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ABSTRACT . - ~ :

This pacKet is designed to assist. teachers and
counselors of Adult Basie Education (ABE) and Graduate Equivalent
Degree (GED) students to conduct practical individualized and small
group workshops geared toward helping ABE students to look for a job: -

, Each*késsion is designed to take approximately three hours and employ
;fhe following formats: large group presentations; small group
. interaction and discussion; large and small group task projects: .

‘video-taped presentations; and role-playing scendrios. The five
LY

. ‘workshop sessions outljned in the guide cover the following topics:

communicating with oth®rs, understanding salable skills, competing
-with paperwork (appdi ations a-résumes),-developing effective
interviewing techniq ' anddﬁgﬁnning for action (the job campaign).

TheYpacket also con leayning objectives for the workshops, a
list of counselors' resources, materials needed, and sample forms to
" be repr'aduced and used in the workshop sessions. (KC) ;
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INTRODUCTION

o

Typically,” ABE students do not move effectively within the labor market. They
experience problems in locating potential jobs, identifying those that best utilize their tal-
ents, and applying successfully for those jobs. Unfortunately, culturally dnsadvantaged ABE
students usually experience even greater job-finding difficuities since they have had even
less ‘opportunity to develop essential job-search skills. This packet, therefore, has been
- designed to assist ABE/GED counselors/educators in the facilitation of practical individu-
alized and smail group workshop sessions geared toward helping ABE students overcome
those job- search obstacles.

U . . s
-

AR

Each session; as presented, takes approximately-three hours' and en’i;&loys the fol-

lowing formats:

Large group presentations;

Small group interaction and discussion;

® Large and small groub_task projects;

Video-taped presentations; and )

Role-playing scenerios. .
\

’ -

The general outline can be adapted for use with almost any populatién group.
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OBJECTIVES

- [N

+To enhance and expand t e participant’s self-knowledge as related to career choices
and job-search tasks. . )

. . Y
I o s
°

. - - . x
To provide viable skills in the following areas: ‘

NN ’
Self-assessmént ‘of present skills and preferred job characteristics;

Correct completion of job application forms;

-

PrepaYation of resume/personal data sheet;

Kno\wledge and acquisition of g;)od job intgrviewin@f{techniques;

°
- » 3

Effective utilization.of local resources, -
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ercises, certain minimal background “reading is” suggested for the workshop facilitator:
d ‘ ; .

-s
R

Parachute and Three Boxes of Life from your local library.)
-0 . . A

Tl of._:che

2. Newslester, P.C. Box 379, Walnut CreeK, California, 94596. $5.00 .

3. Bulletin, National Center for.Educational Brokeriftg,.405 Oak Street, Syracuse,

N ‘
» L‘
Py ¢ \
qouwse:.é‘q's RESOURCES _ ‘
. .\ ~

¢ . i x
\ v

. R N . ° 4
To help ensure the derivation of maximum benefits from the various workshop ex- g
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1. What Color Is Your Parachute? by Richard N. Bolles, 1980. Ten Speed Press,
\., Box 7123, Berkeley, California, 94707. 36\95#}.50 postage and handling.

Vital pages: 112—178,%rd 210-215.

1
4 . M / . s
2. The Three Boxes of Life by Richard N. Bolles, 1978. Ten Speed Press, Box
7123, Berkeley, California, 94707. $7.95 + $.50 postage and handling. N

_~ Vital pages: 137—155, 240261, 268—330, 358—368, and 451-461.

N

3. Making Vocational Choices: A Theory of Gareers by John L. Holland, 1973,
) Prentice-Hall, Inc., Englewood Cliffs, New Jersey, 07632. $4.95, paperback.

= Includes a_section on hoW to-translate Holland Codes into Dot Codes, espe-
cially useful with The Self Directed Search and the Quick Job-Hunting Map.

<
. x

Total cost for facilitator's reference materials is $20.45. ($4.95 if you borrow

R s

Some -other very good resources that will help counselors and teachers stay abreast
latest in career-development information are:

.( . - “a,

.~

o

1. The OccupationaldOutlook Quarter-ly, Superintendent of Documents,-U.S.
Government Printing Office, Washihgton, D,C. 20402. $4.00 (it may already
. be available in your schdbl library.] .o ’

o ~

*

b
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A
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+ New York, 13203. $11.00 . . .
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‘MATE‘RIALS'NE EDED TO FACILITATE SESSIONS

“The Basic Necessities’ ~ »
1. The Beginning.Quick_Job Hunting Map (Bolles, Zenoff)
2. . Dictionary of Occupatjonal Titles (U. S. Department of Labor)
3. . Occupational Quifiook Ha;ldbook (U.s. Department of Labor)
4. “Woman in Interview” (Video ,cassette/Pennsylvania S{ete University) and/or
“Job Interviews” (Video cassette/Goldmark Communrications Corporation), or
. any video- taped presentation of a job interview. :
5. Local job application forms, r?ewspapers, and phone Bodks. e
N E] -
6. Various handouts to illustrate everything discussed during the workshop. -
R 3 -
oo ‘ R
“VeryUseful Extras¥ : ‘ ¢
ll.x“ The Self-Directed Search (Interest Survey/Holland) _ ,
PR Guide for Occupational Exploratlon (U. S. Department of Labor)
3. " "How to Write Better Resumes (Lewns) i
4 Civil Service Appllcatlons Pamphlets, and summary of Examinations (State .
Civil Servicec i . - :
il Service commission) Ay, { ’ R
5. Apprenticeship and Trade School Information ( NATTS) . ’. ; *
6. Information on any of the other local edé:cattonal and/og. tra|n|ng programs
C.E.T.A., Continuing Edacation, Community Colleges, etc. * .
7. ‘Basic Grant Application forms and the Student Con5umer s Gunde '
(U. S. Department of HEW) ] - .-
8. Career Emphasns Series (Olympus) ’; ’ p
9. Coples of cover letters and resumes generated by partlclpants “ih previous 1ob
search workshops
‘. . . ) e, .
) ’ ’_ ’-
3;‘ A IS ] v
BN ) 4 ’ , .
P S i ’ .: & ’ A Y ]
g . :/ / r -




. A. ,SESSION | '
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. SESSION /'OUTLINE } /
. | |
t
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presented in t‘hg "vital j'pages”(f as listed under resources {Page 3). Workshop
leader -should emphasize the importance of self—understanding‘and its
ship to job satisfactiod, chooj"sing the right%job, etc. Workshop Ieadfr should
“also stress that “finding a jobf is a job”, and that the ultimate respon ibility of

landing the best job }s’rests 'with ‘the participants - ACTIVE JOB-SEARCH
VERSUS PASSIVE JOB-WAIT! : -

I ~
‘ t

Workshop irq[oduction based on warkshop leader’s interpretation oz‘foncepts

N

-

&5 v < r( a . , - -
Small group assignment and Icebreaker. /
- " / . ‘ Al .v (
~ r . ‘ . - , . ;]
] 1

. ICEBREAKER - {
|

.

Materials: None

L4

. Procedure: .

" Work_shé'b leader asks the participants to pafr-up with someone in the
group that they don’t know very well and spend about tef minutesgetting to
know as much as they can about each other. (After the first five minutes,

workshop leader should announce that if both people haven’t gotten a chance -

to speak that there are only five minutes left and it's now the other person’s
turn.) ‘At the end of ten minutes, the individuals from each dyad introduce
their partner to the larger group using the information they have acquired
during this short exchange. : \ : ’
Leader’s Role: - o

After all group members Jave introduced each other, the workshop
leader e>5plains how typical it is for people;" in general, to describe themselves

(s

in terms of their jobs, geographic Jocations™ and famjly statisties. (Note: For
those individuals who have not been sué‘essﬂﬁ in their employment and/or
some other significant area .of their tives, as would typically be tée case with
our disadvantaged ABE/GED students, there often affpears to not bd much to
offer in terms of a self description. Thus, their response in the dyad might be,
“Well, | quit school eight years ago. My.husband left me last year, and he's in
jail now in Ohio or soj—»ewhere. 'm laid-off from my job at the factory. I'm
broke, and I've got fo
there’s not too much to tell, exeept that | realiVAneed ajobl” .

. By- generalizing this exercise into an interview scenerio, - té workshop
leader can emphasize that an employes usually makes the-decision of rather or
not to hire a particular job-appliqant based on the impression she/he makes

. within the first five mi?utes of the interview. That's why it's so essential {or an

applicant to present a clear picture of his/her interests abilities, skills-and per-
. sonale characteristics, and not just to regurgitate the same vital statistics’’
already presented te the interviewer via the company'’s job application form.
The leader should once again stress that a large part of the workshop will con-
centrate on helping the participants understand, define, and express this

broader-b%sed self-image. . ,

relation- .

Ir lietle kids at home depending on me. Other than that,¥

’,

-

)
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_ fore beginning the Icebreaker Exercise. R

" Workbook introduction and Party Exercise.

I
Lxﬁﬁg'%;,_;; — ’ } B )

Variation:

If the large group ‘has more than ten members, the workshop leader
should have everyone count-off by twos. The ‘‘ones” will then belong to

smaller group A, and the ““twos” to smaller group B. This should be done be-

- a

—_ 4

-

¢ PARTY EXERCISE
\

EN
)

.Materials: None \ c

Procedure:, ‘ BN

After introducing the workbook, the workshop leader ‘asks the part?ci-
pants to turn to page 4, “‘IVhat Skills You Have and Most Enjoy Using”, and
to carefully éxamine-each of the six groups of people as presented in the
Party Exercise. After about five minutes, the workshop leader asks thepar-
ticipants to complete steps 1—4 on page 5, but not to allow anyone else‘in
their group to' see their answers. Partners are then asked to try to guess each
other’s choices. Note: Even if the partners can guess each other’s first choices,
they will almost never be able to guess the second or third choice of skill--
groupings. 4
Leader’s Role: . .

After all participants have had a charice to interact with each other

via the Party Exercise, the workshop leader emphasizes that the most im-

portant questions on the interviewer's mind are those questions that most
often go unasked, for instance; ‘‘What kind of 3 person are you? How well
do you manage yourself in relation to those in authdrity and your co-workers?
Are you a pegrson who will exacerbate the company/employee problems, or
who will help to provide solutions to those problems? What kind of a person .

. are you towork with, talk to, etc.? What areyou really like?"

The Party Exercise is'based on the theory that we are most attracted to
groups of people and skills that we most enjoy. . Since many people have
hobbies and participate in activities that are never reflected on a job applica-.
tion form, the workshop leader should stress how important it is for partici-
pants to talk about these interests during a job interview.

Y '

N

&« o S S
Materials: Short evaluation forms*, pencils. {(*See Appendix A).
Procedure:

Each participant is asked to anonymously respond to the q‘uestions
orythe short evaluation form before leaving the session.

Evaluation of Session,

+

t
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B.  SESSION il

1. Introduction to the idea of “functional skills” drgwn from the concepts pre-
sented in The Three Boxes of Life (pages 137-155).

2. Group exercise on roles.

ROLESWEPLAY - -

L P

s

pencils. - ’
Procedure: - o
Workshop leader leads the group in a brainstorming exercise of all the

different roles people play in life. For example, if you are a parent and work .

as a laborer, some of your roles might be: husband, teacher, athlete, cook,
- consumer, clockwatcher, follower, citizen, etc. Then each partic¢ipant is
asked to construct her/his own list of roles that she/he currently plays {or has_
played) in life. Everyone is encouraged to come up with at least ten roles.
Variation: - .
Participants are asked to make a list of all thesjobs they have ever held,
full or part-time, paid or unpaid. (See Quick Job-Hunting Map, page ,6,*for3-.
=, more ideas). : :

L=
: : N v
; _» Materials: “The Beginning Quick Job-Hunting Map”, bl\a&sheet of paper,

. 3. Completion of workbook. ‘ .
- ~

A ~

TRANSFERABLE SKILLS INVENTORY ~

@

L @

Materials: ““The Beginning Quick Job-Hunting Map”, paper, pencils, and a *
brightly colored pen or crayon for each student,- “~ .
Procedure: _ ‘ . T
Using the list of roles generated through the previous exercise, partici-
.- pants choose seven major roles or past job titles and enter these at the top °
- ’ of the“Skills Inventory (See Quick Jbb-Hunting Map, page 9). "Participants
then follow the instructions given on pages 8 and 17 (Quick Job-Hunting Map)
to complete the Inventory. g ) . ‘ .
Leader’s Role: : - e BN .. -
- Workshop leader should clarify the instructions given in' the workbook
to ensure that all participants understand the exercise. Since everyone will be ,
completing the Inventory at his/her own speed, the workshop leader can elp
each participant access his/heg Patterns an? Priorities (See Quick Job-tﬁing
*  Map, page 17) individually. . : . ~

o A
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' . “<
‘ ‘ 7 PRIORITIZING -
¢ C ' (*
Materials: “The Beginning Quick Job-Hunting Map”lgrids paper, and pencils.”
Procedure: diﬁ
Under the" gun ance of the workshop leader, partlmpants should com-

plete the exercises in the workbook* up through page 25. Helpful Hint: To
save time print-up several grids for each participant in advance. (See Appendix-
B). »

Leader’s Role:

After all the par'ucnpants have filled in the diagram on pages 24 and 25,
the leader, once agaln divides the group into its original dyads (Session ).
The partners will again be allowed five minutes each to talk about themselves
to their partners, mcorporatnng the new "'self |m@ge” phrases and ideas gleaned

from the exercises. .
P X

Evaluation of Session.

. Materials: Short evaluation forms, pencils.
Procedure: .

Each participant is agked to respond anonymously to the questions on
the short evaluation form before leaving the session.

. e

.~
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SESSION 111 ' , .

Introduction coyering the purpose of job application forms and emphasizing
the importance of completing the forms accurately and neatly.
‘ - <

n

Review of the informa_tiqp_bging sought on job application forms.

PROJECT “IMAGE"
. \ . o

Materials? Blank 'iob\app'ﬁcation forms; one per student, handouts Bf samples
of ''good” and “bad” completions of job applications (See
Appendix C), The Dictionary of Occupational Titles. - ~
Procedure: - - : '
After participants have had enough time to examine the handouts, they
are led through the completign of the blank application form, step-by-step by
the workshop leader,

-

. Leader's Role: -

The workshop leader should emphasize that people are often picked for
an interview on the basis of their ""paperwork’ — the job application form.
This may be the only contact that a_job-applicant has with a prospective em-
ployer! The workshop leader discusses the meaning and importance of each
section, explains precisely how each item is to be filled in, and responds to
questions that are the particular concerns of the workshop participants. 1

A . . . . . .« . .
Group discussion on resumes — information being sought on job application
fogms versus information being presented on resumes/personal data sheets,
furiCtional versus chronological resumes, etc; .

Individualized resume/gersonal data sheet breparation, using rt}sumes and cover
letters prepared, by .former workshop participants to stimulate ideas (See
Appendix D). :

—

Note: The Dictionary of Occupational T@s is a valuable resource to use
in helping workshop participants translate a”one-word job title tnto a descrip- ’

tive pharase or paragraph that will depict the various duties performed on the
job, presenting a clearer picture of their work-related skills.

Evaluation of sessioD,
N

/ . 2
Materials: Short evaluation forms, pencils. oy
Procedure: ‘
' Each participant is asked to respond anonymously to the questions on
the short evaluation form before leaving t}\e session. .
|
.
| 9 /
‘/w‘ ’
i - .

. 10
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SESSIONK IV . L

1,

. ”

" Evaluatién of sessjon. - ‘ .

f

-,

)

IS N L3
Large group lecture and discussion of the in&erviewing process*from the em-
ployer’s point of view.

~

“dob Interview’’ (or any video—ta\ped interview of a job applicant), followed
by a group discussion of whether'or not partipants would hire this particular
job applicant. .

. 4

~
.

Dlstrlbutlon of the job application form and resume of the video-taped |nter-

. viewee for group’s perusal as her prospectlve employers.

-
-
- -

“Woman in Interview'’ (or any video-taped interview of a job applicant with
corresponding completed job application form and resume as presented above),
followed by the completion of the interview analysis form and a discussion of
the varied results. (See Appendix E).

Note:té,q:&nalysis of a video-taped job interview is an especially helpful and non-
threaténing way to allow workshop participants to experience first-hand how
quickly they (as the prospective employers) form positive/negative impressions
of the interviewee, to help them realize the myriad of factors that determines
the outcome of the interview, and to introduce a role-playing situation.

_Role-play of job interview — opt|0nal dependlng on time available, group

snze etc.

#

.
s A

i N

-

Materials: Short evaluation forms, pencils.
Procedure: o ,

Each participant is asked to respond anonymously to the questions on
the short svaluation form péfore leaving session.

-

» A .
A ‘ ‘
4 , .
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]
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SESSION V } L.

1.

&

P dure:
ko

Discussion of the effective utilization of local job-search resources.

Explanation and presentation of available jot}search/career decmon-makmg\

aids.
. A ¢

Time for workshop particifants to acquaint themselves with the d‘{ffefen‘@'
resources and materials that are available and to get some "hands-on” ex-

perience.

JOB SEA\RCH TECHNIQUES

’ )

Materials: Variofis handouts, props, and aids prowded and/or designed by .
the workshop leader; paper, pencils.

Under the direction of the’ workshop leader, the workshop participants
usé- worksheets, aids, and props to.’’try-out’’ gach of the suggested job-search
methods. Bkample YELLOW PAGES (See Appendix F).

Leader’s Role: .

Using a resource gmde such as "@mphasw Change |¥, pages 18-36,
from the Career Emphasis Series (OIYmpus) the workshop Jeader reviews
each job-search technigue and designs exercises that will not only demonstrate
the practical application of the various methods, but will also provifle the
participants with the opportunity to experience several of these techniques -
before leaving the supportive atmosphere of the group. The workshop leader
must be apprised of current local resources in order to design worksheets
and exercises relevant ';b_thé geographjg location of his/her workshop pat-
ticipants. General information is not nearly as effective for this particular
exercise, . .

Wrap up discussion.of all the workshop sessions.

J

. Evaluation of workshop..

4 . .
Materials: Long ev%luation forms*, pencils. *(See Appendix G)

. Procedure:

Each participant is asked to respond anonymously to the questlons on *
the Iong evaluatlon form before leaving the session.

)
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o : “ABPENDIX A

- ’ . ° ' N
SHOR'I&VALUATION FORM ) - N

- _ Date:

Session NO:«wersremeemansee
P~

r4

.

Réad each question and the box that best expresses your reaction to today’s activities.

. $ %
) - ' Yes No Sometimes
1. Did this activity use language which you couid ) .
understand? ~ . (1 " t1. {1
’ A
2. Were the topics covered in today’s session :, R :
__important to you? T [1] ['1- []
Y _
. 3. Were\the materjals used in today’s session i
helpful? % s (1 11 11
\ * ‘ \ ! ‘
4. Did you enjoy today’s séssion? [] [] L1, -« s
5. Before these wgrkshggs are over, | hope we wi_li tatk about - - / N Ny
- ﬁ, . » M ~ ) «{.

D

L4 i
3 + \
. .
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T ]k APPENDIX B
5 f ‘
. 0 ML
> ",'
QH' .
X ‘
4 z
- L. \" » - "’.J S s
2 . _.
. ) . ;
3 2 3 . |
) N a ,
R 4 N o 'a
4 2 4 3 4 - . _—
5 25 35 45 "
6 ° 26 36 46 5 6
7 27 37 47 5 6 7 °
8 -2’8 38 48 58 68 78 - )
9 29 39 49 5 6 9 79 8 9
; .
10 . 210 3 1 4 10 5 10 6 10 7 16 8 10 9 10
X 3 ~
. " e‘
R - \( . o . -
CIRCLE: COUNT TOTAL THMES EACH NUMBER GOT CIRCLED:
‘ . - . N
-' - ’ . AN .
2 3 4 5 6 7 8 9 10 , ‘
v ‘ \ g
. K.
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P ’
P
’ “ 14 [ \ ‘
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' «© APPENDIX.C - .
SAMPLE OF CORRECTJbB APPLICATION FORM - o
APPLICATION FOR EMPLOYMENT

PERSONAL. INFORMATION Date q / gm Social Security Number 003— %- é ,2:08 ’ ; .
ML 7 S
3
)

1887 |,

Name: Wl | son , Nanc y Ann e | B sex Eema le,
. Last st B 1ddle
Present Address |aH5 §Dnn?). Styeel Be“c:%rﬂ-& Pe.nrm,/ Vanm /é?.zj ,
trpot i
Permanent Address Same aAS abo\/& > . R cem =T
Strest le’y",i T T -State . Zip-
Phone Number . REL. OO - -~ Own Home No i Rent NO Board (4@5
7 - - g - -
- Col Col : -
Date ot Bith /.2 /25 / 62 veight 59 weignt /25 /b5 of Hair Reg/ of E?yres B[q& '
7 —
Married = ANO Single \/é/ S * Widowed NO Divorced NO Separated NO %
/ Dependents Other . N Citizen Yes @ D3
Number of Children VO NC. _ Than Wite or Children None. ) ofU.S.A_ No O &0
i Relafed to A in Our Employ, . Rfed ™ -
Stateei:ameoanr:iyggga?tm:r:t meey /\/2’)&' Known ’ vl gm/lfﬂ//nf/?]‘ ﬂ/6¢
EMPLOYMENT DESIRED ]
Date You ) gala}y W - h
rosin Ao Poets Clepk Gt s 9/45"/50 swina 3 45/he_|ef5
. - 7 7 i
' it So May We Inqui : 2
Are You Employed Now? PSS - Dad '/:7;;1{‘ of Youragreseen?%l:r'irpeloyer : 7&5’ ¢
. b J '
Ever Applied 1o this Company Before? No Where N/A' : When N/A
EDUCATION‘ Name and Location OLSChOO' A;;f;.‘?ed Gra?i%taeted S;lbjects Studied
. Grammar Sehool SDrmq Street c‘JemCrLYqu SCA 7 N /A nyy
L Bellefonde. , Penna . 16923 : _
High School * BeUﬁ&ZZ‘f_’ Senior A/j/) SCA ) y. Y //? enera.(
5;//{,760 2 /e.nnct . 6823 ' Course
College S —1. .
, wolie - - ' |
Trade, Susinessor | Cendre Cbun‘f\LUo Tech Sh. Zo:n s | Ny 4% Mudo ' ,
Schoot P/cas;m{ G%_Bm 1923 , mechanics

bloctsof Special Study or Research Work ' Pffsen.‘/’/\l &h('end/ I’)} /}/q&‘/' Classes 6C7" 7%& N

ment Conter for Adbe! s b school Squivalency diplom GED)

a3

at Forelgn Languages Do You séopk Fluently? Non C ' Read Aone Wite ANone
. 8. Military or 2L Present Membership In *
aval Service NoN C Rank N/A National Guard or Reserves  A\/O/] €.
vitiaa Other Than Religlous T . ‘
Cl_ O tic, Fratemal, etc.) Ym C A . s =

(- MC AHIZATIONS, THE NAME O CHARAGTER OF WHICH INDICATES THE RACE. CREED, COLOR OR HATIONAL ORIQIN OF (TS MEMBERS.

\ (ContlnuodonOth«Sldo)‘» 18 .

APPLICATION FOR EMPLOYMERT



R Page 2 APPENDIX C
FORMER EMPLOYERS {List Below Last -Four Employers. Starting With Last One First) e
‘ -
MonthD::; Year \ \rjame and Address of Employer ' Salary -, Position _Reason for Leaving
From 3 /80 Du.nl . Ford Motor Compan *’3' 15 [hr. car . foved
' Bell 2 A4 N stll employed
10 Present Benner Rike , BelleforTe , (G 16823 | pardtime” .| washer
Fom 2)gp | Cendre County Vo- Tech School | 6 | vemporary -
‘ : 3./0 /hr. porary
o 8/86 Pleasant GGap, Penna. /6823 [hr. | custodian CETA position
From 7 /79 Dave’s Lusmch Stop--- - -~ ¥, 4. - employer uné.bk
285
To_ =I./—QQ-H Bcﬂefbnﬁﬁ &hnt 1823 //\f- waitress o Wire me Lell- $me
’From :
To ) . X\
'REFERENCES: Giv? Below the Names of Thrég Pe Not Related T8 You, Whom You Have Known At Least One Year. '
- Name ' %\‘ Address Business Achl?aaf:fted
) worK # 1 357- 2793 —
' Mr. Joseph Smth Bn 22, &.Hcfwrﬂﬂ b 16323 | Vo-Tech Instructor o
i . work # : 355 - 0b2) =
2 D\S-.MMM‘- Whike Brr 220 Bellefonde f.gu823 | CETA Counselor 7 mos.
. home# : 359.3649 . .
3 Mrs. Roberte, Thomds  |am 7 ,_Pleasgnt Gap B hie3 hou sceoife I/.ﬁ/,gnd 5
PHYSICAL RECORD: o :
List Any Physical Defects ~ Mone. ¢
. s 3 . .
Were You Ever lnjured?j YCS Give Detalls Brokgn arm In sporfs QCC(d€n+ — 1972 .
-\ %% o -
Have You Any.Uéfects In Hearing? [V In Vision? /1/0 in Speech?  A/p
lnCaseof "~
Emergency NIy, oc Mrs James ) /Son (245 Sﬁr/nq St é//cvgm‘e A {55 - 001D
hone No.

\ -

s
authorize investigation of all statements contained in this application. | understand that misrepresentation or omassuon of fac‘ts called for
cause for dismissal. Further, | understan%ind agree that my employment is for no definite penod and may, regardiess of the date of payment
I my wages and salary, be terniinated time without any previous notice, !

4
Dats 9 / g T/_ %(0) atro 7/&”20% . WM)
EO
DO NOT WRITE BELOW TH!S LINE
L. . /
Interviewed By W Date
T e 1o t
’ : .
- 7 -/ . )
REMMIKS:__ . ’ : ! M y
S . ! *o s
- : AT -
8 Y N ) ‘( "-* ) ]
Noatness - ' "1 Character 7 : ‘
. o ~ .
b Y i
Personality Ability ; -
s T
- Salary , |
Hired | For Dept. Position will Report Wages !
H : N < ‘//
Approved: 1. - /2. y 3.
B ‘ Empolovment Managoe Dept. Head General Manager

5

SAMPLE(\SF.CGRRECT JOB APPLICATION FORM

\
! ; 16 . o

:_',‘“, Y . 19
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v < . ',' ~ v ey . m
e oo . - '3 * APPENDIX C T
. ' ™° SAMPLE OF INCORRECT JOB APPLICATION FORM S -

i

- N

N
~

) APPLICATION FOR EMPLOYMENT _
PERSONAL INFORMATION e j}j[ % 5,/%}8' cgeyumbor D2 @?ﬁ
Name Tones K <EF( ( L ___Age [ L sex m41n 2
Present Address ‘Wm‘/bf o %/"/:’// ”7[_‘ c';y/gf B - -
Permanent Address . ° sm;- ‘ ‘ - - ;sm —

Phone Number “S5 ;; LL'L-/ O¥n Home //W W//%ent/ﬂy /}/Jlfsoard ' AR
Date of Birth ///3 /é}__ Height ;} Weight /j s gﬂ-ﬁu }/Ol’? ofOIEOyres 2 — ]

'Married . Smgle’ /[ 4 &? 3 Widowed _ Dlvorced Separated
. ' t *7 ! Dependents Other . - GCitizen Yes 2 (3
Ruamber of Children Than Wife or Children  * \ ofU.S.A, No O |2
" Re),ated to Anyone in Our Employ Referred
State 'Name'a_nd Department /A,{) If‘ pd) 0 ’ Bi ( }Q &/ 7
h p—
EMPLOYMENT DESIRED . \ ‘\
Date You*’ ) i ' Salary
Position /44 1/ %‘/ﬁi Can Start A Ve Ve Desired —300 z
4 7 7 T . ) N a
It So May We liquire; %
A\uYou Employed Now? /) Y 74 /M//L/ of Your Present Employer @
[
- : . j .
Eyer-Applled to this Company Beford? A/ ) . Where .« | ' When .k
i @
' ’ . - Years Date - v
EDUCATION, Name and Location of Schodl . fﬁe’nded .| Graduated Subjects Studied
g

'Grammar3chool BQ/{C{ E&.C{f‘{ /—L:3~ i . P

- 'P)f/cfbnf‘ y-s-6 | -

High Schaol Pellefomn + Sc,oKI //,’ L math, Améo,/
JD'Y( fﬁ)n ~ . ] . tC+

College - - .

Tradse, Business or C
Cotrespondence
School

] . “
Subjects of Special Study or Research Work .
A v .

‘s

ps

What Forelgn Languages Do You Speak Fluently? 61& //{ / Read vesS o wite YES
7

U. S. Mititary or i Present Membership In /. ’

-

Naval Service Rank National Guard or Reserves

Ac'MNM Mter Than Raliglous

© Atic, Fraternal, etc.) ?A’SC-‘ A '(Zf r L’\ bﬂ. Vl/(

l: KC ANIZATIONS, THE NAME OR CHARACTER OF WHICH wnjnss THE RACE CREED, COLOR OA uAnoW'h'cm OF TS MEMBLRS.

. {Continued on Other Sido)
TION FGR EMPLOYMENT




. N Page2 . > APPENDIX C
FORMER EMPLOYERS (List Below Last Four Employers, Starting With Last OneFiest)

N . . ' * - :
lMdnthD:‘rt\:j Year ., «Name and Address of Employer , Salary Position . _Reason f?r Leaving
‘ . . e ' :
From : \ 73 , ] ) . N . \\ R
‘ YT Gyt 1229 | quit
To . /l/ / 7 D . /77 Z ﬂ///cz
- : , T N L.
T hher i dew, s s25 [Pl 5k
iher-m-Law, Sl 225 |Puanpe] yt S
, . ’ ’ / £ .- ‘ v
Fme v A Yo e s ) § ; ) - . '
To . . . < , . N - -
From -t g ‘):M
To T, o - N .
. : - : - ; - .
REFERENCES: Give Below the Names of Three Persons No‘t Related To You, Whom You Have Known At Least One Year.
‘ Naqe Address . , Business - “Aczsaair:ted
Bl Thomss . |"Bllefint S S
2 . 3 : . . e
ﬁpy_uw’ M s 2 Nine 5
PHYSICAL RECORD: - o .
List Any Physical Defects N : . . ' N
Wers You Ever Injured? Give Qstails ' ) - B ' *"—*L‘ '
v M ’ ° \ ) ’ - - ’ )
Have You Any Defects In Hearing? V)j In Vision? in Speech? _
In Case of : . / ‘ .
Enargency oty S /s Sna) [A B Ji) Bellibon - BT
A '/ Namo 7 K o 4 ’ Addregs” ] A T ' 'thﬁ No. =

. ®

uthorize investigation of all statements contained in this application. | understand that misrepresentation or omission of facts cailed tor
cause for dismissal Further, | understand and agree that my employment s for no definite period and may, regardiess of the date of payment

my wages and salary, be terminated at-any time without any pr vignd nofice. }
Date S/A?;/W X// % @ Signature W" M ' ; '
Refiii &y AN AN A { - I i - ¥ s
‘ DO NOT WRITE BELOW THIS LINE v ,
Interviewed By - Date ) ;
EMARKS: ’ S g -
A | I . t ‘
: A
I‘ + ‘ ’ » ’ ‘ (
eatness ' . Character - o
ersonality ) .. Ability R ‘
.,
; ) . . i ,Salary} ’
Ired 4 For Dept. Position wWill Report * Wages
-~ [ .
Approved: 1. ' 2 - <3 o
Employment Manager . Dept. Head M General Manager . '
. ) T SAMPLE OF [NCORRECT JoB AP?’LICATION. FORM . o«
. Lo - . . (
- . ' 18 21 . , e
5 - ' N T ' N ’- N




FullToxt Provided by ERIC.

I3 . ' Ky [ "
. ¥ -0 R ., a e N
* ) ? 'Y ’% vo ) -
P ¥ - s ? * ! - . N
‘ APPENDIX Q
. GENERAL LETTER OF APPLICATION Vo *
:’ - ‘, M hd o ¢ ) L “\ >
: ‘ R B
T . A 126°Source Sgreet -, ° ‘.
Bellefonte, PA 16823 -
o TWay 20,7981 . .
; N\ “ o, s @ ,
' ] X ] 2 M o
- ES - < Y
[y . 1“ ¢ A-Q -
.. . A
FRRN < N B N ¢ L
! > ‘ ( ‘ ) L%3 ¢ ° h ) C u\-“
Personnel Department . T T e TS .
HRB Singer . ( . .
Science Park, PA 16801 o e .
_ Dear Sir/Madam: / o ‘ Y - _ w‘s
My training program with Centre C.E.T.A. will b'endmgon June 8 of thls year,
and | am actively seeking a maintenance posmcGr . o
. _ a * i ] 4 B - , ":
I am enclosing my resume, and would lfe\ to be considered for ‘posifions you
have open at this time, or posrtlons you anticipate becoming avarlable méche future,
ff my background is of use to you, please contagt me' at your convenience: =+
£an be reached by telephone any weekday after 4:30 p.m. -7
. .l appreciate your consideration. . , = S T
‘ - Sipcerely, T
- - \S N
. ' . . . ‘Neil L. Corman .’ ~ -
. . ar.
B 342-0727 s -
. Enclosure . R
o * : . . ) ' ’ SRR "'a ~7
NC/jab . . . . .
4 v -~ .
- ' - , * Y
J19 . .
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.\ APPENDIXD  , J *
¢ ". ) - " ‘ . ‘ J ‘
~ RESUME . .
A ‘ < . ~ )
Name: = Neil L. Cormap Age: 21
Address: 20 N. 4th Street ’ Marital Status: Married
, 5 Philipsburg, PA 16866 . Children: Two - ‘
Telephone: 342-0727 Physical Condition: Excellent
'
‘_' WORK EXPERIENCE ' > *
. L4 . Q { »
) "February 1980 * Philipsburg-Oseola School District 814=-342-1050
Philipsburg, PA 16866 :
« Supervisor: Mr. Charles Hubler ’
- 6 Duties: Stripping and refinishing furniture
and major cleaning in school bunldlngs ,
Febguary 1977 "Gus Mariufacturing and Sales ) 814—339—6121 ,
o ' 200 Cuptin St., Osceola Mills, PA 16666 )
N Supervrsor Jullus Rech > .
. Duties: Couhtertop fabricator-made ‘ .
.. . countertops and did remodeling of !
» . kitchens: . - -
~  EDUCATION C A
Development Center for Adults, Centre County- Vocational-Technical Schooal,
Pleasant Gap, PA 16823 Presently attendrnc mght cIasses for G.E.D. (Drploma)
¥
Clearfield County Vocational-Technical School Clearfleld PA 16830
Carpentsy’— One {1} year . . ,
Philipsburg-Osceola Area ngh School Philipsburg, PA 16866, General Course.
SPECIAL sKiLLs . . . ’
e ¢ e :
. - Skilled in garpentry, maintenance, and custodral work. Built countertops, flxed roofs,
helped install kitchens and bathrooms, and used basic carpentry skills. i \
. v e - A}
HOBBIES AND INTEREST
- Hunting, fishing, minor house repairs and minor auto repairs, C S ,
—~ . . . .
' REFERENCES
) . Mr. William Falk 2nd Street, Philipsburg, PA 16866. 814—342—-3800
"Mr: Stanley Jury, Box 677-C, Osceola Mills, PA 16866. 814—342—0500
Mr. Robert Hummel Furnace road, Phlllpsburg, PA 16866. 814—342—1214
S :
~ 20 LT
A Q . ’ e o 23 “ .
:f: . - - A §7 ’7,‘
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' o o , APPENDIX D
\ * " 'PERSONAL DATA SHEET
. < K {
- . / S~
Name: . Kathy Reed // T .

Addréss: 1362 South Ath ton Street, Lot 67
. . Staté College, Pennsylvama 16801

Telephone: (814) 237—%41

s,

A . WORK EXPERIENCE:

lSt State College Area School District, Sluﬁmer

ment through CCETA. Mr. Frank BrOWn Supervisor, 131 W.
Avg State College‘ PA 16801. (814) 237— 6201 :
1980—August 19804 {

light typing and flhng; set-up notebooks for conferences.

.
; : .

- N ate College Area Hrgl‘l School, Westerly Parkway; S’tate College, PA -
7 01. Graduated May; 1980, Clerical Curriculum, ~
f ¢ Business courses fncluded Typmg I and-1l, Recordkeeping I, Office e

Practlce Busu‘iess Math Business Engtish. . . -

P
N

e g 0 !
SPECIAL SKILLS: i ‘
. i N
" Can type 50 words per minute, cut stencils,- and operate mlmeouraph
and other dupllcatmg machmes can do basic fllmg 4 E
— .

. i

o~

- [
INTERESTS, TALENTS, OR HOBB{ES:

“Cooking, being with other people.

) REFERENCES:

*

.o Mr. Frank Brown, Supervisor, State College Area School District, 131
W. Nittany Ave,, State College PA 16801. (814) 237-6201

Mrs. Margarét Benson, 1362 S. Atherton St., Lot 78 State College PA
) 16801. (814) 2380409

Mrs. Donna Stoner, Teacher Office Practice, State College Area ngh
*School, Westerly Parkway, State College, PA 16801. (814) 238—0511

-

21

,'.24;

N,

e
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A APPENDIX D
RESUME / .
Name: William Colton Age.: - to22 .
Address: 401 North Street ' Marital Status: Married
Philipsburg, PA 16866 , : , .
: : . Physical Condition: Excellént . f
Telephone:”  (814) 378-8835 ’ A
WORK EXPERIENCE: ) b
Rush Township : .
Philipsburg, PA 16866 - ! . -

EDUCATION:

HOBBIES AND

REFERENCES:

- Supervisor: Mr. Earl Blake

A

Duties: Worked for township cutting trees and maintaining township
roads. )

N\

Moshannon Valley High, Houtzdale, PA. General Course

-

SPECIAL SKILLS: 3

2

hd «
B

“x

Carpentry and repairing motor bike.

& . . T

INTERESTS: , h : .

Hunting, fishing, motor bike riding.

1

-~

\ ;

Mr. Earl Blake, Supervisor/for Rush Township. (814) 342-1719 -



5 , APPENDIX D -

.
’

R.D. 1 Julian, PA 16844
October 1, 1980 -

. N ' . ‘ [
°Mr. James Lutz % . ‘
_ Pegsonnel Director

. Supelco, Inc. . ‘ . ‘ -
Pleasant Gap, PA 16823 ™ * _
Dear Sir:

.

c

- . )
) Enclosed you will find my resum® in response to your, advertisementdor a clerk-typist.

I have taken night classes in Typing (50 wpm) and in.General Office Practice, which
included leagning to use the various office machines.

/

I feel if given a chance I could'be an asset to your company. I learn very casily get
along very well with the public and have never had any problems with my fellow

w,,_i——av\orkers I have an excellent employment record

My phone .number is (814) 355-9138. I can be reached c\ver;( day until 3:30 p.m.
I am looking forward to hearing from you

Ay
- &I 0
. Sincerely, ‘ . .
\ \ .
. - 13
Betty D. Benner ~ »
= ¢ -
BDB/jab
- o
/ Enclosure
SN0 oy Ty
i ’ X . .
- /v( ’ ) ) *
]
L 4 ' - g ):—.
¥ L
-~ - o
E

23




PERSONAL DATA 4

+ BETTY D..BENNER

.~ RD.1
Julian, Pennsylvania 16844
A (814) 355-9138
- ¢‘ ‘

PHYSICAL DATA: \
. Date of Birth: Ig’gbru;lry 1, 1938;  Marital Status: Married;
. fe ﬁ s ] i ” > N
EDUCATION: SR - P .

_* Fall, 1980 Centre County Vocational-Technical School

APPENDIX D
. w

Health’: sExcellent

Evening Course

Pleasant Gap, Pennsylvania 16823 General Office Practice
. / J 60 Hrs. Certificate
) eSpri‘gg, 1980 Centre County Vocational-Technical School . ~ Evening Course
Pleasant Gap, Pennsylvania 16823 *  Beginning Typing,
s : { 40 Hrs. Certificate
- o g Intermediate  Typing,
- 40 Hrs, Certificate
o 1979-80 De(relopment Center for Adults Evening Courses for
Pleasant Gap, Pennsylvania 16823 "High -School Equiv-
. . . alency Exam G.E.D.
K (Diploma), May, 1980
. 1951-55 Bellefonte High School Sho. Home Economics
* . _ Bellefonte, Pennsylvania 16823 -
I can type 50 V\;pm, operate the lo-key adgdintg machine, the full bank adding machine and
, the duplicating machine. I can also punch out programs on the drum cards using the IBM
- "~ 29 Keypunch machine.
EXPERIENCE: § .
. J . -
' 1977-Present Centre County Vocational-Technical School Custodian
T Pleasant Gap, Pennsylvania 16823.
— 7 r < ! - ’ 3 %. . % (13
3 1970-77 - Pennsylvania State University . Custodian
.. .. Univessity Park, Pennsylvania 16801
T 195770 Employed at home Housewife
\ 1956-57 , Weis Markets, Bellefonte, Penpsylvania 16823 Meat Department °

%

’ \ REFERENCES:

My émployment as Custodian consists of keeping the building clean, setting up“schedules
for summer he’. , ordering supplies, keeping records of time and materiats used.

My work as a housewife gave me experience in bookkeeping, filing, accounts receivable,
accounts payable, working with budgets, maintaining order, pyrchasing supplies, etc.
RN '

) . * 3
References furnished upon request
. ‘ .24

.

- ’
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APPENDIX E

y WHY PEOPLE AREN'T HIRED
Negative factors evaluated during the employment interview and which frequently lead to rejection
of the applicant, in order of frequency, (as reported by 133, companles surveyed by Frank S,
Endicott, Director of Placement, Northwestern University).

, Aren’'t iDon’t
Yes {No |Sure |[Know

1. Poor personal appearance

2. Overbearing--overaggressive--“know it all”’

InaBility to express himself clearly--pgora)ice, diction, grammar

Lack of planning for career--no purpose and-goals

h)
Lack of interest and enthusiasm--passive, indifferent

Failure to participate in activities

Overemphasis on moriey A

3
4
5
6. Lack of confidence and poise--nervousness--ill-at-ease
7
8
9

Poor scholastic record---just got by

10. Unwilling to start at the bottom

3}

11.  Makes excuses-—-evasiveness-hedges on unfavorable factors .
in record AN N
12,  Lack of tact ‘ ‘ I “
13, Lack of maturity —
14.  Lack of courtesty--ill mannered . :

15. Condemnation of past employers ]

16. Lack of social understanding . @
17. Marked dislike for school work )
18.  Laék of vitality  » *

19.  Fails to look interviewer in the eye

20. Limp, fishy handshake

21. Indecision

22. Loafs during vactions--1akeside pleasures

23.  Unhappy married life .

24.  Friction with parents

25. - Sloppy-application blank

26. Merely shopping around

27. 'Wants job only for short time

28. Little sense of humor
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APPENDIX E
Y
Aren’t Don’t
Yes | No | Sure Know

29.° ‘ LacI'< of‘knoWIedge of field of specialization

'30. Parents make decisions for him .

31. " No interest in-company or in industry

32. Emph'asis.p'n whom he knows

33. Unwillingness to go where sent

34. Cimical
35. Low moral standards
36. ‘Lazy

37. Intolerant-strong prejudices

38. Narrow interests

39. Spends much time in movies

40. Poor handling of personal finances

\

41. No interest in community activities

42.  Inability to take criticism '

43. Lack of appreciation of the value of. ef(perience s

44. Radical ideas ) L .

45, Late to interview without good reason B

A]
e

46. Never heard of company ‘

. % . . . . ' .
47. Failure to express.appreciation for interviewer's time

48. Asksno quest_ioﬁs about the job

49. High pressure type

50. Indefinite response to questions

o




N
~

J
o
B

EMPLOYER INFORMATION:

~o®
»

The colurrins befow represent the minimal atount of information you’ll need to know

[}

your job interview. Look through the Yellow Pages of your local phone book, and choose three different places where you think you’
might like to apply for a job. Then fill in as much of this sheet as you can using just the information gjven to you in the phone book.

- Name of
—
Company

Personnel
Director

Address

Phone Numbér

Type of Work
Company Does

Position(s) In Which Are Interested

>

’

!

ya

, Where can’you find the rest of the information you'll need to fill in ALL the above blocks?

-

before going to~

4 XiaN3ddVv

31 .




APPENDIX G

LONG EVALUATION FORM
3 Da"ce ---------------------
. kL Schedule for Workshops:
a. The schedule for this workshop involved 5 consecutive afternoons. How do you feel
about this schedule?
--eemeeLiked .
" g -—----Didn’t Like
' “5’\, ~-——-Disliked: Suggested changes

b.  How do you feel about the length of each session (3 hours)?

RE—(TT Ri%ht o ;
~-~---T00 Short .

-——-To0 Long 5 ‘ /

1.  General Evaluation:

7

a. Are there any career or job-search topics that you would have liked us to cover that
we did not? ~ ‘

——--Yes: Which ones?

\

) [

b. Do you feel we should take out any of‘the topics covered? g

©
.

weeYOS2 Whicﬁ ones? : Lo : ,/

e ) [¢]

¢. °“Do you feel the handouts were:

Very Helpful -
. ~~——Helpful : - \
«-Not-at-all Helpful - ‘ ) \

32 .

28 , o o

R
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: . _ o ) APPENDIX G
? : . 4
: . " ' <
. d.  How much did you learn? -
e\ Great Deat® . AR
-e--Little o . - ‘

~-—--Nothirlg ‘ .

e. . How would you rate the workshop staff®

Very Knowledgeabile
~—-—-Knowledgeable : -
-——-Not Very Knowledgeable

f. The information | received will be:
-—---Very Helpful to Me - , K
-—--—-Somewhat Helpful to Me
—----Not Helpful to Me

“y

g. Overall { rate this wo&kshop series as:

...... Very Valuable "

——-----Somewhat Valuable '
Not Valuable ) ,
!
/

h.  Other comments--
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Superintendent of Documents, U.S. Government Printing Office,
Washington, D. C.-20402, $8.00 : -

Bureau of Labor Statistics, The Dictionary of Occupational Titles,
4th Edition, Superintendent of Documents, U.S. Government Printing
Office, Washington, D.-C._@0402. $12.00

Ekstrom, Harris, Lockheed, How to Get College Credit For What You
Have Learned as a Homemaker and Volunteer, 1980. Women, T-124,
Educational Testing Service,Princeton,, N.J. 08541, $3 00

Handbook of Trade and Technical Careerzxand Training, Natlonal
Association of Trade and Technical Schools, 2021 K St. N.W.,
Washington, D. C. 20006. Free . . , S

Holland, The Self Directed Search, Contact Consulting Psychologists

Press, Inc., 577 College Avenue; “Palo Alto, California, 94306,
phone (415) 326-4448, to order catalog of Diagnostic Tests and

Teaching Materials. Professional Manual: $5.00-

- * Pkg of 25 Assessment Booklets & Occupation

Finders: $17.50

"Counselor's Guide": $1.00 , _

: 5 o
Lewis, Adele, How ‘to Write Better Resumes, Barron's Educational
Services, Inc., ‘113 Crossways Park Drive, Woodbury, N.Y., 11797. §3.95
’ ‘ LI

U.S. Department of Labor' Guide for Occupational Exploration, 1980.
U.S. Goverment Printing Office, Washington, D.C. 20402. - §11.00

"Why Not A Womanﬁ Pennsylvania Commission- fcr Women 513 Finance
Building, Harrlsburg, PA 17120. Attention:- Administrative Assistant.

_‘Free (Accompanying film available free from library)

oo Loy :
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