- ﬁNIGH INTEREST | AvERAGE INTEREST ‘LON INTEREST ffaf,

IS

.°f‘ummm EMWS%MNGMDWHNG

<

HIGH INTEREST AVERAGE INTEREST LoW INTEREST R

3. . NUSICAL. ENJQYS PLAYING AN INSTRUNENT OR SINGING
HIGH INTEREST AVERAGE INTEREST _ LON INTEREST

"~ . "
-

\

g, ASOCIAL.SERVICE ENJOYS HELPING OTHER PEOPLE 3.;*_
- _,',_1'f 'HIGH INTEREST AVERAGE INTEREST Low INTEREST

;4.;&;@mmm;Emwsnmemnmwmmowmrmm o
o7 WiGH INTEREST  AVERAGE INTEREST ] INTEREST PR
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" URT PROGRAM B LE_SSO% 2 -
e LT
"1, HELP WANTED ADS IN NEWSPAPERS . .. ®
"2, TELEPHONE DIRECTORIES (YELLOW PAGES),
3, FRIENDS OR RELATIVES - -
4., LOCAL COMMUNITY ORGANIZATIDNS N
A CHAMBEROF COMMERCE T
B  BETTER BUSINESS ASSOCLATION o
SN 'c; INTERDENOMINAT IONZ & RCH O
5. .STATE EMPLOYMENT SERVICE -~
‘6, PRIVATE EMPLOYMENT AGENCIES e L
ST BETTER BUSINESS BUREAU .~ .. -~
®  BUSINESS ESTABLISHMENTS ~ ~ ~ .~ o
T .. A SIGNS INWINDOWS . o
= T Bu SOME FACTORIES HAVE. HELP WANTED BILLBOARDS’ ‘
7 77 OR BULLETIN BOARDS LOCATED OUTSIDE / -
. -9.” INDUSTRIAL DIRECTORIES ~ . = o £i
o ”10.' OBSERVE CONSTRUCTION AREAS " - '~ *
© w1 CIVIL SERVICE ANNOUNCEMENTS (USUALLY LOCATED 1IN
.. POSTOFFICES) - = - .ot o» o
-ﬂff. . 12 “SCHOOL AND COLLEGE PLACEMENT SERVICES
© " 13, "PROFESSIONAL STAFF ENBERS IN REHABILITATION -
e - FAGILITIES . T
. °14,° VOCATIONAL TEACHERS - . =~ =~ » © i
15, REHABILITATION COUNSELORS - o -

~ -0
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P %

3
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CORTPROGRM 07T LESSON2

» .

¢ N .
- " . . - -
. L B M . .
) ) .. e
- . - < o
R . . - . . .. )

. 1. TYPE OF JOBOR NATURE OF WORK ST
7.°2,0 WORKING HOURS (SHIFD 7 .
s REQUIRED WORK EXPERIENCE ™ ~— - . - -
" -4, REQUIRED LEVEL OF TRAINING"- -~ /%
5, MMWAWFMWWWOFMWNT.'§?°'1
6. -REQUIRED PERSONAL EQUIPHENT OR MATERIAL -

P -8
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" JRT PROGRAM

A .
- . .
L
) . .
. ’ ’ - > ‘
. - .
. . -
. .
“% ) e .
. ' .
-
»
. . ) .
.
L. .

n

WACHINIST=GRINDER™

| OPENINGS FOR 8 NORKERS OVER 18.
.'PREFER INDIVIDQALS WITH PREVIOUS |
| WORK EXPERIENCE -IN INDUSTRIAL OP- :

. | -ABILITY AND'DESIRE TO LEARN, OUR
-, | COMPANY IS WILLING TO TRAIN YOU. .
* 1 FIRST AND.SIPD SHIFT WORKERS ARE -

.| /MR, wITH A RAISE AFTER A SIX |
| MONTH TRYAL PERIOD. IF INTEREST- -

 MR. Dennis TESOLOWSKI' - o
ERSONNEL MANAGER o
ATIONAL ALUMINUM COMPANY,, INCJ{fﬁE.,

- — T G D G T G G WIS AR R S A — - — T G N D G e G e e

ERATJONS.' HONEVER IF YOU- HAVE

NEEDED BEGINNlNG SALARY 1S $2. 50

ED, PLEASE CONTACT: = = = <.

6 PETRIE AVENUE
ANNISTON, ALABAMA 3p201

LY ._AN‘_‘ EQUAE OPPNITY 'EMPLOYER‘ . |

n

. LESSONS 2 & 6
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CCURTPROGRAM T © Y LESSON3

. C | t', ORI 1 [y B . oL
R ) . - ) < e N

| Sl BUSINESS - 48 ITEMS ;-‘-' o SR
s A CLERICAL (MISC) Lt (... 18 |
| B. CLERICAL - CONTACT . . . . o418
. f/,)c. CLERICAL = COMPUTATIONAL , ..’ 81-88
ST CLERICAL PERSUASIVE. . . . .121~128~
T UE  SALES. v u i . ...161-168 .
- R MANAQERIAL e 2014208 <\ K
S . 2, OUTDOOR - 24 ITEMS . G T st
R A FMRMING L 0lE
e . B. OUTDOOR (MISC Y v v by s 4956
- - G RISK-TAKING. & . . ... . 8996
. 3. ARTS - 24 ITEMS ’_" - S
A DESIGN.. L-;'; RRERY 129-136
L B ARTS ISCO L1676
o .C., ENTERTAINMENT. . .". . ];, . .209-235 _,‘\.
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' SERVICE - 48 ITEMS
<A

o

‘PERSONAL; SERVICE, . <\ v v v\

Y
' ot .
/\\. |
-
.
L]

'1""“‘“‘"““"“"‘ﬂF“TEtHNUtUGY‘ 96 ITEMS

“A. FOOD PRODUCTS. . .+ v v o o5 17-24
- B. TEXTILE PRODUCTS . . . & .. . 25-32.
C. "METAL WORK . . . .-;';'f“; . . 57-64
D, METAL WORK' (MISC.) . . . v . 65°72 gr
© E. ELECTRICAL.. .. . . .r; C..97-104
_F. . MECHANICAL REPAIR._. v 4105-112
6 CONSTRUCTION® . . 4. . . . .137-1#4
" M. CONSTRUCTION'. . . .. . ... 145-152
T . CHEMICAL PRODUCTS, .. 2&5 .+ 177-184
~J.* FINE MANUAL. e 185192
~ K. TECHNOLOGY (MISC.) ... .. . .217-224
L MEDICAL - DENTAL . . .0 . 1225232

SERVICE (MISC. . & . .0 o .

C.' TRANSPORTATION 6. . o oo .
‘D. PROTECTIVE SERVICESr~. . i+ 4153-160
T B S0CIAL SERVICE . L Lo L 11932200
F, PNSTRUCTIONAL. R 23324
. m_ﬁ{% ‘- :‘ - | - :, , :-.
o . , 3 :
| .
~ A . 85 |
- 85 P, .
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"JRT PROGRAM - ' ‘ : : LESSON 3
- - Table 7. Job Titles and DOT Codes for Check-List Items. _ '
‘Hem o DOT  DOT*  Item. ol ‘DOT  DOT* "
Number ‘ Jaob Title ° Code  Page = Number | Job Title : Code  Page -
~ T BUSINESS S | o .
Clericai (Misc.) . _ - Clerical-Contact ¥ o
e L Mcssenger . o 230.878 509 4Y. Telephone Operator N 235.8_62. 291
' 2. Distributing Clerk o 222,587 282 42. Compiler " 249388 276
' - 3. Duplicating-Machine Opérator 1 207.884 322 d43.«Correspondence Clerk - 204.288 256
.\ 4 FileClerk < .. . 206388 276 .44, Receptionist 237368 258
) 5. Clerk Typist - . : . 209.388 256  45. New-Account Clerk . 249.368 258
i \\6 Stock Clertk "~ .~ ° © 223387 271 46. Information Clerk B 237.368 258
v/ Shipping Clerk I . 222.587 282 47. Stenographer 202.388 278
8. Router\ _ 5 0 239.588  -289. 48~ Secretary. ' 201.368 263
~ o _ o . T 3 : . _ ' . . . .
e R OUTDOOR - _ N \
| o _ Farming S : - Qutdoor (Misc) = .
_'|"9. Orchardist ‘ _ . 404181 41t 49. Faljm-E'quipmentl Operator 409.883 444
[10. Vegetable Grower - : T 403.181 411, 50. Yatdman 304.887 360 .
- 11, Farmer, Cash Grain C 401.181 411 - 5L ng;ry Worker . B 406887 360 ¢
'12; Cattte Rfncher - .~~~ 413181 41l . 52 Chifhman> . 018.687 . 282
, '13. Poultryman, Egg R 412181 411 - S3..Prospector © . 024288 385 %
‘ '1_4. Farmer, Dairy e R : 411.1(81 411 . .54, Park Caretaker ~ -~ - g 407.868 - 427 v
© *15. Stableman = . - 356,874 Sl . - 55 Trapper - - ASLT8E 319
" 16. Farm Hand, Genem? v N 421"883 444 -_56 Huntmg and Fxshmg Gunde' 452.868 505 °
. BT TECHNOLOGY . ' R
' Food Products = ’ Metaluork . P
" 17 Sorler, Agricultural Produce $20.687. 282, 57 Pourcr; Metal - 514.884 322
18. Cook, Kettlé " . : 526.782 435 . ‘58, Kettleman ‘ " 519.885 . 447
19. Can Inspegtor ", 920.687 282 ° ° 59.'Coppersmith . - S - 862.281 312
20. Candy Maker - 529.381 - 312 a 60. Sheet-Metal Worker 804.281 312
21: Grader - © 589.687 283 6}. Boilérmaker - <. T 805.281 312
. 22. Dairy- Processmg-Equnpmem Opero' o 529.782 - 435 62. Welder, Arc * I, . 810,884 322
~+ 23, Baker )+ .. 1+ 7 526781 - 319 " 63. Shaper Set-Up Opgrator, Tool 605782 435
o 24, Meat Cutteér . o - 316.884 322 64 Leverman .. 612,885 447 o
. Textile Producfs S e Meta! Work (Mnc) -"’,'_- e S
25. Shop,Tallor(Dressmker) " " 785.381 312 65. Fumfce 0pe1‘at0r ot L ,553;3&' 435 C
26, Weaver - Te A W3T82 435 % 66 Flrc%an High Pressure . ~. 951,885 * 447 b\
27. Dye-Rafge Operator,xflotg T 582782 435 © 67. Patternmaiyh, Metal '_600:280 430 o
<28 Cutter, Hand ¢ . 781.884: 322/ . 68. Plater.’ % 5000380 ° 430,  *
. - 29, Sewmg—Machme Oper., All- Round t 787182 . 4% ' 69, Die Desugngr o, e 007.181 377
730, Laundryman _ 369.887 ?:60‘ " 70, Machinist “ A - 600. 280 - 430 _
. 31. Dry Cleaner. Hand o+ 362.88¢ 322 . 7. Millwright - ° (. 638281 0 312 <
- 32, Shoe Repairman = = : B 36’5 381 4312 '-;' 72. Longshoreman, .- . ' ) 911883 444
S D A SERVICE e AT T ’
oo . - Service (Misc.) 'y S ® &% L.\ Personal Servite S\ . ..
« .33 Japiteor -+ ... - T 382.884- 322 -13. Fountain “Man”. L 319.878 . 507 <
34 Maidll .~ 7 . ' 323 887 360 4. Cook- ' 313381 310
- 35. Belithan e ST 7324878 507 - 75. Kitchea Helper R 318.887 360
36. Hotel Clerk ., - g T 242.368. 265 © 76, Waitelp Informal 311878 s07
‘(. . 37. Ticket Agent ' \ L 919368 265~ .. ., Waltg, Hehd J\ . 31138 461
T 38 ‘ Airplane Stewardess 352.878¢"..507 - . 78. Usher . ¢ 344878 509
TN Catere L - o s “Ag7,068 245, 79 Barber T 1« 7 330.3% - 499
40 Lngggary Assisant - - 249.368 2581 . 80. "Cosmetoi8gist e A 03NN a99”
. Dltuonary af Otcupqnonal T:rles, Volume II. 3 * N o o T - 3:’ | ' , y ' )
T W ) - . o < o © B Y
s - ;.-,. js \CN,“:-‘-_--\ P Coy 86 sl ;SJ ) . o 2o E 4 T




. ' Table 7 Contmued S
Item . DOT D()l“' ' ltem . noOT DOT*
o Number Job Title Code  Page.  Number Job Title Code  Page
P ‘ — 4 — -
A L) 4
. : BUSINESS
{ ' CIerxcaI-Computat:onaI o Y Llerical-Persuasive *= -
8? Bobkkeeping-Machine Operator - 215.388. 280 121. Employment Blerk 205.368 258
982, AuditClerck” .~ , | - 210.388 280 122. Collection Clerk . 240388 256 -
- 83. Pay-Roll Clerk . 215.488 . 280 - 123. Adjustment Clerk 241,368 ~ 258
84. Billing Clerk ©219.388° 280 124. ‘Survey Worker 249.368. 250 -
- 85. Calculating-Machine Operator 216.488 280 125. Demonstrattg 1 297.458 488 .
86. Key-Punch Operator - 213582 274 126. Order Clerk . 249368 - 258 |
* 87 Teller N 212,368 267 _§27. Production Clerk 221,388 280 -
2. 88. Cashier Il - &0 . 211deg 269\ 'N8. Claim Adjuster 241168 416
L T Lo * L b : :
: OUTDOOI\Rh . .7 . ARTS
' Risk-Taking _ . . ’ " Design - -
© v 89, Meher : S 939.281 312 129. Jewelry and Flatwear Designer =~ 142,081 232 =
' 90. Blaster e . 859.281 312 130. Set Decorator 1432.061. 228
- '9]1. Decoatamination Man <. 199.885 | 447 131. Clothes Designer 142.081 232
92. Steeple Jaok e ‘:“ - 869.781 319 132. Commercial De'signer 142.081° 232
93. Logger, AlitRoumd , 940.884 - 322 133, Painter, Hand 970.381 - 312
" 94. Diver \'\ 899.281 312 . 134. Advertising Layout- -Min . 141,081 232
95. Fisherman, Net - 4%1.884  322..  135. Display Man T % 298081 232
*Y. 96, Ordinary Seamane - T 911 887 , 360 . 136. Interior Designer and Decorg’}tﬁr 142,051 228
- i - _ TECHNOLOGY . :
L » A Electrical ; Construction ; ¢
‘ . 97. Wireworker o - 728, 887 360 137.» Plumber : T | 862,381 =912 -°
.+ 9%, Television Service and Repairman - 720.281 312 138 Plasterer . 842.781 - 319
~+ % 99, Electrical-Appliance Serviceman 827.281 312 - 139, Painter = . ° -7/840.781 319
+",+ 100. Electric-Motor Repairman™ _ 721281 %2 140, Carpenter, Rough 860781 319
101, Electrical-Appliance Repairman -, 723.381 312, 141, Carpenter ’ 860.381 -+ 312
L mz Radijo Mechanic , - - ; . 823.281* 312 . 142, Roofer _ . 866.381 312
103. Electrobics, Asseqbler, Dzvelé‘p 726.289 3g -143. Electrician . - 824.281 . 312-
104 mem@n.échaxr 821.381 3 '144. Pipe Fitter * = 862.381 312 ‘
- Mechamcal.Repatr - .' .o . 5 = . Construction
105 AuBomobije-Body Repairman .~ “o807.381 3124 145. Bricklayer- | 861,381 3127
106. Automobile Mechanic ©+ -\ 620.281 »352 146. Cement Mason 844,888 322"
- 107. Airéraft-and-Engine Mech‘am{: Y 621,281 .. 312. - 147. Stonecutter,.Hand 771381 312
108._ Junior Engineer . _, o 623 281, « 312 _148. Structural-Steel Worker 801.781 319
109. Maintenance Mechamc “ T~ 638.28T 31207 149, Hoisting Engineer 921.883 444.
. 110, Assembler« Automoblrc 806.887 . 360, 150. Bulldozer Qperator . 850.883 444
n 111 Assembler, Subassembly . 807.884 322 151 Truck Driver, Heavy 905.883 444
= 113 Mecha}'ncal Engineering Technician -007:181 379 152. Contractor ' 182.168 245
- . ¢ . o . :
oo e A SERVICE Y -~ \ Iy
R Transportation . T ‘ Protecl:ve,S‘erwces o :
113 Automobnl;.Servnce Statnon Attend. 915.867 503 , 153. Watchman - 372.868 427
-, 114. Taxi Driver ", 913.363 5f9 - 154. Gateman »+ §72.868 427
- 115. Chauffeur ' "913.883 444 155. Safety-and-Sanitary” Inspector 168.268 416
- "4116. Bus Driver ' . 1 913.463 . 519 ¥ 156. Correction Officer ‘ 372.868 - 427 -
. . 17 Salesmda Driver s, » - 202358 488 § 157 Pawolman . . 37508 416
._ 118. Conductor, Passcngér Car > 1981168 245  _ 158. Datective. P 375268 al6
v ®119.. Elevator Operator . - 388.868 507 159. Flre Fighter ) 373.884 .. 322
“. T )20. Airplane Pilot, Commerc:a} _196.283 422 - 160. Enhstqd Man ‘368 993 ' e
¢ Dicliorgary of Occupanonal Titles, Volume II. . L . /
‘ 87 "
v . ,: -"' T 9“ /—-_




s e .. ce oo % Table 7T Continied. : SRR s
fem =+ . - " DOT DOT*" Item e - .+ poOoT- por* |
Number Job Title ~Code . Page Number " Job Title . Code  Page \
-.1 — . _ -_3‘\ g s ‘ — _ a _

o g - BUSINESS . . .
e N ~ Sales B . . Managerml - S .
161, Salesman, General ' 289358 488  20f. Mangfer, Store. 185.168 245

© 162 Teléphone Solicitor o ©203.358 488 1 202. Mayfager, Merchandise- ' 185.168 245
163. Salesperson, General = 289.458 488 203. Ménager, Hotel 187.118 . 237 .. >
164, Sales Clgrk - " 290478 S0t 204. feneral Foreman 183:168 245
165:" Salesman, House-to-House~ - : 289.358 488 . 2057 Manager, Office . . 169.168 245 -
_166. Salesman, General Merchandise -~ 289,358 488  -'206. Purchasing Agent 162,158 484 -
' 167, Salesman, Automobile - . .. 280.358 488 . 207. Buyef . ) : 158 ~ 484
T 168. Salesman, Imurapéé ot T 250258 488 208. Manager, Credit and Collection -168.168 245
o ' . ARTS e S
Arts ( M:sc) : - : ' Y. Entertainment L :
. '169.. Pho'mgrapher. Commercnal 143.062 - 230 209. Motion-Picture Pro_lectlomst . 960.382 514 -
~ 170..Painter, .~ : A 144,081  232. 210. Flyman c ~ 0 964.887  360.
\71. Hlustrator ' ' 141.081 232 " 211, Adtor . 150.048 392
2 . 172. Painter, Sign ~ 7+ 970381 312 212, Annduncer . 159148 400
y 133. Literary Writer -+ = - . - 130088 54 213. Musician, Instrumental’| 152.048 -394
174. Script Writer = . . ' 131.088 524 <214, Dancer . .- ... 151.048 398
|75 Booking Agent ~ . - 7, 197.118 233/A 215. Model | - ’ » 297.868 408
' 1.26 ‘Public- -Re ions Man - . . 165.068 482 216. Athlete _ S 153348 402
e | - FTECHNOLOGY .. ’ L '
S " Chenical Producls e .. Technology (Misc.). o
177. Tanning-Drum Operator . © 583782 435 - 217. Compositor S 973381 312
178. Mixer L . 550.782 435 - - 218. Epgraver . oo 979.781 319
179, Yhrower = . .. 774381 . 312 . 219. Weather Observer - . 025288 185
'« J80. Rubber Cutier = © - - 559885 447 a220 Detailer o 017.281 377

\ 181. Injection- Moldmg-Magﬁmc Oper. 5§56.782 435 221. Inspector, Floor . 609.381 312 . .,

1182, Chemist Helper, Petroleum © 022384 413 - 222, Inspector, Components - - 726.687 282 .

~TR83. Glass Blower 575.781 -~ 319 223. Engineering Asst., Mech. Equ’ 007181 377
-/ 184 ‘Stillman e T 5422800 430 224, Fmgerprmt Classifier - 375 388 276
L Fmg A/(gnua[ . ; o L - Medicarl—Dmral _ TRt

185 Furniture Upholsterera I, 780.381 312 225, Denlal Hyglcmst _ . 028.368 477 a
186. Cabinetmaker , Y 660,280 430 226. Déntal Assistant 0378 477
187, Jeweler - " e ' 700.281 312 - 227 bemnl aboratory Technician - 712,381 32
188. Carver, Hand - 761.281 - 312 228. Scientific Helper. , - 199.384, 413
189 Precision-Lens Grinder - 673380 © 430 4* 229. Medical Laboratory Assmant 078.381a 418
.« 190. Watchmaker _ 71528+ 312 230. X-Ray Clerk _ 079.368 - 477
. _. I8L. Office-Machine Servnct’tﬂan . 633.281  31% . 231. First'Aid Attendant " 354878 479
#* - 192, Locksmith - : } 709281 ~ 3124 232. Funeral Attendant © 350878 507 -
o — _ - - ’& ) ] ‘ R ) , 4
SERVICE ' ; - -
‘ Social Service' IR o ' Instrucgional - N .
- 193, Nursemaid + * & : 307._878 479 233. Child-Care Attendnm 359878 479 - a2
194, Orderly (Nurse Aide) — ’ 355878 - 479 | 234. Program Aid. Group Work 195228 . 345 - ..
3 195. Nurse, Practical o ;354878 479 235. Atthtnc Coach - : 099228 347 _A‘ ~
-~ 196. Psychramc Aid 355878 479 236. Instructor, Physical o 153228 7 ¢
197. Occupational Thevfp;( Aid 079 38 47 237. Instructor, Weaving T 683.2:8p 335
.$° - 198, Companion . : 309.878 479 238. Imcrprctcr SR k¥ 2(% 400
¢ 199. Maid, General . .+ 306878 - 507 239. @puide, blahtseemg 353.368 258 )
. 200. Wary-nospital Attendant ' 356.874 511 240. Parish Workcr_ ‘ N b} 208 . 296
- s ® Dimonary of Occr\fpalmnal Titles, Vok:me ll N ! o ' . *

" Note: Tabla 7 tdaken frem the Gordon 0ccupat10na] Check List.Manual angreproduced by

permission. Cbpymght@iﬁ? 1963, 1961 by Harcourt Brace quanovmh, Inc.
- AH mghts reserved | , 9 _ o
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%447 TELEPHONE NUMBER: . * ~ © - %,

'*~EERSQNAL_BALKERQUND: | B ,
CMGE:i_ " " DATEOF BIRTH:

o HEALTH:S —
- MARITAL STATUS:__ . .. DEPENDENTS:
", MILITARY STATUS‘ L

" JRT PROGRAM e LESSON L

ADDRESS: .-

. 'SOCIAL SECURITY NUMBER:____ -~ .

. . . . -
¢ . o AT B

o

-

3

PLACE OF BIRTHv e
EIGHT: 2 . WEIGHT:_ i

= - —

-y

- POSITION WANTED: o ';ig

TYPE OF NORK I WQULD LIKE TO BE DOING TEN YEARS FROM NOW

8

. ' el B ’ . . -
EDUCATION: . . . |
. '.' S | v . . ’
(s . o - .

COLLEGE:

 ONAME:__ =< " YEAR GRADUATED:_ .
ADDRESS: % - DEGREE RECEIVED:
CITY & STATE:___ | LA
,mmRMQOFgww"'ﬂ_ ffYﬂ%CMHﬂm

-89

D



CITY & STATE

'

. VOCATIONAL OR TECHNICAL SCHOOL

NAME: . DID YOU’COMPLETE THE PROGRAN’

ADDRESS:___ . . -~ . " 'LAST GRADE COMPLETED:. _

.ELEMENTARY scHooL: .

©ONAME:  YEAR GRADUATED:.
ADDRESS: . g~ LAST GRADE COMPLETED: __
CITY- & STATE: . S -
. . 93 :

90

r

" ADDRESS: - - HOURS.OF TRAINING:

NoUTy eSTATE;__. L .

' SKILL AREA STun‘i’ED o - 8

: HIGHv SCHooL.: - L {

CNAME:___ . YEAR GRADUATED:
ADDRESS | o :  GRADE COMPLETED: .. .

- CITY & STATE: S S

- AREAS OF CONCENTRATION: R .
IF'YoU DID NOT GRADUATE FROM HIGH SCHOOL, HAVE YOU RECEIVED A )
‘GED (GENERAL EQUIVALENCY DIPLOMA) CERTIFICATE? __ VS _-_-No o
| -
CIF Yau @un HIGH scnom BEFORE GRADUATING, PLEASE EXRLAIN wHY @

‘.JUNIQR HieH scuoou_ R o o
NAME : | . . YEAR GRADUATED:, .




.

DATES\ENPLOYED - FROM

.. "REASON FOR LEAVING: _
* NAME OF EMPLOYER:
ADDRESS: -

' DATES EMPLOYED - FROM:

JOB TITLE  (POSITION): -
. RATE OF PAY:

DUTIES PERFORMED:

. REASONFOR LEAVING:

% NAME OF EMPLOYER:
- ADDRESS:.

~ DATES EMPLOYED-- FROM:
- JOB TITLE (POSITION):

 REASOM FOR'LEAVING:. .

"HQRK;EXEERIENEE: BEGIN WITH YOUR MOST RECENT B

NAME OF EMPLOYER: | :?; _

7

ADDRtSS \
S]REET ' \'

_-CITY ot

. JOB TITLE (POSITION)\ "

: TO}

STATE TP CODE_

RATE OF PAY:

DUTIES PERFORMED \

STREET

. -g\ ' .
SIREEl ™=

—CITY

VN

RATE OF PAY:

DUTIES PERFORMED:

..91i

. ©



.NA”E "FTRST—"

- ADDRESS B
: OILKEET

. TELEPHONE NUMBER: "
'WHERE_ EWPLOYED:

. /TE
_ TELEPHONE NUNBER:.
- WHERE EMPLOYED:

-

- .

ﬂwnu-. { ST

N
-

LIIY

; ,STAjt

b . :
_POSITION: " -~

~ZTP TODE

AME: B — |
. FIRST &

— TIDDOLE

ADDRESS: L
o - QIKER]

:.'CI..TY

- TELEPHONE NUMBER" "-'
|  WHERE ENPLOYED: -

}E FIRST

T’IIDDLE

~ ADDRESS: /
~ STREET

\..

\ \

, '
At P

' CITY

\. b

e b

e R BT
POSTTION: = Yot _

. ,i
L K
<
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w oo T ToporPAeR N YT T L
LN LT PERSOMLRESUE o o T T
JAMF.S 'NORKER R
S 1234 MAIN STREET o S
AT Anmsrbu, ALABAMA 36201 TR
gOCIAL §ECLIRITY NUMBER 123~45-5789 - .;.-
H;LgPHoNE NUMBER (205) 27- 1977‘._,_. N

S DATE OF Bl "_[{1 5 MARCH 12, 1947 SRS
;.-_.ﬁ.j_. @PLAGE/F 1 \‘  BIRNINGHAN; ALABAMA\ R
Cee T U HEALTH: : : GOOD IR I
LT MARITAL, STATUS~ ,'MARm n I LN
. e DEPENDEWTSEE S v ROUR LT
_-;_,3 ""'_NILITARY smus-»”-i ok NONE'\ '-37_',".>-; TR

‘- "‘,' . e y -l o f *

\‘ VGCATIONAL OBJECTTVE. Tt * -
o POSITION WANTED:. MACHINIST*GRINDER L

..- . " ‘) - ~- “
.. Y \' | -. " ] . . oy \‘l - a - - ‘-‘ [ .
S, . L X . % - s )
.} : ALt 4 - \ 'i:‘ . . ‘ ,\a’- ! e . ot ; ,“
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JMES WORKER - o
ERSONAL ESUNE ; T e .

B TYPE OF NORK I NOULD LLKE T0 BE DOING TEN YEARS FROM NdN . ‘g"' )
TEN YEARS FROM NOW I WOULD LIKE T0 BE A TOOL AND DIE N
MAKER OR A FOREMAN N A MACHINE*SHOP |

T EDUCATION e ".‘ ﬂ ;' AU
SR TECHNICAL cHoOL: - - - . T
e CERTIFICATE o ;" 780 HOUR—MAGHTNLSI~PRDGRAM |
T scHooL: . KNOXVILLE TECHNICAL SCHOOL °
| . 4321 N, BROWN BOULEVARD -
o .- KNOXVILLE, TENNESSEE 37900 .
_oDATES: \"-JUNE 1970 1 NOVEVBER, 1970 "-;' Cf

“HIGH SCHOOL [
B T Y COMPEETED'TENTH'GRADE IN 1963" -
- CONCENTRATIONS: . - MECHANICAL DRAWING, MACHINE SHOP, - i
a7 MDSCIENGE -
.. LSCHOOL: -+ . ENSLEY HIGH SCHEOL
Sl T 9521 LESNIK LANE

. _(/’a; . BIRMINGHAM, ALABAMA 35203
CWORK EXPERIEMCE: T v L
" OPPORTQMTY CENTER - T G

217 WEST 13tH STREET
"\ . ANNISTON,- ALABAMA 36201
| © FROM: JANUARY, 1975 10 PRESENT -
DUTIEfI VALVE ASSEMBLER

&

= A . -

R R a | -‘--_“ ) 94 . 9
R '

. -3
S
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- .
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-
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NES WORER .
ERSONAL ESUME . P
_AMERICAN TOOL AND. DIE. conmw B
- 3628 S. FREEMAN ROAD o
. KNOXVILLE, TENNESSEE 37900; -

FROM: AUGUST, 1970 10 JULY, 1974

- DUTIES:  ASSISTANT. TOOL AND-DIE MAKER
- ACME DIE CASTING(@ONPANY -

o
H

fow

T e _ROBERT A, EAROFSKY
" ADDRESS: 3328 CUDAHEY ROAD.

1456 S, HELM AVEN

\

\ ._EKNOXVILLE, TENNESSE _37900 5
* .. FROM: MARCH," 196470 MAY, 1970..

. e (/
T2 UDUTIES: " LABORER IN FONDRY

. . 3 -
-

- ~.ADDRESS~:_‘ ' 3634 NUSTUM AVENUE -

" NAME: -~ CARL S.-LAWRENZ

‘ .ANNISTON, ALABAMA 36201

i |
< TELEPHONE: . 237-9136,

.. POSITION:  MINISTER - . ~ . :<<-,\,
'wcmmmmmmm

\

. KNOXVILLE,” TENNESSEE 37900 -
'~ TELEPHONE:  (629) 341—1800 VI

. !
. POSITION:  FOREMAN |

o AMERICAN T00L AND DIE CONPANY

o L

.- 95

‘e . ) . . .
° . . . L . . PO
- ¢ i . . . LI . . ) ' . .
- . - . L N
3 . ~ . . . . . . . ]

9
e T



i‘!AMESNORKER e
ERSONAL RESUME : | .

‘. 'iv_ .;f, \_fNAﬂE: ,J WILL N. NILSON j S \é -
ADDRESS: ™" 1642 S. MELANIEROAD - - .
.+ 7. ANNISTON, ALABAMA 35201 e
ST TELEPHONE: 231-Toll | '
" POSITION: ~ SHOP FOREMAN . R
T <OPPORTUNITY CENTER e e

. . . . ! N - . 0 .
. ‘ . s . ) c R ) - Te
. . e . t . . . _ - . .. - . . -
. ) . . - k L. . . i
. . . . . . e . . . . .
. . : . S T . . LTy v . N .
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i - . . - . . .
< . . . . . et : .. : . :
' ' . : . . . . ’ -~
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N
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. JRT PROGRAM .~ - Lt LESSON S

L READ TNSTRUCTIONS CAREFULLY-AND FOLLO THEN.* .
I*,mewmwﬂm&mmmmmwm", T
S CINSTRUCTIONSUSUALLY STATE TO PRINT. -~ »= ~ 7
" 3, WHERE "SIGNATURE S REQUIRED, “THIS MEANS ™WRITE", =7 /=7
- “iﬂﬁj USE A-TYPEWRITER IF IT IS POSSIBLE, © . - .\ - e
B, mnmuwacmwammaswﬁmsmmwﬁmwme I
o MNINKPEN. o S |
. 6. CONPLETELY ANSWER QUESTIONS AS HONESTLY AS POSSIBLE; '
-7‘-_;hjWTWEW@"WM”WAQ%NNNMBNMAWH
® 8 HAVE THREE GOOD REFERENCES, - . .
.+ A - PEOPLE WHO WILL REPRESENT YOU AND SPEAK NELL OF You;_* ;
Q) ACHIEVEMENTS T ¢ - !
@ BILITIES
(3) PERSONAL BACKEROUND |
© ) QARCTER - Ty,
(5) EDUCATION - S o
' " (6) EXPERIENCE e
o mahme 0
_ B, BET PERMISSION FROM PEOPLE BEFORE, USING' THEM AS -
“. . " REFERENCES. -
o - ACCEPTABLE REFERENCES, AR
.7 (1) CHURCH - PASTOR, MINISTER, OR PRIEST
® ) ScHooL - TEACHERS PRINCIPAL, OR CONSELOR |
Y A s A o,
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13)  PROFESS ONALS - DOCTOR LANYER, dR DENTIST
oWy PREV%ng

. (5) FRIEND OF FAMILY -~ = -

D, PEOPLE WHO SHOULD NOT.BE USED AS REFERENCES

(1) RELATIVES . -

'\

| (2) FRIENDS YOUR.ONN AGE (MAINLY IF THEY ARE YOUNG L
- AND HAVE.@?T HAD MUCH PREVIOUS NORK EXPERiENEE) e

. E" INFORMATION REAUIRED FOR REFERENCES,

Lo
A

CTT (D CONPLETE NAME L L '-*f\; '}
. "{'(2) COMPLETE ADDRESS CINCLUDE ZIP CODE) o
" 7 (3 TELEPHONE NUMBER (INCLUDE AREA CODE IF UIFFERENT o

S THA PDIENTIAL EMPLOYER 9 iy,
© . ) OCCUPATION- 8 oo o
;Q.SWuCM%ﬂw . (

HELPFUL MISCELLANEOUS INFORMATION FOR COMPLETING AN APPLI-"

CATION, ’,*ﬁ

A CRESWMET e 2y
B, SOCIAL SECURITY CARD o
© C. BIRTH CERTIFICATE &% . & - // -
CD.DRIVER'S LICENSE ~ - L T -
CE. MILITARY RECORDS T T
" F. TRAINING CERTIFICATES = - -
\ ; .‘ ‘ ,‘ | . *
CL 10; '7"
T f ) 98 a

BPLOVER . L
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A
.~ 1, DID [ FOLLOW- msmucnows ON THE APPLICATION EORM" S

2, ARE MY RESPONSES NEATLY WRITTEN? . & - " = " . ...

%' 3, DO MY RESPONSES SAY WHAT I WANT THEN TO SAY?
4, WWWHNHHMWHGRRE&T*
5. DID I ‘CLEARLY PRESENT MY QUALIFIGATIONS? * -
. 6. DID I GIVE ACCURATE DATES? | -
7. DID'I GIVE-REFERENCES WHO KNOH-SOME. DETAILS ABOUT

. MY'BACKGROUND? |
A PERSONAL BACKGROUND

L _B.".EDUCATION |

® ok EXPERIENCE

| _D. TRAINING e
" E. INTERESTS.(HOBBIES) 'f"'."'.: L
'F. PERSONALITY (CHARACTER). - = =~ . o

8 DI PEOPLE -1 SPECIFIGR AS REFERENCES GIVE ME PER—

 MISSION TO.USE THEIR NARES? |

9. UPON CONPLETING THE APPLICA%: FOR EMPLOYI‘}ENT,

.~ DIDI CAREFULLY READ ALL RESPONSES TO SEE i
oo CTHERE WERE ANY ERRORS OR OMISSIONS?.

\
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DIRECTI}YNS - ANSNER QUESTRONS COMPLEﬂELY AND ACCURATELY NRITE
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SEPARATEB___ R -
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DO You HAVE A_DRIVERfS LICENSE?___YES N0
CAN YOUBE BONDED? _YES ___Wo. oot
HAVE You- EVER BEEN ARRESTED? UYES N0 .

Sorn

i IF YES PLEASE EXPLAIN 53é;; | ‘.:vi.-vu f;: %_ r‘ . % '. .

. \: .
- LR
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yERE YOU IN THE MILITARY SERVICE? L YES MO
JF‘YEs, WHAT TYPE OF DISCHARGE DID YO RECEIVE? -
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- ’f_‘*f__';;RATE YOUR! GENERAL HEALTH _,__qoon FAIR _POOR -
@ . - RATE YOUR'iSioN: _ 600D-- [ FAIR “° PBOR™

L RATE YOUR' TTEA,BING 2: . GOOD®__ FAIR ___POOR . .
. DO, YOU-HAVEL ANY DISABILITIES, HANDICAPS " OR DISEASES? __YES_NO . -
IR YES, PLEASE EXPLAIN: - |

|

. "'-"t'HAVE YU EVER\ RECEIVED TREATMENT FOR AN ENOTIONAL OR MENTAL oN- .

___»“h'T"TDITIDNVTTTTTDHEYTT*'"ND IF YES, PLEASE EXPLAIN
. _-" M ‘! — ' L -
: T HAVE*YDU EVER RECEIVED NORKMEN S COMPENSATION? | YES _____NO

~ NUMBER OF DAYS ABSENT FROM- HORK LAST YEAR, (IF. UNENPLOYED, NUMBER f
© . OF DAYS YOU THINK You NOULD HAVE MISSED ) . DAYS -

7 EDUCKTIONAL BACKGROUND; S+

. . ELEMENTARY SCHOOL. N B
ONAME:___. .-~ " " YEAR GRADUATED:
-, ADDRESS: - .. - :- -: - LAST. GRADE COMHLETED=;——J
'”_'T:TTY&STATE e

JUNIOR HIGH scuoor - |
oWNE__ e YEAR,GRADUATED

. ADDRESS:_ & o LAST GRADE COWPLETED:
umeswE - oo 0

v

n,.HIGH;SCHOOL;i.

, ADDRESS:__ - -~ - - . . LAST GRADE COMPLETED

-

CITY. & STATE:___ | ,;'
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| IF YOU DID NOT GRADUATE FROM HIGH SCHOOL HAVE YOU RECEIVED A N
""GED (GENERAL EQUIVALENCY D1PLOMA) CERTIFICATE'? __YES __NO . ‘
O IF YOU. OOIT HIGH SCHOOL: BEFORE GRADUATING, PLEASE EXPLAIN WHY, <

. . - _

| VOCATIONAL R TECHNICAL scHOOL A
~ NAME: _ R 'I_IIMOH rOMELEIEJHLEROGRAm@,___
ADDRESS: % .. HOIOIS FTRAINDNG:
coNoyegmEs_ o T 0 i)
©SKILL ARERSTUDIED: - © ., B S

COLLEGE: ., . - it eie
o NAME: 7 YEARGRADUATED:_ - L
CADDRESS:___ ., __ DEGREE RECEIVED:_____ o
CITY & STATE:. .~ . % ~— "~
NAJOR AREA OF STOOY SR

| YEARS cOMPLETEO'= B
* WORK EXPERIENCE: (BEGIN WITH\\YOUR MOST RECENT J0B. ) T
- NAME OF EMPLUYER FU S S S,

" ADDRESS: ' \ I S » .o
+ SITREE] \CIW ~ . STATE '.YIP CDDE

Dares EvpLoveD: Froms ) To
.« JOB TITLE (POSITION) \ = e
RATE OF PAY; -
- '* DUTIES PERFORMED: . ™\

s REASON FOR LEAVING: - I I




- NAME OF EMPLOYER o R E S

. © " ADDRESS: T R
w STRERT Y- STATE .~ ZIP CODE

- DATE% EMPLOVED: “FROMS. T
. JOB TITLE (POSITION) |

" RATE OF PAY:_

o DUTIES PERFORMED

?REASON [-"-0R _LEAVING: -‘ ,

N L

o

-y

NAME OF EMPLOVER:.

 ADDRESS:

oo TSEREET Y STATE - ZIPCODE.
N DATES EMPLOYED: FROM L T0 . .

® © . .JoB TITLE (POSITION)

RATE OF PAY:_ '~ . ', S

~ - DYTIES PERFoRMgD: e

- REASON FOR LEAVING:® =~ ",

- - - I -
. . 4 .
]
T ! - .

- FIRST CHOICE: - T
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TELEPHONE NO. :___-. o POSITION e

g
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.- ADDRESS: Cee |
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10 TH_EiEST OF MY KNONLEDGE, I. swEAR THAT AL INFORMATION PRE: .

@ SV WS APPLICATTUN‘FOR‘EMP]?OWENTIS ACCURATE AND TRUTR-
S5 7 RULY -1 HEREBY AUTHORLZE THIS' COMPANY TO VERTFY ANY OR ALL OF °

7 THE ABOVE: INFORMATION, 1 UNDERSTAND THAT PRESENTATION OF - INAC- g '.!

'?CURATE INEORMATION CAN RESULT IN MY NOT BEING HIRED OR IN MY- RE- -

LEASE AFTER. BEING HIRED I- ALSO UNDERSTAND THAT . ALL NEW ENPLOYEES Ljf'

S, MusT SUCGESSFULLY ‘COMPLETE A NRITTEN EXAMINATI@N AND A PHYSICAL

I
L™
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. JRT PROGRAN - . . Lessivs
.(..t. ' . R ’ . e . . o . )
LEAVE PROPER, MARGINS: O BOTH S1DES OF LETTER. LA

1

- 2.. BEGIN LETTER APPRQ;IMATELY TWO INCHES ‘FROM ‘TOP. OF PAGE

35m%mmmmmmmwmmmwmm,

u_. ATE LEJTER WITH TODAY/S DATE, = - . 7% = 0o

5 &MEW'EEWENMEAWCMMWAMW$ I

6 . PERSON (OR JOB TITLE)" AND COMPANY ARE FIRST ITEMS HHICH
APPEAR ON- LEFT SIDE OE PAGE. . |

. -» - -

7. LEAVE SPACE AFTER COMPANY’ ADDRESS.AND SALUTATTON : “‘:"-*fDESE

R Skt

o8 USE ZIP CODES IN ADDRESSES. - e "[ RE
ﬂ@lmmwmmwmm . w$_;_'““ -

10, USEA COLON (:) AFTER-SALUTATION. ™ .
_* 1L, EACH PARAGRAPH SHOULD REPRESENT A SEPARATE IDEA. ~ . . Y.
'fﬂ“ﬁﬁLEWASM&BH%mPMMMWS o e o

* 14, LEAVE, SPACE BETHEEN CLOSING AND SIGNATURE, . \. .
'B.mecmMMAmsmmwmIanRmmemcmmaw

o i CORIER. -

‘A DEAR MR. TESOLOWSKI: .~;if; SN
CBUEERSIRT Vo S
CCOGENTLEMEN: T T e T

I3, USE APROPER Cldsme.. .Y -
. A" SINCERELY, : - ;A,*,'.é-; TR |
*B. YOURS TRULY, , .. B -

LETTER, - "BUT ALIGN THEM: NITH ADDRESS AND DATE IN UPPER RIGHT \“\\;

1106



’ 16, NEATL\' WRITE YOUR NAME AND ADDBESS IN UPPER LEFT HAND
e e CORNER OF ENVELOPE:
‘qzﬁmmwmmmwmwmmmmn

LETTER AND ENVELOPE.  ~ .~ S

“18.~ NEATLY WRITE AND PROPERLY SPACE‘tOMPANY NAME AND ADDRESS
S TONEWVELOPE.. L ~ L Co
Qatp-ja &MMLM%MMﬁOFAwnmoFMﬂmmmm1mwmm
HﬁNDNRITING, SPELLING, AND ‘GRAMMAR, SHOULD IMPRESS A: POTEN---
L TIAL EWPLOYER, - ¢ Tl Ty

. )" ..

. . . A . ) . .
- . . f . . R .
. . . . . N -
] . . . [N i’ . ) N ) . ) . . *ﬁ
o 18 L4 . « - . by
. et X T - : "
. . - . . E-' - B ’ L] - .
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CJRT PROGRAM 7. T . >ffz'_ 'LESSON 6 '
. . _.-’ .. . :- a ) .‘;‘ ‘ RS ". _ ‘ : | :
. SAMPLE LETTER OF APPLICATION-FOR EMPLOYMENT . i
: _.' -_ . : | N '\, ) J.. ! . | ‘-. . | \. . ..‘ i :l
, - - (Top oF Page) - "~ - - ™

1234 MAIN STREET

e T . &7 7. ANNISTON, ALABAMA 36201 ~ °
ST s e

M. DEMNIS TESOLOWSKI i-]f.
" PERSONNEL MANAGER :._ -~ .
"~ NATTONAL ALUMENOM COMPANY, INC ‘2"i
. 216 PETRIE AVENUE

ANNISTON, ALABAMA 36201

ODEMRMR. TESOLOWSKI: o\

;~7mmmmmmmmmmmmmwmwmm
o ,;\ADVERTISED IN THE. ANNISIQN_DAILX_NEHS ON MAY 15, 1977.

U COMPLETED TENTH GRADE, WHICH INCLUDED TWO YEARS oF INDUSTRIAL T

1 RECEIVED A CERTIFICATE FOR COMPLETING A 26 WEEK (780 HOUR)
. MACHINISTS-PROGRAM AT KNOXVILLE TECHNICAL SCHOOL, KNOXVILLE,
" TENNESSEE 'IN 199, - S

108




o :'VILLE 1 HAVE ALSO WORKED ‘AS AN ASSISTANT' TOOL" AND DIE MAKER

1 NORKED AS A LABORER FOR SIX YEARS AT ACME DIE CASTING IN KNOX—

. FOR FGUR.YEARS AT AMERICAN TOOL AND DIE IN KNOXVILLE. DURING

THE PAST TWO AND. ONE-HALF YEARS 1 HAVE: RECEIVED. ON- THE-JDB TRAINﬁy

" ING_AND WORKED AS A VALVE ASSEMBLER AT THE (OPPORTUNITY CENTER’IN

- ANNISTbN MR, WILL NILSON, SHOP FOREMAN AT THE OPPORTUNITY CEN-' |
" TER, ‘IS PRESENTLY My IMMEDIATE: SUPERVISOR HE HAS KINDLY PER- . ig“‘f
- MITTED ME TO USE HIS NAME AS A REFERENCE o ;) T

| i;I AM AVAILABLE FOR. IMMEDIATE EMPLOYMENT OVERTIME NORK INCLUD—
- ING SATURDAY NILL BE NELCOMED ~ L

'JWMJUWWWHm@wmmmmwmmmwmwmwf
MY PERSONAL BACKGROUND, EDUCATION, WORK EXPERIENCE, AND OTHER
REFERENCES. 1 FEEL- CONFIDENT THAT 1 AM g_JABLE OF PERFORMING- .

. -, L T G o O Tl T T ]

- THE QUALITY OF WORK REQUIRED BY YOUR COMPANY I NOULD BE PLEASED

- CALL ME'AT 237-197

fTo COME IN FOR AN INTERVIEW ANYTIME AT YOUR CONVENIENCE YQU MAY
MmeMmRamPM WNE@M§MAWe
"TINE ON-WEEKENDS. ¢ Coe

. THANR‘YOU FOR VOUR CONSIDERATION IN THIS MATTER
CSINCERELY, - ;~' o

© IWES WORKER <



R T NORKER |
© | 1234 BAIN STREET -

Ue

«Y

ANNISTON, ALABAMA 36201

. UM, DEWNIS TESOLOSKI °_

s . <,

s .
“~ 3

C

. - . . . ° \
-—-—-———'— S euhp Gt WmE e et —— — - owa f— — -—‘- — —
A% . . -

)

| uvdooud 1ir

L

-~

PERSONNEL MANAGER -

. NATIONAL ALUMINUM COMPANY, INc.

216 PETRIE AVENUE
ANNISTON, ALABAMA 36201

L 3 .
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CTRTPROGRAM C Y LESSN 6

e A 2
. ' . . ‘o *
NG
.o . - .

L COMPLETE REQUIRED IDENTIFYING LNFORMATION

.- 2, CAREFULLY' READ DIRECTIONS: .
3,. BE AWARE OF TINE LINIT aF | REQUIREDY, - .
4, RAPIDLY OBSERVE TEST QUESTIONS TO DETERMINE wmcn RRE
-\ mostoreFIcOLT, . : o S
. CALCULATE APPROXIMATELY HOW MUCH TIME CAN BE SPENT ON EACH :
©QUESTION. - = '~ R

.. - . . . T - L e .
- . . . . [N .
- I ) . . .
| E . . T o ‘s .
- * . ‘K . .
. . .. . - i
() e . . . e N ] . . . °“ . . !
. .t . . - . .
* . ¢
- ¢ ' - . . "~

6. “CAREFULLY READ EVERY QUESTION WHICH YOU: ATTENPT TO Ans:?}
RN : .

A LEAVE DIFFICULT QUESTIONS NHICH .You CANNOT ANSNER AND

-

10 TJREMHER_GQMREElmEMERRUEsn e .,4..E_E_n__.f-,;;_h-.‘.4_ e

@ . worm. | S
9. REMEMBER THAT YUR BEST. EFFORT 15 ALL.THAT ANYONE CAN ASK -
R T _',“fn""‘l

-~ L.
13 _36'
* e

. o




" JRT 'PRO_GR'AM 3 B - ." : LESSOF-T

RN
B A B

- 1.‘MDETERMINE AT You WANT T0'SAY BEFORE' CALLING |

" 7"+ 24 CLEARLY IDENTIFY YOURSELF BY GIVING YOUR BULL NAME :
LT 3. CLEARLY IDENTIFY WHO YOUWOULD LIKE TO TALK‘NITH e
. (THIS NILL USUALLY BE A'RECEPTIONEST- OR SECRETARY ) o

~ " 1. SPEAK INA CHEERFUL-AND FRIENDLY VOICE S
v 5, SPEAKIN VARYING TONES. -~~~ - ‘ ce
6 SPEAK'INAN ADEQUATE LOUDNESS L T,

7. SPEAK CONFIDENTLY 1IN A’ BUSINESS LIKE AND. coumEous MANNER;
.8 UPON GETTINGTHLPERSOWHWOUW‘TOWK )41 P—
" A.--CLEARLY IDENTIFY YOURSELF.. o
 mcmmmMm&wwmwme%mb

14

NG ABOYT. v R
o 9..f"°"BE‘AN ATTENTIVE (600D) LISTERER. - - "~ *
" 7710, UNEXPECTED INTERRUPTIONS: | o
A EXCUSE YOURSELF, :
/B, PLACE THE PHONE TN A PLACE THAT 15 hS NOISELESS E .
'AS POSSIBLE.: .~ " . - - s
" 11, :BE ‘CAREFUL No TO ALLOH AN INTERVIEW 0 ] BE connucrﬁn OVER °
o THE TELEPHONE, =~ o
. 12 CLOSING THE CONVERSATION. s
© . A MAINTAIN THE SPEED OF YOUR CONVERSATION WHEN ';-\}
\ © - SAYING "600D-BY" (MANY PEOPLE TEND 10 HURRY) . .
P , A . i
. 112 | 11 6 . )




’/' m‘[ £l _, e et [

sy "THANK Yo" FOR ANY CONSIDERATIONS NHICH '

_HAVE BEEN GIVEN'YOU,  © -

... CAREFULLY PLACE THE-TELEPHONE RECEIVER AND TRANS-f
'. MITTER N ng HOLDER- _— : .

. ¢

\.,3
.

L |
—-.\’J‘
4

.




ke . s v

'%memwmmmmwmv'll'* , Wuj§
" 2. DID I WASH MY FACE?. C e T
3. DID I-BRUSH MY TEETH? = ;[ S
} mmm1mmmmmmw LT
.~ 5. ARE MY CLOTHES CLEAN? | R o
_Z&W%wmmmmmmmmm?~fm- IR
70 AREMY: CLOTHES APPROPRIATE :FOR THE INTERVIEW? - T0D FANCY. R
© . ORSTYLISH?-© . s S

- '.4L._4uu;4w¥~suozs CLEAN HAD. POLISHED?

| mlwmmawmwmwmmmf
~ 10, ARE MY FINGERNAILS CLEAN AND TRIN? .
11, DO SMELL CLEAN AND FRESH? |
.12, DO.I APPEAR EXTREME? B R b
pﬂimlmmﬂmmmwmmv_x-~r'ﬂli 
x,ﬂ@mmmmwmmmmmmmmwmmmmm e
S ONGIRLY? S
‘ _B.MImemP5 ;[ ;jo,
- 16, IS MY POSTURE GOODZ. - e
17, WS T PLEASED AFTER CAREFULLY EXAMINING MYSELF IN A
. MIRROR? S

[ .
‘g: . A

N T L 11’8-5‘-




I JRT PROGRAM COONs oo LEsson g L
C L BE WELL GROOMED. |

- 2, WEAR APRROPRIATE CLOTHING Nl T
73, REMOVF_ 'YOUR HAT UPON ENTERING, T THE 0FF1C S

o b ARRWEAT LEAST 0 MWTES EMRLY - f T T LT
" 5. GIVE YOUR FULL NAKE TO TRE RECEPTIQUST DR%ECRETARY LR
. s INDICATE YOUR EAGERNESS BY WALKING RRFSKLY. D

STt 7., INTRODUCE YOURSELF: WHEN MEEFING THE INTERVIENER.

< .. 8. REFER T0 THE. INTERVIEWER BY NAME, <. .
Sl 4. GIVE-A FIRM_HAND,SHAKUEIE&BEIN_G_,QFFERED THE .II‘{I.E_B:_ SR
U VIEWER'S HAWD, T :
@ | 10.” REMAIN STANDING UNTIL ASKED T0 ST D()wN /
" 11, . BE AN ALERT AND ATTENTIVE: LISTENER ' ‘;f

77 w12, ACT INTERESTED, o :
o 13, SPEAK .CLEARLY. AND DISTINCTLY. i ' ‘
14, SPEAK IN A LOUD ENOUGH VOICE.  / ° .

o -1 15, MAINTAIN 600D POSTURE WHEN-STANDING OR SITTING. o
.7 16., INDICATE THAT YOU ARE INTERESTED In THE JOB FOR WHICH YOU
e . ARE ARPLYING. L —
17, ALLOW THE INTERVIENER TO CONTROL THE INTERVIEN BY LEADING
", THE DISCUSSION, - S
" 18, DIRECTLY ANSHER ALL QUESTIONS (USE 600D JUDGEMENT IF YOD .

© THINK-A QUESTION IS T0O PERSONAL). |
+1 719, _USE CORRECT GRAMMAR: ANﬁJ ANSHER QUESTIONS CDMPLETELY a
® - GIVE‘ACCURATE, HONEST ANSNERS SR .

T "-‘-«_ L I 115 '
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2L, OCCASIONﬁLLY SAY "YES, SIR" OR "NO SIR" s

L FACTS S -
o7 2H) BE COURTEOUS, . el t T
© 7 35 MAINAIN EYE ONTACT,
. " 26, .STRESS YOUR QUALIFICATIONS FOR THE JOB |

© 27.. DESCRIBE YOUR-DISABILITY.

g3, SPERKCIN THE BEST ENGLISH YOU ARE CAPABLE OF.

T ;2 PRESENT CERTIEICATES OR DOCUMENTS. WHEN -ASKED ‘TO VERIFY-& .~ -

" 28, LODK PLEASANT AND SMILE. PERIODICALLV AR C o

| 729. MAINTAIN YOUR POISE., -
- 30, ACT NATURAL BY BEING YOURSELE. . .
w 3L, mAmIALN_AJELAwELLSERmus ATTITUDE,

52, REALISTACALLY DISCUSS WAGES, IF THE INTERV}EWER MENTIONS
 THEM FIRST.» ‘ REETIE

.33, RECORD THE DATE, TINE, AND PLACE T0 REPORT, 1F ASKED T0
_*. RETURN FOR ANOTHER INTERVIEW. ~ .~ = .
" 34, EXHIBIT CONFIDENCE IN YOURSELF. . °
_3§wmmmmmmmmmummmmmm
36, SAY “THANK YOU“ -HHEN THE INTERVIEN HAS ENDED.
' 37, ASK GOOD QUESTIONS, IF GIVEN THE OPPORTUNI‘TY
- 38, TRY'TO BE'RELAXED. %
”_”ﬂIWWHWWM%MMWMN
- 40, STAND WHEN THE EMPLOYER STANDS AFTER THE INTERVIEW HAS

© ENDED. : '
41, GIVE A FIRM HANDSHAKE, 1F H INTERVIEWER OFFERS HIs

'HAND AT THE END OF THE INTERVIEW (ESPECIALLY IF YOU =

o HAD A HANDSHAKE AT THE BEGINNING OF THE INTERVIEN)
116 -
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1. LETTHE INTERVIENER KNON THAT YOU ARE INTERESTED N
- THE COMPANY “BY mscussme THE SERVICES PROVIDE)) (3
PRODUCTS. MADE. = * .- gg

13, \\DEMONSTRATE 107

INDEPENBENTLY.
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_ JRT-PROGRAM =" " - o T . LESSON B . -

"“ USIiG; PROFANE LANGUAGE Y

«3 # USING SLANG.

Sr EMPHASIZING HOW'NUCH YOU NEED THE JOB

‘6,
7.

| 'j.E-S-%

- 9

- 1T,

',15.'
16,

e
’ '.;_ 181

- .

: s . -3,,_}:' ’13 ]
R 14%

. ACTING' LIKE SOMEONE BESIDES YOURSELF

SRINGING A FRIEND OR RELATIVE WITH vou \ o
INTERRUPTING THE INTERVIEWER. S

INDICATING THAT YQU ARE RESTLESS BY MOVING ABOUT m

YOUR CHAIR, I Lo |

“INDICATING THAT YOU. ARE NERVOUS ”".‘"" o ‘ R

CRITICIZING FORMER ENPLOYERS OR CO-WORKERS. '~

BEING NEGATIVE; bR CRITICAL ABOUT. ANY SUBJECT. f

mscussmﬁ PER§0NAL, FAMILY, OR &LQNE-Y PRoB@s -
-j; (UNLESS SPECIFIGALLY ASKED) . &5y . ¥

TOUCHING THE INTERVIEWER’S DEdld ’ YTHING,.\-ON '1~'T".-
SITTING DOWN BEFORE YOU HAVE BEEN INVITED 70,20 SO.
‘GIVING A SLOPPY HANDSHAKE, . < S

USING POGR POSTURE WHILE SITTING OR STANDINQ

ACTING FRIENDLIER THAN 1S APPROPRIATE AR

' GIVING FALSE.ANSWERS.® - ~
 GIVING UNIMPORTANT .P.xcus_Es '

POl B f‘ 7




- 20,

RPN
22,
C24,
=D
%,
7.
o
L 29,

-
. .
N .

RS

EINITIATING A DISCUSSION ABOUT NAGES, HORKING GON—
- DITIDNS, HOLIDAY AND VACATION POLICIES, AND- HOURS_

OF NORK (UNLESS, YOU HAVE; BEEN ASKED T0 TAKE THE JOB)
SLOWLY HALKING INTO THE' INTERVIEH :

I.EXPRESSING THE IDEA THAT YOU ARE THE NOSI IMPORTANT

TELLING JOKES

“READING PERSONAL PROPERTY ON THE INTERVIENER S DESK
-SMOKING DURING OR RIGHT BEFORE THE‘INTERVIEW

HAVING' THE ODOR OF - LIOUOR ON YOUR BREATH.
HAVING ANYTHING YOUR NOUTH IR
NEARLNG SDNGLASS N

@NOT NEARING YOUR PRESCRPPTION EYEGLASSES IF YOU NEED '

THEM.: o - el

-

SR T
[ .

‘ ' 30;. :

? TALKING T0 ANYONE wHo ENTERS THE ROOM.

MATTEND%NG AN INTERVIEW WHEN IT IS, OBVIOUS THAT You
COURRE SIS . R

31,
32,
s
-3,

WEARING EMBLENS OR DECALS ON-- YOUR CLOTHING
ASKING UNIMPORTANT QUESTIONS
STRESSING YOUR DISABILITY.
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L NHAT EMPLOYERS OFTEN THINK-. oo T,
- A CONSIDER INDIVIDUALS' LIMITATIONS, INSTEAD OF LT tmee
.- CTHEIR MBILITIES ° 7, - IR
Lo *] B. -HORRY ABOUT ACCIDENTS .
.2 C.- WORRY ABOUT' RATES THEY PAY FOR INSURANCE _:g; .
" ‘ 2, BEHAVIORS WHICH DISABLED INDIVI])UALS CAN EXHIBIT -
.* " DURING THE INTERVIEW e
-—————-_——-A——-B%seuss4¥HE—B{sABftf?¥—EARt%—iﬁfﬂﬁﬂ%-ﬁWﬁavtnav o
. CESPECIALLY IF 1T IS VISUALLY APPARENT .ft;_.~e.'* LA
e« L) USE CLEAR, EASY TO UNDERSTAND TERMS." . ~. - =
&’ 72.) DO NOT USE MEDICAL OR PSYCHOLOGICAL JARGON |
.« & .3 EXPLAINYOUR DISABILITY IN SUCH A:WAY-THAT THE -
~:'7,ﬁ1mmmuwnwmmmu%-« PR
4,) TRY TO DESCRIBE YOUR PROBLEM-WITH POSITIVE o
- QUALITIES
.= 5. DESCRIBE HOW THE DISABILITY OCCURRED | o
‘ A0 CONGENITAL - . - o
BY) " ACCIDENTAL: INJURY - o
© (1) A LONG TIME A
7@ RECENTLY
) ’DISEASE |

2 . . a ° .
N SR - o v
i . . E N . . .. Y | .
. . . . . C a
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¥
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'DESCRIBE ANY PHYSICAL LIMITATIONS

A STADING o,

OB SITIING S ? g

(GO MALKING - - -
Do UFTING. o, Y
SUED OMISUAL

"_f.)_"‘HEARING S

6. SPEECH .. . v

. fu;) BREATHING,

(D ALERGIES . . ;/
L) OUT-OF- BREATH" oo A

1o CBORDINAFION .

. »
. .b"? Y.
3 .

*'J.) FINGER DEXTERITY
e (Y FINE

U R - 7
- @) EYE-FOT

(V) GROSS

 DESCRIBE THE conanlog OF YOUR DISABILITY )

A.) IMPROVING

B.) NOT CHANGING -~ -
C.) PROGRESSIVE (RATE AT WHICH IT IS GETTING

- WORSE) *

" DISCiss KON You HAVE BEEN ABLE T0 CONPENSATE for
“YOUR DISABILITY =

. DISCUSS YOUR GOOD VoCATTONAL RECORDf‘
~’A.) " FEN DAYS MISSED DUZ TO. ILLNESS

. B ARRIVE EARLY FOR W SR

RK -

. S———



s

.ic ) PRESENT FACTS ABOUT QUANTITY AND QUALITY ~ .

T . OFPREVIOUSWORK et ot @
~ > 7 10.) DISCUSS YOUR RELIABLE SOURCE OF TRANSPDRTATION : |

N " OR.YOUR ABILITY. TODRIVE

- 11.) . DEMONSTRATE SPECIAL §kILLS You HAVE DEVELOPED to
"% COMPENSATE FOR YOUR DISABILIFY

"A); USE OF - PROSTHETIC DEVICES

N UBo USE OF WHEELCHAIR. L, 0.
e« Y0 OTHER ONIQUE SKILsT s Lo
"7 "12,)-DISCUSS ARCHITECTURAL BARRIERS, IF THEY ARE GOING

o - TOBE'APROBLEM - v .t |
A DOORWAYS . 0 T

B.) CORBS - - . -

| € STAIRS - .. e T

- DY ELEVATORS ~ ~ .. . ..o

B E)mmwmammmwwm,
B3 1AEuA¥s TRESS YOUR ABILITIES AND QUALIFICATIONS, NOT YOUR.

; LIMITATTONS, REGARDLESS-OF YOUR DISABILfTY oo N
A FACE‘REA[]TY AND DISCUSS THE PROBLEM T
_B. STRESS POSITIVE ASPECTS WHICH. YQU HAVE LEARNED TO YR
. *_ USE TO COMPENSATE FOR YOUR DISABILITY - T
4, DISCUSS YOUR VOCATIQNAL OBJECTIVES

- A, SHORT-TERM. - P .
. B, INTERMEDIATE = LT
L COOLONG-RANGET T <Lt oy ,
. 'Cfx-..' Y
R ST -
e v




N 5 mscuss SPECLFIC EXPERIENCES NHICH You HAVE HAD THAT /_
. 'BETTER ENABLE YOU TO PERFORM THE JOB WHICH YOU RE SEEKING
__; A. PERSONAL ' ‘. / ..'\ S o  .. o

© .0 B, EDUCATIONAL * . ~ -~ - S

~ . @ WORK EXPERIENCE, = - .

.- D, TRAINING - | -

. 6. USE REFERENCES WHo WIJ.L PRESENT YOUR DISABILITY AS
 FAVORABLY AS POSSIBLE T

S

0w

-y
L 4




 JRT PROGRAN

. . R . . . . ..
Ce . . . K . ’ . <
. . : o .. i . ) ] ) .
" — . A
- - : s -

) X R
¢ WEN—AS@.
. e .

- _y.A PERSONAL, BACKGROUND (IDENTIFICATION)

. WHAT INFORMATION CAN. You, GIVE ME. ABOUT YOURSELF° A
WHERE'DO. YOU“LIVE? . = . - :
nmmwmmmmmv‘,'lx
_ WHAT ARE YOUR FAVORITE HOBBIES? : -
" WHAT IS YOUR MILITARY STATUS?

HOWOLD ARE YOU? ~ -+

LESSON 9,10, AND 11

- ° -

. .
PN N
. ‘ " <
’
-~
¢

: UHAT -CIVIC OR COMMUNITY ACTiVITIES HAVE YGU
_PARTICIPATED IN?

DO YOU THINK THESE ACTIVITIES ARE WORTHWHlLE9
DO YOU LIKE PEOPLE? - ‘ .

0 YOU HAVE MANY FRIENDS? .

. WHAT DO YOU DO %H YOUR" SPARE TI B
. WHAT THINGS DO YOU DO BEST?" + U .
LIKE TO D07

ARE THERE THINGS THAT YOU DO NOT
§OW DO YOU LIKE TO SPEND YOUR VACATIONS?

HOW MUCH TELEVISION DO YOU WATCH? I S
_ WAVE YOU EVER.BEEN ARRESTED? . ,
.. HAVE YOU EVER BEEN IN JAIL? |

D0 YOU HAVE ANY HEALTH PROBLEMS*

» HAVE YOU EVER RECEIVED TREATNENT FOR AN EMOIIONAL

OR MENTAL coubmon9 -

e

124 - If?fi )
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L B EDUCATION R . - T

® L 'WHAT HIGH SCHOOL (ELEMENTARY SCHOOL) DID YOU ATTEND” -

oY "2, DID YOU GRADUATE FROM HIGH SCHOOL? - . -

. 3. DIDYOU GET ANY SPECIAL TRAINING IN HIGH scuoow

o, Sy WRSES WERE YOUR FAVORITES?

. "WHAT COURSES DID YOU DISLIKE MOST? o

. 'DID YOU PARTICIPATE IN ANY EXTRACURRICULAR ACTIVITIES?

. DID YOU HAVE TO MISS MUEH écnoow SR

. WHAT WAS THE LAST YEAR OF SCHOOL WHICH YOU COMPLETED" :

;" DID YOU HAVE MANY FRIENDS?, o -

" .10, HOW MANY OF YOUR TEACHERS HERE: 600D? "
11, WHAT CAN.YOU TELL ME__;D_UT YOUR J"AVQRTTE TEACHER'?

N

W o ~N \cn VI

N ﬁ_SKILL TRAINING T SR
-+ 1, HAVE-YOU ATTENDED VOCATIONAL 0R TECHNICAL scnoom o
@ 2 HAVE YOU PARTICIPATED IN ANY MANPOWER TRAINING PROGRAMS'? .

7 3. WHAT VOCATIONAL SKILLS DO YOU POSSESS? i\ - T -
. 4. WHAT MACHINERY CAN YOU OPERATE? - Vo
"_&mmmwmmmmmfﬁ- .
6. DID YQU RECEIVE ANY VOCATIONAL TRAINING IN HIGH scuoom '
7. HAVE YOU, DEVELOPED ANY VOCATIONAL SKILLS FROM YOUR - '
T 'HOBBIES° :
" D, WORK EXPERIENCE OR: WORK RELATED R
L. HAVE YOUHELD 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? L
.5, HOW MUCH MONEY WERE YOU MAKING" |
® 6 oy LEAVE. THAT J0B7

125 Sy




-wammmwmmm%mmmmmw-,‘
8, D0 YOU BELIEVE THAT YOU CAN PERFORM THE DUFIES . .
""" REQUIRED ON THIS JOB?. A | .

9, WHERE DID YOU LEARN ABOUT THIS JOB OP;MG? "
110, HOW LONG DID YOU WORK WITH THAT COPANY?

11, DO-YOU WANT A TEFPORARY OR A’ PERMANENT . J0B? -
© 12; "DID YOU LIKE YOUR LAST SUPERVISOR? .~ . /. .
.- 13, DID-YoU AND YOUR EMPLOYER GET ALONG NELL"( |
14, WHAT CAN YOU TELL ME ABOUT THE' CO-NORKERS -
© U UUONYOUR LAST JoB? - Y. s
15, DBYOU PREFER TO,HORK ALONE OR NITH OTHER PEOPLE?
. ~16. HHAT ARE "YOUR: LONG-RANGE vocmﬁﬂ‘ “FLA‘W -
. 17. HAVE YOU LEARNED ANYTHING FROW YOUR PAST JOBS? -
< 718, WHAT KIND OF AN IMMEDIATE SUPERVISOR DO YOU PREFER’? .
¥ .19, ARE YOU WILLING TO MOVE TO ANOTHER CITY OR STATE - @
O IF THE COMPANY ASKS YOU TO? T T . L
20, WHAT DID YOU MOST LIKE ABOUT THAT JoB? -~ . * . -
21, WHAT DID YOU LIKE LEAST ABOUT THAT JOB? .~ - -
"E. VOCATIONAL INTERESTS -~ - «
L.~ WHAT ADVANTAGES ARE THERE. I WORKING FOR THIS COMPANY'?
~ 2. DOES THIS JOB HAVE ‘ANY DISADVANTAGES?
"3, WHAT TYPE OF WORK DO YOU WANT TO DO?
" 4, WHAT JOB WOULD YOU LEAST LIKE TO DO? -
‘~ g\ HOW CAN YOU BENEFIT OUR.COMPANY? .
~6; “ WHAT CAN-YOU TELL ME ABOUT OUR PRODUCTS? R SERVICES?
7. HOW DID YOy BECOME INTERESTED IN THIS TYPE OF WORK?

© 8. WHAT DO YOU KNOW ABOUT- OLR COMPANY? o

. 126
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9. -WHAT ARE YOUR QUALIFICATIORS FOR THIS JoB?
10, WHAT WOULD YOU DO<IF YOUCOULD HAVE. ANY 0B

© ' IN OUR COMPANY? -~ > '

11, HON MUCH MONEY WOULD YOU LIKE TO AKE?

RN 8 '/ARE You HILLING T0 BEGIN NORKING FOR MINIMUM WAGE'?




CRBPROGRMT - - (ESSON-12

«wea $ e o J

-._ LmemmmmmK; R
—_ 2. ARRIVING LATE FOR YOLR JOB. FUR TR
-~j3gmmmmmmmwmmmmmmmr__'
*wgmmmmmmmmwmwmwmmmm*-

© CO-WORKERS, 3

fﬁs.mmmmmmwmmwmmmmwmwmmam
+_____NOT WANT To BE: BOTHERﬁD ‘ :

6. EXPRESSING ANGER WHEN YOUR WORK IS CﬂNSTRUCTIVELY o
. GRITICIZED. LT
7. ALLOWING YOUR EMOTIONS TO AFFECT YOUR NORK o
8. TREATING CO-WORKERS UNFAIRLY. " . e
9, TAKING FULL CREDIT FOR A GROUP EFFORT. .
;WmMNWMMWMBmmma.f. :
[ 11, ALWAYS TRYING TO BE THE FIRST PERSON OUT OF THE BUILDING ",
| - . AFTER WORK, - e
- % 12, EXPRESSING SUPERIORITY TO YOUR SUPERVISOR OR CO—NORKERS «
© 13, ALLOWING COMMENTS OR CRITICISHS ABOUT YOUR WORK TO BECOME
. PERSONAL, ) 3
S 'S °INDICATING THAT YoU ARE. MORE IMPURTANT THAN ANYONE OR
. ANYTHING ELSE CONCERNED WITH YOUR JOB. | -
" 15, ALWAYS TRYING TO GAIN PERSONAL ADVANTAGES, ST
16, ASKING YOUR SUPERVISOR A LOT OF UNNECESSARY QUESTIONS o

R
o . 1280




- 1“7'1

.18

S,

VERBALLY R NON-VERBALLY TELLING YOUR SUPERVISOR 8 CO-
"+ WORKERS THAT YOU ARE SMARTER OR HAVE KBETrER EDUCATION

THAN THEM, -
“TAKING PROBLEMS TO HIGHER MANAGENENT THAN YOUR TMMEDIATE
SUPERVISOR. - © Co
BEING EXTREMELY SENSITIVE 70 COMMENTS MADE BY YOUR SUPER—

- VISOR OR CO-WORKERS.

ALWAYS MAKING EXCUSES WHEN PROBLEMS ARISE

' CONTINUALLY COMPLAINING AND FINDING FAULTS WITH EVERY-
-. THING. | |

‘ MNORKERS FOR YOUR MISTAKES

- 25,
. 26.
"27‘;l

28.
29,

. DOING PERSONAL' TASKS DURING WORK HOURS, SUCH AS R
-;MAGAZINES OR WRITING LETTERS |

BEING EXTREMELY CRITICAL OF YOUR SUPERVISOR, CO~NORKER N

- OR THE COMPANY YOU_NORK FOR. S | .-

-TRYIRG TO LEARN ‘CO-WORKERS JOBS BEFORE YOU KNON YOUR OWN.

;"CONSTANTLY COMPLAINING ABOUT ANYTHING ASSOCIATED WITH | R

YOUR. JOB. | B ' .

"CONSTANTLY WATCHING THE. CLOCK wmu-: HORKING. % -

FREQUENTLY BEING UNHAPPY WHILE NORKING.
IGNORING SAFETY RULES. |

129 '13.r§
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* KEEP BUSY.,

ORTPROGRAM .. . LESSON 13

ALWAYS ARRIVE 15 NINUTES.BEFORE YOU ARE EXPECTED T0 BEGIN o
YOUR JOB. |
. ATTEND -WORK ON A REGULAR BASIS.

PRONPTLY RETURN T0 YOUR JOB AFTER THE LUNCH PERIOD HAS

* ENDED. -

«PROMPTLY RETURN TO YOUR JOB AFTER YOUR BREAK OR REST
.=PERIOD HAS ENDED. .

‘*PCAREFULLY LISTEN 0. INSTRUCTIONS GIVEN BY YOUR SUPERYISOR

OR CO-WORKERS,

- ASKWELL THOUGHT~0UT QUESTIONS WHEN YOU DO NOT UNDERSTAND
. (ESPECIALLY IF YOU MUST QUESTION YOUR SUPERVISOR). i

F3

NAINTAIN 600D GROOMING HABITS.

- GETTING PLENTY OF REST WILL BETTER ENABLE YOU TO BE
ACTIVE AND FRIENDLY ON THE JOB. "

LOOK FOR ADDITIONAL WORK, -
RENAIN AT YOUR WORK STATION. o

EXHIBIT PATIENCE
INFORM.YOUR SUPERVISOR OF YOUR PROGRESS. . -
VERBALLY EXPRESS POSITIVE ATTITUDES 10 YOUR SUPERVISOR-

- AND CO- NORKERS

SYSTENATICALLY CONDUCT -YOUR WORK . TASKS.

. PLAN "AHEAD AND- KNON WHAT TASKS YOU ARE GOING TO DO

v7;*BEFORE YOU GET TO NORK

S '130_"‘ _
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A
i
i

L.
18,

> 19..
- 20,
.2,

2

23,

- M.
- B
26

27,

:LEARN COMPANY POLICIES AND RULES

BE\AS AGREEABLE AS POSSIBLE NHEN T
'VISDR OR CO-WORKERS. . Lo
"OBSERVE HOW CO—NORKERS PERFORM TASK% WHICH YOU ARE
+ . DOING. e b

R “L-; . . v
1
N‘

CONSTANTLY DO THE BEST JOB POSSIBLE |

D MORE WORK THAN IS EXPECTED OF YOU,

REFER TO YOUR SUPERVISOR-AND CGEWORKERS BY NAME. -
XLKING 10 YOUR SUPER-

EXHIEIT FRIENDLY, CHEERFUL, AND couaTeous ‘BEHAVIORS.
BE SENSITIVE AND UNDERSTAND YOUR CO-WORKERS’ FEELINGS.
BE CONCERNED ABOUT THE QUALITY OF YOUR WORK. - S
BE CONCERNED ABOUT THE AMOUNT OF WORK WHICH You ARE .

‘PRODUEING. . T T
'RESPEOT voua SUPERVISOR S R

'- .;' ‘\ '_
'

—




. . ) N . , .. ; N U P
L P - . KRN . LTt neaek . N e . ' . . Q
. - Y ’ SR A S . . . . oy
f . - . - PSRN - . i3 .
. o : . - - - c ’ -
) ' ’ i’ ' ; . . } . * . P e R
‘ . . Lo K3 s A : : o : L .- = * . P o - .

JRTPROGRAM~© - e LESSON 14

1 HONEST v DISHOMEST . . .
o _'2.. RELIABLE v's-.‘ UNREI,IABLE ‘j S e
ot 3. CHEERFUL - VS, HOSTILE | "

. muesm VS, LAZY . - |
, ENTHUSIASTIC VS, CARELESS. - » “ S
. COOPERATIVE VS, UNCOQPERATIVE 2 '

- .._......._..._.._.. . J —— et e = e —

. LOYAL Vs, DISLOYAL’)‘&\

e . ”'alﬁiiifégi,"~
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~ ) . ) . . i

Lm0 s
o 'nfmli AINING YOUR JOB: CONCERNS ABOUT ADVANCEMENT =~ .

T A THINKING AT YOUR FUTURE P
N -~_B._;-GETTINGAHEAD P
| ( 7T L MOVING UP O OTHER JOBS. (EXPERIENCE) P
.2, CHANGING JOBS. e SRR
St e '3 STARTING YOUR OWN BUSINESS - ° -
| 1 4, EDUCATION - - -
' TS TRAINING . o o
R c_.,'wHAT IS MOST IMEORTANT T0 YoU T .
L7 b1, EXTRINSIC VALUES - MATERIAL 600DS . .
VTt 2, INTRINSIC VALUES - SELF-SATISFACTION
® D, D0 YOU'HAVE TIME 70 WAIT FOR ADVANEEMENT?
. E. . METHODS SUCCESSFUL PEOPLE USE TO-GET AMEAD ~
. TAKE AND-KEEP ENTRY' LEVEL JOBS THEY CAN ADVANCE FROM
o ., 2. GET JOBS THAT SUIT THEIR-INTERESTS
.3, WATCH FOR OPPORTUNITIES |
b, _;LEARN HEW SKILLS AND USE THEM -

\w o h
S
. el e




'_MP104 Jobs and Advancement On the Move.

“  ° McGraw-Hill Films

. . . \"v‘. “ .Z k
o
S < R . ) T | .- ) :'-f
N Append1§ B B
s+ . - JOB READINESS-TRAINING (JRT) CURRICULUM ¢
TR udfovisual Materals -]

.
The aud1ovxsua1 materials ut111zed in the Job Read1ness Tra1n1ng Program can be
purchased from the ?o]1ow1ng compan1es (These pr1ces were effect1ve in Coe
Fébruany, 1978. ) _ , . _

192:00

MP31 Your Job F1nd1ng the R1ght One - 12. 5 c. (#1839) 3 00
© MP32 . Your Job: Applying for It - 13.5-C (#1840) ~$ 206.00 -
. MP33  Your -Job: "Fittling-In - 15-C (#1841) = . aE . $ .255.00°
. MP34 - Your Job: You ard Your Boss - 15-C (#1842) $ 230.00
MP35. . VYour Job: A Good Work Habits--.13-C (#1843) -~ = = ~-$. 200.00
MP36 " Your -Joh; Gettlng Ahead - 15 C (#1844) | - . $ .230.00

- v e Tota] Ser1es ~ $1,313.00
. Coronet Films : e . _
65 E. South Water'Street . . - - L 3 L
Chicago, 1111n01s 60601 (312) 977-400 - =~ *©
'.MP27 'iIJob InterV1ew —«Nomen - ?l.~ 5 v : _,f; N -.é"235;00
s . Ch chill F11ms : ':.‘-' - o .8 '.[-- - | CoT
' - 662 N. Robertsesn. Bivd. ek .
) Los Ange]es, Cal1forn1a 90060 -(213)_657-5110 T !
. )- aw f - . . . o | ‘

i,

(This f11m is out of pr1nt and’can no; 1ongen be purchased )

1221 Rvenue of the Americas = 4 .o . L
" New York, N.Y. 10020 - ~ { (212) 997-2343 -
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L. .. .
- . -\

I RVI2 . The World of Work = - - . g % 25000 ° o
B - 1. 12 Cassettes 3. 25 Student Workbooks o
'. 2. 12 Fi]mstrips 4. Instructor's Guide o a
- L : ' ' ' - : . h
.RVIZ-  The World of Work workbook L - 3 1 25’ ea

: (F1lmstr1psugnd cassettes can be purchased 1nd1v1dua11y, but the - B
~ individual purchase pr1ce of $15. 00 19~supposed to be for re- S
placement ) L

- g | S _ .
T RV12 . #4 - " The World of Work - F1nd1ng the Job - Vs 15.00
- # - The World of' Work.- Getting the.Job - $. 15.00-.
~ #10 - The World of Work - Seven Fatal Sins *$ 1500
_ = '#11 - The World of Work - Seven-Vita]fVirtues $ 15.00
R . 'L1nk Educat1oﬁa1 Laborator1e$ ) _ - a :
| . P.0. Box 25 SR
Hope Hull, A]abama 36043 ' . (205) 288-2906 .
RV08  Your Job Interview (D1scont1nugd) \ | “
| You and Your Job Interview (Replacement) 8 ,‘53;39-
1. . Cassette _ . oot N

- 2. Filmstrip. R

T3l D1scuss1on Gu1de '

. . " -~ Rv32 _ Job Attitudes:- Nhy Work at A11? (Parts I & II) - - § <27.75-
o 1., 2 Filmstrips N . .

, 2. 2 Cassettes” . . S
. - ** 3. 2 Discussion Guides '

‘Gujdance Associates ) T L L
- 757 Third Avenue - .. - - o e
QNew York N.Y. -10017 - (202) 888-3700 ‘ -

"TR195 The World'of Work I - #K300 =~ | $ 229.50
: 1. 14 Lesson Tapes - . S ' .

d 2. 6 Discussion Tapes '

3~ .24 Student Recod Book]ets_

.4, _

1 Teacher S Manua]

. Tape #6 - The Mag1c Nords ‘That Get You F1red ._. | ~ $ 11.50

E ucational ﬂes1gn, Inc. 4 . o e,
L .47 West 13th Street . S o : g
C T NewYork, WY, 100110 - e (212) 265-7900

>
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Appendix C‘ip e T

. LT e ‘ Assessment Instruments

“.‘ . '

L0

‘1. GOfdonIOCCQpatignél Cﬁgck.List_‘

“  Dr. Leonard V. Gordon - S o
 ¢/o Test Department -. . = ' L e
- Harcourt, Brace, & World, Inc._ , , .
D 757 Third Avenue o . o \
L New York New York 10017 : ' : .. : : :

R

\2 Me1lenbruch s - Job Att1tude Ana]ys1s :"- " T - f()

‘e

" Psychometric Affillates B . S | s
Chicago Plaza . . L | S {
Brookport. I]l1no1s 62910 L S - : LW

. » M . ¢

[ ] . { \l
. b .
8
- .. N - “
- -t
¢ ]
.-
.
a ot
....... - L e [ Y B _
L] B
A Y
\ . //
- N .
. "y ’
- f . .
2 .
. . ‘i\{
-
[
- .
¢ ] o
2 ¢
< .

[y |



N Appefdix b

S U BibliograpRy ' R R |
. " Amatee, E., Lew1s,-F & Hannumi W. . The-F]oridg.caialog of occupational edu- °
' cation obaect1ves Tallahassee‘ F1or1da Department of Education, 1973.

- Atkins, 0. T., & Delaney, J. Gett1ng a job. Lexington, Kenﬁucky:~\The '
- Curriculum Development Center. - . . - : .

Bradshaw, T. F. Job seekin methods used by unemp]oyed workers ﬂonth1z ‘_ _
¥ - Labor Review, 1973, 96 2), 35-40." - ‘_ o -

-~

Center for Tralning and Deve1opment Vocat1ona1 dyagnost1c 1nterV1ewing
Instructor S guide. M1nneapo11s MuTti R Resource Centers, 1974,

h Cook, END. 0ccupat1ona1 notebook program teacher s gu1de Champa1gh "1114-
. nois: Research Press 1972 ' . .

.

Emp]oymens and Ira1n1ng Adm1n1strat10n Merchand1s1ﬁ§hyour ob ta]ents (Rev. ’
“ed. ) Nashlngton D.C.: U S. rﬁovernment Printing Office, "1976.

- Frasnkel, W A. Howctoi et a,job. Nashington D C: The Pres1dentfs Committee
’ on oyment ofeibe Handlcapped ' T '

\\'

T’! . _ . e | .
Gordon, . Gordon’ occupational check’11st manua] (Rev ed.). New York:
| Harcourt, Brace & world Incs, 1967 R -
. Gregory, R J. The' apphéatwn for emp1oyment Vocatjdnal"GUidance Quarte\r'ly, .

1966, 15, 131-134. oL

Ham11ton G. S., & Roessner, J D. How emp]oyers sereen d1sadvantaged Job
app]icants Month]y Labor ReV1ew, 1972 95(9), 14-21. :

Hﬂ.] ? & Craig, A. Self- appra*ssa] for employment. Lexmgton,“l(entucky:
_ T Curr1cu1um DeveJopment Center for Kentucky : _ R

S Kuder, G. F. Kuder preference record - Adm1n1strator s manual.  Chicago:

-~

Science Research RSsoc1ates, 1960. RS

'Lasher, W. K. How you can get a better Job (Rev ed ) Chitago:‘ Americén_
Technical Society, 1964 ' . .

_ 5Mered1th L H. 0ccupat1ona1 essentials: Ski?]s and;gtticUdgs for employment -
e -~ 7 Instructor's guide and lessonApJans ‘Rockford, Il]inoisev H. C. Johnson
) " Press, 1971 . : .

e

Moynihan, P., Moyn1han J., & Daeger, G. A. You and your jeb: A guide for
1nstructors and counselors (Rev. -ed. )q Chicago: J. G. Ferguson, 1968. (a)

-

Moynyhan, Moynihan, , & Daeger, G. A You and your job: How to"get it
(Rev. ed ). Chicago " J. G. Ferguson, 1968 (b) ) T

. | Mo_ynihan, P, ,-Moym'han, Jd., & Daeger G. A. You and your Job How to'keep it

o (Rev. ed.). ‘Chicago: .J. G _Ferguson, 1968 (c) - o,

| | ' o 137 - _ o . .
Q - . - . v : - £ ' ., 1 ,! ; | | ‘-

E l C . ' ' - ‘ K V
. . - . . N . E Y a
A FuiText provided by Eric ° . N . - -
v : 3
. s



]

Multi Resource Centers. Job éeeking_ski]1s reference manual. .Mihneapo1Ts:

. . . . ‘
“'.'..-' . o ¢ 1 -

. . . Al N
. . : .
- N . .

e B v ¢

?_Moyn1han P qun1han J., & Daeger, G.-A. You and your lpb * What is it? - .

(Rev ed. ). Ch1cago J. G. Ferguson, 1968. (d) T

'Moyniban,-P;,-Moyﬁ}hen,’a A Daeger, G. A. You and your job:“eWHere_do-you go

' Fggm-hereﬂ(Revfted~%- €h1cago -J. -G=- Ferguson,-#1968. (e} ... - -

Moyninan, P., Moynikan, J., & Daegers G. A. You and your jobs Where is it?

, (Rev. ed.). " Chicago: J. G. Ferguson, 1968. (f)

Author, 1971. o L i T G e

-

‘ _iMUrphy, P. D Teach1ng for emg]oxab111ty Bismarck, N.D.: North Dekota Re-~-

search Coord1nat1ng Unit State Board for Vocational. Educat1on, 1972.

Richter, D.- Jd. 0ccugat1ona1 essentials: Skills and att1tudes for emplqyment
- Rockford, ITlinois: H. C. Johnson Press, 1970. L | 1

_Stanat, K. N & Reardon, P. Job hunt1ng secrets and taet1cs M{lwaUkee;

] Ra}ntree Pub1wshers L1mited,.l?77 - - s

'-Stﬁrm, T. E., Otto, N. E., & Bakeman, M. Vocat1bna1 diagnostic 1n£er§iewing f

- reference manual. M1nneapo11s, Multi Resourceé Centers, 1972, e

| Webster, J.. D. - How to;get a job: Teacher's manua] Nash1ngton, D. C " The

President's Committee on Employment. of the Hand1capped o o

.

'?oung, A gu1de to JOb deve]opment with notes .on se]f—emp]gyment C1ty of |,

Ph11adé1ph1a Coord1nat1ng 0ff1ce for Drug and A1coho1 Abuse Programs

\3
\\

o

\ I 11z >  ssaLsnnsors

B

L

'
.
. .
.



