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OB]ECTIVES
‘When you finish th1s module you will be able to:

'1. 'Read and understand the Help Wanted advertisements. - ' i
. 2. Answer questions asked at an employment agency.
, 3. Fill out a job application form. ' >
'4 Answer questions asked in an 1nterv1ew at an employment agency -
: o ’
§

UNIT 1

SITUATION SETTER

One way to find out about job openlngs is to look in the newspaper at the Help
Wanted advertlsements The Help Wanted”advertisements are in the classified
sectlon of the newspaper. The jobs are usually listed in alphabetical order.

Some ads give }pu a lot of information about a job. Other 4ds give you very llttle
information. Every ad will include either a telephone num}ﬁer to call, an address
to write to, or a place to go. An ad may tell you to call or go to an employment.
agency : :

HELP WANTED ADS — WORDS AND ABBREVIATIONS
These are some of the words you will find in the Help Wanted ads:

Apply in Person — you must go to the address given to apply for the job.

Call for Interview/

Call for Appomtment/ you must telephone to find out when you can go for an
’ interview. :

Fee Paid — the employment agen&y s fee will be pald by the employe1: !

Full time — 40 hours a week or 5 days a week. :

"Part time — less than 40 hours a week or less than 5 days a week.

Temporary Assignments ~ work only for a short -period of time. It may be only
: . one day or a week or two.

P S

The advertisments often use abbrevxatlons or shortened words. These are some ,of
the abbreviations used in ‘the Help Wanted ads
exp. —'experience ‘

_ pref. — preferred

‘ref. — references

req. — required .

hr. - hour - ) o

co. — company . '

app’t. — appointment -

-
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E READING: HELP WANTED

IIere are some ads from the Help Wanted section of the ‘newspaper. Read them
and see if you.can answer the ?estlons ’

ly in person. 9 a. m. to 2 p.m. ShopRlse Wolf

‘ CASHIER part-time
o . "Road: / _ /
‘ "CLERK/TYPI_ST emporary Ass1gnments—No exp.; necessary Call the
y Baker Agency—332-3232. &
—~$130. Fee Paid. Busy office. Typin

-~ Employment Agency. 489-6232.
SALESPEBSON - Part-time Ladies clothing. $2 50/hr. Apply in person 16
Colvin Ave. 6-9 p.m.

SECR ARY for Construction Co. Expdrience pref Good typlng skills &
' shorthand req. For interview call 334- 3923.

DRIVERS - Exp. pref. Must have litense. Appl)é in person State Cab
' Company, 128 Central Ave. ,
SABYSITTER - my home. 4-6 Mon:-Fri. One Chlld age 6 459- 3737. :

I'-HOUSECLEANINC private home 3-6 Mon., Wed. exp., own transporta-
" tion. 382-8585.

. KITCHEN ASSISTANT - part time, 4 hrs. daily. Apply in person Tues. /

RECEPTIONI req. Call Dunbar

3:30-6:00. Press Box Restaurant, 326 State St.-

~'MECHANIC S HELPER - station attendant Must be_able to do light

mechanical repairs. Neat and dependable. .

Apply Glenville Car Care Center Rt. 50 ,

, ;o Glenville. /

COUNSELORS — overnight children’s camp near Albany. Arts & craﬁs\ pho
. tography. 489- 3000. '

PART-TIME — office cleaning, 4-7, 3 days a week. Call 559-3232. /!

25 PEOPLE NEEDED for telephone sales work in the Albany area. No /éxp
necessary, morning and evening shifts available. We
train, students welcomed. Apply at 228 Nott

RECEPTIONIST for anima\ hospital, Latham area. 3—8 .m. & som Sat ’s.

Box 29H Gazette. e
PART- TIME STOREROOM PERSON. 3-7 p.m. Wee days
100 State St. /Albany.
Call Mr. Brgwn 253-8000 |

@ 4 /o SN ‘_




DISCUSSION QUESTIONS / . ‘

:-1. Would you be interested in any ef the jobs listed? If so, which ones?
. ‘Which ads were. put in by. employment agencies? Which one charges a fee?
. Who pays it? = K O f

3. What information do of the ads inclw

that you weuld ask about? B 4

i

4. Do you have a part-ti\lng job? How di?d" [

A\ .. -
What things are not included

B .k *
If‘ym‘l find an ad for ;ijOb that sounds interestfiy g
. more about the job, call the telephone number,
. given, ' ’
J

. ', and you want to find out -
® letter, or visit the address

‘a

" Bruno four.ldv‘ an ad\;ertisfnent for a mechanic’s job in today’s Help Wanted ads. A
“telephone number was given. He's call.i'ng‘ to find out .if the job is still open. '
Voice:\ Joe’s Service’ Statioh. - ‘ ‘ o T o
Bruno: ‘Hello, my name is Bruno Giordano, and I'm interested in the mechanic’s
_job you advertised in the Times Unidh. Is the position still open?
Voice: Yes, it is. Can you come in for an interview tomorrow at 9:30?
runo: Yes, I can. Thank you. . ' o
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PREHENSION QUESTIONS o
What kind of a job-is Bruno looking for? -
Where ‘did he find the ad for the job?

What does he do to find oyt more about the ]:ob?_ |

Is the job still open?

‘Where is the job?.
. When.is his interview?

-

- [4]




| USING EMPLOYMENT AGENCIES -

N ULk 0o o

' Mrs Price} Good mommg How are you?

5

Another way to find out about Jjob opemngé is to go te an employment agency. An

employment agency has a job file. This means that they have a list of jobs and . |

they will try to find the right one for you. There are two kinds of employment
agen01es ‘One is a public agency, such as the New York State Employment Ser-
vice. The other is a privately owned business, such as Dunbar Employment
Agency. The public agency is free; the private agency charges a fee for its service.

-Sometimes you pay this fee; sometimes the employerpays it.

When you go to an- employment agency, the first. thing you usuall do is talk with
an employment counselor. After that, the counselor asks“you to fill out an appllca-
tion form. This form asks ut the type of job’you want, your education, your"

- training, and your job expe¥ience.

- ‘ . « .
T ) \'\, . ' . s . L '

COMPREHF.NSION QUESTIO . . .

‘What is another way to find out about job openmgs'I> '

'What is an employment agency? K ‘

What are two kinds of, employment agencues'I> How are they dlﬁ"erentp

What is a j ﬁlep

- What is a fee? o "o . .

What happens when you goZtlo an employment agency? (

What kinds of questions should you beready to answer?

3 ’ _ ' ;!_ .\ .

DIALOG

Bruno just graduated from high school. He needs to find a job. He went to the.

Dunbar Employment. Agency. Bruno is talking to Mrs. Pnce _the employment
counselor about a-job. ‘. e Rz )

Bruno: Fine, thank ydu. *
Mrs. Price: What kind of job are you looking for?

. Bruno: ‘I'm looking for a job as a manager. : s ‘

Mrs. Price: There’s an opening for a management trainee with the Star Ice
Cream Corporatlon Are you interested? '

Bruno "Yes, Iam

.Mrs. Price: O.X. Ill call them arld arrange an-interview for you. o
" Bruno: Thank you

- . . -

_‘ . \.. | [5] .' ... N I.‘ | .
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COMPREHENSION QUE STIONS

1. Why did Bruno go to the Dunbar Employment AgencyP : . -
- 2. Who is he talking to?" oy : I
" 3. What does Mrs. Price ask Bruno? . : -

4. What kind of job is Bruno looking for?

5. Where is tlmre a job opening? : , _

6. What does Mrs, Price say she will do? ot o - r

EMPLOYMENT AGENGY]

o g



, MICROCONVERSATION l Pl‘hctlce these conversatlons with another student

'Student A: What kind ofp%fhon are you looking for’rl S 3 SR
- job . L o

Student B I'm looking for a posjtion as a mechamc ' \ .
job * : secretary _ A L
- . e o awaitress. oo

cook. : o
bank teller. :
_ _ truck driver.

i . ~ waiter.

‘MIC?OCONVER"ATION 2 coL ’ B
Stu'd%.:\A Do yeu have any experlence? .

Student B: Yes, { wasa’ “part-time cook for two years. 1
’ . secretary

) o . .‘»clerk oy .'A
. : ‘ - N

MICROCONVERSATION 3

Student A: Do you have any opemngs for a mechamc?

./ \ Y waitréss?
v S _ secretary? -
) ] ' 9 waiter?’ : E .
¢ ’ ~ ] . -
S‘tudent B: Yes we do. | e
: - No, wedont ) . ®

MICROCONVERSATION 4

. Student ‘A:" What did you- study in high school?
Student B: I studied mechanics™
food service.
' halrdressmg.
, printing.
. : bookkeepmg

-

-~ d ’ -~

- e g
-

Here is an apphcatlon from the Dunbar Employment Agency Dunbar is a pnvate
employment agency, therefore there is also a contract you mgst\ sign. The con-
tract tells the fee you must pay if the ggency ﬁnds a _]Ob for you.
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111 For ony employment you

YOU ARE AEQUIRED BY LAW T0 SIGN A CONTRACT
Wo offor our mrrvices 10 you on the following terms and conditions:

YOU Soxept theough our direct aid Our saevice charge to you, beeed
umuumm will ba & follows:

mconocmnsou FEE PAID POSITIONS: In the svent that | sccapt smployment whers

i

the empioyer has sgreed 1o pay 1M fea, | understand thet such peyment is contingent on
My rEDOTtING 10 work 0 spreed and my continuing such smployment, n the event, how

- @eor, that ) 00 not repont to work a8 agreed O¢ |-am discharged for cause Of lesvs ON My
own sccord, then and in sy auch tvent, | am obligated to pay wid fee in sccordance
with parsgraphs thres, four, five and six of this contract, provided, however, that the
wnpioyer 1 not obhgmd lqpay the ln or hu not paid the fes.

(SR I ’[ [ ..((u(

{NREGULAR EMPLOYMENT: 25% o! the total amount ‘f the firt hull month’s sgreed

salary or wapes, if less than $225; J5%, if at laast $225 but lem then $270; 40%,if $770
but lem then $300; 45%, usaoownmmsm S0%, lﬂmbﬂliﬂlll’msm
| 88, if $385 but lew than $400; 60%, .moo«m.

‘ lll Proveding, however, that where | will be paid on o streght commimsion basis o on
the basis of & drawing sccount plus commison, the grom fee shall be the parcentages in
the aforementioned ichedule applied 10 an amount mmknl 10 1/12th of the fiegt
VNS 831INGgs 31 Stimated by the mpkmv ) .

(4} TEMPORARY EMPLOYMENT: Whan all parties to the emgloyment reemant under.

(8)MODIFICATION: (a) If atrer you

L] CONFIDEMTIAL Al information you receive from us is solely for your un and benefit, -

Rand and sgree, 3t tha time of employmaent, that it shall be for a pariod shorter than 4
months, our srvice chare shall be 50% of the foregoing wpplicable fee or 10% of the
salary of wagn you umud whichever is lem.

 (B)PAYABLE: Our foe is fully serned and dus wivn you sccept such offer of employment
made by or on behalf of the employer but if such employment it within the Continental

United States, seme may be paid in equal instaliments sither on your first 3 paydays or
during th first 6 desks, whichever pomd it shoqter,

10 comply therewith and do not r for work, our fee shall be one-quarter of that
outlined ih Clause (3] yniess yOu remain with your same omployet in which chee our fee
thall be one-haif of that outlined in Clause (3); (b} if the employment is terminated with
Out your fault 10%of the salary of wages you raceive; (c) if it is terminated under any
otvr circumstances, 50% of the slary you rmm wml the limit being the maximum
fos outlined undu Claum {J).

1t must not tn dwulged to any olh« mn
YOUR ACCE"ANCQ

| hove read and hersby accept the terma and conditions outiined abova, | qmtom
_ madiately notity this sgancy the result of the intarview with the eployer 1o which it

DUNBAN OF ALBANY INC. (agency)

I'hereby authorize Duakiw represent me and
10 check my references (except current ¢ ). | understand thet such-
investigations may include information on my character, general reputation,

personal characteristics, and mode of living as well as my knowledge, shit, work
attendance and attitude. | understand that | have a right to make a request to
Dunh. - to learn the nature and scope of these reports,

Date

Busiton Bt

tithe smployment you subsequently decide not

“ditocts me. | :«M!Mlhmmmumomhmlmm,
tha fou | am fo pay for yw:mkoudcwgyo(Smm\lSMMo’me
Busirem Ln
DUNBAR OF ALBANY, INC.
. AGINCY
y Y | A 4 !
icant's Sigaature
Social Security No. }
s PLE FEE CALCULATIONS
| WEEKLY | FEE WEEKLY  FEE  WEEKLY  FEE
1. 13850 1050, 27300 140 264,00
Wb 626 MO0 8620 M. mw
8.l 17334 U5 ... 299,00 lSO.I....: ........... .390.00
[ 1] ! 20258 120 31200 . 155 803.00
I 17" N . S 32500 160 416.00
Bl 247.00. 130, ; ._...338(!) 168, $29.00
10000026000 1B 3100  170............... 442,00




YOU ARE REQUIRED Y LAW TOSIGN A CONTRACT
e offer vt S8rvices 19 YOu 00 the folowing erms and conditions:

m!ummm waW“Mﬁbmwm,u
, wpon New York State law, witt be a¢ follows: ‘

(2)CONDITIONS ON FEE PAID POSITIONS: In the svent that | accept employment where
" the employer has agroed 10 pay te fae, 1 undentand that luch payment is contingent on
mry reporting to work a6 agreed end my continirg such employment. n the avent, howe
over, that | do not report 10 work a5 sgreed of | am discharged for cause of leeve on my-
own. accord, then.and in sny such svent, | am obligated 10 pay wid fee in accordance
with peragraphs thres, (bur, tive and six of thig contract, ‘puuidad, however, that the
: mmg‘»}m obligated 10 pay the fs Of hat N0t paid the fee, :
: /LC(,\L Y /I'(,‘/zlol./‘ )L't( L[,"".L
(31 REGULAR EMPLOYMENT: 25% of 'the total amount bf the firmt full month’s spreed
aalary Or wiget, il less than $225; 35%, if at least $225 but e than $270; 40%, it $270
but less then $300;-45%, if $300 but less than $330; 50%, it $330 but leas than $68;
. 88%, il $85 but less then $400; 60%, if $400 or mors, ‘ '

{a) Prowiding, howavar, that where | will be paid on & Sirwght commistion basis or on
the basis of & drawing dccount phus commission, the grom fee shall ba the percentages in
;-\ Morementioned scheculs applied 10 0 amount equivaient 10 1/12th of the lirg
yoor's aarmings o1 estimated by the amploywr. , .
[ " . .

(4) TEMPORARY EMPLOYMENT: When all parties 1o the smployment agreement under:
®and and agres, gt the timae of employmant, that it shall be for o pariod shorter than'4
months, our service charge shail be 50% of the foregoing applicable fee or 10% of the
talary Of wages you recaived, whichave if lems. : .

{S)PAYABLE: Our e it fully amnad and ue whan you accept much offer of employment
made by of 0n benall of the emplayer but if such employmant s within the Continental
United Staten, sarne may be paid in equal installmants either on your first J paydays or

" duting the liem 6 wasks, whichever pariod it shonter, ‘

© {GIMODIFICATION: {a) If after you accep! theiemployment you mubssquently decide not
10 comply therewith #nd da not raport for work, our fee shall be onequarter of that
outlined in Clayse (3) uniets you remain with your sena employer in which case out iee
shall ba one-hall of that outlined in Clause {3); {b) if the employment is terminated with
out your fault 10% of the salery or wages you receive; {c) il it is terminated under any
other circumstances, 50% of the salery you receive, with the limit being the maximum
(o0 outlingd under Clause {3). 1 ‘ : ‘

{7) CONFIDENTIAL: AH informatian you rective from us i solly for your use and banefit,
It st not be divulged 10 sny Other person,

YOUR ACCEPTANCE . : s,

1 have read and hersby accept the terms and conditions autlined abova, | agres to im- |

mediately notity this sgency the result of the interview with the empioyer to which it
ditects me. | hereby acknowiedge that | have received 8 capy of this agreement indicating
the fon | om 10 pay for your setvica #nd 8 copy of Sactioms 185 and 186 of the Genersi

Susnem L. DUNBAN OF ALBANY, INC.
o . AGENCY
Applicant's Sneury ‘ :
O, | Social Secuity No.
. 1
T SAMPLE FEE CALCULATIONS
TWEEKLY FEE WEEKLY - FEE WEEXLY FEE
T 1650 1050 31200
B 625 Mo 2620
PSR TT YRR T T
BSn e 30288 120, e 1200
0o IUSY 1251 225,00
B U0 1D TBO0
100.......cmmmniene 26000 135 351.00
. \‘l -
ERIC

DUNBAR OF ALBANY INC. (agency)

| hereby authorize Dunbe. 10 represent me and
1o check my references (except current employer), | understand that such
investigations may include information on my character, general reputation,
personal characteristics, and mode of living as well as my knowledge, skill, work
attendance and attitude. | understand that | have a right to make a request tor
Dunhil, to learn the nature and scope of these reports, .

Date . Signed X

L ¢ ‘
.  BEACTIVATION et
Dy Compeny Dosition Rewit  Date

—

-



