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‘This instructor's guide. \ designed to- accompany
self—paced student training modules an the Parts Counter Trade.
Introductory materials include an 1ntroduct on to pre-apprent1cesh1p )
training, and a course outline.’ Teachi kllnes are then provided - f
for the 11 modules that comprise this c rse. For each module some or .-
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INTRODUCTION TO PRE-APPRENTICESHIP _ '

DESCRIPTION OF APPRENTICESHIP' ” , ' ‘

The Federal Bureau of Apprenticeship identifies an apprenttCeab]e otpUpation '
‘as a skilled occupation that requires a minimum of one year of, 2000 hours on-
the-job training. This on-the- JOb tra1n1ng-and related educational tra1n1ng
is the apprenticeable period.

VIEWPOINTS ABOUT PRE-APPRENTICESHIP . . ’ " S o

< ~

Pre- apprent1cesh1p is v1ewed in many different ways by craftpersons, apgrentic:-
' ship committees, educators and the genera] public.

&

Concerns about pre-apprenticeship include the be]1ef that the pre-apprenticeship'
. ) training will flood the market with applicants for apprent1cesh1p or.that .

these trainees will go "to work in the occupation as partly tra1ned workers or
. . .that pre-apprenticeship wou]d be considered a guarantee of entry into appren-

ticeship. These conf11ct1ng v1ewpo1nts create prob]ems for persons 1nteresteo

: in apprenticeship tra1n1ng and make it d1ff1cu1t to operate pre- apprenﬂ1cesh1p
¢ ,. .

P

training programs.’

A

NEED FOR PRE—APPRENI}CESHIP R ' .
Pre-apprenticeship provides three behefits:“ . ‘ . o
"L brovidés a sc}eening’device to determine motivatien, interest,
& R manipulative aptitude and ability of persons to 1ea¥n:the skfl]s.j s
of the occupation. : ®

B . 2. Provides the individual with survival ski1ls for handling personal

1 . problems ‘and interpersonal re]at1ons on the job that may include ;
s abuse and sexua] harrassment. . : . .
3. Provides entry level skilis to help make the apprent1teuproduct1ve oo

.
o~ “ L)

. - - « from the first day on-the job. The°h1gher entry ]eve] skﬂ]s of
y 4 - the apprentice provides an incentive for the emp]oyer to hire =

apprentices.

"é.‘ ‘ Q ] .. : S . 4 . T,
. ERIC -~ * . . " - '
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PRE-APPRENTICESHIP HELPS PEOPLE X : . ;

To select a skilied occupation. . : '
To 1dent1fy the educational requirements of an occupation.
To exper1ence the‘hands -on_skills.of.an occupat1on . -
To develop good work habits. . '
- * Good job attendance v
“* Punctuality ’ ' : . ‘
.5 * Dependability ’
* Time ﬁanagement . s
To devel6p good attitudes.
" * Concern for the job
* Initiative . ;
* Interest ) ' . g@\ ' s

¥ Hea]thy; cooperative working relations withzfellow employees.

<

TRAINING LEVELS FOR PRE-APPRENTICESHIP

< ~ ¢ o ' J
¢ 3 .

Pre-apprenticeship training can be separated 1nto three phases or stages of

tra1n1ng These are: ' : .

PHASE 1 ' ‘ .

a o R

or1entat10n to the pa1nt1ng trade includes training in trade term1no]ogy,

‘blueprint- reading, too] usages f1rst aid and sdfety practices. Th1s fam1]1ar—

"12at1on tra1n1ng 1nc]udes hands- on exper1ence 1n some of the bas1c skill areas

together with.information about the advantages and requ1rements of painting.
The choice, ofaaﬂ"teupat1on to train for in Phase 2 of ‘pre- apprenticeship. w111
be based on these ;experiences If the trainee decides not to purs&e this -
occupat1on ahy further, the, tra1n1ng received to this point w111 be useful 1n

every.day 11fe ’

[y

- P
4 2 -

Phase 1 includes d1agnost1c tests ‘to determine. if reading or mathemataca1>_
deficiencies exist that would handicap a person in the painting trade. )

Remedial wo#k will be prov1ded to, correct these deficiencies.

’

- . ~ . .

.
5 s
.

. .

[

’Prov1des the tra1nee with an opportunity to explore severa] occupat1ons This .

~




‘ ' Success on ‘the job is -direct]y’ related to job attitudes,, work habits, and the -
individual survival.and coping skills. Training will begin on helping eack ",
individual attaimdfull potentiq] in these personal skills. ) '

s

Interpersonal skills will be developed which inc[ude: \

. * Communication skills . ‘ - :

- paraphrasing, perception checks, non-verbal communication
- communicating with superiors ‘

LN

* Personal effectiveness ‘ o .
' - problem solving, family relationships, sexual harrassment and
‘pe%tering on the‘job. : y [ ’ . ‘
© ¢ * Interview techniques _ 'i e ' ‘
- apprenticeship.committee intefwfew Procedure v .
. PHASE 2 S ;

)
o

.. This tnainind begins the serious Preparation for an occupatjon. The training

‘ related“to, job attitudes, wark habits and individual éurvivaj/_,and Goping
' skills will be continued from Phase 1 with more-emphasis on the relationship .
ato-the job. . o ’ ;h
' . * N

Mahibulative ski]is,wiTlnbe deQe]opga by the completion of.a series of projects
}nvolving basic trade skills which have a fhffybver benefit to persons outside
_ = of the occupation. At ]eést 3/4 of the training will consist of hands-on ‘ -:
L n'experiences. “This inétrﬁction should -be cgn&ucted‘b§ a-5killed craftspersen
' - “from the trade or'ocguﬁation_who,has the necessary teaching skilis,

-

The jpiqt éppren{}ceship committee for the ‘occupation will be invited'to

. . db%erve'the'progﬁess of trainees dufing Phase 2wapd to evaluate the potenti
_ forﬁtrainées for entry ‘into apprentigeship. The parficipation of the appro-

. ‘priéTe_jqint apprentfcegﬁip 6ommittge is ‘essential to the sygéesé of a pre-

- apprenticeship program. This cowmunity~fnyo]vement‘insures that ‘the training

®is relevant to ‘the occupation anq meétiyindustny training standérdss

4 »
. v 2 C
o - . N , .

Py
'
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4.
' \AL the completwn of Phase z Lhe Lrainee.wil] havc enough experience with the
! occupation to decide, whether to continue with the .training into Phaae 3. The N
Joint apprent1ce§h1p conmnttee will have knowledge of the quality of the
training program.and w111 be in a position to judge the qua11f1cat1ons of the
students for entry into the apprent1cesh1p training program

« PHASE 3

Tra1n1ng is concentrated on 1mprovement of man1pu1at1ve skills so that the
trainee will be a product1ve employee the first day on the job.- This training
can be either industry conducted specialized trgining, secondary school voca-
t1ona1 pPrograms or community co]]ege preparatory courses spec1f1ca]1y re]ated .
to the 0ccupat1on Trainees can also participate in @o-op work experlence
involving “hands-on iraining at the secondary or community college 1eve1
Hands-on training is considered essential for an effect1ve pretraining pre-

gram,

]

n A

The Phase 3 tra1n1ng period provides the( trainee with an opportun1ty to
search for an employer willing to .take an apprentice.’ Frequent]y the emp]oyer
prov1d1ng Co-0p work experience training will h1re the trainee as,a regular
employee. - . °
It is possible that some employers w1]1 h1re the trainee w1thout further

. trainjing. Some of these employers train specifically for the1r owh needs In
the process, job descr1pt1ons have become highly diluted. Instead of produc-
ind journeymen possessing a. widé range,of skills, companies have settled for
spec1a]1sts trained to' perform the specific tasks needed in certain narrow A
operationé While this may be Sdequate th meet the special needs of an >
industry, it certainly-will notmeet the training and manpower}needs of the . ‘
nation 1n the future. . E o

Apprent*cechi prov1des a broad base of tra1n1hg bypg\y1ng the apprent1ce a
wide range of skills wh1ch insures cont1nuous employment. Workers 1east
VU]nerab]e to unemployment are those with the highest and broadest sk1lls and,

best training. The trainee’ shdh]d make every effort to enter)an apprent1ce-'
ship training pro&ram des1gned to provide training in®all skills required

X
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Pl

. in the trade or go to work for an employer: who will provide broad basec

traini T\{\ _ . - \

’ . .
\

Each tr {nee vl choose a joint apprent1cesh1p committee meet1ng to attend
dur1ng Phase 3 training. This will provide an opportunity for the trainee to
/ become acquainted with members of the joimt apprent1cesh1p committee and to

gee how the committee functions. *

PHASE 4 EMPLOYMENT AS AN APPREfoéZ . .

. - Trainee enters, apprenticeship. training on a direct referral basis under
agreement with the appropr1ate Jo1nt apprentice comm1ttee which permits per50ns

tra1ned in programs financed with federal funds to enter apprenticeship on
direct. referral - Direct referral eliminates several of the procedures in the
) selegtionlprocess and makes entry into apprenticeship less cumbersome. ¢

’ s“‘ Not all joint apprenticeship committe_e‘s use the .direct referral s.ystem.. nis
is the reason why sponsors of pre- -apprenticeship training should directly
involve joint apprenticeship comm1ttees in the operat1on of their programs.
This provides comm1ttees with an opportun1ty to evaluate the effectiveness of
- . pre-apprenticeship.

l\ . i Eiad

. e i N -'. “r b
. .The federal Job Corpé Pro@rams enjoy -direct referral placement in apgrentiqe—
ship for their graduates The Job Corps operates an ideal pre apprenticeship
program. Proposed sponsors of preg-apprenticeship. training. are adv1sed to

v

visit: the nearest Job Corps tenter to see-how the programs operate

The Job Corps Centers.in Oregon.are Tocated at: : s
) P 1] . ' «

¢ '
f

" Angel Job Corps - ) ) . Timber Lake Job Corps
Star Route fNorth e , '+ /Star Route Box 109
Yachats,.OR 97498 _ . , ~ Estaeada, OR 97023 : .
© 547-3137 ] ‘ o , 834-2291 . B

i

)
kA .. ) !




Little
Glide,

iver Route
R 97443

. 496-3507 .

*

. Job Corps Centers {n Oregon Offer Tra

-
>

* Carpentry
Cement Mdson
Brick Laying

~
-
. .
.
6
.
.
- .
.
-~
.
L]
-
.
)
.
- L
P

A

L

3

Wolf Creek, Conservation Centers |

s Ty

/

Plastering

Tile Setfing

s
. .

Tongue Point Job Corps

Astoria, OR 97103 .. .

N

325-2131 ‘

. .
. <

?hing in these apprenticeable occupations:

‘s
Avtomotive
Paint .
Y ainting .
¥ k‘
e '
-
. * > -
. ' T‘
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* Ky
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. RECOMMENDED PROCEDURE FOR COﬁbUCTING PRE-APPRENTICESHIP® TRAINING
. i . “\.‘ )
[ . 1 . v . ' ‘J .

» ADMINISTRATION _ ‘ p

¢

2
-~

Phe-apprenticeship‘trainino can be condlucted by various sponsors.. These 1nc1uds -
secondary schoo]s, commun1ty colleges, unions, employer assoc1at1ons, labor/man -
agement tra1n1ng trusts and pr1uate groups such as 0.1, Cs

-
+ N

ADVESORY COMMJTTEES ° L e - , o

?
. . S

o

Use of bhoad-based community advisory Committees is mandatory for preapprentice-

sh1p programs conducted by secohdary schools and community colleges. Pre- apprwrc1 “a-.e

ship weeds the support and recogn1t1on of the community in order to be successfu,

Fy

The adv1sory comm1ttee should have representatives from these grouhs . Coe

-Federal Bureau ~of Apprenticechip representat1ve

—
3

) . S -State- Depte‘ofsEducat1on spec1a11st

PaXd

Schoo] adm1n1strat1on -high. school pr1nc1pa] , A
‘-board members e
-vocational director . ) '
. ., ¢ %-CO0-0p wohk experience
. -T & T iinstructors ‘ i . .
, Community * = .  -school graduatg in trade _. -
) ‘ . -member of joint apprentice'ship'%omnittee\ -
. -emp]oyer, member’ of trade s
> -employee member of trade
zunion business agent _
-industry training coordinator
-representative of financial commun1ty ‘f' ) L_.,~ :
" -representative of press . ‘
-Government personnel -ESDdreg1ona1 vocat1onaT coord1nator ,9
Y ; l -Oregon Division of’Apprent1cesh1p field representacv"e




(T’ v ° P
- " L . \‘ A .
- FINANCING o ' L ' I G
- Vocat1ona1 tra1n1ng programs general]y cost more than academic programs because ‘
] i' the student/teacher rat1o is Smaller consumab]e supplies “are requ1red and -
Y ]
N eXpens1ve equ1pment is needed.. Resources to f1nance pre-apprenticeship training
are ava11ab1e from a number of sources. —These include: * .
-t
¢ . ) L4 ! - / . ° *
, > “Vocational rehabilitation -twition fees 1 ‘
‘ Federal funds for immigrants . -Asian ’
Vet .« ’~Cuban - oo .
~ L. -Spanish American T f .
) | .Special grants ) -U.S. Dept. of Labor
'( e o ) U.S. Dept.,of Educat1on
P . \CETA .
«‘ N - v Lndustry S
w2 ‘ . State Dept. of. Educatlon ‘
e ) Econom1c Deve]opment Adm1n1strat1on
. - . n -
Seeondary school funding Tbasit school grant from federal funds
° ~
-community college funding - Lbasichtate funQing.
' s ¢ «
INSTRUCTIONAL DELIVERY. SYSTEMS
. o ’ - . .
: The type of sponsor for,pre- apprent1cesh1p training will determ1ne the t1me-
) b]ock used for the program I?‘tra1n1ng is started at the 9th grade level, a

two—hour training per1od w111 genera]]y be used. A ha]f -day training period should
be useﬁ/tor an acge1erated program at the secondary level covering two years
Community co]]ege .programs can be e1ther half-day or fu]] day programs Private -

Sponsors. genera]]y will operate on a fu]] -day basis. *

" Instructors for the trade specific tra1n1ng should be quau1f1ed craft workers
" These may be emp]oyed on E part_t1me bas1s, or‘fu]] ‘time, serving severa] programs
- The necessity for sk111ed workers to teach-the trade spec1f1c items of the program

E




cannot be~o¥er emphdsized. The work experience of s«nluqa.graz' worker° alves !
‘thaw the 1ns1ght into the occupat1on needed for effectqve teach1nq ’ )

34 . \ - . - ) *
. .

' . . »'. . NN

WANIPULATIVE SKILL’TRA‘INING , : Cos cs T Ly
“ . . v - . .

The mqn1pu]at1ve skills or hands—on exper1ences provide the basi§ for a sound
and effect1ve pre- apprent1cesh1p training rogram Uﬁ1ess thjs tra1n1ng is

aVa11ab1e the program will not succeea _ .
@, . . . * ‘e . <
Important.considerations involve the following items: . o .
LT . ' : - . o . ‘ ./
Masic tools -tools required for each participdnt- = ~ ' ‘

4 : . ' . <

. .
.« . ¢ L1 ® -

[

+

, GEneral or shopltools' . :powe} tools (6ﬁnchased or rented;:

oo - <

- Materiatls -purchased by training agency

4
[ *

. - ' .o -purthased by others (trainiﬁg project sponsor) '

[P S “donations by 1ndustny (defective goods) 3
Trainfng facilities ~ ° -school based 7 C

' ' . - ~communi ty .based - : B
‘ a . g _" : . l - s E . “s B .
Training projects. . -schoel} maintenance work: " . , . -
‘ -simulated projects ‘ S i~._- ‘ . T

. . —commuo1ty projects _ - - -
o~ 4 '-pr1vate prOJects *(non-profit orgqni;gtions-low N

, ‘ income persons) - B .

COORDINATION WITH EXISTING P'ROGRAMS o

_ . - . . . . 1 . - = lx

Pre- apprent1cesh1p {hou]d be coord1nated with-related programs in seconday?‘

" schools and.community colleges. o e T - . .
Welding . : ~E1ectron1C§1 _ . . ) ‘f P !
Blueprint reading/drafting e Industrial mechanics cluster v

>
Surveying v . L , Construction r1ugter ) -
Automotive . Elecgricity/electronics cluster .
. - ) ~ . £ oE .
toas R R . ’ BEAEEN . ’ ] -
o1z A
- b . ’




‘ MISCELLANEQUS CONSIDERATIONS ‘ " . { ) ]
e . . . ’ v ) R ,
. - Legislétion, community sdppont and political considerations will all have an |
effect on pre-apprenticgépip training. Activities related to these concerns ‘ . )
. include: ‘ /

.

Publicity notices

4

vz ~ (ivil rights

s °
N
.
I3
A
N B
»
.
.
° )
- . .
8
[
.
* 7
a
-~ ;‘;
TYeg,
.
iy S
»
—
\ e 7
i
. - -
»

Workshops and technica]'assistanée

- Transfer of learning

© -effect of civil rights cempliance

-State Dept. of Education |,
-public service
-newspaper . ' -
- -radio _ . .
-translation to Asian/Spanish American

P e

-

TN

A,

-benefjts of Voba}ional\training to other

occupational endeavors - .
. ) * % .
s : ) ’
f
- .
,~ { .
S :
Y
M 6 - * '
s




n 7 COURSE OUTLINE - . _ : ~

1.0 Introduction to the Parts Counter Trade

History . :

Treids . . . ) 0
Working Environment : . 7
Enployment Practices T
Wages ’
Common Worker Benefits

Trade Terminblogy

of

£¥;
— e b b
e v e e « e
~NOoOYOY S W

» 270 Diagnostic Testing ) ‘ .
2.1 SATB . - ‘ - Con . R

3.0 Survival Skills : y
i e ' .
Expectations
Communication Skills , 2 X
Giving and Receiving Feedback . _
Dealing with Interpersonal Conflict ° .-
Group Problem Solving, Goal Setting and DecisYon Making. K .
Wider Influences and Responsibilities
Indentifying and Developing Individual Strengths
Worksite Visits '
Resumes .
.Intervews '
+ Appropriate Work Habits and Attitudes

v W WWWWWLwWwWw

—t e s s e e @ P
P OWOSNIDO B W —

e W
.

4.0 Trade Math <,

. 4.1 #ath Diagnosis
4.2 Math Remedial

5.0’\Physica1 Requirements' ) » )
. 5% Physical Requitements ° .
' 5.2 Developmental Processeas .
I ’ . : e . . )

6.0 Safety . _ .

’/ .
6:1 Geteral Safety
6.2 Pefsonal Safety
6.3 Fire Types and Prevention
6.4 MHygiene Safety ~
6.5 )
6.6.

N
S5 .

[ >
- -

“ﬁ’é

Hand Tool Safety
" Power Tools
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7.0. First Aid

7.1 Fivst Ma -

°8.0 Merchandising and Sales ,

8.1 Custqmer Relations
v« 8.2 Salesmanship

/

9.Q Store Operations

\ ©9.1 Catalogs

} 9.2 Records .
. 9.3 Other Operations
5 9.4 Housekeeping

I3

-

10.0 Product Identification_

-10.1 Relbgnize Components

11.0- Project

.
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I1., WORD TO THE INSTRUETOR

.~
E‘ 4

This course was de§1gnéd\to be a tréde-fé]ated, self-screening, job explo.ation
package, providing the student with basic trade theory, basic trade manipula-
tive practfce, projects and on-job-site visitations,

4 . PN . .
Further,- it is to be fmg]ementeq by ins%:uetﬂ?§‘hho are sktlled in each of -the
general topics described in the course oMtline and_expanded on in the instruc-
tor's guide. . . .

e
~

The curriculum is cowprised of two pa}ts: 1) the instructor's guide, and 2)
syupporting modules and references which are spécified in the instructor's
.guide. The instructor should seek other suppo}ting resources where available
or necessary, ) . ? -

=~ -

\ -

The instructor shoJ]d bear in mind that there are two broad objectives written
into Fhe,design of this course: 1) that the student will receiyg instruction in
the preapprenticeship mode of the trade (which .is designed. to enable himﬁn‘her.
to gain enqgﬂg exposure to the trade to (a) aid in making a.career decision,
and (h) dacilitate entry into the trade), and 2) that the studént will retain
some carryover gki]]s which he or she-.can use in life, even should the student
decide not to enter the trade. )
Essentially, this quide is patterned after a program begun in Oregon in
1979-80. The participants in the'prqgrém are wbo]iy CETA-sponsored, mary witn
motivational or physical impa}rments. The program concentrates on providiﬁg
mot?Vationa] support and/or physical therapy. A typical program, broken down
into its major components, -would be: o

40% hands-on, manipulative work . : \\

30% motivational support work

10% Jjob visitation

5% physical devglopmeht—dr therapy

15% class lecture, discussion, etc.

.




&

Y

Not all 1nst1tut1ons will have the resources, nor w111 all’ programs’' students T
have the need, for such’ a breakdown #. 1he Jnstructor shou]d 1dent1fy the needs .-
of the students and ut1}1ze the gu1de 1n the manner best su1ted to meet them.

I11. * RECOMMENDATIONS

L+
>

Hands-on work is probably the best Tearning exper1ence for students in trade
work, It is essent1a]w1f the two broad- obJect1ves listed above are to be met
Therefore, implied in the topics covering too]s, materials and tasks or work
processes ‘is the notion (emphas1zed in the, Instruct1ona. Outcome for these
tbb?cs) that<the Student will practice using the tools and materials descr1bed

-

e H

N -

therein. ‘

:
2 s q“

T
In lieu of describing in the Teach1ng Method
those tasks which will be performed with the described too]s and materials, the
writers leave it to the imagination and material reSources of the instructor.

Practice is the method by which skill is developed.

’

nd Aids section of the guide

Y
~3
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. " 1.0 Introduction to the Parts Counter Trade '
. t -~

INSTRUCTIONAL OUTCOMES: \ The sgudent will be able to identify and briefly explain
the history, trends, working environment, employment practices and wage-scales of
the trade, as well as working people's benefits and trade terminology.

» <

-y
~

v

<
N e - s

4 -~

INTRODUCTION: - In order ‘to become an effective worker or make an effective, real-

istic career deciiién, an individual must be exposed to various aspects of the
trade. : g .

?

CPRESENTATION. - . B

<

TEACHING OUTLINE

)

TEACHING METHQDS AND AIDS

L]

4 - . . . !
1.1 History S, | Explain and Discuss
A.* Parts industry’héélgrdhnzwith automotivet, ,
.. industry. . - _ ‘ ; . . ILS Intfoductiqn to the Parts -
. ~ Counter- Trade )
1.2 Trepds- o P
A. Currently two: increased competitighy and| ) ) ‘
inqréased complexity. - 2 o
- B. Coméeiition is promoting fore parts:
hoyse&. ‘ ; ‘ T '
1.3 Working Enyironne 8 Jobsite Visitation
"A. Conditions have_improved'greatly. Invite Job Specialist
e R , < )
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s

1.5
A.

-3

B.

c:

Employment Practices =

. clerks. T,

Employment is year-round
1. Industry siows down in winter.

’ o
Industry emphasizing bub]ic relations

aspect of counter person

\

Relatively few apprentices in Northwest
Individuals need to, find employer to
sponser selves into trade.

‘Employers desire schoof background in math,

'sciegce and business.
=8

"Beginners may be used és delivery people
1. Then may become shipping and receiving

2. Then may become counter people..-

Wage Scales
Relatively low for beginners, but improv-
ng

Lack of weld-structured aBprehticesﬁTp
program, reluctance of business people{
low wages all contribute to shortage ofw
well-trained workers.

Y

«
®

Needs personnel for 1ncreased volumes,
elaborate record keep1ng systems.

R

®
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1.6+ Cdnmén Wdrker Berefits . . _Explain and Discuss !
" A. Unemployment Insurance ] i .
- 1. Purpose. , ILS Common Worker Benefits

-

. K
.~ re—

-

E

»

. b _a. 'ﬁrensition from job to job.- co @

‘ \ b. -ease.strain of ]ayoffs. : Invite Field Rep

M I 2. ‘Source of benefits. - Workmen's Compensation Board .
e | I ‘) .af payroll tax on wages. - [ 1"BOL Wage and Hour’
| 3. Eligibility.. - ' Employment Division

‘ a. depends on base year earnings. . o

‘ - s b\\ depends on reasons for leaving . N

-, . work. ( ‘ ~-

4. "Level, of benefits.. s e N B -
¥ T a Tevel .of base year earnings.
5. Claims process.

. 5 ~a. report to Emp]Q¥pent b1v1s1on , ' N i _
office. : .

¢ 4 .. b, brOVide’required information. \ | . .o

- - ~ (1) employer s name and address. |~ s \\*' :

- (2 your social security number. ffd o ' . 4 -

' B ' (2) wade earnlng records. U ‘ ‘ S

_i; L (4) ‘current address. , .,~ i : ‘

N 6. Appeals/hear1ng process. . ‘ I

: . - a. ;initiaﬁed by worker. ' ‘ - -~ )

o . b.. .in writing. ' ‘ . - .

o

-

y.~;’. .4 7 7 c. within time limits.- - S , : : .

o B, Wage and Hour Commission h SR .
g L Purdose. s | ,

a. to investigate and attempt equit- )

. ab]e settlement of wage c]a1ms. i )

) 2. Areas of claim review., . - | 7 '

o a. pay periods., ; ’ ' e
N E b.” pay days. R .

c. final pay days. ' i, .

. -~ - ‘
d. wage payments in cases of dispute. .




methods of compeneation and cver-
time.
minimum wage laws.
limitation of hours .n certain
industries. ; )
. restrictions on employment of
minors.”
3. Jur1sd1ct1on. .
a. Federal vs. State.
‘4. Claim Process. A

’

oA contact wage and hour conmission'
- b. prov1de required information on
appropr1ate form.
(1) dates &f employment.
- (2) ‘rate of pay.
(3) reason for non-payment.
(4) estimate of disputed amount.
c.\ﬂwage claim. conference.
. d. collection process. .2
‘ " Protection aga1nst retaliatign for
f111ng a claim.
T1me limjts for f111ng

a. _regular pay.

. 4
.b. overtime pay.
\ . e .

_C} Workers Compensation '

Tl Purpose
v a., provide medical care payment for
on-the-job'accidents.

. provide time loss payments.

c.' prbv1de payments for permanent
d1sab111ty ' c -

o ,prOV!de‘qeitb benefits.




)

2.- &ource Qf;henefitg.‘
. employdh Premiums %Qf insurance.
/b. employee coniriﬁﬁtio@s.

. 3. _Level of benefits. e

a. complete for medical costs.
‘b. varies atcording to level of final
disability. o

Evigibility. 2
a. -any job-related accident or con-
dition causing the worker to Jeave
_work and seek megﬁcal treatment.
5, q1aim pﬁocesi..

"a. report accident to emQ]oyer.
. fill out claim form. .
'hjl)'knéw your employer's ]egai
"7 name. L ) N _
~{2). know y ur’émp]oyer's“insurance
\ carrier. ‘ N
c. see your doctor for’ treatment.
6. Final determination.
a. déctor‘s statement of stabilized
condition.’ . .
b. board's findings of disability ang
payment. T I *
7. (Reopening claim for éggrqvatiog‘of'
injury without a new injury. ~
a. contact employer's insurance com-
pZny if occurs within the first
“five yéafs. .’ "

3

contact worker's compensation
board after five years.
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A.

1.

2.

N ‘ - 1.7 Trade Terminology
7 ‘Common Trade ferms

Accounts reteivable--bahances of money
due from customers. -
Active stock--merchandise in the store
area readily avai]able’for norma?
sale to customers. .

Back order--merchand1se on order but
not shipped.. ° . ’

Bil1l of lading--a carriers document

N

'acknowledg1ng receipt of goods and
- stating terms of carriage. ».

Break po1nt--where costs, of sh1pp1ng
by a particular method changes signi-
ficantly because of s1ze or weight

a c]aSS1f1cat1ons.

Cash discounts--discount given for'the
immediate or prompt payment of a b1b1

:Core--term used to describe items ”
_accepted in exchange tkansactions;

for example fuel pumps and'carbdratore

.~ Credit memorandum--neqprd"of’what is

owed to a customér in a* tranSact1on,

-

. sale or return.

3

Discoupt--an a1low5nce or deduction
from a quotéd Tist pr1ce.

Freight bill-%carrier's bill-to a

consignee describing the type and
number -of -materials, their weight,
po1nt of origin, shipper and fre1ght
charges. . S

Nll. Inventory control—-meghod of check1ng

the quantity andgmype of mater1a1 on
hand : '




_Jobber--wholesaler selling primarily
. 4 retail tradesmen, -industrjel users.
13. List pr1ce——suggested reta11 prmce of
s an 1tem. N « T .

'

e

"4, Net price--cost of an item spec1f1ed )
, by -¢he class. ‘of purchaser, for example
_ ' dea]er net. -. . . Ry
15. 0verheadeexpenses of,conduct1ng Qus\-

ness as1de from the cost ‘0f the pur- .

~ .

]

. chase of stock fabr1cat on, sales
"..costs and_sa]ar1es. For example, . =

, ligliting, heat and_telephone exﬁense§.
. 16.’3§§id out--money spent by the firm.
Psually used in_eqpnectjon with casﬁ
- register ‘transactions. T
17. 'Perpetual inventory—-method'of'regis—
" .1 tering the quantity of stock by
record1ng each rece?pt and 1ssue of
stock, , - . : o
Physical inventory4-recording of'stock.
euéﬁtiiy by actual count off.items..-
19. Purchase order—-Fbrma1urequest from
a buyer to seller- wh1ch spec1f1es con-
d¥tions ‘of sale and de’ 1very It is
notla contract unt11 a cep;ed by -the
se]]er and acknowledged to the buyer.
Rebuﬁ]t—-an oxerhau]ed or recondi-"

- tioned unit: .

€

Reserve stock~—supp]y f warehouse .
merchand1se'u°ed to.replenish active
stock..
. 22.,-Trade’ d15coUnt-~d1sco it offered to
' part1cg1ar customers. ho w111 use the

items puruhased'for retail or for
making-repairs. - T

.




ai't.o- .
Turnover--the*rat1o of‘stdék sales
.dollars to stock'acqu151t1on do11ars
for a g1ven pervod of time. "
Véndor--the seller in a transaction.
25. Narranty--aq expressed or implied
promise go make good for faults of an
. jtem due gp poor manufactur1ng-contro]'

‘or ‘répair. )

~
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; " 2.0 Diagnostic TestingyCounterman, Auicmotive Parts - .
: . . . 4 ‘ oo
* -7 A nE
° 7
. c7s
- ’ - ) ' - » [+

INSTRUCTIONAL OUTCOMES The Student w111 comp]ete a Spec1f1c Apt1tude Test

.Battery (SATB), adm1n1stered bym !qua11f1ed exam1ner and will have the resu]ts.

explainad by a qua11f1ed examinér ”

- ooty
§ LT : '.’ . .
L) v

e

7

’ i

M4

INTRODUCTION: ThevGeneral Aptwtude Test Battery is a standard1zed test that
has becomerre;ognized as' the best validdted myltiple test battery in existance '
for use in vocational gu1dance
tees to assist in the screening process' for appropriate candidates wben appren-
ticeship openings occur, and.to prov1de jndividuals with an ]nd1cat1on of the
probab111ty of their being successful in a particular trade.:

Many apprent1cesh1p programs requ1re applicants to havB.ce t%ta'i‘n aptitudes as

demonstrated by passing appfopriate. tests..* for example, the applicant may be, .

required to.pass Specific Aptitude Test-Battery (SATB) administered by thé <+ .

. State Job Sérvice. - SATBs test two.or moré of the following nine general

* aptitudes: general learning ability (cogn1t1ve functioning), verbal aptitude,
numerical aptitude, spatial aptitude, form ‘perception (ability tb perceive '
small deta11), clerical perception ,(ability to distinguish.pertinent deta11),_
motor coord1nat1on finger dexter1%y and maquaj dexter1ty .k

Each battery tests different comb1nat1ons of these nine general apt1tudes
becatise each occupation requires different specific abilities. The following
SATB tests and cutting scores are required by the apprenticeship committee '
for the t‘QQSNhezge student should be.aware of the trade requirements and* -~
determine.Ho r she-feels.about his or her ab111t1es in the tested -
apt1tudes in order to make a career decision. _ '

‘_ ~

~l, >

TPRESERTATION T T v~ i,

4 N -

o par
. TEACHING - OUTLINE

v N »

TEACHING METHODS AND AIDS . _

~— - = - -
21 SATB - S , ~‘ ‘ )
_ A. Comp]ete exam described be]ow ' iR L . . ;*:i:v'- .
~ T ) '»’-' :'7"‘ R | N ’ '
" KEY: “Trade 0ccupat1on dee # for the occupa— L " N
tion S g - s j-.
SATB for the trade“ Recommended cutt1ng : ’
, e -

The tests are used by apprenticeship commit- '

~F




. score for the trade
Moms | 0 eation of the SATB within the GATB .

e 3

COl_JNTERMAN, AU%OMO:I’IVE PARTS S#167 :
Intelligence = 90 i ,
Spat1a1,.Book I, Part 3 ’
Verba‘l BookI Part 4

Ar1thmet1c Reason; Book 11, Partié
«  Numerical Apbitude =90 4 < . - °
Arithmetic Reason; Book II, Part 6 . °

B : »Computafion; Book I, Part 3

« N . k3 ‘ .
) v <

Clerical Perception = 95

"Name -Comparison; Book I, Part i. o

f
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ﬂa_ﬁ S o T adult Grade 10
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3.0 Survival Skills/Parts Counter

~ /

s
-4

INSTRUCTIONAL OUTCOMES: The student will learn and practice fundamental concepts
in: a) dealing with expectations, b) communication skills, c) giving and receiv-
ing feedback, d) dealing with interpersonal conflict, &) group problem-solving,
goal-setting and decision-making, f) outside ‘influences and responsibilities,

g) identifying individual strengths, h) appropriate work habits-and attitudes,
and, i) phases of job search and worklife. o

—— <

4 .

INTRODUCTION: Training.and proficiency in Kiman relations skills are essential
for successful adaptation.to worklife. A1l too often in job preparation pro-
grams, these basic survival skills are neglected or put aside in favor of
training in 'the technical aspects of work. .

Thisztdpic describes the mény skil
and satisfied worker.

1s necessary to become a stéb]é, productive

3.1 Expectations
s, A Predicting the future

1. Se1ﬁ§§y1filling‘propheciesf

b. tHinking positively

e B . L
a. setting yourself up for fa11ure‘-

' . - . Yy
"PRESENTATION . . .
TEACHING OUTL%NE’ - ‘ ' TEACHING METHODS AND AIDS

»\,t’- ‘

ILS Suryivdl Skills-Expectations
PREPARATION o
Be famil{ar with the material
beforehand, and think up some
relevant examﬁies

' ‘-:-Ls»‘

AVAILABILITY. - s
Be available to students. Go
around those stullents readiria
the material. Be prepared t-
answer and hsk.questions tha

*

e -

increase-students' understanding.

oy % . N
: s ARG

&
+

A0




B, Two-stép process to Opening up expecta-
tions. o e
1. Being idealistic and realistic
. a. being creative and having idéag

°

.

keeping close to the facts

c. effects of leaving out one of the
.. two steps. y©

.
> B
. e
e -

:i'd;~comb$ning‘;he7two ,
"g._Prejudice’about otheﬁ groups.

\ T

T .

'}‘D;~$éing a winner **““;,‘
\‘.‘;', .

:

ELICIT RESPONSE
Ask individuals fEE they would
Tike to do most of a]]f Use
their reply.even if it seems '
trite. Suggest-two alternative
possibilities--the worst and
the best. Ask how each would
affect that student's feelings
and behavior at this moment.

REZEVANT COMPARISONS
)Il¥ustrate creativity from
}Qviéé, TV or writing. Tell the
beginning of a story and ask for
' suggestions <on how it might end.
Give the original writer's ver-
sion. Show how anyfhing is .
allowed in creative ideas.
Suggest studentsmread court
~rep§rt§ﬁ6r news coverage.

STUDENTS' EXAMPLES

Encourage e reme examples of
fantasy and ok sticking close to
the facts? '

\

"EXAMPLES OF PREJUDICE .
*Show how steregtype§ arise out
of;étereotyped expectations.
_Be heard thinging positively.
Encourage posifﬁve thinking “in
stidents.

v
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E. Se]f—Assessment--]ook1ng at common per-
sonal expectat1ons -

~

. F. Post Assessment

32 Commuaication Skills
A. Good communication
~ 1. two-way process.
2. importance
3. innate abilities
4. showing mutual respect %‘A

”

8 Active 11sten1ng -
1.-Centering attention on, the other

" person.

a. be1ng seen to be }1sten1ng
b. finding out what is 1mportant tb the
other person ]

c. fol]ow1ng the other person's lead

d. listen1ng to fee11nq ]
L 2.0 Check1ng that +you have understood what
- the other-person is commun1cat1ng

. a. checking .feeling | -

-

- Read through examp]es, ansyer
_ Questjons.

* ‘suggested number of situati¥:.

IDENTIFY PROBLEM AREAS

Go through questions to sae
where etudents are putting
tHemse]veS’down. .Give encour-
Ask what they want

agement.
to change.
EXPLAIN .

FLEXIBILITY .
Allow students to demonstrate
their understanding in les. t:an

ILS Survival Skills-Communica-
tign Skills.
PREPARATION )
B% famj]iar with’the‘materia’
BEING A ROLE MODEL

<

Demonstrate active fistenirqz
Ensure that- students voice -prob-
Tems and doubts.® Allod frequent
opportunity for students to i
give responses to on-going work.
Be ready to demonstrate bad
examp]es of 11sten1ng, to rrtto» ’
or 1nd1v1dua]s, ahd contrast
“with good examples.




LI

b. checking contentf‘
¢.  when it is ipappropriate
C. Being listened to.
1. Your rights as an individual -
2. When to keep quiet
3. Avq1d1ng being aggressive- S
;4. A three-step approach -
a. show%ng youuunderstand
b. taking responsibility for your own
feelings
c. §uggesting a]ternat%ves

-«

.

D. Overall imposrtance of respeéfafor indiv-
. iduaTs ) y *
1. Gommunication between equals.

E. Self-Assesstent. \
*J. How individuals™ communlcate WIth
others . , !

~ : . K

. . . 5
s . O
T . cot s

F..Pract1ping the skills in trlads-
. Active 1nstener of personal experlence
2 Ro]e p1ay betng 115tened to

a

v <
ASSERTIVENESS

appropriate examples in work °

\INSTRUCTOR/STUDENT RELATIONS

Draw examples from books on
being assertive. Think up

context. Discuss aggressive
responses with individuals.
Describe alternative approaches
Discuss possible exceptlons--
where aggression m1ght be appro-
priate.

fASSESS re]atlons in class in

terms of respect for, and equal-
ity of, individuals. Ask stu-
dents for comments:

TRIADS
Form triads (trios) as students

FEEDBACK . .
—— .
" Listen’ to one example of active

IDENTIFY PROBLEM'AREAS w7
Give help and‘ehcourapement, E
Find out from.students what
skills they want to practice;

finish Self Assessment.’ ‘

listening in each triad. Give
suggestions for improvement.
Be open to alternative situa-
tions for®the role play. En-
sure students are willing.to .
practice being sensttive to

. A )
p0551b1e reluctance and shyness.

Be prepared to role play your-
- self,




[
.
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‘ 3.3°Giving and receiving f®dback
A. Importance of being able to give praise
and criticism (introduction).

7

B. Importance of grpuﬁ support and teamwork
1. Being a team member
+ 2. Building a team
a. "knowing where you are ‘
b. pulling your weight
c. responsibilities for. others
d. group’dims and goals
3. Poor working environments
a, indirect communication
b. not knowing where you stand
C. Reading attitudes )
1. Hired of fired? T
2. How do 'you come across to other people?
3. Interpreting other peop]e‘s,behav%og

L]

D. Giving and receiving positiye opinions
1. Impor%aqgg.of prajse .’
2. Taking cSﬁE%Qpents‘

3. Giving praise ™=,

y
1

E. Getting.and giying critithen
; 1. Its {mportance
2. Being criticized
3.:Avoiding being threatened
4. Between equals
" F. Self Assessment-Féelings and Preferences

-

”

ILS Survival Skills-Giving and
-Receiving Feedback
PREPARATION
Be famitliar with the material
and prepared to participéte
actjvely and equally.
FACILITATION
T~?5Eilitate continubﬂs]y the
‘bbi]ding of group support. G&ive
extra support to students who
have difficulties partié?pating ‘
’ fully.( Enlist help of more. o
confident and verbal to share
%%thé responsibility. Give sup-
portg\put pyigc?pa]]y be a neu-~
tra1‘chairperson or facilitator.
Encourage grolp members to ob-
serve each others' non-vgrba]
behqyig{_bgt_een class Fimes,

»

-

POSITIVE REINFORCEMENT
Give frequent verfal praise td

 individuals who are working well

and to the group as it b
more supportive . . -

eﬁfpes .

-~

-

« MONITORING y

Walk around and ask permission tg
| [

join in some partner discussions.
Encourage greater depth. Avoid
any judgmgnts. Use paraphrase




e

G. Assignments
1. Telling individuals what you+like

.

* /
. 2. Reading attitudes within the group.
. 3. Opening self-sharing 1mportant exper-
jences

v

4. Receiving direct positive feedback -
5. Receiving direct pos1t1ve and negat1ve

e
~ [

-~ feedback SRR
H. Post Assessment = ' " :

i .
-
B
. . o
va s A
‘

4 . “ A ' ~ .

A. Consequences of poor 1nterpersona] rela~
" tions

3.4 bea]ing with interpersona] conflict

. M e

_each ass1gnnent to whole group

ﬂREPARATION

and feeling as checking skills.
A DEVELOPING PROCESS )
Introduce when "group is ready.
First three assignmerits could
be practiced even befére module.
has been read.

Explain, 1n turn|

Deal with worries, doubts or
questions before you begin.

Use a][ your facilitating skills
Especially be sensitive to mem-
bexs' non-verba1-resp6nses.
Follow up; after the class,

on any individual who is upset.
At all times encourage positive
support within the group.

Be prepared.to iptervene if -
criticism becomes, too negative.

-

- -

Organize small gioups or lea&
discussion of whole group.. Use
small groups to extend each
individual's range of inter-
actiens. .

.

-

ILS ghrviva] Skills-Dealing with
Interpersonal Conflict ‘

Be fam1]iar w1th the material
and ready.to supply further.
relevant examples from the
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A

e

-

4

»

E]

B. Recogni¥ing ‘conflict in.a'w0rk context
14 Open ‘&rguments ]
2. Possible causes ’ff
3. Consequences Toos
C Them and Us atmosphere
1. The conditions you deserve
Zxcwhose re5p6n57511ity?

- - %

D. Unproductive ways of solving ¢onf1ictes
1. Finding someone tgo blame

E.. Productive ways of solving conflict -
1. Taking responsibility for doing some-

rd

RESPONSIBJLITY

<

thing about it

.

»

\

BE AVAILABLE

Encourage students to comment. and
question boints as they arise.
Ask %hem to comé up with their
own examples, either confirming
or disconfirming the information.

P I3

Throughout Survival Skills, in-
dividual responsibility is re-

a. when peop]g‘feé1.ﬁhréateged by yau
b. when you feel threatened

peatedly streséed.

Periodically,

reassess your own role.

Avo1d

.

LR

F. Remaining_ passive.

1.

’

Poor workfng conditions )
2. Physiological and psychological prob- -

lems

[

o 1. Ch00S1ng the best time .

.3. -Irrational fears . '
fear of not being Jiked o -

b. fear of hurt1ng others e

G Action moded- for so]v1ng interpersonal -
con icts o .

2. Taking'reSpons1b111tytfor your feelings
. 4 . .

be1ng pushed into the "exper*"
stance. Try to be am impartial
facilitator, encouraging stud-
ent”s learning without passing
judgments. Ensure students take
responsibility for what they want
to achieve. : N\

\

.

5.
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.t 3, The four-s 1anguaée formula. .
a. te]] the other person *that what he
. or she is dding is upsetting xou
'b. speak your feelihgs

- .c, describe how his or her behavior is

affect1ng you . .
d. suggest an a1ternat1ve
H. Negetiating ‘
« 1. Give.and take

2. Compromise ! ‘
I. Discrimination and prejudice
7. Different types .
2. Dealjng with it
-/
) ‘ .

.

K. Assignments
- 1. Sharing in’small grdups. * .

~Lr Post Assessmeni
T. The formula .-

_individua]s for personal exper-

COLLECT WORK -+ . .

- ‘ A3

IDENTIFY IMPORTANT GROUP ISSUES
Deal in a neutral manner with °
examples of discrimination. Ask

1ende of racial and sexual preJ-
udice and discrimination. Fac-
ilitate discussion on Equa] Opp-
ortunity and Affirmative Actions.
Invite solutions to prob]ems fron
group members,

NEW ISSUES -

Be aware of any controversial
issues that arise during the " |
Self Assessment. . Introduce them

to the group for general d1scus-

s1on. i >
= - ) -

‘
.

ORGANIZE GROUPS ' oy
Form groups as students finish
writing. Limit talk to five.
minutes on each topic. Maintain®
some urgency by annguncing the
five minute‘intgrva]s.

»

hY

Read and make encouraging

4
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2. Personal examples .

3.5—Group Problem Solving, Goal Setting and
Decision-making

A. 10-step.mode1\ -
1. Define the problem
) 2. Look at the known facts

‘what 1s happen1ng

who 1s involved

[N greveseenan

. when does the proBlem occur . -
. Where does it occur

. why has it become a problem .
3. Agree on your goais . ‘ :

O o o o o

4. Pool idéas for achievigg your main
goal without evaluating'.them
5 Look more closely at some.of the more
1nterest1ng and unusual ideas
6 Include any other ideas that you th1nk
might be helpfu] .
7. Agree on so%e gu1de11nes for ach1ev1ng
your- goal’ % T
. be spec1f1c about minimum behav1or
required & ‘.
Decide-on a p]an to 1mp1ement your
"proposed soﬂutions o '
Assess the Tikelihood of success
‘Evaluate the™ success of your dec151ons
| after they have been implemented. -
elf Assessment’ ’

2

;ggf-

»

'So1vjﬂ9,.GoaP=Sétting and Dec-

_standdrd work. ..

-

writtén comments. ,Arrange con-
tract for completion of work with
any students.who produce,loq

°
¢ @

ILS Survival Skills-Group’ Problem

ision-Making .
PREPARATION AND MATERIAMS
Know the 10-step mode]»w1thout

having- to refer to it on the page
WOrk through the ! process befor«-
hand <Have photocop1es of *he

(3

model::

A

-Materials that students are un-

. CHECK LACK OF ‘UNDERSTANDING

nge réady one ]arge newsn'1n*
pad gnd one marker for every

five students. Choose aboyt six"
examples of unusual tools or

11ke1y to have seen. Have them™
ready, - but h1dden. Get advice ™
from spec1a11sts beforehand.

Ce »
% ’

AVAILABILITY -~ =
Go around students in class while
they are read1ng'mater1al P=1p
them- understand.the 10° steps.

. 0
. .« wls

LINY
»

P YN

Look over individuals' answers.
Give help for misunderstandings. |

> > . ]

&




C. Assignment-in small groups'
fi Producing quality of ideas
2. Practige jn thipkind_creative]y

C

f

/s

»

MATERIALS REQUIRES -
Sheets of'néwsprintﬁind suf-
ficient markers’ :

ARRANGE GROUPS

During these assignmdnts, there

.may be laughtep and a Tot of
excited talk. Encourage comp-
osition of groups on basis of -
who works well together rather
than primary friendships. Keep
‘groups separated by space. ;Go

. around groups, sit in-and parti-
cipaie. Keep up speed of work
by giving limited time to gather
“ideas. ‘

"Invite spokesperson from each
group to report back on ideas.
Write down ideas as tiky are
given and summarize rangé of
proposed solutions.

OBJECTS REQUIRED - T
Supply one object for each group.
Choose trade tools or materials.

"\ that most students are unlikely
to have ‘used.
MONITOR PROGRESS -
Encourage written'records‘éf .
proposed solutions. Ensure all |
members of ‘each group take some
responsibility for finished pro-
duct. If possible, get results
typed out so they can be shared.
within 1afger group.
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3.6 Wider influences. and responsibilities
Lo~

A. Relations wT?ﬁ pgop]e in authosit}

*1% Formal workplace
a. Jjob titles
b. *hierarchy -

2.. Informal workp1ace . )
a. unwr1tten ru]es and". unstated expeq-
tations~ . v ... '

N S
~a

-~

[ .»j_; v
by

25
3. Showing respéct-and be1ng reTaxed:

- e hd

-

B. Relations.with famf]y‘and friends -
1.. Changes.in responsibilities
2. Affects! of changeslpp old relationships
"-a. being prepared - ' .
“ B.” communicating-problems-
3. P1anhing qual®ty time
keep1ng work problems at: workﬁ&

" tell others what' they ‘wrote undar
"2 in the Post Assessment.

ILS Survival Skills-Wider Influ-

" Give examples info?mél]y to

" own exper1ence 1n a work sett1ng

Se o b, ma1nta1n1ng refat1pnsh1ps Y .

PREPARE HANDOUT
Have copies of 10-step model.
Make sure students#gheck what
they have written and correct it.

g

PERSONAL EVALUATIONS = -
Invite students to read out or

.

ences and Responsibilities
PREPARATION

Be familiar with the module an&
gather useful néwspaper cuttings,
brochures and leaflets that il-
lustrate the range of ﬁbssib]e )

1nf1uences on somebody settling
* down to work.
BE A.READY RESQURCE )

students from personal exper1ehce
-to: back up information,
Ry { s
DRAW ON STUDENTS' EXPERIENCE
Encoufage individuals to think of
re]evant 1]1ustrat1ons from their

e
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? - " - - A‘h’ .* to. ) .
- - : ’ L¥s - =
) 4, "Ke_epmg up leisure activities’
5. Home problems at work ’
a. leavmg prob]ems at home - _‘j; . -
"b. serious prob]ems HOGR. &
C“‘"Other 1nf1u'_pces - .
1.’ apprenticeship = . . N
2. union . . ‘ ’H *
3. social organizations .
4. other workers ‘ -
5.-state and federaT agencies .
D Self AsseSsment SUPERVISION
> . Ask students to show their an-
: - ,swers to the Se]f Assessment.
- R U Since it is a test of compre-
g@f ' "hepsion, follow up on any dif-
) SR ) , ficulties revealed.
E. Ass1gmpent 5 -‘,{ .- -~ CHODSING PARTNERS .
R VO ’ “Encourage students to wprk with
SR " ¢ . w T, - }. someone different each_timef
’ ) *1 After majority of.students have
o L i, s completed assignments, hold.a
X T, Q%?: report-back session with-whole
e, T 4 a i group' Ask students to summar-
. R y ./ - ize and draw conc]uswns from
\L_ N CoL )«* reports given.
F. Post Assessment © "\ | 7" l* DEMONSTRATE B
L . Show what is requ1red by i11ds-
‘4 . W (‘:-.“’."-_ .trating, it on a- cha]kboard
. Lo L T "% | : ..
) " “ngs R - sertriee der tis

==y

PR
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3.7 Ideﬁtifyjhg and developing_individual
. strengths
A. Evaluating yodrse]f and others
1. Expectations >
2 Personal theor1es¥
"a. predicting
b.. controlling

’ -

‘B. Identifying personal’ values
- 1. Signiff€ant role models

[ )

) .. T
’ ‘3..Bi-polar‘nature of constructs

R

2

e
;‘/

3.%, udents have had a persona1

4’&:

Y m1ght say.

ILS Survival Skills-1 ifying
and Developing Individual Stre-
ngths -
PREPARATION-

Workj through module beforehand.
Acquaint yourself with any- areas
that might cause difficulties in
understaﬁdipg. Make extra copies
of exXercise sheets. Refer to
ILS Expectations. .
AVAILABILITY  ° ‘

Be at hand throughout this mod-
ule. For students to discover
s1gn1f1cant thfngs about” them-
e]ves,‘1nstruct1ons must be
Ensure that

3

e

re]at1onsh1f with each of‘peop]e
]1sted 1n¥,“ Ask

SFocedure. If'ﬁe ssary, 9o

“through method w1ih~ hoTe group

Ensure ‘that the descr1pt1on is° o
:wﬁﬁmportance to each student and
not superficial, such as hair .™¢-
sscolor, etc... o ‘
"ﬁ§%ress that there~q é%%correct
answer; it is 1mpor€§ﬁ{’for each
person to write what seems op-
. posite to him or her personally

' regardless of. what anyone else

VR IO
T I, SO

L

-

oo
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5 EvaIUat1ng yourse]f _
a. as you feel you are -,
b. as you would I1ke to be
c. Iook1ng at the amount of congru1ty

3

o . e )
+ / ‘ \ .
» - V' s”"‘

g 1gn1f1cant others

Inf]uences.on persona] decms1ons
1. Hoﬂ'much are you 1n controT of your own
T1ife?

-

“ M
«

. 2. _Positive and negative influences.

.
fa,
Vi i

T -other peop]e

b aspects qf’ self
c., crgamzat}ons

‘ ——

.°|. choices, €.g. career, friends,

@
' ARRANGE PARTNERS
Go around and offer interpreta-

tions if requested or .encourage .
students " to draw conclusions.
Ask what they recognize and what
is new. ’
DISCUSS wITH INDIVIDUALS OR
SMALL GROUPS ’
Be ‘tentative about what is -ident-
ified, The conclusions can only
- .be signtficant if the individual
finds them, significant. Use .
“it
. seems...," "you may..." "I would
guess...." indicate.."
Use grid to prompt questions |
" rather thaf answers.
IN PARTNERS. .
Suggest each student in tUrn‘_
“tries to descr1be what peopIe the
ﬂwother one m1ght like and what
peaple ‘he or she m1ght not 11ke,
based on the constructs on paper.
‘Ensure ‘that students follow in-
stractions closely. Encourage
them to search for all’ influences
If they have d1ff1cu1ty, suggest
os1tuet1ons where students make

-

. words and phrases such as...

"it mi

classes, out-of-school activities




D. Time management 4 EXTRA COPIES
1. 0rgan121ng sk1lls Have ready prepared extra cop1es
2. Being responsible for your own’11fe of time chart,
3. Pr1me t1meaﬁﬁ - . . .
8, Making a time chart Ensure agreement on compTet1ng
a. procedure time chart. Go over method of

b. “interpretation_ ' ca]cu]at1ng actual time.

’

TR
A
5

?

fﬁlustrate on cha]kboand or
newspr1nt paper; give example of
one day’ s recond Use ta]qx

-

system, . I

SR L
2Ea -

o
R

)

)

g

By

.

CHECK STUDENTS' 'UNDERSTANDING
Bo this before anyone starts A
recording. It might be advisab}#

?

-

to go over progedures one day
ahead and pract1ce be done in
class. )

.
f b

.

E. Post Assessment : - Collect, read and hand back dur-
1. Personal Qaapee - 1 ing class. Give encdiiraging
-2. Influences g ~ conments.’ '
3. Use of time™ '
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3.8 Worksite Visits

1. Questioning job descriptions

2. The human side of the job

3. On-the-job ‘visits .
“4h.Ta]king with peopfe in the trade

[} g

B. Group visits .
’ 1. Exposure to different working environ-
ments - _—
. 2. "Practice in observation
3. Asking questions
C. Individual visits
1. After working.hours _
2. Interviewing the worker .
3. Arranging the visit
' D. self Assessqgntetompfehenéigq

T .
~
! B

E. Assignment ,
1." Looking at Help' Wanted ads,

e

“A. Building realistic expectations .

.‘from Tocal newspapers.

51@-
ILS Survival Skills- -Finding a Job

Worksite Visits

PREPARATION

Arrange w1th any company that
a)]ows it a group visit dur1ng
work1ng hours.
Have-suf?icient‘coﬁies for use by
whole class of He\p Wanted ads

Become an informed source of
poss1b1e contacts for student
1nterv1ews with Journeymen and
apprentices.

CHECK UNDERSTANDING '
Ensure students comﬂ%ehend all

scontacts:.or v1s1ts.

HELP WITH ASSIGNMENTS K
Supply Help Wanted sect1ons——one
to each student.. Suggest thev ‘
read through and c1rc1e in ink
1n§erest1ng adgﬂh Stress impor-
tance that each works on his or
her. ohn' it is pract1ce in look-
Cd’l]ect- what
stugents write and report back

ing for Jjobs. .

e ety

El WO

of tq\tmater1a1 before making aryf -
a
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4. Asking questdons

’
-
- ~

. L. te

Sﬁjﬁaking a group visft

v -

.
»

. *‘c

2. Nrit1ng realistic JOb descriptions.
s . . ’
. . L 3 LS

-
.

- Lead group discussion on overall

~ Supply names and encourdge stu-

Arrange for 1nd1v1duals to report

.Go over observat1ons and ques-

' among* group

1ndiv1duals to report on the1r

to- whéie grau p-w1th summary of
students f1nd gs.

Read and-comment on students' :-
With individual's
permission, read out selection
to whale‘group and invite com- ~
parisons with job descriptions -
ih newspaper._

descrgpt1ons.

dents t0 .come* up with own con-
tacts. If necessary, two stu-
dents could team up to make a
visit.

Role play telephone dontact’ and g ,'

get students to .copy-out sug-
gestéd questions.“ Make Andivid-
ual contract with each student,
settirg deadlines to call, to -
visit. and to report bdek Check
on progress and share with rest
of group

back to who1e group at same

-

SESS'lOn. ’ ) \

tions beforehand. Ask students
to write questions down; ‘Dinide
duestions and order of asking,
Add any- other
questions suggested by group.
Ensure .that each student records

his or her observations. Inv1te

feelings and.findings. .

findings.
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*A. Nature and function

"¢ 2. Summary of strength€ and skills

- o
- e

1. Self adventisement "

- 3. D1fferent ways to use resumes
4 Contrast app11cat10n forms
B. Extracts from resumes =

~

* 1. People with littTe work-experience .

2. -Presenting the best interpretation
of the facts
€. Suggested format
" 1. Position desired
a. .finding out about the job
*b. matching your skills
2.‘Educatioq o S
13.,Re1evan§ work experjen&e ",
4. Other relevant experience
_ 5. Personal data.. . % -
6. Referénces - .
a. mak1ng a list of your athnevements
D.. Identification of your skills e
1. ‘Personal and-1nterpersona1 sk1lls
2a Sk111s used in 1e1sure and work activ-
jties- "
,a. what’ could .90 wrong

- b. what skills you need to'avdid.m{s-
. takes )
¢. stamp co]llecting ¢

'd.“planting a-garden
E. ‘A professional finish

1. Typing'i. .

2. Paper

.

~ig

L

Arrange anothe#!&orksite visit.
ILS Survivial Skills-Finding a _
Job-Resumes

PREPARATION AND MATERIALS

Large pad of ﬁewsprint and ‘suf-
ficient markers for group. En-
sure that there are adequatg flat
suFfaces. '

s




f
. F. Cover letter
1. Why them?’
2. Why you?
3. Let's meet ,
. 6..Self Assessment . SN ) ,
1. Rersona] and 1nterpersona1 ski]ls\ v HE}PING WITH ASSIGNMENTS
o ‘ . Be available throughout, when
students are-working on_Self . |
and Post Assessment. writefon
chalkboard further suggestions
of personal and interpersonal
'skills. o
2. In a job context.. Suggest students help each:
° ' - . other in finding relevant exam-
" ples of .their application of
- : . skills. .
Analyze three gxanm]és of‘wark . ﬁi]ow partners to choose each .
T \' S other. Emphasize broad defini-
: ¢ion of work to include paidB .
® and uripaid, pa%t-time; dtc.
GiJE examples. °~
Model how séﬁdents can help each
other. Go around and ask. ques-
‘tions to elitit relevant infor-
mation. oo ‘
Supp}yfsheets of newsprint and
markers. Te11 students to use
v e : - the full area of paper.* Check
o that. students are recording all
‘the sugges ted information.
Inspect.gheets individually and
sugge’st best way. to organize
data. Advise on whefe to iA-
clude or-omit.dates and which
expétiéncewto group or'

Y




, ' . )
. . ) .o )
. . ) separate.
: 2. Writing a draft resume Give encouragement and direct
N l help with drafting of resume.
5 . ; Take best draft, type it and
) B duplicate it on quality colored
. . ° paper. With permission of stu- -
: . dent, share with who]e group.
. . Encourage sharing of draft res- ;
: umes. Offer to help Tater if. -
L . individuals want to develop a _
& . 5 . . : .
Y 4 . - finished version-of resume. *°
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r3.10 Interviews

A Subject1ve nature of interviews
‘1. Content of h1r1ng 1nterv1ews
2. Interviewers' opinions
+ > 3, Interviewees' opinions .
-B. Facts and opinions =~
1. Giving honest opim’é'ﬁs €.
24 Interpret1ng facts . i
3% Quoting references and examp1e§
4. Deciding what is relevant L

C. Emplpyerszﬁe:ffctat1onsﬁ
1. Objective measures of aptitude and

achievement

..t

. 2. Appropriate attitudes and work habits |
D. How to communicate interest amd enthu-

_siasm
1. Be'genuine .
2. Be informed .
3. Showing e@ihusiasm
a.,non-verbally . -
b. how to speak and what to say,
E How to commun1cate ‘that yoz
gbod‘worker e .
, . F1nd1ng exqmﬁies
S F How to show you are tra1nab1e
' 1. Sghool and non-schoo .
G. How to show'you work we]] with peop]e
.'Relations with the 1nterV1ewer

o

2 G1v1ng examples. ”f .

H. How to be realistic’ about.what you want
" 1. Knowledge of.the work env1ronment
. Knowledge of the. career’ structure

3. Answering-guestron; about goals

will be a

L]
.

4 ILS Survival Sk111$ F1nd}ng a Job-

N

Interv1ews
"PREPARATION AND MATERIALS

Read material beforehald and re-

- s,
call examples from own experience,
Have two. copies of observers'.
L4 . - v
checklist for each student.

S
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I. Appearance ’ %
= 1. Clothes
2. Grooming’
J. Non-verba] behavior
1. Punctuality
2. Nervousness
3. Body postur
4
5

Lo}

Gestures

. Smoking and

K. Being positive

1. About yomrself

2. About .otﬁé?g :
L. Self Assessment
1. Role play

*ﬁgu interviewer :

" b. interviewee

« g

c. observer
. 2. List of quest1ons ‘-
3. Check11st ey

-
PR

< M. Post. Assessment

»r

1. Intervigw®in front of the group
‘3: ' 2. Quest1ons from.J01nt Apprent1cesh1p

Comm1ttee
- 3.8Giving posit zye feedbadk
4 f,“%
. ’ “ R ) o ;:1: ‘T‘ 'f«
- .
A . .
* " L _
\ ' ‘. - . .

.
Mﬁg‘/\

»

(2

‘Ask for -a Volunteer, then allow

FORM TRIADS - = o : '

Gobthrdugh\checklist to ensure
“understanding. Choose best,

working. grdups. Keep it moving
by limiting'timé for each-role .
‘play. Be willing to model gosf
itive 9hswérs in iﬁ%erviewee‘s
role. . /d

Ve

£

him Qr her to select next ikter- .
viewee. Suggest use of obsgi-

ver's checklist, plus any other
positive comments. Give feed: - :
:back from group’and yourself,
immediately after each interviéw. .
Invite;intérviewee to. share his S

or her: feelings experienced . ’
dur1ng role play. i

o
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ILS Survival Skills-Finding a Job
-Approdriat‘é Work Habits and
Attitudes : '
BE A RESOURCE
Share fersonal exper_ience with,.'-
indjividuals. Enco‘_ur_age students.
to ask=any dlder peoplé about-
@) work habits and attitudes. Give
time fdr-sharing students’ find-

‘t

»a

v

ings. .
, B Empl yer s expectations ' Show rélevance of prjevious mod-
-1, Be1ng punctual and dependable " | ules-to both 2 and 3. _Ask indiv-]
2. Being honest . ’ iduals what expectations a memberf
.1 3. Being loyal ‘ of .Survival  Skills class has.
' 4‘ Being ’w:i'ﬂirig.'ito_\.]earn'and able to . . L
T “‘take criticism .. R e 0 AN
i T Expectat’n%@f“feﬂnw workers o  POSSIBLE "DISCUSSION

-

1. Proving. LyQur vEempetence«a . Q whaﬁ dc>1nd1v1duals éxpect of’

2. Being rehable and dependﬁle L ,sa fr1epds‘?‘ What are peer group' s
- " 3. Being'a learner . PR 0 . wa,t&tud&s toward 47,
"“—“*E\' 47 Being enthusiastic and 1ntereste N SR 5}1 >

5, Bemg honest and loyal :
D. Provmg your competence to yom‘ super- ) R v ; .
~visor L 2 I e P 1™

1. High standaé'd of work - i NG < & .
2. Keeping a wri tJ{record of your ! i ) )
B OO acmevements T R L T
i L 3 Showmg 1mt1a1;1ve S T
‘ . 4 Taking on responsimhty . m
S . 5. Asking for. help - - Ik N »‘_
e . Interference of personal habits .| “Be se'nstg:ive to poesjbi of
B -1, Substance abuse S ‘ || substance abuse’affecting sfudent
] e Seeking help-g.- . w7 | performance+ Learn physical in- |-

dicators; have referral addresses
available. ’
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;lFast, Julius

lMcCay, James T. gfﬁﬁ

“FFéntice—Hali, 1952,

F. Self Assessment
‘G. Post Assessgent

ey

On the Move: Communlcatnon for gAployees
rentice-H#A1, 19?6 A~
A »
Bolles, Richard N. ' N
The ‘Three Boxes of Life © .
Ten Speed Press, 1978 “
" e

Body" Language. .
oCket BOOks, 1971

Chapman Elwood N.
Your Attitude is Showing: AuPr1mer on Human

“. 4 .
SUGGESTED READINGS: ~-. =~ ..
’ Nt
Alberti, R.E. and Emmons M.
“Your Perfect Right
‘Impact, 1974.
Blicqg, Ron B A

" Relations ' .

Science Research Assoc1ates, 1 2

Ford, George A.

Plann1ng'your Future A workboqk for Personal

Goal ‘Setting .
Un1Versity Associates, 1976 )

B LA

‘The Management’ of;Jﬁmeﬁ”“
FFént1ce4Ha11 1977

. £“4
Nelson, Robert E. N
-:Decision Making .
V1sion Pbb]xshlng, 1976 _

- ®

The: Pawer of Positive Thinking

Peale, Norman v. A : .

,&hd doing Post Assessment until

v w;ﬂm
: , .
Check comprehension.
Tell'students to repeat reading

acceptab]e standard is re;ched.
D1scuss w1th individuals any
d1sagreements over*appropr1ate
answers and be fiexible.

—

o
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4.6-Trade Math

.

TN | | ) 0

) . t 2 .
_INSTRUCTIONAL OUTCOMES: The Student wi%l complete a diagnostic examination to .
'determine hjs or her level of math competency, and, will recgive instruction in*
... "those areas of mdthematics in which he or she experiences difficulty.

.
o

.
[ ¢
0

INT_RODUCTION: People in every apprenticeable océepation routinely use mathematics
. in_their work. The skidled worker who can perform fast and accurate math cal-

culations” can work quickiy and efficiently. - R
R 3‘;_’1 ) . \ . - é —_ . Il
4 3 : ’ - . . .
PRESENTATION - , ”";'L . . ;ﬁy o . )
TEACHING OUTLINE * P TEACHING METHODS AND AIDS
- - -
4.1 Mai;ii,-\niégnosis e ' Explain “p]'&cement exam" concept
. * ) . .
A. <Used to test skills = = ' , Administer exam -
\ 1. Math diagnostfc exam, attached, Grade pgrfor‘ﬁance
: or otifér suitable exam,. : ‘ i C

- . 3 e .. 14

, o t * » . ' »
" 4.2 Math Remedial _Assist student to achieve

A. Used to upgrade skills . M gerformance level ' - ]
1. -Modules, as listed, improve | . - &
performance levels. ~ : '
L > ‘

- o

" . «
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ILS
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- ILS
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o ILS
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ILS.

*

. .
- N

Math--Lirear MeaSurement

2

Math--Whole Numbers
Addition

| Subtraction

Multiplication
Division

¢

Math--Addition & Subtraction of
common fractions and mixed numbers -

s -~

F3

Math--Multiplication & Division of
common fractions and whole and mixed
numbers '

- . i,
¥ Yesan

Math--Compound numbers §§§

Mathu-Pepcent

o 3

Math--Ratio and Propoytion
' . T £y

N s

Mafhﬁ-Decimalsv %?
Addition
Subtractioﬁ p
Mu1t1p]1cat1on
D1vas1on

'
+

: Math--Berimétgtgﬁﬂreas éhd Voluries

L.
T &

Math--Circumference and Area of Circles

Math--Areés of Piané¢F1gures, Volumes

~-of SO]ld ngures .

°

) Ma;he-Metrics
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. Placement Test

L4 ] .
. . .
E» o . - 1. '
\ 4 - s
3 C o Read the distance

"3'. . s . .

W
"
ﬁ;’
il

+2 "

T : 4.0 Tradé Math Diagnosis

T e et
P - ~
» S
Name ) :
Date .

G i

O 20

2 kP o Rt
D

. s

.

%
N

¢
~N

o 16
i

r—

b di,ﬁ; 1!1]1'1‘ 1l

I ,l'l l]lu
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from the start of the ruler to the letters A through .0 to -
. the nearest 1/32", ' .
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686 + 240 + 1,320 + 16 + 400 =

A contractgr buys 400 sacks of rock for three different jobs. On the first
- _Job'he uses 78 sacks; on the secoed, 85 sacks;
“How many sacks does he have left?

and on the third, 205 .sacks.

*
/
e

9 g
Lot h v : ’ .
A contractor’s bid on a school building is-$78,265. WRen one wing is,
omitted to cut-costs, he is able to cut his bid by $16,228. What is his
. new figure? .o re . .

Las

v
*

' o

L4

.
.

I a bundle of Tock lath weighs, 35 Tbs. and it is permissible*to place. 700
1bs. 6n any ene area on a floor, <how many bundles can be placed on any one
area? . .

[

$

.4

]
g,

.
-

If 5 1bs. 6f_'.pu_tty.,are required fo install one T] ight of glass, how.many
Tights. can be insta}led with 85 1bs.? & L ‘

Y




TR m, T . . . “o .
A "A ! Q. 1] e N
S ¢ . ’
\:‘ / * '. ’ .
4 . ) ¢ : ' * .
; “l" 4. T - A .
? . \ PN , -7 .
. The imprsber’fraction 48/32 expressed as a mixed number i;: -
. * - *+ l— . o
i‘\ K , . ) ' T
j:i::: L. Ty \ . . . . - 5@ 4 . .
§o The mixed mumber 4 3/8 expressed as an improper fraction is:
S , a ) _ - .
n ‘A - ) N *
;v: . a\ ) . . . | - ' -
- What™is the least common denominator for the following group of fractions: -
7 1/8, 12, 1/4, and 1/12? : - ,
L ) .
o . i . / ‘ .
‘ . What 1is the su@‘pf.fhe following fraction;i 7/8, 3/4, and 9/16? .
« " \ . ‘ L4 'y
If'3/4 s subtracted from 11/12, the difference_is: )
0 am . ‘ , ‘ ' - -
S« The sumof 15/8, 2 11/64,4and 19 1/4 is: '
A ﬂ / . ; e
> » - . t
., 5. .° . ' . v '
& 7 . - v, . .
R N One roof is 1/3 larger in area than another, The smaller roof takes 24
- . squares of roofing material. How many squares of roof1ng material will the
: ' 'larger roof take7 , %g : 4 . .
- K3 ?&i. : . - 3
s w - - . _ '
e . . -
; S X : *
% . ‘ e ‘ . ' \ ' [ .
[ A ‘- K <b ' +
A KN . .




* M The quotient of 1/4 3

a, v
) .
One th1rd of a box of glass is ngeded to glaze the north élevation of a
bu1]d1ng, 2/3 of a box. is needed. to glaze .the south elevation; 1/16 of a
box is needed to glaze the east elevation; and 1/2 of a box is needed to
glaze thé west e]eVat1on How many boxes are needed to glaze all four .
‘e]evat1ons7 .

“ -

-

From a bundle containing 101 Tinear feet of molding, a cabinetmaker uses

the following -amounts: 11 1/3', 8 37/4', -12 1/8', and 9 5/8'. How many
linear feet of mo]d1ng does he use in all? ,
6.
The product of 1/2 X 7/8 is:
. . b

4

1/_3 is:

‘ l
*If a roll of carpet weighs 467 1/2 1bs./and a .running foot of the carpet
we1ghs 2 1/8 1bs., how many running feet are in the roll?

!

A piece of pipe must be- cut to 3/8 the length of another pipe, whfth is 9!
Tong.

How Tong a piece must be cut? _ , B

-~ . 14
.

i
-
»

n
I
4
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4' 6" - ‘ ) .
2' 4 1/4" -

A house wiihaa floor area of 1,860 sq. ft. is estimated to cost $18,042.
What is the cost per square foot? - o oe

s

s
4 ° .
L]
e -
Gy

A stack of_plastic'shegEE‘héasures 2.28" thick, and it is known that the -
sheets average 0.06" in thickness. How many sheets are in the stack? X °

S

. . K
. / .
e

8. R :

"

"The labor cost for the concrete work for a house was $2h8."The material
N cost $210. What percent of.the total cost of the concrete work was for
i material? LR S :

5 . Rk, \ : e s - '

. o . ¢
4

-

' . 9
p Write eaéh of the foi]oWing as deéimals. : w ' ‘
Seven tenths S i ' - .
' Sixteen hundredths - C. S
. Fifteen thqusandths' e -
f Eleven ien{thoﬁsandths . ’ '
%? AR T Two thousand one hundred fifty-two thousaﬁdths. i
Convert,each of the folwaihg-measurements to feét in decimals. - ‘ .




-
.

An architect indicates a 1/8" = 1'0" scale in_the drawing of a swipming
pool. What is this scale expressed as a ratio?

»

. [

On a tile job in which fireclay is,to be used, % tilesetter tells his
helper to mix mortar.according to the following formula: 6 buckets of

. river sand, 1 bucket of fireclay, and 2 buckets of cement. What is the
ratio of sand to fireclay in the.mixture?

4

9.

»
<

Divide 19' 2" by 3' 10".

-
2

. How many_pieces of 2' 3"-wide gypsum lath will be needed to cover a wall
4%%56" Tong?= .

-
e

\ B
\ .

10

.
-

What is the perimeter of a room 20' wide and 30' long?

-

What is the area, in square feet, of a floor 42 by 42'?

>

.
. . o . , v - .
How many cubic yards of dirt have been removed for the basement and foundations
of a -house if the excavation is. 35' lopg, 35' wide, and averages 5' deep?

.o

)




The. area of a circular puttina green with a radius of 17' is how many ~
square feet? - , . .

«
. T -
IN

\

What is the area of a circular floor with a diameter of 10' 6", to the
- nearest square foot? . . S

.
-

. .

What is the area, in square inches, of an acute triangle with a base of
8.1/2' and-an altitude of 11 1/4"?

What is the area in square feet, of the floor shown below?

- s . POS - . -
v

\
.

o

' 1l * . . -

»

. / . 3 R -

* How many cubic yards of concrete will be needed for the foundation walls
and footings in the plan below if the walls are 6" thick and 18" deep, and .
if the footings (shown/in dotted lines) will require 2 5/27 cu. yd. of concrete?

*

A
R

1. 6 3. 7 .
2. 62/3 . : 4. 71/6
. & . s ’/

pegvecy
v




o X - : Sz\

What .is the. total area, in sqd%re feet, of the exterior wall and
shown- below, excluding window areas?

/

4
3'0"
~vek 1 Ase

p———— 200"

L

Metrics

3 inchés

5.4 inches

7 feeéﬁg

3.2 feet
6.5 yards

15.3m o _ ) " inches

12.7‘qm . R ) ‘ inches

' .
v . '

50.8 mm . " inches
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INSTRUCTTONAL OUTCOMES: The student will demonstrate knowledge of physical
rqulrements of the tradé and the processes oﬁ,phys1ca] -development.

<
.

-] .
Ve ' g,

_INTRODUCTION: . The trade requ1res certa1n‘phys1ca] skills and ab111t1es of the _

worker. It is necessary that the student be aware of the physical demands of °,
the trade and understand factors of phys1ca] deve]opment

o
4

“PRESENTATION

. c ) ,' A
TEACﬁING OUTLINE - . _+ TEACHING METHODS AND AID%?‘

. Physiea] Requjrepents ‘ L,
Strength L : S On-site visit or classroom
1. Liftihg, | " simulation.
a.'°parts we1gh1ng 20 to 125 ]bs. ' A. Demonstrate
2. Carry1ng e . = ' gead‘discuesidh or gquestion
" a. vparts/stock weighing 20 to 50 ]bS° on job.site
Push1ng R . ' 1 . Discuss proper techn1que
a. hand carts/truEks. o D. Administer work sheet
4, Pulling.s

. a. hand carts/trucks: -

»

Balance-
1. C]mibmg. wo !
a. ladders.




£

- ¢ —_—r
L 's’
2, Balancing. - S
a. -sgorfng}retrieving stock while on
 ladders. | ’
Body Dexterity R .
VoL -Stoopipdi ‘ '
~ a. storing/retrieving from Tow _
shelves. _ )
2. Knee]inéf . -
, a. inventory of 16Wnshelves. ’
3. Croﬁchfng. _ o _ :
"a. finding parts-at low levels.
.4. Standing. . "
' whi]e~at.cbﬁnter.
5. Sitting (optional).
a. on phone, at cataiogs.
6. Walking. .. o

D. Manual Dexterity S
. e
1. Reaching above shoulder. - - .
a. storing/retrieving stock on upper
. ' BN
. shelves. ’ ’
2. Reaching below shouTder. ’
a. storing/retrieveing stock from
4 . lower shelves. . .
- 3. Handling. .
"a. grasping parts. . *
4. Fingering: Y : A
~a. holding, Counting small parts.
5. Feeéling.” .
a. wear on old parts.
C .
E. Talking :
1*.,«,

a. storing/retrieving’stock.

.

_Normal' conversation.

%5




.

H.

Hearing

1.” Normal communication.
© Vision

1. Normal vision.

a. moving about shop.

Acuity near.

a. readind part'identificafion
numbers. i '

Depth perception.

a. climbing ladders.

»

Color vision.
a. color coded parts.

L}

Coordination

1. Hand-arm. { -
“ a. reachigb\and grasping stock fnom'
shelves.
2. Eye-hand—fobt. - *“”l-’
a. storing/retrieving stock while on

]

v

Eﬂadder. : ’
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Z:PHYSICAL ACTIVITIES PRESENT IN THE TRADE: REQUIREMENTS ({to be completed by student]

v

(. STRENGTH _ eight | Freadency| Boby pExteRITY = < [CYFEIFre- f mawuAL DEXTERITY Degree JTre- .
e . ) ’ Activ. Activ, {cy
Lifting ‘ Stooping ﬁeaching-abov;l shoulder
S ‘ -~/ L .
Carrying Kneeling “Reaching-below shoulder
Pushing Crouching Handling .
i . , .
" Pullina Crawling Fingering L
. BALANCE Need_ [Frequency Standing v *"‘;\Esﬂi ng .
NV ' - S M3 .
»qui}‘”v H v , 4 rE"' )
5 Clinbing , Sitting . TALKING (speech) huenc
4 - _Malking_ ' Acuity. |Rang:
-+ Balancing At Recliming HEARING _
f;'VIt§"?°" . Need [Frequency ‘| yiSioN. (Cont'd) g COORDINATION . = Degree Fre-
. ’ ‘ : , R i ) s . ‘.‘ < quenC
., Normal vision v *  Hand-arm L
e, 9 . -
° L4 Color vision ) Foot-leq ‘ >
. ; r -
) Field of vision Eye-Hand-Foot . .
o 4. % ne g ¥ % )
v% ue‘ . \
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-2 Individual Developmental Processes o .
___A. Maturation . ) . ILS Physical Deve]opmgnt
1 ] / 1. Cduses physical thaﬁaés‘in Béight and R
& " ‘ body -proportion. , &xp]anatwn and D1scuss1on
- * 2. Causes emotional changes. e o .
. A gradyal process. " Invigg Speciakist . -
o ' 4 Fluctu s from person to person. g . g
, ) = ’ .\.. -»,'
: ) B., Nutrition . i N "?%zi .
: ‘o 1. Vital to ‘normal growth-aﬂd develop— ) ‘o :'fi?}
i . ‘ \o- e
ment . - <
¢ 2. Essent1a1 féod gr .,
da1ry pr’qductﬁ \ , ’ R
- // b. meat. . ¢ e )
* vegetables and fruits. . ) ’
" d.” bread and .cereals. - ,' :
C. :Personal Care and Exercise -\ T, ) " )

RO
A R
L
N

i

&
e
£

g

1.

Good groom1ng hab1ts. A

-
"

. 2. Sufficient sleep and relaxation. |
N . . . . N . » 7
a. fatigue.increases chances for N ~
- accidents. - e T it e
- . - < .
¥ . & . . . A“q‘
*3. Hobbjes, ¥ i . -~ % . “
a.. source of gelaxation, help to N
. " maintain good, attitude. o= o M
, - [ B :
4. Daily exercise. - ‘ IR LN ‘ Y
a. stimulates interest. . o o - v
b. relieves stress. - ¢ 7 P HT
? . % - ) ) ) . -l
- R L
D. Substance Abuse=- . - . ' .
1. Marijuana. T : ¢
AS * 2 (1 ‘s .
/a. affects nervous syste;m - N v
b. affects thinking, Judgment and ' ' : ..
coordination. .
" c. long-term'effects unknown: - : : - ‘ .
. ’ ) .
[} ﬂ » .
. .1

. - ) - [ ~
A ) -] s -
. L A - . - 2
. , . , "7 X . . -
e : (V) : . : CT
. * -

e ¥ v . - .
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LSD:s ‘

a. - affects chtmical Tevel in brain,
produces bizarre, mental reactions.|. .
Barbiturgtes. -

b.

a.

5.

b.

Amphetam1nes.

a.
b.
Cs
d.

N

.a.

E.. Meeting Vagjbus Trade Requiremente
1w Recognize and’ prepare.” '

a.

.b.

‘one of most. commonly abused'drugs.
s]ow respanses
phy51ca11y adﬁ;;tlng
“long-term use causes persona11t¥
disorders..

affect central nervous system.
common]y abused.
caJ‘! psychological dependence.
'du11 emotions and.impair ability
to make decistons.--
Alcohol. = ' l ,
psychologically addicting.”

a3

natura] mataration processes may
play role. .
exercise will play role.

On-job-site visitations and
consu]tat1on with occupatxona]
theram st

.
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6.0 Safety ¢
. Y .
‘ . \ Al

INSTRUCTIONAL OUTCOMES~ The student will be dble to identify those hazards, acts
and conditions which affect safety on the j b and will be.able to 1dent1fy ways
to avo1d or correct them, ) ‘ j

INTRODUCTION A good worker is-a safe worker; 113u"y affects nroductwn, as well
as the ability of a-person to earn a living.

-

’

-

.

P \ . T

’ o
&l - n ’ - - N )
PRESENTATION -
TEACHING OUTLINE ) ’ féACﬁING METHODS AND AIDS
6.1 General Safety . ‘ - Explain, Discuss and Demonstratsa

-"A. _Ayerage--over 14,000 employees kﬂ]eu : Where Appropriate.
each of past several years.’ . ' : &

- -Le:-From 1960--to 1970 -over 150 000 fataJ- ILS General Saféty

c
1t1es. . : . . .

2. Cost exc]ud1ng property damage, o

» §ll. 5:bmmn..§ej,;; < - J
.3. 50 m1]]1on emp]oyee days Iost ln ) .
1972. e e ¢ -
< . . 'a ) ’ ; « .

&

Acc1deuts . ' A < e

: ;;“: 1.” An unplanned and unforeseen occur ' o
y =+ .rence thatfanterferes with or inter-| - . . .i .

. rupts order]y progress of activity, '
. 3.




Shou]d be analyzed to determ1ne why
and how happened i\\\\ .

unsafe cond1t1ons, poor or defec-
tive equ1pment, poor *housekeeps-

‘ S {ng, inadequate 1lighting.

‘ v b.

a.

unsafe acts; loose-fitting cloth-
‘. ing; horseplay, removing guards.
R . . "

€. OSHA :--" - \

}.’“N1111ams Steiger Qccupational Safety

and Health Act 1970 o

Requires emp]oyers to provide safe

conditions. " '

. _Requirgé employees to comply.

. Covers about 60-million. people;
excludes fedena] employees.

B .

-

* 6.2 Personal Safety- . .

A, Safety Consciousness
: 1) Be aware of good safety practices.
a.. learn the rules. .
B. Safety Awareness n L
1. Puk safety consciousness to use.
: * a. obey the rules. .
VS . . N
) C. Head Protebiiop . ‘
1. 130,000 head injuries in 1976.
2. MWear clean, adjustable hard hat.
| %0 Eye and Face Protection ' k
’ 1.:71,000 eye injuries each day:_
. 2. Wear safety glasses, goggles, masks;
o

shiélds if near harsh chemicals.
year"safety'g]asses-under shields.

had 1

ILS 0ccypationa1?5aﬁety-; \
Persenal Safety




éi» ) e %—
i »
: _ t
‘ . | 'Hearing ‘Protection ‘ .
1. Ear inserts lower .high frequency. . ;;
) 2. Ear muffs lower low frequency. - N ' y ‘
: . , N L.
F. Lung Protcction - i Lo . :
_ 1. Mechanical filters protect against ; '
o . non-toxic dust. L S -
¢ g Chemical-cartridge"g:ypes protect ]
e - against Tow concentration of 5°“‘F . " . -
AR . vapors. g S . '
¢ 3. Gas masks.protect against organic ) ‘ ’
A .. vapers and tox1c gases for limited
3 ) % B t1me o / .

S a. Supplied-air respirators protect o e

: : against high concentrations of gases .*

, -and fumes. - . . ' [

. J - 5. Self-contained breathing: apparatus i T o -7

.: 1 B  Pprotects against {h'lgh concentratwasf"

, of gases, vapors, dusts, etc. £ : :

3 -.>. }- . 6. Air line respirators protect against o (
high concentrations of dusts, fumes,. o : ' :
mists, and low concentrations of - ' . )

_gases. - . B o e -

‘ : 1 a 7. Select proper one for each Job o s . o R

: G. Hand Protectlon ' I

. 1. Average of over 1,300 d1sabhng hand e - ‘ J
anq finger “injuries each day in 1976: | — . o .' ,

. 2. Gloves. ‘ . K B o h
a-. asbestos protects. against_thermal- é”*‘f"—};‘l; ' ‘
T Burns, ha?ar cold. 2 . ] S o B
o b..-metal mesh protects against cuts _ o ' At
= _ and sharp-objects.’ ' ¥ ¢
’ e rubber protects against 'electri'%‘ | LA _
‘ L ~.cal a{m; chemical _burn's. . e =T ..




neoprene “and vinyl prbtect against
chemicals. ‘

“leather protects against rough
objects, heat and sparks
fabric protects uga1nst d1rt
abrasions, slivers.
coated fabrics protegt against -
chemicals.

3. Creams also used.

-
3

.

H. Foot Protection
1. Over 200,000 disabling foot and toe
injuries each year, :
2. Wear leather steel-toed safety shoes

or boots. '

6 3 F1ve Types. and Preventmon o ILS Fire Types and Prevenfion

A. Fire Types-. : . _ o .
1. "Class A" of wood, cloth, paper. .
2, "C]as$ B" of liquids and T gases palnt,_

Q
.grease .o .

. +

3. "Class C" of energized electrical '
equipment. )
4. "Class D" of metals or metallic dusts.

.
T

 Methods of Extingilishing
= 1. Absorb heat--add water.”
2. Smothero-add dry chemicals, foam
3. Removq fuel--shut off supply.

Fighting Classes of Fires -
1. ClassA . .. ‘
a; water to cool heat.
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Class B. _

a. COZ’ powder ‘to smothenmfire.

Class C. . . 4

a. non-coﬁducting agent.

b. attempt to de-ehergize‘

Class D. ,

a.ﬁﬁspecj?;_ex?inguishing agént for
‘types of metals.

~
<

6.4 Hygiene Safety
“A. Exposure'to Toxic Materials

1. Can.create health hazards.

2. Interna] exposure.
a. Sreathing contaminants.
'b. swa]]owihg'contaminants.
c. absbrptioﬁ‘thfough“sk%n.

3. External exposuré. -
a. contact with skin.

" b. can affect senses.

B. Nois€e Pollution

< .

-

¢ 1. Measured-in.decibels. \
< 2. _Can affect hearjng'bver period of
. time. \ . P
3. Affects other parts of body.
' a. changes size of blood vessels,
- makes heart work faster.
produces headaches.
negatively affects nerves,
ae;reases.powers of judgment.

t

T e

A
L ‘. A
.

«

-ILS Occupational Safety--Hygiene
Safety : .

s
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Airborne Contaminants

1.

2.

3.

4.

5.

6.

\]iquid std‘e at room temperature.

»

Dusts; partioles generated mg;hani-

cally.

a. can a%fect skin, eyes, lungs. -

Fumes; solid part1d]es of condensa-

tion process.

.a. common fumes caused by ox1dat1on
of metal. -

Mists; particles of 1iquids or -

liquids and sotids. . .

Gases; low density, change to liquids

or solids. )

Vapors; gases normally in solid or

Contaminants may affect body in. four

ways. '

a. as.irritants t6®fungs.

.b. a§ asphyxiants, prevent blood
from pormal transfer of oxygen.

c. as anesthetics or narcot1ca, o
cause drowsiness and nausea.

d.. 35 systemic, poisons, attack vital

>y < Vs

. organs. . X
: 6.5. Hand Tool Safety . e 't - ILS 0ccupat1ona] Safet --Hand
A. Hammers ' Too]s
- 1. Face should be 3/8" larger 1n dia-
. meter than object. . S PR
2 Strike obJect squarely- and flatly. ~ L
3. ‘Replace damaged handtes before use. -
4. Don't str1ke wood- or p]astnc-
e N hand]ed chisels. 4
~5:; Don't pound with cheek (side) of
' .hanmer. - y -
? .
740
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B. Chisels, Punches, Nailjets -

. e

BU

1. Select correct size and tip style.
2. Don't pound on screwdrivers.
3. Don't put hands and fingers under
work. '
. Don't use screwdrivers to pry. °
5. Use éppropriate wrench on square-
shank screwdriver.
6. .Use magnétized screwdriver to star}
screws in awkward places.
"7. Use non-sparking screwdrivers- if
working near explosive hazard.
8. Use insulated screwdrivers when work-
ipg.on electrical devices.
9. Don't use screwdriver for electrical
' te;gqu.
Wrenches ‘
1. Select correct type for jobl .
2. Select conrect size for snug fit.
3. Don't use cheater bars. ) .
4. When using adjustable wrenches, always
puf], always-against fixed jaw.
5. Be sure wrench fits squarely, not
Jtilted. ' *
6. "Don't pound with a wrench.

6.. Don't pou?d sharp objects with maliets

1.

2.

C. “Screwdrivers

Be' sure tools are ground at proper
angles. ’ e
Remove mushroomed heads. . -
Hold tools with tongs if being struck/
by another worker.

.2y, < s L el i,

5




7. Use penetrating 0il on "frozien'-l '
objects. .
E. Pliers e
T 1. Select correct size and type.
2. Don't.use cheater. ' “oo
3. Excessive heat will draw temper from

7.

4,

5.

G. Clamping Tools -

F. Vises
1l Work as close to vise as possible.
2. '
3.

° ®

metal.
JDon't paund with pliers.
Cutting pliers. \
a. cut at right angle to wire.
-b. point open side down so cut end
will not fly out.
Use pliers with high dielectric insul-
ation when working on electrical
devices.
Keep jaws clean.

Don't use cheater bar.

Use adequate-sized vise. .
Support far end(s) of long work to
:avoi&‘puttihg‘igfess strain on vise.

’

_ Select correct si}e and type.

" Keep moving parts clean and 1ightly-.
oiled. ,' . \ : s,
Don't over-tjghtgn.

Don't use cheater.
Don't use for hoisting materials.

\

» . -

~ g .

.Clamp objects in‘middie of jaws. gpf-

o
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{ “H. Saws ' . ' . , .
P ‘1. Select correct size'and type. ) )
2. Maintain s,'harp'ness. -
\§ , Check magter?'a] ‘before sawing. . N
‘o 4. Use sawhorse or bench, hot knee, when )
' sawing. ‘
* 5. Make sure handle is clean and tight. . .
6. Be aware of hand,.f'inger and leg pgesi-% . “
) . ~ tion before sawi ng. /£ ' " Y
" 7. Hacksaw teeth should point away from . ‘ .
' andle to saw on push stroke.
‘f 8. Wear g]oves when saw@ta].‘
"I. Snips, Shears _ ' .
1. Selett ;or'rec,t‘size and type. o, ‘
2. Reep blades sharp. - N
: 3.~ Do not cut wige. e - Y ]
4.. Use only 'hand pressure. .
: 5. Wear.gloves. - ( - (”
" J.- Files, Rasps s ‘ ] .
© . -1. Select proper size'and type. . :‘ ’ .
: .. 2. Dpn't use weod file or rasp on metal. . .
3 - %3 Cut on forward stroke. * ’ .
T ‘lé?p teeth clean, E o -
2 ' 5. USe preper sized handles, - i L
: 6. Dof®t use to pry’ Py \ 8 ‘ T
. L o
6.6 Power Tools o o - ILS Occupational Safety-—Po,ﬁa«;
L A. Circular Saws L, e . | . Tools . ) .
1. Operatz only with fixed guard o upper . )
half of blade and flexible guard on. / : C
Tdpier. ﬁqﬁ]f ;-don't tamper with guards. | : y .
3 I . .
| .. N . . ® -
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2. Blade should clear matema] by maxi- .
mum1/8" . N ’ .
3: Operate by not-fo?‘cing; forward .7
motion only. . i Y .
".. 4. Check material for nails, grit, etc.; a ) "
: support material so it doesn't bind. . 'S
"\ 5. Allow blade’ to comé to full speed " ..
befor?l’ée'utting ;. prevents kickback. . )
. Make sure lower guard has_ returned L
before settutj down.’ i o . . 0
put 1o Clean sawdust from lower guard often. | <-
s@‘ ' ‘ X . T . . p
B. ‘Sa'Breo’S"éws" o S '
1.." Select’ proyer blade for ,matema] e R . R
2. J’e? blade slowly. , . : L v ]
/' 3. Hold saw base against-materials - -
"C. Pneumatic Tools/ * : ’ v DO j
1z, Secure all hoses. ) ’ T ' S
2. tlean wi?;ﬁ..coﬁlp?eﬂs.sed ‘ajr only if - R - “
Tess than30 PSI with -guard. T AT . o
"« 3,  Hoses over /2" diameter must have e ) b
- éafetxl valve at ‘source. R N v'_ ;. ";' :
. 4.7-' Hos@couphngs must have safety con- 4. - s . L - ) N .
: nection.. .. ., - . o]
5. Nailers should have device to prévent . ' « SN X
”eaectmg when° not ip contact with - . v R - '
. “work. - o o 5 ”.);( -
| 6. Point tools. toward figor when carry- S kLT .
T4 Cangr - A o .- ) “ b "
7. Shut down, turn off air supply, b]eed RS g e . - ’
o ]me.’- e > L T . ‘ b
- 8. -Wear saf‘ety equ\lpmept, gogg]es, ’ . “; ' _' P S
. s%]e]ds, etc., Sy o o L . ) . ‘

T
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Hydraulic Power Tools

1.

Eompressorsa R /l\ﬁ 0

«

Fluid used.must be fireJresiétanE and
approved by U.S. Bureay of Mines.
"Don’t exgeed manufacturer S pressure
recomnendat16hs\\.‘_%;;r_";",_—f”"
Don't.touch stream © i uid from.]eak.

L T A o ‘\

¢

IS
) Y
Al 4

1. _Storage tanks must be approved by
Amer-ican Soc1et¥ of Mechan1ca1 R
Engmeers.-r . .

éi Dra1m;condqpsed water da1]y ﬂ

. Tanks must have safety reliéf valve.

4. Pressure’gauge must.be ma1nta1ned "
accurate]y . . ;'

,“ ‘ o ' .
fPonder Actuated Tools. ‘ .

\

-

‘Test,before Toad1ng each- day.
Load just before us1ng

Wear hearing. eye protection., ™
Don t po1nt75% anyone; Keep ‘hands
“vaway from barrel end.

Leave protective guards 1n place.
Must have safety device po prevent *
’acc1denta1 firing, and to prevent
firing if tilted:

bon ¢ operate near combust1on hazard.
Should only be operaied by tra1ned and

. '1. [y

gna11f1ed personnél o . - 2 s

:Return tool to “case er use. -
Don t drive’*asgene to extreme]y
hard or brittle mater1als. g

-
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" which deal with power and-hand tools, epcounter situati

- 'PRESENTATION -

. 7.0 Fidst Aid..

e P
@ A

. i

iNSTRUQIIONKt OUtCOMES: The sjﬁdent will succegsfhﬁly complete an eight-hour,

muitijmeaiﬁJférst aid c1a§s,~fﬁught.by'a qga]ified instructor,. and will obtain a-
First Aid Card. “ .- N

L3

o
\
-

. . f
° . . < e
. .

. . r - -
INTRODUCTION: Persons employed in a occupation, éSpegﬂélly those occupations *
ns when first aid may be
necessary to prevent an injury from.becoRjng more Semious. A first aid course,
successfully completed, prepares individudls to cope with mapy of those situations.

.
"
.
—

kS
A

~
o

-TEACHING OUTLINE TEACHING METHODS AND AIDS

»

7.1 First Aid - . ~ ] Administer course
A. .Eight-hour multi-media codkse,'or '
’ eqyiva]ént, dffered:by:
- 1. Red Cross ‘ .
. Medical Services, Inc.
Police Department
’ Fire'Department

Other service and health

-

organizations.




¢ e .3
. . ) P \
‘ . 8.0 Merchandising and Sales/Parts Counterperson -t
R 2 . : .
v”% ¢ * R ) . : . 'Q N
) INSTRUCTIONAL OUTCOMES L’1’{1e student will be ab]e to 1dent1fy the* concepts and
b ", 5teps in dealing effectweiy with a _seller-buyer relat1onsh1p
. R T , 5‘?}%‘%%‘}2 .
e ’“5%{%@ T ‘ R ! -
) - e MR 7 ) S
- . LI v:ff{, ~,\‘, . i R
. ) “‘.;‘Qs: . y.‘}:«j‘:‘. .. ) N . L ’ ‘ - °
: ° INTRODUCTION: The skiTled worker has more than a thorough familiarity with tools
© and equipment; he or she also is skilled in human relations.’"
M . M\, * . 4 -
> . ‘ ' ‘
A t N - N ; : -
. T N
: PRESENTATION | - . 4
= - ,
TEACHING. QUTLINE TEAGHING METHODS ‘AND AIDS .
» ot '. . ) . &
8.1 Custoer Relations - ' . Explainsand Discuss
| A. Clstomers and Prospective Customers, Basic ]
) . Concepts ' Counterman's tiahdbook' \
‘ . 1. Recognize the customers' rieeds. * op.cit. pp. 59-65 ° .
2. Each customer has buying power. '
R 3. :Custo'mers have an indiyidual r1ght to
SN i .°" choose where and what to buy.. ‘
: i 4. ‘Skilled workers. recognize the oppor- ’ 2
’ . tunity to serve,
5 5. Customers ta]k to others about’you; ,
. customers may influence others.
6. *’{our ‘attitude affects the customer. , .
A7. Most of your customers a]so serve . _ .
the1r own..cus tomers. R 5 R ]
. % : i3 -
§ o ‘ | ‘
.Q‘;‘:[“ ‘ -
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- , ) ‘_., * . \ ) )
, ) ) .
. :'. 2. e .
. v - .
. . A]ways exhibit sincerity and honesty ’ N . '
9., Fr1end11ness, over-the-counter and- on .
' the telephone, helps ‘uuﬂd customers + ?‘ ‘
. and makes your job easier. ’
o . 10. Good cdstomer relations begin with i ‘ ..
! finding out what the customer-needs, . ' - S d
) ' meet’i"n'g that need and expanding o’n it ‘< " ' ;
<o . to biild your re]at1onsh1p and service ) ' :
Y X - " to the customer, { e o - A Coe
] @ ' hd -
. . B Customer Expectations . - o . ‘ o
‘ 1. Prompt serv1ce - c )
‘ "a. over-the-counter. ' e
, _ 'b. over telephone. . . ) -t
2. Expert advice R 1 '
‘ . 'a. customers re]y on receiving cor- . ~ C
_ ’\m réct 1nformat1on. o d- . : - |
. . b.: customers need related 1tems. ’ N N e e N:
- © 3. Reaso}\able prices s - ) . i .
Z a. established prices. . Y
b.” proper discount. ! | - - ] T
_ , ‘c. chargmg correct pr1ces. . e . . B
R B - ' d. part numbers, quant1t1es, unit‘ 3 L ’ ) NG
- | . T iprices. . ¥ ' . - _ "\ 'c{—\‘\
} . _ e. correct charges and refunds. ' . ) K T .
‘:',.,‘_» N R stock avaﬂabﬂﬁ:y - S ] v ) :
’ "g. courtesy and interest , ' m“ \ A 9
f o (1) ordinary courtesies, "thank - - L . - f .
: 3 A you," cheerfu'l greeting. s ) oo Lo ~ N‘ '
o ey 0 G L R
: . (3) enthu,snasm ) e T s J e
vy (4) Pﬁasantness. ' RN B v N R RS
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.
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.~} C. “Customer Buying Habits: PR L P , )
1. I\nnoyinq QXperiencc vs. a pleasdnt - . o .

e - experience. ' : ' )

" 2. Pleasant expemences Tead to repeat ’ N - S \
“';;':- . buy'inﬁ - : N - : :
e 3. Develop‘mg‘ good cutomer buylng habits. , _
1 i g - .,,spec1a1 se.rv1ces, del\wery, pickup,| - o ’

R -and machine'shdp service.. '

N

~' ; b. techmca] adv1ce\and parts know- R - R ‘
\ S p‘» ~ledge. T T - ‘\ C .
oo . cour tepus treatments; - . S ' N .
=, ¢ 4, “credit policies. - \ L .
) ' ; " €. large, balanced stock. E o ‘_‘ . LS

h
*

good® sa\{esmanshm . ° . .
convemence. - = ' p

-’ . _
3 . a . —
7

)
i
.
W
EA

. ) h. customer relations. : o i’ -
D.~ Selhng Your House and its Serv1ces AR R _ -
<;62f _ 1.. Develop- k‘nowledge ‘about the store s . | °

= serv1ces, parts and prices. . ) P
& O o 2as Kﬂow items and where to find them. - [- . b e ‘ T
. - 3. Llearn how to usé the cata]ogs. - S i
EX KYQOYﬁ stdck arrangementsc,and prices. s o .
© e \" a.- delivgty-dates. and sc\hedu]es. S | U T

' m crgdn pohmes and terms. - ~ T o

:"‘, o ‘repan' serv1cc,=s. L ) - ) . h
'.C“"v"“ ”5 Know hé- peop‘la (ghstomersi" R T ~ r o ' -
| 5}‘5 - ..', a. -customers a,ﬁ—qndwmua]s e \' Co \-} . .
IR AN lean names; ~of customer§ and & - .
‘,‘: :-\A . ..: 7(‘ 1mpOrtance of remengbemng them. . w-_» ) . o ’
¥ R res?ect 1nd1v1dua1’:chfferences S IR £
. . L Y-S RA At A ’ ARG




;. E'. Talking with Customers and Prospect& /
“ - 1. -Exh1b1t pat1encezv1n 1astemng and try-
“ " ing to understand; -
2. Explain why some customers' requests
' are unreasonable or can't be met. : -
- --=. 3. Explain credit services and credit i
I A extension. = - A .
‘4. Explain pick-:up and ‘delivery-schedules;
hoya the schedules can help customer or:
a prospect ) ;
S - 5. Stock. ”
a. avaﬂ‘?bﬂﬁ:y and .Special order
’ \ - handhng \
L 6. Prices and discounts. -, :
T a. explain palicies carefully.-
, L 7. Exp]am advantages of special tools
ii' - and guarantees. . )
8. ,\fielated items. ) . B
,F: What. to do when th1ngs go wa-nﬁ \
| I. Treat every complamt as though it RN
- were very important, e . = o
. 2. Show genuine understanding. g \
3. Listen attentively. ' o ) <,
- ‘4. Get all the fac)':'i:s..h?“ L .
- Sf'*Avoid_ ﬂisagréeinght;g-. . Wy S T v - LJ
\s> A., don't argue, - - . ¢ .
. . 8. Be'pataggt and- fhendly - )
. 7. Know. merthandise warranties. . )
‘;' ¢ " 8. Adhit mstakes. o < R o .
o B .Uhd'Ei'stahding\Prpspect_:s,and Customers .
1. T'hé'mor 'idi\i\l'earn about your custom= ’
= ‘,, . <~ .ers. and" use. that knowledge 'm a” ol »

G-

" \\; . fg'lendly vgay, the: easier your JOb
1,' \ becomes ;

» T
."{
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2. Things thatlcause people to act the
waypthey do at certain ‘times.
a. physical cani;ion and state of
- health.
b. past experiences.
c. opinions, attitudes, be11efs.
-d“ intelligence, and emotional centroﬂ
e. fee11ngs and mood, - "
Even though®customers are d1ff;rent
a. they tend to act favorably when
shown warmth,‘frfend]iness% sin-
cerity. '
most of custpmers want to do a
good Job.
11ke work to be appreciated.
want a freedom-of choice. )
e. need phys1ca1 mental and financial
secur1tga ‘ T -
"Images" ! ) \
a.\_ customers have certain ideas about
themselves and. about you.
N allow customers certain freedom&.
(1) “bossy“~-show a w1111ngness to
take orders from them.
(2) guide customers that seem ., °
‘unsure of themselves: - a3
(3) be a good 1{stgnérl"
Attitudes: o=
1. AttItudes are qpparent to others by
your actions. . o
a. what you do and " say
Att}tudesvcan build up or tear down

1mages c&stomer has of you.




Y Co _ | v
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3.. Attitudes can be developed.
S «a., attitudes can be changed. '
v ’ ‘ (1) to be .-azdare of changes you needj ol ‘
Y B - . to be conscious. of ‘feelings, e ) ‘
. habits and behavior. \ T . .
' . (2) good attitudes to develop .- \ e 4
# +  pleasant relations with custom-
ers. ‘ _
=, (a) your job is to provide ' o ;.
good service. B ) ' .
: .(6).serv1ng custom%rs is a L e'
’ / team effort--other em- .
% B , ‘ - . ployees my be involved. . o , \
. (c) accept people as they are ‘ .
o " (d) a satisfied customer 'is . _ o
| . B ' usyally a happy customer. . |, ' . —ay - " -
, -t (e). your work is important. o, & ) .
‘;’1.,. R . (f) be flexible. . ) ‘ ) - i I
l\" . " s | . N - & . !
8.2 Salesmanship. - - - ; Counterman's Handbook = ’
: ' A. Pr'mc1p]es or Steps in Se]hng P _ 6p,.c1't. pp. 6772 °
" _"" 1. Gain the attention of prospectwe / " o WA ) .
N | . buyer.” + . i oA v 4 i )
AR | (::'x!a.. make statement or ask questflorﬂg S S AL :
L S N d1splays. ’ . L,
\' \ 2. .Create interest in products or services, o ' S N .
’ N " a. find customers' needs. - SR Ct ST
. 3. '. Conviction. - - - s s .
’ s a. convince self of bqnefats. R . - ‘ ' g
I~ b. cowvince custoriér of benefits...\ o - ' -
- . 8;—increase desire.’ . . : R )
NI M . 2. explair your firm's credit policy, [~ ) Tl -l
- H i . .@A palicies on re.turns and warranty B 'j'
& . . ¥ ’ adJUStments. - e ) . N
__.'b‘.'.shqw r:egdn:eSs_ ;o.gerve.’ , | .




5. Actigrf{)f

a// ask for the order in a way. that
the customer cannot answer in a
"yes" or 'no." L _
ask for order in a positjve way.
timing is all important;)avoid
being pushy.
ask positive questions with elter-
natives; you can f1nd out qu1ck1y
how well prospect has been s

A]ternatives
1.. Make sure your prospect has the power
- to purchase. _ .
‘2. Steps such as "attention" and "inter-
est" may be combined. .

Steps can be eliminated whenifhe pro-
spect indicates at any point a read1- :
ness’ to buy '
Steps néed not'be. taken in order.
"Conviction" can be combined with
:action' or interest step. . 1
'Knovc the products you are try1ng to

sell;. refer to catalogs. :

-~ C. Tools of tha Salesperson
¢ 1. Get started right (the fzrst helTo)
" ‘a. -greet customers at counter right

a away, even though you may not‘be
¥ able to serve them immediately;

* récognition of arrival is impor-
7 . . ’




~

2.

4

3.

Ltistening.

a. give the custemer(}our undivided'
attention; try to sense hesitancy,
impatience, helplessness or inde-
pendence. '
ask questions;® avoid judging *
"cheap", "arrogant”, "sloppy."
avoid reference or thought about’
customers' natlonality,d?ellglon,'
race, or color, T .

d. write notes as you listen..

Ask questions.. . .

a. be adccurate and obtain complete

Ilnformat1on (mdke, mode, year,

- component number, etc.), o

b. ask about the nature of customers'
prob]em.‘ '

(lf what does the customer really

want7 What are customers
pres%nt and future needs? -
Suggest the rlght part,

b. ds the part all that's nec

. a. consider availability.’ E .
eSsary

to do the job? Point out.the .
benefits of* having, related items:. |’
saving time, better workdhnshlp,
more prof1t L 0 N
Don‘t oversell. '
h._ dori*t 1nfluence customer to buy
- cost1y, unaffordab]e, unnecessary

'equipment. t ' &

6. Substitut1on. : Tt

a. if request is not in stock, 1ook
up interchangeab]e and sub tltute
jtems; ask if tbey are acceptab]e.
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Sales Att1tu es N
1,

=

2.

E. ;.‘ephone Se111ng
.1.

CAttitudek. - . _
a. your‘behavionehows your customer
what your attitudes are. \
Memory. .
. a. associate service jobs with parts
and supp]ies by using related
setting manuals. Kie
—h.‘ associate customer's.name with

commonplace th1ngs when poss1b1e

13 1
I

Telephone.

a.

d.. EEFCE the availability before
promising delivery. " ’
e. suggest related ltems that may be
: needed ’
fe adV1se customer of‘spec1a1 prlces
or. dtscounts ..
- 8. quote only list price when in
" doubt-aobut the caller's identity
- or customer classwi1cat1on. ,
h: thank the cusfomertfor order.

2A,4£ounter'serv1ce.

7 -

.

a. try to determine’ how pat1ent the
_ ‘customer at,the counter is. :
b. always excuse yourself to -the. coun?

c..omake-any teldpne convéFsat1ons

)

d complete information,
0k !

answer the:phone quickly;
unanswered phone will lose a sale.
1dent1fy yourself,

ask questions to obtain accurate

ter trade ‘befare answerlng phone.

brief as poss1b1e R N

.

G

4
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. - 8.} make notes. _
’ ' e. if you receive a second call ask\ - L .
I | ' ~ for help. . _ . '

f.,, when you firn'ish with phone, thank . g o ‘
ot the counter customer. for waiting. ' -
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f"ﬁRUCT%ONAL OUTCOMES

[

-

*

9.0 Store Operations-

1

KN

The student will be able,to 1dent1fy common materlals,
forms and. 1ists used in basic operat1ons of parts stoPes and outlets.

'

:

\ta

.

[}

]

\

(R

. INTRODUCTION:

The sk11ﬁed worker has a \handle“ on the store operat1ons and can

- understand tﬁe 1mportance and 1nterdependence -of each

. ¥ PRESENTATION - . .

’

" UTEACHING OUTLINE

-

. t
TEACHING METHODS AND AIDS ' |

1

9.1 Catalogs

A.

»

s

o \
The parts service industry makes use of
catalogs. '

Arethe prime source of‘&nformat1on
for gpunter trade, telephone S?.?S’
outs1de salesperson

complete ‘and easy to, read.

Are . reference gu1des and se111ng aids.

He]p to 1dent1fy parts.

Must be up-t%;date properly 1ndexed. ’

\
.Counterman's Handbook

Exp]ain.an
! N

Ri

A

pp.cit.tﬁb.‘zs-sz MA

Discuss .
7~

D M
. - .
T alIEN

’

'

~N O

. —r'/
PO T - )
F O

e
4 070
.

.

Often conta1n htnts for rep1acement~9 .
or repa1r. 2 - \

. Give 1nformat10n about subst1tution. ' . ’. .
: Give prices, fosts and avq11ab1]1ty. - S \ /




PN

SRR

. . '
ﬁ Catalog Set>up

1

1. ,Index1ng.,.5 .
a.. four methods.
b. _method used depends on various
e “factors, sych as’ s1ze ‘of store,
h1stony of Qperatlon number and r
var1ety of 1qnes carr1ed, sales
7. ! policies. — ~ B

Méthods a]phabet1ca1‘

a. manufacturen s° name.

'b. " product trade name. .

c. érodu'ct common 'name. L

d. Weatherly Index--numer1caP

3. Other catagog types.
a. popu]ar1ty gu1des.
(13 useful in ordering quantities
for "initial ‘stock.

b. ‘comparative’ catalogs. R
(1) show manufacturer's part num-

. " . ber and comparable: part made

" by different manﬁfacturers.

c. supplemental pages and revision.

. (1) 1nd1cate changes or" new parts.
/ MR Manufacturer s c'éta]ogs vary as to
. ) Jayout and notations. g

) 12, front pages devoted to exp]a1n1ng

. how it's used.

o -

< Tlistings often”printed very close

’ together to conserye space.

(1) common error made .in catalog
use s cross- read1n§ or incor-
rect regding. . '
keep note pad handy, wr1te

downwnumbers.
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6.

B~

-

~
.-

a’. most manufacturers -place hsts"*

b v'suppﬂements are 1ssued for prlce

-~ N a°
. . ::‘ w
;' - % ¥ .Y
> . > > FY
" .. . i - =t - -
~ . @‘
Interchangeab1]1ty ) e v

b !

. ne@r,gf catafogs
(1) become awqu of 1nterchange

e Tists., - ' £~ .
Sugp]emepts and revisions. v
"<a. arrtve c0nt1nuously "from manu-
“ ,,) \N N
facturer. )

IS» file supp]ements and begln
\ ' us1ng 1@medlate1y

tﬁsts AR - y

e
DI

-
»

), b.

" (5) part numbers and namx

‘K;ﬁ‘watch fOr "effect1ve ﬂates‘"_:_

\-

1mport nt

(1) always <logk up price.

2) usé proper price shéet for
.~ customer classification.
*(3) price 1ists are -confidential.
.contain, A' : N
(1) Fuggeéted 1ist price.

(2) resale .price’.:

33 dea]er s net prlce
(4) manufacturer's part nugber,
fdea]er S price sheet categor1es\

(1) code indicates price change,

sh1pp1ﬂ§ point, new 1tem(
"(2) trade price. .
(3) ist pr1ce\ o
(4) dea]er net:

A
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9.2 Records '

A{\ Paper Records
".'1. .-Keep, track of business dea]s, custom-
ers, supplies, shippers, -paper regords.
Are important to daily business, future
planning; good record keeping and good
customer re]at1ons.
Must be kept extra care w1th paper .

work reduces chances for eqrqr, 1nsures

accuracy, comp]eteness and 1eg1b111ty
Must include; ‘

a. whEre and when purchasedf'

b. amount paid, 1nc1ud1ng taxes.

c. 1nd1v1dua1 who so]d and rece1ved
" goods. |, - .
d.™"what was ordered and what was'
" received. o .
e, resa]e pr1ces. . "
f. jtems returned for. credit; how
" much crédit. -
”g. terms of payment and d1scounts.
Records’ are important for bookkeeping.
‘¢ who. to ¢ arge or. credit for how
much, - - v e
. . < b. what-was sold and Basis.
L . ‘fre1ght charges, taxes, cash .
‘ ‘received and cash. spent. ,///*7/f
" 6. Records are 1mportant to order.
a. what 1s'sh1pped, to whom, how.and
Cwhen. - - o
what to take from stock and any
‘handling equ1pment necessary.
T what to p'rck up and whin. .

1oad1ng and de11very plans;




Customer Recorﬂ%Keepdng ]
1. Customer records’handled include.,
- invoices.

packing slips.
customer's Qurchase orders.

a.
. \b ~ credit memos.

‘c.

d.

3. core charge record.
L ) %\-*r.'f.
Invoices and Copies  ° ‘
1. .Customer copy (original).
.2. Office copies. .

. Inventory pry
y, Stockroom copy.*

. Pack1ng slin.. - - T
Invoices are numbered for reference
.purposes; invoice registen may be used
to'Tist invoice nunbers. e x
An invoice copy as a packing- s]fp

customer's’ name and address.
quant1t1es, part nwnbers, part s
names. ~4’,_., 5
.number of packages or- cartonsx
date of sh1pment how shnpped
tyrms% 5
gustomer s orderonumber.« ) \ N
" date af-order. S’ﬂﬁf -

items that are back ordered.

R
? gy
%,

D \ Cred1t Memorandumsl :

1.. Issued to give gredit or;refqnds; ]
issSued: -:' . "

a.  when defect1ve parts are returned

.1f 1mproper charges for’ sales’or,
.taxes have been made. - " °

when oversh1pments are returned
. when shortages of charged merchan- ’

'dvse occur.~




. ’
N o » . ot y ter .

. if trade-ins are accepted .o oo
to carrect overcharges

L&}

. if incorrect parts are returned.’ SN .
. if exchange item transactions are o~ :

. . ‘ . e I

made. . e ve ) ,

i. to authorize stock clean-ups. | N c. - \
gl) show customers name, address,- |. ‘ | " i ' :,<

oo date, original i;voicﬁ number,f N '
part numbers, names, quant1- . -

whkt1e§, prices, type of credit | U ;o
R . . or refund, reason, and em- S . . :

- ployee's signatufe; also a ) fﬂ ©s
. o . hand]1ng charge, if one
\ ' should be made. oo \ T .

E. " Correct Ticket Writing. I _ -~ ‘

1. When writihg invoices: . ', 7 -0 o ‘ !

‘ 3 : a. doub1e—check quantities and,prices.'

b ‘net or wholgsale price. : -7 L

c. sﬁﬁpping method. - T . > o ' -
- . . - d. cred1t charge account or terms. ) ' \ ’ :

-

» N .. e, any back ordered items. = y . L 5"

f. taxes, -« .. ) : ‘ »

.
. . . . e e

2. SPeCffﬁ time and dates of de110erx. | P '

o

, : 3.. Correc addré%s,"givipg city if there |- .. o . : s .
., I U ;aéé éevera17ﬁearby.. E :- ¥ . . o 5 o
'\ - " 4. .Credit check if parts are to be ';' ,O' ) _ ' g
. T charged to an account. : Ve s ‘

b . ‘5.' Ivi e 1eg1b1y, use pressure, may be Sy N
S L& : seyera]‘cop1es, if your handwr1t1ng 1s;f§:f . w P‘l =1
) ¢+ not legible, print. . P 4] T N o .
, 0 6. GCheck stock fbr ava11ab111ty, mark _ o v ' T
£ oL backorgered 1taps. o . | CL a -
;;“ :_fi‘; $417f Inc1ude outs1de'sa1esperson s name 1f: R ‘ B 1

z . Y A, ons, asbeen\mvo]ved X R T R

-

"'R . . ~ . K s .

- "."fé.'WEheck {or requ1red s1gnatures. ‘o * | ne L

A ] . - K - 5

2
N
~
r
-
=
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“
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F. ,Routing Paper
1. Routing sales records may vary from
one firm to another.
a. may be used to trac? a transaction.
b. other people need‘informatiog.
¢. 1legibility, accuracy, completeness.
is necessary so that operation
éoes not break:down:

G. Credit Policies and Procedures. .~
-"1. Businesses prosper on ngd credit.
2. Many firms keep the status of accounts
near counter; check lists and use them
tactfully.

°

] 4

H. 'C.O._.Dj. Sales ..~ .
' 1. Policies*may vary with différént firms'

3 2

Braétices‘about co]lecting on dellivery.
a. money collected is:rung yp‘on cash
register immediately. Do &

'b. .invoice is dated, marked ané,
Am g A
. signed. , L
c. cash register receipt is made out

and ‘marked. . e

) P ’

.d. money doﬁ]ecfed-@e]ongs to firm;. .

. neglect in correct and prdber
pand}ing7cqn be cause for dismissal

3

Hand1ling Money - . -

1. Employees must.learn to,opéfate cash
register, adding machines, calculators.
and other office machines. .

a. operation of cash register. _ °
(1) show receipt on an invoice,

or cash register. receipt.

(2) company policy on checksf




13) check out cash register and
compare with records, pay outs),
€.0.0.'s and initial cash

supply (usual]y done’ once each
day). _
(4) figure cash discounts. \

(5) record taxes and systemize - °
tax money accounts, '

use adding machine to check

‘totals and price extension.

.
o
~

- J.

Handling Exchange Iters
1. Rebuilt items. ,‘ .

g. value is less than new price;

b..,o]d,ﬁwornout uni§ is called a core.
(1) core is taken in when rebuilt
) ‘_item is purchased. -

(2) core is valuable as trade-in

" item.

(3) allowance is made for core.

(4) core should be insﬁected,
handTed and credited.

«(a)‘ﬁmproper handling causes
‘Jbss of money. - .

(b) priqé lists stape-a]]oQJ
ances for core or trade-in
unit?

(5) check lists and record amounts
onlthe invoice or core ticket.

(a) if core is damaged or

. barts missing an adjust-
ment may be made.

(b) if core is not acceptable,

+exchange itam is sold
outright and invoice i§ ‘
written to show.it. -.




f. -company"s pq]icy and procedure on
" _freight (who will absorb ost).
g. delivery methods (mail, parcel o ‘ .

post, commercial: truck{ bus, . |. .
; . < |

* - .

' * taxi, etc.)

C., Invéntb%y Control,_ - .
1. Tasks. -~ A ' ]

b a. prepare éécurate ana complete
invoices. . : -

b. notify inventory clerk of s}ock . i

" shortages. ° v . , J
order rep]acemenf“of damaged.goods
assist in keeping éécurate hhysi—
cal inventories (checks against
stock records).

-

’

e. complete and file.
e

D. Out of Stock Situations
1. Steps. -
a. tell customer you are-out, but . . v
will try to’help; will locate and ) }3=' / o-

call back. . - | ' ': A

b. cheék with tocal factory branch

4 " or warehpuse distributor,
check other wholesalers.

P

D
te
-~

9.4 'Housegeeping '
A. Guidelines . ’

,5‘ 1.% A clean oyder]y store attracts cus-
‘ tomers. ' . ,

‘a.. .a- store gains on its competition | -®
oo when it's neat and clean.

~ . P
5 . o ’
i - -




housekeeping makes the store ﬁore
inviting, good to attract and ﬁb]d
c&stomers. ’ \
good .order, safe and proper
merchandise display.

(1) alertness to safety.

" B. Front-of-Store
1. Sweep and mop f}oors daily.

4

a. windows washed regularly, inside

and out. 1
dust and vacuum, clean displays

f?equent]x.

»

put rubbish in approved containers,
stgck digp]ays neatly and safely.
keep aisles clear.

c1e9n up grease and 01l immedi-

ateTy. tl .
change displays frequently.
don't n3g1ect.repairs and painting,

clean restrooms.

kgep counter catalogs and papers
up-to-date. ‘
return unsold parts to stock.

tag and return.exchange or defec-
tiwe jtems. '
'storejf1ammab1es properly.

clean ash trays and-top of counter
personal cleanliness and appear;
ance. v

C. Shipping and Recejving
"1. Hazard eliminatign.
. a. keep aisles clean.
b. store all items safejy.
t. store carts and dollies safely. ~




[y

ol

D.

d. ma{ntain ladders and ‘'step stools
in proper storage areas.

e. store acids, flammables in proper
safe storage areas. ’

. f. shelve small, items in an orderly

. manner.
g. maintain adequate lighting.
h., pick up dropped or spilled items
. promptly. RN o
i. don't climb on boxes of parts or
materials.
dust regularly.

k. store over-long objects safely.

Back-of-Store Operations

10\\

q. properly receiving, checking,

Inventory control "point<.
acquisition vs. turnover,
. “balanced stock.

inventory countrol cards,(systEij

. check stock regularly.,

4

.~ over stocking of single item.

returning damaged items. -
A ]

a
b
o
d
e. obsolete items. ¢ )
f
g
h

seasonal influence on turnover.

-e
.

proper shipping, receiving and
storage of merehandise.

." Stock and customer service.
. [N

a. stocking what is ngeded. *
- (1) "fast"_moving items.

b. ‘over stocking vs: lost-sales.
C, ,étg;k handling after buying.
storing stock. -
(1) feééive‘merthandise.
’ f(a) check shipping receipts.

(b)'b111§'of lading, packing”

" slips.

°

- ~

-

0 T 10




ha}

°

(2) check shipment..'s
(a) open cases and cartons,
' check shiphén% thoroughly.
. (® move merchandise. )
 (a)‘practice "safety first"
(4) Store merchandise. _
.(a) store and rotate merchan-

-

"
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10.0 Product Ideritification/Parts Counterperson

X

[

INSTRUCTIONAL OUTCOMES: The student will be able to 1dent1fy common]y so]d and
~ Serviced items, and explain the 1mportance of recogn1t1on.

el
o
&

- v ~

Fhe sk111ed‘&0rker is able to, recognize. components which he or she

INTRODUCTION
will “have to dea] with on a daily basis. *-
¢ ) ~
L] v-$‘
+ { A .
. - .

PRESENTATION .- _\§

) T

TEAGHING OUTLINE TEACHING METHODS AND AIDS

10.1 -Recognize Components Explain and giscuss
A. Reasons ) -
1. Many pa}ts customers are in the Counterman's Handbook: Q
automotive repair business. ‘. op.cit. pp. 7-24
2¢ Some parts customers on]y service C »
'Veh1c1es and send repairs ‘elsewhere. .
3. Service customers and .repair cus-
tomers and repair.customers use dif-

ferent classes of supplies and vari- | -~
- )

ous materials.

B. Common Suppliés;
1. ‘Chemicaf rad%ator coolants.
2. Soaps. W~ - . - _ J
a. .chamois, sponges, brushes.

[

o . . .
’ &
’. < \
oy . 1 . . .
, ~a . '

. . B .

) EN
\ e




N

C.

/6. Paints.. . ‘////(‘
. N . thinhers. ‘\

-\<\\ b.. waxers.

-

3. Polishes,

a. spray.

c. cleaners. B
d. paper towels.
4. Cooling system cleansers.
V a.. sealers and rust inhibi¥ors.
5. GaskeE' compounds.

.

rubbing compounds.

a
b

-C. abrasives. - y
d. masking tape. B
e

paint removers.
7 Lubricants. - ‘
' * a. doors and locks. ‘
. b. hingeé. ‘ . !
c. penetrating oil.
d. additives.
8. Undercoating. T 1
9. JL1ghts - o -
&. stop11ght,and ta1111ght bulbs.
b!o headlights. ..
c. emergeﬁ%y lemps.
10. Fastenérs
' a.. nuts and bo]ts s
‘b.  screws. e 1.
¢. brass Tittinggt ’
d ~;_s_pe,cia],izﬂed fasteners. .
jTooIsiﬁnd Equipment_ o
1.  Mechanics -and service workers need -
.to replace Worn or broken tdb]s; .
parts counter worker needs to know a
1arge variety of mechan1ca1 repa1r
. ¢qo1s (and for what purpose theyrgre

ingended).

»




2.

T &+ v S 0 T O S 3
L]

four general classes of tools.

a.

b.:
c..

s

d.

_Power tools, usua]]y'hand-ﬁeld, are
electric dr'air-qperated;
Sérvice equipment, .

. Tub¥ication equipﬁent. ‘ ,:}

“a.

L]

b
c
d.
€

‘cy1inQer deglazer.

' tyénsmission'stands.

-dynamometers.

N Al

» .5
pliers. . '
wrenches.
hammers.
. . AN
screwdrivers., L ‘

cylinder hone.
cylinder ridge reamer. ’
%1ectrica1 test and tune up equip-
ment;°vo1t'meters, growlers, .
oﬁmnetqrs, osci-llocopes, dwell
meters, diode testers.

wheel balancers, '

wheel aligning équipment.
tire’changérs.

air coﬁpressors.

hydraulic 1ifts,

engine hoists:.

&ngine stands:

transmission jacks;

vacuum and pressure gauges.

brake testers.

shoe grinders. .

brake drum lathes. . .

parts cleaners:

ftoor jacks.

valve refacers.

valve reseaters.

welders®(gas and e1ectri€)
bat%ery charge?g‘and tésters.




<

2.

t

)

1.

4' ; Univérsity of Texas, Austin 1979 -« ’

3..

SUGGESTED READING -

‘ .
Notgrass, Troy
Auto Parts Counter Worker

M1cheels, W. d. '
A Worker's'Introduction to Wholesa11ng in
the Automot1ve Industry.

Nat1qpa1 Standard Parts Assoc. 1952
. (Repr1nt available through University of
Texas, Austin)

L)

A.S.T.A. |
Counterman’S'andbook

Automotfve Service Industry Assoc..1963

- ~

-
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* PRESENTATION .
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. 11 0 Basic Parts Counter Invo1c1ng/0rder1ng Techniques

“
.
t

-INSTRUCTLONAL OUTCOMES: Student w11;tdemonstrate and execute basic trade-’ sk1115
by comp]et1ng a project to. the satisfaction of the 1nstructor

v

. L4 ' ,‘ r
INTRODUETION Th1s 1ﬁ%truct1ona1 unit proy1des students an opportun1ty to
* practice techniques followed in the Pacdfic Northwest; appropr1ate techn1ques ,

w111 have been learned in prev1ous topics in this gu1de .o !

e +

- 5 »

TEACHING OUTLINE

TEACHING METHODS AND AIDS

L
-

e

11.1 Catalog Processing and Determining Explain and Discuss

PO

“Discounts -

Administer Project *Sheet

A.

0

Produét, Selection

1.

Select fqur items from catalog.

a.
b.
c.

;x.d

2.

e.
s

Prepare totals. °

a.
b.

locate item.. - _
write down. stock/part number.
write down shipping- we1ght
wr1te down price. |

repeat steps a through d for
rema1n1ng 1tems '

total shipping weight of items.

total list price of items. |- .
J " . . v . .




WM

"

. . - 3. Prepare‘discount information. .. -
“I-7 .7 a. find wholesaler's 30% discount. forl’
' all items. ‘ )
' b. find net cost to whoTesa]ers for
S _ all 1tems .
c. find reta1]er S 15% d1scount for
’ . all- 1tems 3 . :
. ~ ~ . et e e i ans et e -
; d. fihd net cost to retaﬂers for L
“ all items. - ]
- 4. - Find cost difference, wholésale and °
[ : . . . o+
rgtail for all four 1;ems. '
s & 4 .\
Y . ) .
o™ ! ' 3
\ -
L] Qe
@ ’ : .
- i .
J - -
. \ o -
Y-
L -
. é 1]
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R PARTS COUNTER PROJECT SHEET
. ' > ' . , ) /'
"1.-Invoice, ordering operations. '

The studeni will complete a parts counter project, properly fi11ing’out forms.

- . y A '
. REQUIREMENTS ’ ' o -
Any available catalog, retail preferred. '
- 3
v "
L] ~
. ¢ ?' ,‘f ) D ’
v - \ X ¢ »
\ . f
-
\“ r
2 - «
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- STEPS TO COMPLETION: . _ o . .

- ) 1 M - . !

1. Select four items for an order. - T &
2. Locate item #1 in the catalog. ‘ :
3:“Writé‘aown,stock/part number: i . . R .
-4, Wri}é down shipping weight. Y
5. Write-ﬁoﬁp_price. ’ . e

6. Repédat steps 2 through 5 for each of the remaining items.
B - r . XY

¢

7. Find total shipping weight of four items.

s

‘8. Find totatl list pr%ce of the four items. VT :

[}

3. Given a situation where wholesale customers receive a 30% discount, find:

d. the amount of discount on‘'all four items. o o M

b. the net price to wholesalers for all four items. -

10. Given a"situation where retail customers will re@eive a 15% discount, find:
- ‘ - 4_,-/-’—1 ) *

a. the amount of retail discount. ’ ®

~

.b. the net price to retail customers.
Xo o\ -

11. Find %he d%fference between wholesale and retail cost for all four items.

8
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TASK ANALYSIS

tor Auto Parts Counter Person
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TASK ANALYSIS for Auto Parts-Counter Person

USOE Instructional Group Code: 04. 170000
DOT Number: 279357062 -~ ° = -

Oregon Departmem of Education Spemallsts*»

Dean Herman, Marketing and Dls‘tnbu\&}/e Educatlon
John Barton, Currlculum .

Date Analysis Completed: 11/18/78
Analyst: o

Glenn Ferris, Instructor Clackamas Community CoIIege -
Oregon City, OR ,

v

Task Inyentory Rewew Commlttee

Art Cherry, A.C. Distributing Co., Milwaukie, OR

Jim Clayton, Irv Leopold Impo;ts Inc., Mllwaukte OR
Roger Collingwood, Clark Auto Parts, Wllsonwlle OR,
Marilee Frigaard, Irv Leopold lmports Inc., Milwaukie, OR *
Gary Hubbard, Gary's Auto Parts, Oregon Clty, OR

Jim Mura, Bernard Garage,Mulwaukue OR

Larry Noonan Portland Community College, Portland, OR

George Warren Clackamas Community College Oregon Clty, OR
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TASK INVENTORY
L 4

-

INSTRUCTIONS

List each manipulative and knowled

ge skill relating to the 1ob lsted above.

" GLENN FERRIS _

&

P:qu

Job Tty

Analyst

AUTO PARIS COUNT: & PERSON

-

-~

.

To the rit;h’ of the page are three sechions of columns asking specific ques. ' Entry Frequepcy of lastrection
+ tons about the Entry Level, Froquency of Performance and Instruction At Level | Performanca Atrgined &1
. , taifled. At. An "X" should Ne placed, ti# the analyst, opposite cach task in m R I - I |
the appropriate box of the "ENTRY LEVEL" ang "FREQUENCY OF PER. 219 éﬂ *? ' S & ‘;’) g ,} ?
"+ FORMANCE" sections. Section thres, “INSTRUCTION ATTAINED AT" 2 Fl1IE ») 2 5% 5
- 15 to,be completed by state sepresentativo porsPns selectod boy the state e j3 ;> % S| =_=’ g v
department specialist . ’ . &2 ? i ¢ &< 5 ; z,
: 3 o ! 1 [¢] - 3k
. ) ' - < H i i ! s—' % ;3
X = - . i 1S 1a |
Duty Task . - Task Description - | P
No. - No._ = . . . !
1 Q__'READS AND INTERPRETS CATALOGS 1 N
- |11 {Use footmotgs . X X7 | X
| 2_|Use special markings in catalogs '~ : XX ___4__';'__,_&»_4___
w» —}- 3—flndex catalog sections by major division (electrical, |X A X
| - fmechanical, bogy) et T T ey L
_ |4 %ﬁmmﬁgmmWﬁm;m&JMQu@thEWL NRd fﬁw
. NMsize - from customer L P
o 5__}Use appropriate index for manufacturer or supplier X X! lX X
.Y . T T - ~ i
—— -+—6 lUse alphabetical, numerical, alpha-numerical systems JX. aar i
s 7 _]Refer to sequencgindgx parts catalogs for information|X . X _:X‘:__mi 1-
"~ |and parts numbers R - | |
8 |[Use appropriate current parts catalog, bulletin, quick|X X JX X
ceeedn__treference manuals, supplements or revisions N ]
-2 {Uperate microfiche ®ecorder - . ' S L %
101 Identify assemblies_and _components by name & function |X N Y S |
11__{ Identify* assemblies and_components_by Tocation as X RES Xe X ||
‘described by ¢ stomer . . ) A I D L B
12_of Use_parts catalogs anci'_dj_agnanls_tp_j_'llll_'s/{r;gggﬂgarts X 9 LS
! . replacements , . ' A T R I
— —1-13_|Use special equipment to make up customer/shop parts XX r, ;X o
~——{ .-_.lrequirements_from bulk stock . - N ]
S A (NI - - ’ — JUS LIS —— ‘5\,_ ~ ..:...-._
. —— . o S N Y -
2] 0 | IDENTIFIES MAJOR AUTOMOTIVE COMPONENTS I O ;
1 1 1Explain basic mechanical operation of major X X ’: a4 1X
~——{—.__Jautomotive components 2 ]
) *-l,~_ﬂse_garh_.nm%_vghj,cmu-identification.number. X, A4 gt
and serial .nu ~as necessary to identify parts . b __7,_ |
4.3 | Identify engine and sub-parts X X '__ IR b
~ 4 | Identify manual and automatic transmission and X Xl ; A
sub-parts i
5_11Identify differential and Sub-parts X X X ~
6 | Identify radiator and cooling system & sub-parts X X X
f’ 1_{ Identify driveline and sub-parts i . R X X
8 1 Identify brakes and sub-parts - X A X
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TASK INVENTORY B
" - AUTO PARTS COUNTER PIRSON
i Job Tite
INSTRUCTIONS. - — GLENN FERRIS S S
List oach manipulative and knowledgeshill "9‘0”"‘; fo the job Iusf;d,abovo. Analyst
To the right of the Pago are three sections of columns asking specific ques. Entry Frequency of tnstruction
tions about theaEntry Level, Frequency of Performance and Instruction Af. Level { Performance Attsined at
- . teined At. An X" should be placed.by the anal st, opposite each fask jn> . m n
the appropriate box of the “ENTRY LE</EL" andy"FRE‘gUENC;cOF PER- 9 3 .? ? & 9 9 ;
FORMANCE" sactions. Saction thras, “INSTRUCTION ATTAINED AT" e N ’ SR
is to be completed by state representative porsons selectod by the state s13752! 3> 13 % g;‘
~ depariment specialist, ’ |8 5> e .8_ <|e g,
' el el
I g8
Duty |* Task < - Task Description
No. No. . . '
~-2 4 9 [Identify_axles and, sub-parts .. . T X X i X1 |
- -+ 10 JIdentify electrical components and sub-parts X X X
11 ([Identify chassis_and suspension components X X .
12_[Communicate with customer to identify proper X X XX
- .. |-\ [information for parts 1.d. and selection ‘
———| 13 _[Explain application of Mmajor components and X X X
L sub<components o
r 14 {Identify sheet metal/auto body parts X X X N
e I ]
- Q | RECEIVES MERCHANDISE SHIPMENTS - -
17] Sign delivery copies X X[ X
2' | Inspect merchanhdise for correct amount ordered. X X Xyt
3 Ingpect merchandise for.ia_ma_gg__‘; o X ] X ¢ X )
4_1Sign off-packing lists’ — ] X | X X "<,
_ T 5N Identify special orders and stock orders ‘ X X X [X
- 6 | Enter stock into stock ca?:algg system X | X X X X
/_| Route packing slips and bills of lading_into paper X X X
B Jflow _system — e :
T Y STOCKS WERCHANDISE _ T .
———|— 1] Identify stock for proper location X X X
_ 2| Separate stock into locatjon for_storage X X 1X
_ 13, P_]_qc_(ng:_o_c_lg_i‘ﬂ_mge'r location « X_ X |- X1 ]
. 4 } Use _proper stock safety precautions . . X X X I g
~——}—2_Rotate merchandise according to company policy - X ] Tx X
> 6 | Examine stock far proper labeling , X X X
“reed 7| Stock shelVes according Lo groups, alpha-uumerical, |x X 1X
4 1 alphabetical or numerical o - .
'_ 8 | Clean shelves and bins before stocking or restockinag [X ' X
- 9 !locate display stock in accordance with merchandising X X
— —}~.—].technigues S A
~~——|—10_| Keep_displays full _ i ) I 15. X-] TX X §
© ._T11:{Cleanand rotate display stock for appearance - 29X X X | -
: [ 12 ]Priceﬁnd'ﬁabe] display merchandise X X VoIxls
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TASK INVENTQRY - Prae
oL ) S o ALTO PARTS CQUNTER PERSON,
: Job Titte
INSTRUCTIONS: GLENN FERRIS e
, Lt sach manipulative and inOwledgo skifl relating to the job tisted above - .9 Anelyst : N
To the nqh' of the, page are thrro scchions >f columns asking specific ques- ’ [n’ry@ Frequency of“ lastryction i
tions about the Entry Level Frequengy of Pefformance and Instruction, At. - : Level | Performance Attained a.
v tained At. An™"X" should be placed, by the analyst, opposite each Oasl: in m “n ' H
the appropriate box of the “ENTRY LEVEL" and ' 'FREQUENCY OF PER. 1219 B EAR ‘:::
FORMANCE" soctions. Section threo. “"INSTRUCTION ATTAINED AT" 2 N AR P 3|2 g
“s-to be completed by ﬂc’e ropresontative porsons selected by the state s13 ; 5’ % é f:' 3
department specialist - i' 3 .E. S ; ; “§':
Task Description i .
SHIPS MERCHANDISE N :
Determine customer's location Py X X bolx |
Route delivery by most efficient & practical route X X |¥ H
Give .delivery instructions to driver ' 1x] |x X s
4 |Log in driver upon return . , X1 iX D
Observe safety standards on delivery : oL AX Laxd L3 R
. 6 1Instruct driver on proper. vehicle mamtenance '_ . X o 4X X _j__ i
Select carrier if applicable - X X1 X1
JRaute invoice_or packing slip to proper artment S I Y A TX ], §
Inspect and package merchandise correct‘ly e - XD olix x ;
Prepare bill of 1ad1ng B Lot s XX L "X'T"‘ -
- T - - - oo ToTTm o s 11 - j‘“ ‘“"‘"1.
] . e __ - 4] ——t 3
PICKS MERCHANDISE TO FILT CUSTOMER ORDER oAb L)L
-|Receive customer order S .0 B T XX
_|Determine 1ocat1on of merchand1se ______ I T . I R A S ]
_ P1ck parts using proper safety. precaut1ons . X1 X, _? 4 .
ISelect items by part number or description o XX L e ,‘_rX X
_|Place. 1tems__i1j.eshi:pping’a‘re5 . o X Lo i X | | l(__1
. . L . . ] SO0 SRS S N ORI S S N
. . . ) ' I N U S ) . , 4 “;_]
ACCEPTS CUSTOMER RETURNED MERCHANDISE - _ B N (U A Y O
|Determine reason for return-of item o 11X X1 aX] |
JInspect item to determine if it is returnable o X 1x! Ix __7
according to company or. manufacturers po] CX.«,( e 1 {’ _]
Determine 1f part-is resa]eab]e or is a sva’r'r@_r]ty 1tem ) ')i' N _‘ ! ;__...)i_ IS
{Credit’ customer according to cempany policy - _° 3{ X __.;_X___:___L-M_.X_-_mf
_|Follow warranty Erocedure ‘according to manufacturer RS E LX) .
_|or_company policy - , T e _,im_r— ' 1
__;Return .part-to shelf if. resa]eab]e R B . "X;__j\_é:.'fs‘._% 1A 5
|Label part for_return to supplier R R4 N X[ "__}_,(1
Labé1 part iqr_wgrrge_r\t.x procedure - X X X
' ‘ -y “—*-1 1’6’ e -4 -
CONDUCTS' INVENTORY CONTROL T N B
Identify and operate inventory control system . ', | X} X| - X¢ X

<
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TASK INVENTORY
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@ . ___AUTO_PARTS COUNTER PERSON. ‘
. ) Job Title ~ .
; INSTRYCTIONS - ) ) GLE_’\"QN FERRIS R S P,
List each menipulative and know dge skill relating 'Oo the job listed abova . Analyst - .
To the right of the page are thre sections of columns asking specific ques- Entry | Freguency of Instruction iR
¢ tions about the Entry Level, Freqlency of P;:r{or'r‘nance and Instruction Af- N Level |- P:r?:rmance AHained at
tained At. An "X" should be pladed, by the analyst, opposite each task in “ 21
the appropriate box of the “ENTRY LEVEL" andy"FRE(;UENCY OF PER. g °o 2 ; ? \f-%: g g :f
FORMANCE" sections. Setiion thrds™ “INSTRUCTION ATTAINED AT~ NIRRT ERE S 4
is to be completed by state reprejentative persons selectad by thé siate s}13]2 ;" 3' .5;. % .5
department spacialist. * - . &1 3> R ESRERAR]
) . 3% ° 3ﬂ S) :‘ Eﬁ
\ g K
Duty Task ! \, " Task Description ‘ " : °
No. X No. “ > R
8.1 . 2 |Take physical inventory . N WXL LX AX
. |. 3 }|ldentify annual physical inventory versus perpetual ™ [X| - FARS X ol
| {inventory . B | ' ' , 1 ) K i
- = . 3_ l: 4 N > - - *
. . ! , o i .
-9 1. 0 |BROMOTES PRODUCT. MERCHANDIS ING G . % _
— 1 Hfdentify impulse items, maintenance Ttems, and- g | x X LT LXL L
N pch‘al.ty_;é.tems_ I oo ol R N s 4 (N NS AU S O O
_'_ _ 2 _JKeep current on qgmpgt'_ti,ve-ad«“/grtising and promotions XL X X
3-}Make recommendations of product Or seryice tq be . __ SN .1 P O N P B I
—- — _.._-a.d_\/g.!".tj S_e_d‘_to 'I@.@Q_e.m.@n,t__ -i__.. e LUCLC Ty 7 .<:T.'..-..-i.-.J. _— . ——d R "
—-- -~ 2:45et up_points of sale displays and handoufs - | % XL |x]®
D Suqe_rv’i,se'\/qr perform hoysekeeping of display area. | x d Xl X
M ’” . e S, 22 v/ '/»’1[/ ,_/‘ , , * . ~ ' -
I i o e T T T B 17T
R I . .- e W . v m— e ~4 . ] - -
10 (0. | DESIGNS, AND IMPLEMENTS MARKETING. TECHNIQUES - -
- ——]—-1{Determine location of impulse, maintenance or - 450 L XXl
|__s | __ |specialty items L R | I ol
- ~-f" 2 |Develop visual traffic’ pattern X X X
~ .|~ - 3 .|Develop physical traffic pattern - R r.X.. e L X ~
- - -4 |Design counter location within space limitations 4 X4 X XX
5 1Design displays to attract people N Y A T
. ;Q—:_Engyide. food and drink to _custqmers_accordjn_g_,_t_g B RABERIENA X
— - . [fcompany policy =~ . U s N N A :
. .]._.7 | Incorporate security measures Jncreating and setting | x| X1 X X
L. .f. fupdisplays , - T . S :
2. | .8 Make store as attractive and efficient as possible | X T |'% X)X
. ELIIE N SERPE. ’B - ,"' ..._: .’-.__.___.‘._".g, -__._.: ; - - —— . - ..' i
—— e ot . e—— 4 -1 _
[DEVELOPS_ADVERTESING _PROMOTIONS . . ol
JPregare visual.advertising aids k - X X|_|_ X X
Inform customers_of promotions and, specials_- [ X X X
3 | Distribute desjgp_q;ed handouts ev freebj_e‘s’_-tt_jl_-l 7o XL X L X
Jcustomegs T~ - LT S N T Y A
_Iunlf_ormt'm%\agemgnt*of customer- trends and requests — X X X| .
. R * - . . ‘ s LW
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L Job Tit 0T

“ . INSTRUCTIONS s, -

List ‘sach mamoulative ‘and ﬁnov‘lcdgc skdl relating to the“job listed above . -
To the right of the page are throe sechions of columns eskirg speciic qu;s- ) iy t Frequency «f st coon
. tions about the Entey Level. Frequency of Performance an¢ Instruction At. " R 1 Peformance . Attowed at
* ‘fained*At. An ;X" should be placed, by #he analyst, oppo.ite each task in
the appropriate box of{"he “ENTRY LEVEL" and "FREQUENCY. OF PER.
d P *FORMANCE" sections. Section three, "INSTRUCTION" ATTAINED® AT"'
®  is’to-be completed by state representative persons select-d by the state -
department sgucmlisf.. . *

»

TAnalyst

- ———

2pur nwen?
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e et c————d
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Task Description

- ° . .

IJSES _SALESMANSHIP IN SELI ING MERCHANDISE & SERVICES -
Demonstrate confidence and ability of self and the
store to meet customer needs °

Inform customer of proper part needed for the iob
Suggest related parts and service necessary to . :
complete the igb °
Greet customer cordially 7 - .
Interpret customer neéds 3 >
Write 'down pertinent igformation concerning sale
Refer to catalogs as necessary L
Write pertinent information from catalog, noting”
footnotes as required - .
Locate and pick stock from ‘inventory .
Confirm merchandise requested

Fill out sales invoice neatly, legibly, correctly
Package merchandise for customer

(lose the sale )
Provide additional service to customer as required

Sell _and promote products by telephore

Use proper cash handling procedures for credit cards
and checks -« E
Use proper procedures for making chapge o

Use proper procedures for handljing credit requests
Demonstrate product knowledge

Display good, positive attitude\

Dress clean and neat .’

OPERATES BUSINESS MACHINES

Operate ten-key--adding machine

Operate cash register -

Demonstrate.ability to add., subtract., multiply. divide
Inspect machine tape for errors :
Differentiate between manual, electric and inventory
control types of cash registers

Operate cash register so that tape is functional to
bookkeeping department

Demonstrate familiardty with computer systems
\ - ‘

-4

No.

=
I
2
3
4
5
6
__7.
&
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e —— .
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£ - 118
DEMONSTRATES GOOD HUMAN REIATIONS _ = .
Maintain patient, courteous, understanding manner

[
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TASK INVENTORY .
‘ L '

*_AUTO PARTS COUNTER PERSON .

o

' __'GLENN FERRIS

* INSTRUCTIONS: =~ . . . —

List eech manipulative and knowledge skill rolating to the job histed aboye.
To the right of the page are three-sections of columns askirg epeoific ques-

a

tnstruction

* tions about the Entry Level, Frequency of Performance and Instruction At . Atained at
tained At. An “X" should be placod, by the anal t, opPosite sach task in m “ N
the appropriate box of the "EF;‘JTRY LEYVEE" andy"'FREPgUENCY OF PER- . 3‘ 9 3 §> ? fJI: g :.9 g
FORMANCE" settions. Section three, "INSTRUCTION ATTAINED AT" ANHEPEICEEH
:f::ﬂ: ':mplaf-;c'!.ﬁby ﬁn’o"rgpra!}ﬂﬂ’l’ivs persons selectad by the stete é—: ‘2’ ; ‘g_ g' 5. ét_ .:.‘
sp ent specilist, . :/ . 5 gi - S’ 5‘ g‘
. . ES F=ls|e
4—:LF<T . - , L ) 813
Task © Task Description .
No. . :
L2Y $ = - ———
2| Impart product knowledge in quick, efficient manner X X X |x
"3 | Maintain sense of humor . - X X
4 | Maintain serious and honest attitude about job X X X X
5_ | Expedite customer's order- ‘ - X X X X
6 [ Fill out orders accurately - [ X X P X IX
7_{ Inform _cystomer of new products and services ’ ‘ f X
8_|'Prepare order from own_seyrces Folx
9_1Call in part nymber with clean, understanding X1 -
language a A‘
10 [ Use time efficiently X
. ¥ .
0_4 USES MATHEMATICS — . R
1_| Demonstrate ability to add, ‘multiply. divide and X X
subtract correctly : -
2 | Demonstrate ability to coMbute percentages X N X
3 | Read conver*sion_tables corréctly X X L X
4 _ 1 Convert fractions to decimals 14X X X_X
5_|Convert English to metric iz X X X
6 Demonstratg ability to read calipers éng micrometers ./ { X X X
» , J - . /‘
-16¢] £ |PERFORMS BASIC AUTOMOTIVE PARTS BUSINESS SKILLS - ,
1 | Use basic accounting procedures . 2 X : X
. - 2 | Fill out invoices proper}y S X CXTX
3 | Demonstrate knowledge of when to apply discounts and ) X
markups ' ] | f
4 i1l out account numbers properly » ' i X
5 |Fill out application ,0f credit memos properly P X
™~ 6 lUse profit-making busines$ techniques X 7 XX
4 -7 emonstrate functjonal knowledge of profit motive X X1 X
8 IMaintain continual awareness of emplover X ; X
9 |Cooperate with other employees to prombte business X X
10 -} Strive for improved performance and advancement X HE .
11_{Read current trade magazines and bylletins to review % XX
. market frends and new products - : —
2 [ Maiptain current cataloq§ and reference files ;X ;X
S " :
|




