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ABSTRACT o :

The Vocational Education Amendmerts of 1976 manda*e
that cex bias anrd sex stereotyping be eliminzted from 211 vocational
education proarams. Tn business and office occupatlors programs, the
problems have been centered around increasing +he number of male
students in the program, encouraqing women to move intc management,
positions and other upper level supervisory jobs, and using sex-fair
lanquade in business communications. Responding to the Amendments,
“he state of Delaware developed five sex-eguity modules designed (1)
*o focus on issues vwhich are related t9:specific clusters of career
options ag defined in Delaware's compe*ency-based goal-orien+ted
business and office occupations curriculums: (2) %fo provide
informztion and materials for one to three days of activities: and
(3) *o focus *the student's attention on those sex equity concerns
which will affect her/his experﬂences as a student in the classroon,
on=*he-iob, and in making career decisions. This module focuses o=
elimirating sex stereotyping in manaqement assistant and related
occupations (secretarial and stenoqraphﬂc). Instructional activities
ir *he module irclude 2 pre- and post-opinion survey, definitions,
language comparisons, memos and letters, a slide-tape presentation,
gqualifica*ions for employment, and a\posttest. (KC)
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PREFACE

Wi Yocational Education Amendments of 1976 mandate that sex
Z1as and stereotyping be eliminated from all. vocational edu-
cation programs. '

The amendments set aside $50,000 of each state's Federal
vocational funds for this purpose and mandate that each state
employ an individual full time to work on eliminating sex
bias and stereotyping from vocational programs.,

BLach program area has special problems which must be addressed
in order to achieveé sex equity. 1In business and office occu~
pations programs, the problems have been centered around
increasing the number of male students in the program, encour-
acing women to move into management positions and other upper
level supervisory jobs, and using sex-fair language in busi-
ness communications. ’

S.¢ sex equlty modules are designed to:

1. focus on issues which are related to specific
Clusters of career options as defined in
Delaware's competency-based goal orienteZ
busin=2ss and office—GEEipations curriculzm;

provide information and materials for on=
to three days of activities:; and

o

1

3. focus the student's attention on those s=x
equity concerns which will affect her/his=s
experiences as a student in the cldssroor,
on-the-job, and career decisions.

Instruction in business and office occupations programs should:

1. afford both male ‘and female students opportunities
to pursue a number of career options; ’

2. include a sex-fair curriculum; and

(%]

provide students with cooperative work experiences
without regard to the sex of the student.
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JE: ~PTION OF PROGE MS

Bus 23S educaticn represenctes 2 brc ~. zilverse isciplinse
ol 1z included . = variety ci =¢ “.onel deliviry sys-
ter -:lementary, ‘#londary, and Do: -ozcondary schools.  The
dus -rocse of t..3 field of studv “0 scucate _~dividuals
anc ~usiness ar. I proide a con-. -OU3 prograr >f planrned
lez ' _u experier s Zesizned to equ . individuals “1th the
tez .z -3 skills - észary for compe .-3 s:iccessf Lv for
SF- - © :nt in the uziness community -

Busiz=s a2dutatior includes competer - —nascd Drog==s 1in
offiz= Zupations, business teachir: Susiness az-_nistration,

anc .- -=ic understandings, Specifizzily, the Bi_ -ness Admin-
1sz2-7 .- and Office Careers Cluster Z-ovides cars—- information
anc -Ir __ ing that helps students relz-= their intez=sts, needs,
anc at __:ies to occupational opportumztiss identiied in five
arexs I toncentration: business maz:ztement, accczmting, data
1nz, clerical, and Lanagement-z=ssistant cluzters. These

< ir.cement beginning with entry-_=vel jobs fo. the secon-
dar --zwn->l.graduate. However, many z-sitions 4o require at
lezz= - vears orf technical post-secondarv preparation.

VOCaiZ AL BUSINESS MODEL

It is e function of this cluster to drovide students with
the ¢ etencies that will enable individuals to obtain appro-
pPriat  jobs in their chosen business Zield--and to advance
wlthl  an cccupational grouping. In Delaware, tha vocational
busir' .3 model consists of five sub-clusters which are 1llus-
trate . below:

!

Business Administration s
OfZice Careers Cluster

| l

Ligsiness Administration Careersl loffice Administration Caree:sl

lg}erical Occupations

Lfcémunting Occupations

lgutu Processing Occupations}

lBusincss Management Occupations

lﬂ?nagement Assistant Occupalions

Cry

1

|
|
!

tzz3 1nterralate with each func=ion providin.- opportunities



SUB-CLUSTERS

The specific jobs for which s:-2d2arts are pre~ared in the
sub-clusters are indicated on Tiztre 3 of th-s guide. Each
specific job has been identif_=¢ verified vi- survey of the
business community throughout :h=z Delaware region,

4. MANAGEMENT ASSISTANT OCCUPATI =S (USOE 14.07C0)
(a) Office Administration Car==r

The office administrazicr rogram is diviced into two
sub-zlusters which emphaz- o administrative-support func-
tions including generzti- : classifying, disseminating,
and storage/retrieving i.. 7 rmation. A ceneral overview, o
specific job description: and employment outlook for each
sub-cluster are providec =:low. . Programmed learning guides

assist students through zcpetency-based modules which may
result in employment accoriing to job titles identified.

\

(b) Manacement Assistant Occwuzations

This sub-cluster is des:. . r28 to prepar= students for
successful emplovment i.: cifice occupz-: ons by developing
competencies in shorthand/machine trarscription, keyboarcd-
ing, composition, recoris management, =z=nd business machines
operation. Management assistants usueslly specialize in a
particular field. Law firms require individuals knowiedge-
able in legal terminolcgy, forms, and orocedures. Technical
secretaries/stenographsrs work for encineers performing W
tasks. which require knowledge of technical language. The
nedical ‘ficld requires simi‘ar specialized skills. Offices
in business, government, an< industry offer many opportuni-
ties for men and women.

Duties of management assistants depend primarily upon the
degree of responsibility delegated and :he kind of work
performed by employers. Business, technical, legal, and

. medical secretaries/stenographers prepare correspondence,
documents, and reports for departments and/or individuals.
Management assistants also work as administrative secreta-
ries. who are responsible for organizing work schedules,
supervising office personnel, and research information.

Individuals interested in careers as management assistants
should possess a high degree of intelligence, an excellent
command of the English lanquage, the ability to plan and
organize work, and the maturity to assume responsibility.

A\ pleasant personality, good grooming, patience, tact, good
Judgment, and. dependability are most important for indivi-
duals working within the office environment.

Y
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CLENTCAL OCCUPATTONS
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14,0903
14.0401
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- 14,0501
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203,162-010
203.502-02
203.562-034
203,502-058

06.11-010

206,962-010
107.602:000

29, 367-01
209, 562-010

209, 503-026
216,482-014

222, 307-026
222, 307-058
222,167-0%50
233.662-022
217,167-038
239.567-010

POSTIONS
Asslacant Typlse
Typise
MagneLie Tape Operator

Transcribing Machine
~ Operatox

Records Jupervisor

Flle Assistant
i

Nepographlcs Operacor

Corvespondence Asyigant

Genevad Offlce Asulstagt
Mall Asslstant

Salculatlng/Adding Machine
3 Uperator

Tnventory Assistang

Stock Assfstant
Shlpplnglkeculvlng Asqistant
Telephone Operator
Receptlonlst

0FFfre llelper (Messenger)

for buslness and office occupationy,

fers to “nglLMLnl nt Laher Codey
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Job Descriptions

Training programs in this sub-cluster:- prepare
individuals to assume the fnllowing positions
within an information-processinyg system:

(1)

(3)

Executive Secrefary (D.O.T. 201.162-010)

Directs and cnordinates activitieg of workers
perform.ng office functions; plans and coordi-
nates the organization's functions such as con-
ventions, exhibits, and workshops, relieves
officials of executive detail; performs duties
which require a higher degree of confidentiality;
makes contact with many people outside the
employer's business.

Secretary (D.O.T, 201.162—030)

Relieves officials of clerical work and.many
administrative and Business details; schedules
appointments; gives information to callers;.
takes dictatioen (shorthand or machine) ; and
transcribes notes on a typewriter; makes travel
arrangements.

(1) Legal Secretary (D.O.T. 201.362-014)

Prepared legal papers and .correspondence;
reviews law journals and legal publica-
tions, identifying data pertinent to
pending cases. -

(1i) Medical Secretary (D.O.T. 201.362~014)

Performs secretarial duties utilizing -
-knowledge of medical terminology and
office/laboratory. procedures; prepares
and sends bills to patients; records.
appointments,

(1ii) Technical Secretary (D.0.T. 202.362-014)
Takes technical dictation in shorthand
and transcribes into correspondence,
reports, and other documents.

Stenographer (D.O.T. 202.362-014)

Takes dictation in shorthand and transcribes at
typewriter; performs variety of clerical duties;

5K
. Ass
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This module has been designed to provide students with the
opportunityxgo consider administrative assistant as a career
option and to practice the use of inclusive language in busi-
. Ness communications, . Activities will focus on the following

issues concerning sex equity in administrative assistant
positions: , \ :

(a!  Use of language in communications in business and
office occupations.

{(b) . Addressing persons in business memos, letters, and
reports. :
(c) Career ladders - How to move up in a company and

plan for advancements.
i. OVERVIEW OF . INSTRUCTIONAL ACTIVITIES

I .
(a) Pre- and Post-Opinion survey

This survey should be aaministered to measure the
sstudents' awareness of their attitudes toward the
role of women and men in our society. The results
of the survey can serve as a device to determine ‘the
kinds of ‘attitudes the students have acquired about
sex equity and serve as a basis for class discussion.

{b) " Definitions

This activity focuses on definitions that are part of,
the sex‘eqhity movement., Use the transparency to ini-
.tiate class discussion concerning terms associated

with sex equity. ' ‘

}

{c) ~Language' Comparisons .- '

Since men and women are assuming new roles on the job
and in’ the home, it is important to,use inclusive lan-
guage to describe these new responsibilities and activ~
ities. In many Cases, alternative words are available;
in a few cases, new words need “to be coined. This
activity is designed to provide students with an oppor-
tunity to learn sex-fair language alternatives.
Duplicate the language comﬁhrison list as a worksheet
to hand to. each stud¢nt. Instruct them to write in a
work substitute for the séx biased word or words listed.
After the class has/completed the worksheet, discuss
. their responses and show the answer. key on an overhead
proqgjector. - :

W,




" (d)y Memos, and letters. '
(¢) €flide-tape presentation.

(f)  Qualifications for emplovment .

3

(1) Poétwopinion survey. ~r
3. TYITOPNANLY OBJFCTjVFS (CCMPTY'FMNCITS)

{a) Civen practlcc exercises and informationr alout usoy-feoir
languace, the student will correct threce scntences and
make the language totally:sex-fair with 100% accuracv.

() Given sample exercises and information about inclusive
language in memos and letters, the’stuﬂent will find
five errors and change them to inclusive terms with
100% accuracy. .

(c) Given an exercise on job cualifications, the stucent
will list. with 100% accuracy, two rcasons why it ic saic’
that men do not make “"good" management assistants (sccre-
taries) and two reasons why they do well at this Jjok..

III. " INTTORUCTION TOVMAﬁAGENFNT AESTISTENT MODULF

.

The taboo against male secretaries is ironic, since men have cdomi- -
nated the field throuchout most of recordec history. 1Uot until thc
beginning of the twentieth ccrtury and the invention or the tvre-
writer ¢id women begin to enter ‘the bLusiness office in numbers.
Before that, literate and educated men, not women, were the scribes
and trusted richt hands of such prominent (individuals as OQueen
Cleopatra of Faypt and, in-more recent times lary Queen of Scots.
Thomas Jeffersorn, Adolph Fitler, Somerset Maugbam, and Tex RFeod.
#en of the qtaturc of Mark Twain, Woodrow (ilson, Hepry Ford, Iyncon
Tohncon, and even Dustin lioffman got their starts &s male secroterics
in various fields ranging from show business to governnent financo

i ' The Department of Labor's Bureau of Talor Statistics rerorts that
there are 33,000 male secretaries in the Inlted States--fewer than
one percent of the nation's 4,385,000.secretar¢es."Thc figure
represents a significant inerease in the numher of men whko have
entered the profession since 1966 (the rnumber has doukled).

Today's want ads are by law free of such sexist; dereaning lancuacc,
anct the help-wanted columns are now lakeled "MaYe/Ferale'.  And
thousands of secretaries with names like Firky and Falph and Art

and Greq and Richard and Ed and Les and BEill ane tukJng Yxantuqc

of the onportunlty to nail down qood secretallc] jobs

1{5
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(@)

(e)
(f)

(g)

Mcmeos and_ Letters

Communications in today's offices often rcflect sexist -
attitudcs of the past. This activity is designed to

helr stidents identify sex biased terns and to replacae
ther with those which are sex fair. I'ave cach student
comrlcte the worksheet containing lctters and menos by
correcting the sexist language and then follow thec
activity with a class discussion.

Slide-Tﬁpe I'resentation

Qualifications for Fmployment

Qualifications for Fmplovment is designed to exposc
students to the many different jobs availablec in Manace-
ment 2Assistant Cccupations and to make students avare
that cua¥ifications for employment are not determined
kv sex. ‘

Feost-Test

The pre-opinion survey 1is also to ke used as a rost-
opinion survey. - After completing the activities relatcd
to this ‘module, responses which reflected regative atti-
tudes in the pre-inventory study should now reflect posi-
tive attitudes. ' = - T



ACTIVITY (a)-
Pre- and Fost-Opinion Survey
Pirec- _ons: The statements licied below describe attitudes
—_ e =7 . }
toward the role of women and mer in our soclety. Yeou are asked

to react to cach statement kelow Ly circling the appropriate lc- er.

1 - Agree
2 - Disagree

I'espond to cach of the statements guickly and as candidly as
rossible. Do not leave any Lklank. :

1., Most women who work outside the home do so

to supply extras for their families. 1 2
2. Our culture overly protects girls and women,
thereby "increasing their dependence.- 1 2
3. It is important for hoth men and women to
develop ecmpathy and nurturance. . 1 2
4. Vomen tend to respond emotionally, men
by thinking. o : 1 2
5. Choice of tréining'and education is not as,
' important for a girl as far a boy. ‘ 1 2
€. Young girls should be encouraged- to exrlore
their environment as much as young boys. - 1 2
7. Most women tend to lose their feminirity
- when they perform jobs usually execcuted
by men. - 1 2 .
¢. .Schools are -equally preparing girls and boys
to mecet their adult needs. . 1 2
©. Teachers working with girls. should urderstand ! .
~anc accept that their academic and vocational.
Plans may be less serious than those of boys. 1 2
) . . 1
-10. PRoys and girls should be enrolled equally
in Pusiness arnd Office Occupationes. ' 1 2
11. A man should never be expected to share
household responsibility except in _ ,
emergency circumstances. PO ’ o B | 2
12. Most women spend a significant number of _ ‘
"~ years in the paid labor. force. ; N | 2

G.‘ o ' | | . 1 ?
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13, rost WoriiT o-oyienren are enpleyved only part-time.

LTt ds vooo- rable for erployers when reeruitine
from hi- chools te r1cauest aprlicarts nf a
particrie ozoen.

17,0 More aiy: shovld elect math and science
courses Locovae of {theiry ucofu]ncss in
Toter 736, .

oo Lows which Jeciclote sexual equality in
the scivcols nre nocossnry&for charge to

Soceur.,

‘e fchoels would henefit by hiring mere women

in nor-traditional tcaching and administrative

\\~ 1+*: ones. S .

4. .Tte date for rinoritvy women in the work force

corgyares very clersely to the cata for vwhite
LovOren, S

0. ¥ wife's opinicen should bave the same Learince
cONOE JXFOK”If'(((l ‘ions for the family as. her

]u"101o

~

B

S0, VWoren are less able to. hapdle creatJvo and
imaginative tasks, and therefore, are better
at detalled and repetitive tasks.

21, Woren sbmuld*be advanced according te their.
«kille and akilities, even if it means
bypa851ng a man of lower credentlals

22. Yest weren are found in ]ow-sdllled jobs
viith little olporttn‘tx for advancément
1o¢ﬁu"c tbrv are not career oriented.

2. .There isn't an area,of;WOrk today in which
womers couldp 't rake a major contribution.

- Elementary. schocl textbooks should show

women workine ir & wide varietr of jobs
;oocinaddition te the tracditional —ictures
0f tr rother in the home.

NI
~

t
.

25 Tt I important for men to dev=loj¥ home
S m‘x‘rf“ort and -rorent ng skillz-,

26. TFew weren-have tle

stre ngth arc ability
te corretas in the word

world o nen.

Devéloped by the Wisconsin Feminists Project Fund,

o o : o -J(S
- | o . ) )

"

nc.

b

N\

N

o

o

s

28]

-

Ny

8]
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ACTIVITY (p)
DEFINITIONS
SEX EQUITY - THE LANGUAGE THAT WE USE

SEX_ DL@CPINIfﬁTlor == AKY ACTION WHICH LIMITS OF DENIES £ PERSOM
OR GROUP OF PERSOMS OPPORTUNITIES, PRIVILEGES, ROLES OF REWARTS
ON THE\F“SIQ OF THEIR SEX, | - |

- SEX BIAS -l PEHAVIORS RESULTI'G FRCM THE ASQUMPTIOU T}AT ONF SFX
IS SUP[RIOP 10 THE OTHER, ‘

SEX ROLE QTEPFOTYPINF -~ ATTRIBUTING DEHAVIORS, ﬂBf\{TIFS
| INTERESTS VALUES AKD ROLES TG A PERSOM OR FPOUP OF PfPSOIQ
~ ON THE B/\SIC OF THEIR SEX,

OECUPAIJDPFL‘SEK POLE QTERECTYPES -= TPFSF It WHICH QPFCIFIC
OCC!PATIDI? ARE LINVED AND BELIEVED TO EF APPPPPPIATE T0
MEMB[RQ OF ONE OR THE OTHER SEX,

PQ!IIY -- MOVINC BEYOPP DISCRIMINATION - PEFORMITG APD IMPPOVIFC;
BASED 0% COP CEPTS OF FAIPNESS JLQTICF =P RIGHT PECOFNI/EP *
| A\D ENFORCED |

_EQUALiLX -- THE PUA'ITY OR STATE OF BEING EOUA[
: SEX,EAIRHES;'-— TREATING POTF gFXES 1IN THF CANE fﬂ“ [P

NQHTRADITIOhPL WCRKER -= A PERQOh EIPLOYEP IN AN OCCUPATIPIAL
AREA ONCE COPSIDERED APPROPRIATE FOR THE OPPOSITE SEX |




ACTIVITY (¢)

,'prcupngcnmppplsors

SEY_BIASED - | SEX_FAIP
SALESEAY

CHATRMAN

SCULPTPESS, POETFSS, AUTHOPESS

MATLMAN

HOUSENIFE

- MIDDLERAH

COED

BUSTHESSMAN

NEHSHAN

FIREMAL, REPMIPMAI; LIREMAN
SALESGIRL |

CLERGY¥AN

 FORERA!
 HORKMAN

CAME RAMAT]

STOCKBOY
DEAR SIR

'jGENTLEF[n

© A MAN TN BUSIMESS HPC TO

| FOOD IS ONE OF MAN’ S BFQIC ”EFPQ

N-SIZED - JOB

ﬁﬁu/v IOMEH

MALES/FEMALES

HUSBAND/HIFEl |

[R&c’

wll Toxt Provided by ERIC
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ACTIVITY (c)
LAKGUAGE COMPARISCMS

JIASED -

SALESHAN
CHALPLAT o
SCULPTRESS, POETESS, ALTHORESS
MATLIAN
HOUSEWIFE
HIDBLENAR
COEL

BUSTNESSTIAN
NEWSHAY

FIREMAN, REPAIRMAN, LINEMAN

SALESGIFL
CLERGYN/ T
FORET AN
WORK A

- CAMERAR 3
STOCKBC
DEAF. SIF
GENTLENE!!

A MAN T ELSINESS ’ﬂ° 0. .
FOOL IS ONE OF FAN’S DASIC MEEDS,
A MAN-SIZEL JOD

VEN/WOMEN
 PALES/FEHALES

‘SCULPTCR, PCET,

" BUSIHESS

FIREFIGKTER, PLUMELE,

Lk

DEPSON
CKALRPEPSEY!
AUTHOF
LETTERCAPRIEP GR PCSTAL VORKEP
FOPETRKET
INTEFRETIARY, LIRISCH
STLDENT
PEPSON
NEKSCASTER

ELEC JARIC
S

N
LIFE INSTAY

I/
TAILP

«SALESPEESON
. CLERGY MEMBER, CLERGY

SUPEPVISOP

~ VCRKER
_ CAVEPA. TECHRICIAN,
STOCK PETSOM!

P‘OFFFPFP ik

DEAP SIF PP{FﬂPﬂV CERTLEPERSCH
COLLEAGIES, TC WHOP [T HAY_COR(EPH,

- PEOPLE, CEETLEPFRSON

A PERSOR I EUSINESS HAS TO . & .
FOOD IS CHE OF THE TASIC NEETS CF LIF
A BIG JCF

PECPLE, PERSORS
_BOTH SEXES
SPOUSE
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ACTIVITY (&)
Memos and Letters
,Janﬁary, 1980
«y .

Johnson Plastics Compazy

€07 West Street

ew Castle, Delaware 171720

lear Sir:
‘ Flease have one of your salesman deliver a sanple of your - t\

product to our office tmmediately. FKe can leave the rroduct |
with my secretary, Mrs. John Downes. Wwe would like to sec if
your product is acceptable for use in our process and rwrust mike
a decision before next month. '

H

Sincerely,

Mrs. Pokert Jones
Administrative PIssistant
Walker Chemical Cormpany

January, 1980

Memo To: Pll.Telephone'Company Fnployvees ' - ‘ o
1. P21 telephone linemen will meet at 7-30 a.r. lin Room 865,

- 2. ALl telephone- operators please meet at § a.m. fcr the tour
of our new building. Don't wear high heels as the tour
‘requires a-lot of walking. :

\
“r

3. Company executives are requested to turnm in those insurance
- forms which show coverage of their wives and familics. Dot

~

oo
' %)
Ve

ERIC

. . . W . T
PAruitext provided oy enic [ - . . . ',
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ACTIVITY (d)

"Memos and Letters

Kev

January, 1980

Johnson Flastics Company
607 West Street
New Castle, Delaware 19720

Dear Sir:

Flease have one of your salespersons deliver a samnle “of your
product to our office immediately. Ie can leave the product
with my secretary, Mrs. John Downes. We would 1like to sce if
your product is acceptable for use in our process and must make
a decision before next month

Sincerely,
" Mrs.,"Mary Jones

Adminlstrative'TeSistant; B
Walker Chemical Company

January, 198¢

Nemo To: Alerelephone Company Enplovees

1. :All telerhone line- 1nstallers will meet at 7: 30 ‘a.mr, in Room S(J.h

2. All telephone onerators Piease meéet at 8 a.m for the tour -of
. our new building.: Wear ‘comfortalle. shoes as the tour reguires .
‘a lot of:walking.' R ' '

3. . Company executlves are rcquested to turn in those Ansurance
forms which show coverage of their spouse and- families.

()
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ACTIVITY (f)

CUALTFICATIONS FOP FMPLOYMENT

1. PURPOSL

(a) To expose students to the many different jobs available
in Management Assistant Occupations.

(L) 7To show students that the qualificaticns for emplovnont
are not determined by sex.

PFOCEDUEL -

™
.

(a) The teacher should decide which- occupation te focus on
and discuss the many jobs available within the Panegerent
Assistant Module. The teacher might make a list on the
board like this: '

Examples of Job Cpportunities in Management Pssistant Cccupation

MANAGEMENT ASSISTANT OCCUPATIONS

b

85.5.0.E. D.O.T. POSITIONS
i4.6701 : ‘201.;62-0i6 Executive Secretary
14,0792 201.162-030 Secretary .

7 14.0702 _'“”é10.362401o ' Legal Secretary |
14.0702 210.362-014 - Medical Secretary
i4.0702 - 26i;362—014_: %echnicaleSecretagy
14.0703 i; 202.362-014 . Stenographer
14.0796 ’ ©'203/137-010 Corfe poﬁdence vGCICtdLV

(Worad ProceSSJnc qupcrv1 or)

ﬁ let Ofv] b opportunltles specifie to the coursce should
be developed In discussion or through resealch students
may learn ﬁhat each of the jobs entail.

(b) . when the list is falrly complete, distribute the student
-activity sheet and have the students decide Jndcpcndcntl§
which job or jobs this person-is qualified for. "Discus
after .they have ‘decided. S

- ;How did you dec1de upon a positidn?
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-~ What qualities do you see necessary for all areas
of employment?

~ What characteristics are not at all necessary for
employment?

= Do vyou. think this person is a male or a female? Why?

-~ 1f you learned that the person currently filling the
position was a male, how would this influence your
choice of position?

= In looking at the qualifications of the applicant,
is this person over qualified for the job?

| Underqualified?

~ Suppose you learn the sex of the applicant. Would
you change your job offer? Why?

- What jobs are you interested in?
- How are you qualified for these jobs?
3. VARIATION OR FOLLOW-UP.
Have students research any job in which they have an interest.
From the research, have them list the requiqements they feel
are necessary .for the job. Do they see this. job as being.
_exclusively for a male or a female? What requirements would
" limit the job to one sex? Has their perception of the job
changed ‘any after researching it? Have students share their
results with the class. Use the "Financial Facts of Life"
activity. . '
M. Smith has just graduated from high school and is applying for
a job. In the interview and from the refenences, the personnel
director finds that theiﬁandidate has the following‘qualities:
(a) -A knowledge of the company through summer jobs.
(b) A good grade avérage in high school. -
~ (c) A good attendance record in high school.
(d) Business -and math skills.
(e) A pleasant_personality.

(f) A desire to move up in the company.

(g) Recommendations that indicate the;canaidate is dépeﬁdable'
- and has an ability to get'aloqg with other people. ’

3,
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(h) A knowledge of safety precautions; an awarencss of
the importance of following instructiors.

(i) A driver's license.
(J) Good health and neat appearance.

what jbbs would you offer M. Smith?

i R S ._________;______________;_7/

!/
A Riddle

While driving to the store, a young boy and father were invelved
in a seriocus car accident. The father was killed ard -the boy. was
injured and taken to a hospital. At the hospital, the bov was
examined and an’ emergendy operation was needed. rr‘he'rosidentu_
surgeon had. scrubbed up, Frut on a gauze mask, ond was walting in
the operatnng rocni when the boy was xheeled 1nto surgery.  The

qurgeon tcok one look at the oy and cried, "I can't opcraté.
This is my son". :

vho was the surqcon? B

-— scource unknown:

*IDUIOL s, Ko Ay | L OASUY

Aruitoxt provided by Eic:









