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~ INTRODUCTION

The Career Planning and Decision-Making course is designed to help you
develop a greater understanding of yourself and of the world of work as a

- basis for career-planning. This course concentrates on two major areas of

study: (1) knowledge of the world of Wwork and (2) you — your interests,
values, and goals — and the process of integrating both in shaping your
career. The course focuses on the career planning and decision-making
skills that can help you develop a career that is responsive to changes in
you and in your environment. Co :

The six units of the course are built around the following factors: Career

Comprehension, Career Values, and Career Action. Career Comprehension

includes developing knowledge of the world of work and planning and
decision-making skills. Career Values focuses on clarifying, identifying,

and stating your interests, values, and goals in personal and culturally rele- -

vant terms. Career Comprehension and Career Values are the foundation
for Career Action. Through Career Action, you can integrate your interests,
values, and goals into your present work environment — college. This
course helps you explore the world of work and your college environment.
In additiof, it helps you take action — such as selecting a college major or
reexamining your commitment to a major already selected — based on your
personal values and goals. .

The activities in Units | throughV are designed to help you learn and then
apply the planning and deciding process and to take action related to your
college studies and life. In Unit VI, planning and deciding is presented as a
continuous, ongoing process. You can use this process to manage your
career on a daily basis and, thus, have more control in shaping a satisfying
career throughout your life.

‘,5\“
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Introduction

What rofe does college play in your life? Is col-
lege a breathing space.between high school and
the time when you may have to go'to work? Is col- -

"lege a time during which you can postpone think-.
ing about your career? Or do you look upon col-
lege as a place you “ought” to enter with your
occupational decisions already made, a place to
prepare and train for a specific occupation? -

The concepts of career and decision-making
presented in this unit look upon college as an in-

Concepts
Career and]Career
Thqmes

Decision-Making .

C'oﬁ'cept: Career and Career Themes :

(]

-

CAREER DEVELOPMENT _

~ Activities
‘What Makes Up a Career?
" Career Themes '
My Career: Yesterday,
Today, and Tomorrow
What Type of Decision-
Maker Are You?
Understanding the
Decision Situation
Making a Decision :

tegral part of your career. College provides the
time and opportunity for you to exptore yourself
and occupations found within the world of work.
The more information you gather about yourself
and the world of work, the better prepared you are
to make satisfying decisions. The decisions you
make are the most important factors in shaping a
satisfying career and, thus, in achieving greater
control over your life. - : '

Goal
Understand the
career development
process

In the course of a lifetime, a person engages in -

many work activities, including those that are paid
and those that are unpaid. These activities may in-
volve the home and family, education and occupa- .
tions, and civic and community services. The total
of a person’s work activities constitutes a person’s.
career. The types of activities a person chooses,
plus the values and goals these activities reflect,

portray one's career theme.

Activity A: What Makes Up a Career?
~ This activity is designed to help you understand
the concept-of career used in this program.

1. The quotations on the following page show
that people have a wide range of opinions .
about the meaning and place of work in their
lives. Read the quotations. As you read, think
about what each quotation means to you and

why you agree or disagree with it.
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» Work means applying yourself to the best of your ability

m.

to achieve a set-goal-such as getting an education.
—A college student

Without work all life gdes rotten. But when work is
soulless, lifesstifles and dies.
—Camus

Work is work. Nobody likes it; it just has to be done. We
must all do our Share
/ —‘.‘Unknown

" Social development requires the assurance to everyone

of the right to work and the free choice of employment.
~ —United Nations
Assembly Resolution
2542

Man’s right to work is the right to be bored for most of his

natural life. ‘
—Neviile

That free men should be willing to work day after day,
even after their vital needs are satisfied, and that work

" should be seen as a mark of uprightness and manly

worth, is not only unparalleled in history but remains

more or less incomprehensible to many people outside .

the Occident.
: —Hofrer

WorK' we believe is the ability of human beings to bring

- about alterations in their conditions of existence, then it

is a set of functions which are inseparable from being

human.
—Neff

Work is love made visible.
—Gibran

Work is using one’s time and energy to earn money in
order to eat and pay bills.
—A college student

Work is a four-letter word. :
—Unknown

. self-actualizing people . . . assimilate their work in-
to the identity, into the self, i.e., work actually becomes
a part of the selfi-part of the individual's definition of
himself.

: —Maslow

Work is any activity that is required of you: school, oc-
cupation, housework, etc. .
o o —A college student

You can't eat for eight hours a day nor drink for eight
hours a day nor make love for eight hours a day — all
you can do for eight hours is work. Which is the reason

why man makes himself and everybody else-—so-- -

miserable and unhappy. o
—Faulliner

n. A working man is a happy man.
i oo . —Unknown

o. You can take this job and shove it, | ain’t gonna work

here no more.
—Popular song

p. Work still holds a critical position in the lives of most
adults and brings order and meaning to life.
-—Borrow

Select the two quotations that are the most
. meaningful to you. Use these two quotations to
help you develop your own definition of-work.
Write your own definition of work in the follow-
ing space. - . .

2. Read the totlowmg quotatnons about career.
Think about what they mean to you. The mean-
ing and the place you give to work in your life
4nfluence your concept of the term “career.”

a. College is part of my:career. It is work and helps me

move toward my life goals.
: —A college student

b. A career is a succession of related jobs, arranged in a
heirarchy of prestige, through which persons move in an

ordered sequence.
—Wilen sky

¢. A career is a profession for which one trains and which is
undertaken as a permanent calling. :
—A college student

d. Career permits an individual to tie his personal fate to
socially sanctioned patterns of behavior — to find mean-
ing for him and at the same time fix a place in an ongo-
ing social structure. )

) °_Lee Brande

e. Career is what | am and will become.
—A college student

f. Career link$ the private world’ of the individual — his
hopes and dreams and the personal stance he takes

~—-- - -toward himself and-his world — with the public world of
" norms, expectations, status, and other human beings. =~

—Goffman

5




-~
< e
a

g. ‘Career 15 an ogcupation you enjoy doing and believe is
worthwhile.
’ " —A college student

h. Career is the outgrowth of an individual's pursuit of
value within the tontext of a unique physical-social-
cultural-economic opportunity frame.’ )

: —Adams

{. My career is the work | devote most of my time to and
will spend the rest of my life doing.
- —A college student

j. Carder is the imposition of direction in an individual's
vocational behavior. . . subject to...comprehension
and will. : '

: —Tiedeman

Using the preceding quotations and your
definition-of work, develop yourown definition
of the term “‘career.” Ther€ is no right or wrong
answer. Your definition may present a concept
of career different from those included in the
auotations. Write your definition of career in
the following space. "

W

3.. The fojlowing paragraphs describe the concepts
of goals, work, career, and career development
upon which this program is based. As you read
these paragraphs, think about how your own
definitions ofswork’ and career interrelate.

All humans have the same basic needs, which
must be met for survival. Beyond these needs
for food, shelter, health, and affection, each
-person may want a number of things. to be sat-

* isfied with his-or her life. These needs represent
a person’s values and are the basis for his or
her goals. The things people work for are called
their goals.,

-

People take action to attain their goals. Any ac-

tion that is intended to produce something of .

benefit to society or the. individual is called
work. People meet many of their goals through
work. A person may or may not be paid for
work. Activities intended to contribute some-
thing of value to the home, the family, the com-
munity, as well as civic, educational, and oc-
cupational activities are work activities.

Career consists of all a person’s work activities
and extends throughout the person’s lifetife. -,

Rather than being_static, career changes.to \ -
‘reflect growth in the individual and changes in

society. An individual can develop-a satisfying
career by clarifying his or her needs, values,
and goals and then finding and choosing ways
to meet or achieve them through work.

By projecting his or her work values-into the
future, one can establish career goals. Thus, a
person’s career goals include a preferred oc-
cupation and other work activities, which repre-
sent these projected values. By continually
relating one's values.and goals to the needs of

_society, one can learn to have more control
‘ever his or her career. This is called career .

dovclopmﬂ)t and is a lifelong process.

- g s ——

4. Consider the following questions. Write down

your ideas in response to thése questions.

a. How do the work and career definitions
outlined in Step 3 relate to those you
developed in Steps 1and 2?  ~

_ b. Is the definition of career presented in Step

3 halpful? V¥hy or why not?

I3

c. Is attending college part of your career?
How? Which of your current activities are
- part of your career? What is not part ofaper-
- son's career?




o

.

S

Y.

. d- What values and goals do you have that are  the sequence of one’s work activities. This princi-
____. presently being met through coll

ege? - - ple is made up of the person’s values or pattern of
-———— - ——values and; when—projected into-the future; con- -

-0

. stitutes the basis for the person’s career goal. A
career theme expresses one's purpose and serves

- - asaqguide both for interpreting,.‘currentf"x’perience

and for anticipating future experiences. The.pur-

e. How much control do you feel you have over
your career? What can you do to increase
your control?

pose of this activity is to help you identify the.
career themes of others. To do this, you will ex-
amine how others have integrated their values in
relation to their social and physical environments.

1. The following short biographical sketch,
“Booker Page, Cabdriver,” ‘is an excerpt from

Working* by Studs Terkel. The diagram that

follows the excerpt illustrates the career theme
of Booker Page. As you read the biographical -

sketch, refer to the diagram to help you identify

‘ .
ERIC

IToxt Provided by ERI

Activity B: Career Themes

A person’s career theme is the overriding princi-
ple that gives structure and meaning to work and

how he has integrated or plans to integrate his
values with society or his milieu.

*Published by Avon Books (New York: 1974) by arrangement”
with Pantheon Books, a division of Random House, Inc.
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Booker Page, Cabdriver

- He drives his owri cab in Manhattan. He is sixty-one. It is early
evening — the end of his day. A heavy man, he has plopped in-
to aghair, visibly exhausted. As he tugs of] his shoes, wtggles his
toes, he sighs, "Oh, my jeet’ '

-He has been a cabdriver f8% about a yedr. For thirty years he”
had been at sea, 1942-1972. Once during that time,
ashore for a year. My brother and me bought a diner. | was very

~ glad to get rid of it. | went to sea agaifi.” Years ago he had worked

in an auto body shop. He quit because “I've always enjoyed see-
ing ships, flwdys hoped I'd be able to go'to sea.”

I'm using musclesi] haven't used before. Sometimes | have to
stop the cab and get out and walk a while, just to stretch ott. Sit-
ting for ten, eleven hours & day got me so that.I'm a]l cramped
up. | have to take soap, hot water, my wife rubs my feet,”my
ankles, "cause my muscles are actually sore. | don't.get no exer-
cise at all like I usually do. .

[ was-a cook and baker on a ship; a fretghter My last ship, |

was making runs to India and Séuth Afnca; It wouldn't take me

too much to do my work. | walked around on deck all day. I en-
joyed jt. I was getting my exercise. [ puton twenty pounds since
[ been on the cab.

| promlsed my wife I'd qult ‘the sea. One time when my shtp .

came-back from India she came down by bus and drove eigh-
teen hours, but just stayed overnight ‘around Sgvannah. She
asked me to give it up because she was just tired of being alone.
| said, *‘Give-me one more year, " hecause we'd been saving and
had plans of what we wanted to do. This Indian run lasted two
years.. l gave my youth to the sea and | come home-and gave

* her my old age.

It used 1o be that every seaman ran away to sea. '‘Cause he's a
drunk, a wastrel, running away from his family. You found the
scum that went to sea. Today you flnd some college graduates.
We have on board two or three young fellas that are studying to
be doctors. They made the trip to get’ some extra money.
Seamen are mostly young now. It's better than when I first went
16 sea. Where once’a fella was glad to eat his three meals a day.

and get paid and get drunk, the young man feels they're not |

paying him enough. Sometimes he has a chip on his shoulder.

The 'big topic at sea is still exploits with women. Because
there’s always loneliness. A traveling salesman, he has a means
of picking up a phone. But a seaman is one morith, two, three

" months before he'll get a letter from his wife. | used to phone my

wife three, four times every trip. 'ln Calcutta | waited five hours
to get a phone-call through™if I didn't get it through one night,
I'd call again and wait three, four hours the next morning. The
feeling you get, just hearing her voice . . . I'd stand on the

“I was .

]

phone, | was never home. Evestthough | would reach two,
three American ports, it Was no more than to touch my wife.

We're"losing so much, giving up so much of family life. You_ -

should be compénsated for i, But no one forces you to go\to
sea. It gets i your blood . .

Some of the major ports l|ke Caleutta, Karachi, we stay eight
days, twelve days picking up cargo. I'd stay aboard ship. I'd go.
to movies almogt every night 'cause I don’t drink, 1 don’t smoke,

[ don’t gamble. | was just a poor ass seaman. (Laughs) Iddo

‘other things, paturally. (Laughs y There's always women.
(Laughs.) * P

1 jove nature. I'm fed up w1th man’s so- ca)lgd«supenonty I've
seen things-happen at sea. I've seen a “beautiful day change in

minutes_to a storm so L\azardous youcan 't descrtbe4turtless you .

see today’s pictures on TV, More. strength and terrible. pgwer s*

. been exeited in five,minutes than man has concocted in all his

phone and*just actually choke up. My wife would be crying on .

the other end agd I'd say, “Woman, listen, I'm spending too
much money on this phone call. Stop crying.” {Laughs.) But it
was just so happy. : 5

It's impossible to pay for the loss of family life. The time away
is like being in )atl I used to tell my wife that when the whistle
blew, even if we're still tied up in dock, | was automatlcally three
and four thousand miles away. Tne lines are goin’, the
gangway's goin' —. even though I'm only a few feet from the
dock, I'm separated. | would put myself in suspended anima-
tion, knowing nothing’s going to bother me until I come ‘back.
No matter where | went, how many times | called her on the

—~——

atom bombs. Storms that wouild lift the ship.up and toss it likea

match. Think:
nature. Man with all his egotism . .
I can't think of the sea now, I'm buSy w,tth acab. It xl%leeps you~
$O occupied with traffic that you can't think of anything else.. The
only time | think of the sea is when I'm going up the East Side

the power, think of the welght and strength of

3 )

[

and | see a ship in the harbor or hear a ship‘blow, It's only a -

fleeting moment . _ . ‘s
It's like changlng a  life. It's Tike being born agaip into
something else. I'm talking to people every day, meeting dif-

ferent people. They'll get in a'cab and discuss all their problems. -

- I've had people talk over certain things that should be kept in the

. family. I had a man get ‘in one time, said, “Get me away quick

beiore | kill the sonofabitch.” Him and his partner fell out in
business and he was overwrought, he had to get him a drink.
He got off in twa blocks and gave me a dollar.

You must be_alert every momen to everything that happens.
You can't relax yourself while you're driving. I've got this. brand-
new cab and | got three dents in it already, as careful as I am.

Oh, I'm so tired. My bottom gets so . . . Oh, every muscle
aches in my body. It's my legs and feet, ankles and so forth 1
flgure in another few months Ll be able to sit up, sténd up, do
anythlna else. I'll be used to it then. But right now, I'm

. My pedaling the gas and brake, gas and brake, all the
ttme ... At sea I never had no aches and pains. Then it was
just blahs You'd get tired of the same monotony, day in and
day out. The only time I think about the sea is at home or going
in my cab in the morning.

Right now my outlook is making as much money asl posstbly .

can. To make back what | put into the investment of buying &
cab. It'll take about four years. 1 don’t stay out after dark, but |

put in eleven hours aday. | make gaod. money. butljusthave'to .

keep going right now. g

No matter how much you love your w1fe,_the sea'is drawing
you.. . . | have'so "much love for the sea, my whole dream is |
want to buy a schooner and live aboard and then charter — in
the West Indies. That's what my wife and 1 are both planning for.
A cab is just a steppingstone to a car wash and then a car wash

will be a means of buying my boat. Even at my age, | haven't *

given it up. Nothing's going to stop me. That's how much I love

the sea. If | get a schooner, that'li be tops, that'll be it. I'll have

both my loves: my wife and my sea. | would like to die at sea
.and be buried at sea, and then spread out at sea . .

5

11

3

1Y

-~




CAREER THEME DIAGRAM EXAMPLE

Values Intégrated in
Relation to Milieu

Values Not Integrated’
in Relation to Milieu

Goal

. _
Past Love of the sea

‘o Love for wife

* Be at sea and spend

HOWZ 'sailor ; more time with wife
¢ Love for wife - o Love of the sea e Earn enough money to |+
Present HOW? cab driver . buy a car wash and then
. to buy a schooner
¢ Love of the sea ¢ Own and operate
Future — » Career Goal —— charter schooner and live |

C * Love for wife

on schooner with wife .

iy,

This person’s career theme can be best summarized by quoting his own words: .

Select a person whose career theme you want
to examine. This individual can be one you
know personally or one you know through the
media, for example, books, movies, or televi-
sion. As you review the ‘biography of your
chosen person, identify the pattern formed by

his or her work activities, values, and goals. -

Use your analysis of Booker Page and these

questions as a guide. e

a. What-are the person’s values?.

b. What are the perscn’s goals?

¢. Through what work activities did the person
implement his or her goals?

o r mimne

MY WAY
B 2

I.ADOLESCENT /Il /M\iﬂW// ’
2.YOUNG ADULT M'fN/////

“I'll have both my loves: my wife and my sea.”

’ o

d. How did the individual's pattern of activities
‘relate work to civic and community involve-
ment? To education? To occupations? To

~ family?

e. How.did .the person resolve crises? What
decnsnons did he or she make? How were
these decisions made? .

In the.space provided, write a short statement

describing the career theme of the person

Act-vity C: My Career: Yesterday,
Today, and Tomorrow

in Activity B, you identified the career theme of
someone else. -The purpose of this activity is to
help you identify your own career theme and
describe your career. As previously defined, a
carear consists ofalla person’s work activities, in-
cluding those ‘that are paid'and those that are un-
+paid. Therefore, as you examine your career, you
-should-consider your-curricular, extracurricular,
volunteer, and other work activities. Once you
have identified the overriding princjple that gives
organization .and meaning to the sequence of your
work activities — your career theme — you wiil be
better able to describe your career.

/.,
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1. -Examine the following diagram. In this example, a college student, Davé, ,
listed his past, present, and anticipated career activities, values, and
goals. He then examined the pattern formed by his activities, values, and
goals and, as a resulf, was able to state his career theme.

CAREER THEME EXAMPLE |

1 and

ghoup.

Leisure:

PRESENT CAREER ACTIVITIES »
Curricular: English, Literatune, |-
Jowrnalism, and Hastory
Extracurricuiar:
newspaper goal: Work o
college radio station

College .

¢ \
Parttime job: Selling shoe
Goals: . Eaxrn some money and.

meet people outside own agé}‘
May be- abfe to use
experiences Ln my wiiting. %
Reading and wniting §°
shont stonies and poetry (owe § %
already published) ' :
General goals:
Aimprove waiting -4RLELS

Continue Lo

get a well-nounded

PAST CAREER ACTIVITIES

Curricular: Eng.?,'%',:L, Litenatunet

| Extracusricular:  Waite on school
newspaper, play in school

education . - - °

band, 4nvolved 4in school playsy.

Leisure: Reading 7
Goals: Improve wiliing SRiLLs
and go to college to (vatues)
satisgy hungen to Learn more,
meet people, and have new
experiencesd :

Nrearn and know a Little about

10§ communications to explore

CAREER THEME

-

Continuous Learn-
Aing abowtépeopﬂe and
events of the past .
and. the present

Communicate with people | -
. by working 4n radio and :

wiiting anticles and

novels (audio and printed
: _'m'ed,éa) . a

PLANNED ORSANTICIPATED
CAREER ACTIVITIES
Curricular: . - Besdides cowrses
necuined orn majon, take elec
tives to satisfy hungern 2o

evernything {could use exper-
Lences An my whiting)

Extracurricular:  Wurk for col- |}
Lege nadio station (other form

and Latern possibly get a fob
in Local station) _ 2
General goals: Graduate grom
college, get a job (radic?)
that atso allows me to wiite
and get established as a

witen .




2. The following groups of questions are designed to help you examine
~ yourcareer activities and identify your career theme. it may be easier for
some people first to analyze their activities to identify the pattern of
related valies and goals, then to state a career theme. For others, it may
be easier first to state a career theme, then to list their present, past, and
anticipated future agtivities to illustrate their career theme. Answer the
following groups of questions in the order that best suits you. Write your
answers on plain paper. Then, when you have refined your thinking, write
your answers in the spaces provided on this page.

°

CAREER THEME WORKSHEET

'PRESENT CAREER ACTIVITIES

PLANNED OR ANTICIPATED
CAREER ACTIVITIES

PAST CAREER ACTIVITIES

CAREER THEME
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Present College Activities. What are your cur-

ricular activities? Are you taking any elective.

. courses? Why or why not? What are your ex-
tracurricular activities? Do you have any ac-
tivities off campus, such as a part-time job or
doing volunteer work for the community? What
are your leisure activities? How do your 2c-
tivities relate to your present goals, to your
values? What part does attending coliege play
in your career, goals, and values at this time?

‘Past Career Activities. In high school, what
were your curricular activities? Extracurricular
activities? Did you have a part-time job? Did
you do any volunteer work? What leisure ac-

tivities did you like? What valués did these ac-

tivities represent? -

Planned or Anticipated Career Activities. What
kinds of activities are you planning or an-
ticipating? Does the future you anticipate in-
clude educational and occupational activities?
If so, try to describe them as specifically as you
can at this point. What goals would you be
achieving through these activities? What
values would these goals represent?

Career Theme. Think about what interests you,
. what is important to you — your values. Think

about your goals and how your goals relate to
your values. How do your values and goals
relate to your present college activities?. To
your past activities? To the activities you plan
to do in your future? What pattern ties your pre-
sent, past, and anticipated activities together?
What is your career theme?

<

3. Examine the statements you wrote in the four
spaces, using the following questions as a
‘guide.

a. Have your college experiences reinforced
your past interests and values? If so, which
ones? Have some interests and values lost
importance since your attending college?

b. Have you developed new interests and values
in college? Through which experiences and
activities? What goals did you state that in~
dicate you intend to pursue these new in-
terests and values? : -

c. Can you think of other activities or experi-
ences that could he!p you achieve your goals?

d. |s your stated career theme consistent with
the activities, goals, and values you listed?

If so, how? If not, how? - ’ '

Concept: Decision-Making

The act of deciding requires that we have the
freedom to consider, evaluate, and select acourse
of action. This freedom is gained through under-
standing each decision situation and becoming
more capable of taking action based upon com-
mitment. Understanding decision-making means
that we need to know ourselves (our values and
goals) in relation to the decision. Also, we need to
know the milieu (social and physical environment)
in relation to the situation so that we can identify
possible action. Choicz of action based upon
such.understanding enables us to act responsibly

“and gives us greater control over the direction of .

our lives. , .
Decision-making is an ongoing process. We

grow out of previous-decisions, and lead to future
decisions. The values and goals upon which we -
base our decisions develop and change as we in-
teract with the world around us.

Aétivity D: What Type of Decision-
" Maker Are You?

Your decisions play a major role in your life. The
satisfaction you gain is directly related to the
results of decisions you make. The way in which
you make decisions can determine to a large ex- .
tent whether you obtain results that satisfy you. °
What type of decision-maker are you? The pur-
pose of this activity is to help you answer thi
question. ‘ .

rarely_make_separate_choices. Decisions often
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1. Think back and 'try to remember how you made the decision to attend
college. The following statements represent various ways a person ar- -
rives at that decision. Read each statement, then indicate whether the
statement applies to you by making a check mark in either the ‘‘yes” col-
umn or the “no” column. There are no right or wrong answers.

R

Statement

Yes | No

1. A college degree is important in order for me to be accepted.

2. Going to college was the thing to do.

3. | spent a lot of time considering all the pros and cons before deciding to go to
college.

4. Before deciding on college | studied the college catalogs carefully to determme
i _ which schools offered courses of interest to'me. -

5. I've always been a good student, so college was a natural choice for me.

* 6. Before deciding to go to college, | carefully considered all the alternatives and what
was important to me.

7. | decided to attend college prrmarrly because | was encouraged to attend by people |
respect.

8. | decided to go to college without thinking much about it.

9. | came because college is the road .to success.

10. | just listened to my feel'ir'tgs; going to college was what | wanted to do.

11. Everybody in my family went to college, | just never questioned it.

12. A person needs a coilege-education to get ahead in the world.

13. I've always wanted to attend college. College will allow me to be myself.

14. When | realized that the occupatrons that interested me requrred a college degree |
decided to go to college.

5. My decision was pretty much an intuitive one, not really planned.

16. | warted until the last minute to apply to a college. I'mstill not sure whether | should
be here or not. 7

17. Circumstances were right — college was my best option.

18. It was obvious, to me at least, that college was necessary in order to make a lot of .
money.

19. Actually, | keep changing my mind about why | came to college.

20. At times, my own reasons for going to college are unclear. , L

3

c. Did you make a conscious effort to gather
information to help you make the decision?
If so, what kind of information? Was it infor-

2. Use'the following questions to help you ex-
-amine the way you made your decision.

a.

In making your decision, how much did you - mation about yourseif, about the world of
consider what was |mportant to you (your work, or a combination of both? What
values)? sources of information did you use?

b. Did thevalues of others, such as your family . Did you search and explore alternatives

and your peers, influence you? If so, to what
extent?

other than college before making your deci-
sion? What were they?

s




e. To what degree are you satisfied with your
decision? Would yo.s change the way you
made the decision? How? ,

f. In your opinion, why do people have dif-
ferent decision-making styles?

3. Roy Heath, writing in The Reasonable Adven-
. turer*, describes the characteristics of four

“X” Temperament. The X student impresses

others as a friendly and likeable person. In a
conversation or discussion, the X student
prefers to listen to others and, thus, reveals
very little of himself or herself. He or she en-
joys the sense of security of belonging to a
group. Generally, no matter how the X student
feels, he or she frequently yields to the wishes
of others. He or she endeavors to maintain
_ peace and avoids conflict. The X student does
not allow his or her own iriner wishes and striv-
ings to upset the peace he or she works so hard

_to maintain. As a result, he or she has a tenden-

cy to suppress them. If faced with a decision to
make, the X student finds it difficult and would
prefer to stay neutral or delay the decision as
long as possible. '

common types of personal dispositions or

- temperaments. Heath derived these four

temperaments as a result of four years of

‘research with 36 Princeton University under- .

graduate students. Read the following desurip-
tions of these temperaments. These descrip-
tions may lead you to insights into your own
decision-making style.

. “Y"'Tcmpcramcnt. The Y student impresses

others as a hard-working, knowledgeable, and

" ambitious person. He or she participates -ac-

tively in a conversation or discussion. The Y
student prefers to base his or her opinions on

- facts rather than on feelings and intuitions. The

Y student is pushed by a strong desire to be
successful and wants to be recognized and
esteemed for his or her accomplishments. The
Y student thinks daydreaming is a loss of time
and dislikes introspection. He or she prefers

the company of others to solitude. The Y stu- ‘

dent approaches difficult situations or makes
decisions by preparing a definite plan of ac-
tion, based more .upon facts than upon his or
her inner self and feelings. _




“2” Temperament. The Z student impresses
others as a warm, enthusiastic, and impulsive
person. He or she has a very active inner life
and is acutely aware of his or her emotions and
feelings. The Z student participates eagerly in

conversations or discussions that allow him or.

her to express his or her feelings and emotions
freely. The Z student likes to be noticed and to
create change. He or she starts or engages in
many activities that allow expression of his or
‘her feclings and opinions. However, the Z stu-
dent may lose interest quickly if the situation
or people involved change or there is a shift in
his or her mood. In making a decision, the Z
student relies more upon his or her inner feel-
.ings and strivings than upon external informa-
tion and facts. '

“A” Temperament. The A student impresses
others as an independent, sensitive, and
playful person. In a conversation or discussion,
the A student welcomes differences of opi-
nions that arise with others. These differences
are not considered as personal affronts, but
rather as sources of new ideas and occasions
to enrich and reflect upon his or her own judg-
ment. In academic pursuits or friendships, the
A student is eager to explore and to com-
municate. This student continues the projects
he or she starts and makes a sustained effort to
work them in depth. After discovering new
facts and ideas, the A student settles back to
refiect on the meaning of the discovery. During
this reflective period, the A student relates the
discovery to personal feelings and values. In
making decisions, the A student is sensitive to
the influence of ‘external factors such as
teachers, peers, and\family. However, he or she
bases the actual decision upon personal .
evaluation of the importance of these factors in
relation to his or her own values and goals.




Remember that Heath’s four temperaments
can be viewed as four different decision-
making styles. In view of this, identify how the
X, Y, Z, and A students-would have made their
decisions to go to college. Usé the statements
listed in Step 1 of this activity to illustrate each
decision-making ‘style. For example, an X stu-
dent would agree with statement Number 7, “I

decided to attend college primarily because |
was encouraged to attend by people | respect.’™

. Compare your responses to those you assigned
~ totheX, Y, Z, and A students. Remember, each

person is unique and does not fit into one spe- .
cific category. For example, your responses
may indicate that your style is a combination of :
XandYoronandZ

Activity E: Understandmg the
Decnsnon Situation

To make sound and satisfying decisions, you
need to have‘a clear understanding of the decision
situation. This activity presents a way in which
you can methodically examine any decusnon situa-
tion you may face.

|1 A decision situation is composed of three

dimensions: - - y

a. Knowledge of yourself in relation to the de,
cision situation.
The more you know about yourself in rela
tion to the decision situation, the more like-
ly you -are to make a satisfying decision.-
Your preferences, dislikes, abilities, inter-
ests, strengths, and weaknesses form your
values. As you examine your values in rela-
tion to the decision situation, you increase
your awareness of them. The situation. can
also bring out elements of self-knowledge
of which you were not previously aware. The
values you project into the future. are ex-
pressed by your goals The greater aware-
ness and comprehension achieved by ex-
amining your values and goals in relation to

_ the decision situation make up the personal

and internal dimension of that situation.

b. Knowledge of your milieu (social and phys-
ical environment) in relatlon to the decision
situation.

The more information you gather about the
milieu in relation to the decision situation,
the more likely you are to find alternative
courses of action. What opportunities does
your milieu have to offer in relation to the
decision situation? What are the limita-
. tions? What are the objective facts about
the situation? In collecting the information,
use tuch sources as your imagination, your
friends, college and community resources,

&

books, and catalogs. The greater awareness
and comprehension achieved by gathering
information about the milieu.in regard to the
decision situation are expressed by the
alternatives you derive. The alternatives
make up the external dimension of the deci-
sion situation.

C. Docldlng
In working through a decision situation, you
develop a greater awareness and compre-
hension of its internal and external dimen-
‘sions. The internal and external dimensions
are generally processed at the same time.
The comprehension of the external dimen-
sion of the situation increases your compre-
hension of the internal dimension, and vice
versa. As you think of an alternative, you
cannot refrain from weighing and judging it.

~ This process sharpens your awareness of
your values and goals.

Continuous comparlng and evaluating lnter-
nal and external dimensions enables you to
establish alternatives that can best help you
reach and refine yuur goal$. This mental pro-
cess includes considering the probability of
success, the risk involved, the possible out-
comes, and the consequences of each alter-
native. It is important that you increase your
comprehension of the internal and external
dimensions as much as possible before you
decide on any course of action. Then, you
can select from all the alternatives you have-
found. When you decide, you commit yourself
to the action most likely to meet your goals.
'Deciding includes selecting and aeting.
Selecting without acting is still planning.
Acting is decisive and becomes the process
of integrating self in relation to milieu — the
third dimension of the decision situation.
. This leads to new knowledge of self and milieu
and to new decision situations. The diagram
on the following page illustrates the three

dimensions of the decision situation.

13

139




-

DECISION SITUATION

_ Criteria
Goal: 1 2 3 q 5
Option
Alternatives Selected
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Knowledge of Selt
in Relation to the,
Decision Situation

Greater
Comprehension of
Values and Goals

Deciding:
Commitment to the
Selected Alter-
native (Course of
"Action)

Integration of Self
with Milieu
Through Action

g

W
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Bk 0
T

Knowledge of
Milieu in Relation ~
F to the Decision
: Situation

Greater
Comprehension of
Alternatlves
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2. Examine the follong example. It shows the three dimensions of a deci-
sion situation, their relationship, and how they are used to make a-

dec1snon

. DECISION-MAKING WORKSHEET EXAMPLE

- DECISION SITUATION: A pari time nursing-aide job at the local hospital is advertised on "
the college bulletin board. Susan is interested. However, she does not want the 1ob toin-

terfere with her studies and grades.

Knowledge of Herseif in Relation to the

Decision Situation ‘ '
Susan asks herself why the part-time job

interests her. Is it for the money? Does she

want to prove she can take care of herself

in"the world of work? Become more finan-
cially independent? Does she really need
the money or is it for “extras”?

I8 she interested in the part-time job
or in the experience hospital work could
provide? -

Her goal is to obtain high grades in col-

~ lege because she is thinking about apply-
ing for admission to a medical school. Can
the experience provided by the hospital
job really help her in the tentative medical-
school plan? Is the experience really worth
the loss of study time? Does she want to
find out how she feels about dealing with
sick people on a regular basis?
Crltorll

Susan now gives evidence of her under-
standing of herself in relation to the deci-
sion situation by listing her values and
goals (criteria) in order of importance:

1. Gain experience in dealing with sick peo-
~ ple to-help clarify medical-school goal.
2. Keep as much time as possible for study

to maintain grade average.
. Gain experience in world of work.
4. =arn some money to show independence.

“Knowledge of M lieu in Relation to the

Declision Situation
Susan first goes to the hospital to find

“out more about the job. How many hours?

Day or night shift? Specific duties —
changing beds, taking blood pressure, or
what? What are the supervisors like? How
far is the hospital from campus? Would
transportation be a problem? How much
does the job pay?

At the hospital, Susan also finds out

- about the kinds of. volunteer work she
“could do.

One of Susan’s friends tells her about

an opening coming up at the college

dispensary. Susan talks to the student

now holding the position to find out more
- about the job. :

Altomltlvos

Susan now gives evidence of her under-
standing of the milieu in relation to the
decision situation by listing the alter-

natives she has found: ,

A. Hospital Job: Day shift 7 to 11 am.,,
including weekends, carrying food to
patients and making beds. $85 a week,
12 hour.for transportation.

B. Volunteer Work: Once a week for three
hours,

term patienis. Lots of patient contact,
but little actual experience in dealing
with the physical aspects of a patient’s
care. No money earned. Would, spend
- extra money on gas.
C. College Dispensary: Four hours three
times a week, varied duties. Colild gain
experience in various aspects of medi-
cal care, pay very small, no transporta-
tion problem. '

_help monitor games in -
children’s ward or run errands for long-




SELECTING THE MOST i)ESlRABLE ALTERNATIVE
Susan evaluates each of the alternatives she has found against her criteria. She places a
plus (+ ) mark to indicate an alternative that an alternative meets a criterion. She enters a
minus (- ) mark if it does not. She leaves the cell blank if the alternative neither adds to nor
detracts from the criterion. Susan then selects the most desirable alternative (option).
/ : Criteria /
Goal: | 1 2 3 4 /[ s
S R |
o V. : Y
Fatn extra meney and /S Y Y/ o §)§
T » gatdi weal experience - < u; & "5\& & \Sba
G the medécal fledd TSN NAVERNES
FS5/5 Y F8/ 88
S8 > S S
Y X 3 Y 53 5
‘Alternatives Option
‘ Selected
A, Hespital Job + — + —{—-
B. Votwiteer Werk —_ —~+ -+ _—
C. Cottege Dispensaty + 1+ + -+ v
D
E
DECIDING

Susan decides to take the college dispensary job (Alternative C). The four plus
marks show that this choice meets and reflects all Susan’s criteria {(goals and
values). Tius, the college dispensary job is more likely to bring the outcome
she desires. In deciding, Susan commits herself to the course.of action of
Alternative C. As shé acts, Susan integrates self with the milieu.

[3




tion? What other possible actions could she
have decided.to take? How would you rate -
these new alternatives against Susan’s
values and goals?

Activity F: Making a Decision )
* in this activity, you can use your understanding

of the three dimensions of a decision situation to
make a decision related to your career.

1. Select a perscnal decision situation that in-
volves your career. Use the following examples
of actual career-relatad decision sitvations as a
guide to identify a personal decision situation.

¢ Choosing the subject of a term paper.
¢ Deciding what you can do to improve your -
grades. ' a -
Doing well in a class you don’t like.
Selectir.g courses for next term. o
Adapting to an- unfamiliar style of teaching.
Spending time during the weekend preced-
ing an important exam.
2.. On the following Decision-Making Worksheet,
. work through the personal decision situation
you have identified. Use the space provided at
the top of the worksheet to describe your deci-
sioh situation. Then, complete the activity as
directed. o

Deciding involves conscious thought.

3. Consider the following questions. Write down '
. any ideas you have in response. ’
a. Susan did not take the job that first in-
terested her. Why?

-

b. How did a greater comprehension of herself

" in relation to the decision situation help
Susan decide? How did she increase that
comprehension?

c. How did the knowledge Susan gathered
about the milieu in relation to the decision
situation help her reach a decision? How did
she gather that knowledge?

.

d.‘Can you think of other alternatives Susan -
might have included in her decision situa- - Conscious choice is for the uncommitted.




DECISION.-MAKING WORKSHEET

DECISION SITUATION:

'

Knowledge of Self in Relation to the Deci-
sion Situation
Think about your career theme — interests,

likes, dislikes, strengths, weaknesses,

- values, and goals — as it rélates to the deci-
sion situation. Llst your responses in the
space below.

a

Criteria
Give evidence of your understanding of
yourself in relation to the decision situation
by listing your values and goals (criteria) in
order of importance. )

1.

“

Knowledge of Milieu in Relatlon to the Deci-

. sion Situation -

Gather facts and information about your

- milieu as they relate to the decision situa-

tion. List your findings in the space below. .

" Alternatives

Give evidence of your understanding of the
milieu in relation to the decision situation by
listing the alternatives (optlons) you have
found.

A -

R4




SELECTING THE MOST DESIRABLE ALTERNATIVE.

Evaluate eaE:h of the altematives against ‘you'r criteria. Place a plus (+) mark to indicate that an
alternative meets a criterion. Enter a minus (—) mark if it does not. Leave the cell blank if the
alternative neither adds to nor detracts from the criterion. Select the most desirable alternative

(option). | | | :

| / i éﬂterfa /

Goal: 1 2 3 /a4

(:)ption '

Alternatives .
' ) Selected

&9

DECIDING

State the option you have selected. This option represents the alternative to which you are
committing yourself. Describe the steps involved in the course of action required for. the
selected alternative. What is the desired outcome of your decision? Why do you think the deci-
sion you have made wlill help you reach your goals?

19




3. Examine the results of your decision, using the d. How do your\decision and the results of -
following questions as a guide. - your decision relate to your career theme?
< a/ Are you satisfied with the results of your : ‘ T
" decision? Why or why not? - “Summary
; b. Did the outcome you projected and desired Career development is not a series of isolated
actually occur? Why do you think it did or  choices. We are continually involved in values
"~ did not occur? - * clarification, planning, and making decisions:

c. What did the results of your decision help ~ Understanding the dimensions of the decision

_you gain with respect to your goals? If you  situation-and using them to make decisions can

* did not follow through a given decision, increase your control over your career and career

why? Were there valles you missed? Were  planning. Discuss and relate the following quota-

there alternatives you found later? Had you  tien to this unit’s coricepts of career, career
followed a reasoried and orderly.process? development, and decision-making. ’

: ' ' | . . . knowledge of social needs and values . . . when combined |
with self-understanding . .+ can become an active, liberating
force that enhances rather than restricts the individual's freedom

of choice.” .
g
Key Terms ‘
Alternative — One of two or more courses of  Decision Situation — A -decision situation is com-
-action that meet the requirements of a decisjon posed of three dimensions: (!} the internal
situation. dimension—knowledge of self in relation to the
Career — The totaI|ty of all a person’s work activ- situation, (2) the extermal diniension—knowl-
ity, extending throughout the person’s’lifetime. edge of the milieu in relation to the situation,
~ It is not static, but reflects changes in the per- ’ and, (3) deciding—-the «.ction by which a person
son and milieu. achieves self-integration in_ relation to the
Career Development — The process by which a milieu.
» person continually integrates his or her values - Goals — What a person wants. Something a per-
_in relation to the milieu, through work. it in- son wants to preserve or attain. Goals reflect the
" volves growth and adjustment through learning projection into the future of a person’s values.
and experience. : Leisure — Activity undertaken: for personal plea-
Career Theme — The overriding prmcuple that sure. It may produce somethlng of benefit to the
gives structure and meaning to work and the se- , individual or the society. Howeyer, this is not
quence of one’s work experiences, including the activity's primary intention. -
education and training. The principle is made Milleu — The economic, cultural, and inter-human
up of a person’s values and pattern of values.. aspects of an environment. C
When projected into the future this principle Needs — Conditions that must be met for surviv-
‘ constitutes the basis for one’s Career Goal. - al. Needs inciude food, shelter, health, and.
~ A career theme expresses one’s purpose and affection. -
serves as a guide for both interpreting current  Values — What is important to you and the degree
experiences and anticipating future experience. . to which it is important. Peopie may vaiue other
Criteria — Important factors that will affect a people, materral things, activities, places and
. decision. Standards on wh|ch a decision may be ideas. '
based. ‘ Work — Activity intended to produce something
mecislons and values A ratlonale for secondary of benefit to the Individual or the S-OCiety' It '-s
school guidance,” College Entrance Examination Board, New the means by ‘which many people n.eet their
York, 1963, p. 24. needs and achieve many of their goais.

= s Yo
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Introduction
Career exploration is the methodical process of
learning about yourself and the world of work and
relating the two through work activity. Exploration
can help you define your goals and state your
work values in the_language of the world of work..
The activities in this unit will help you learn to
"locate and evaluate information about yourself

"

Concept

<" and the World of Work

e & & & & & o

- Activities

Learning About Yourself . ¢ A Look at the People in
the World of Work
Career !nterests

Work Activities- ,
"Work Situations ' : .
- Aptitudes _ : :
Subject Areas

Personal-Profiie Review - .o
Worker Trait Group Ex- o - '

ol
CAREER EXPLORATION

and the world of work. You can use this informa-
tion to identify career possibilities and refine your
work values. The career possibilities you find in
the world of work and your clarified values will add
to your understanding of the extérnal and internal -

~ dimensions of the career decision-making process. - ‘)

Goal
Increase your under-

standing of the relation of
' self and work.

ploration and Selection . .ty
. Orientatlon to the Career =~ - .
" infcrmation System - -

s " The Nature of Occupa- -

tional Information N

‘e

1]
>

e Career Values . ’ : .
Occupational i
\ . : .Preferences

&

-

Concept Leaming About Yourself and the World of Work )

‘ " The body of knowledge descrlbing ‘work pro-
. cesses, products, and worker characte S

comprises information about the world of woﬂg
By - exploring “this. body- of knowledge from_th
worker's: perspective, you carf clarify your in-
terests and yalues in relation to work and Identlfy
-your occupational preferences.

Actwrty A: A Look at People in the
World of Work ¢

Thls ac_tlvlty is daslgned to give you a general

idea of the work strUc‘ture in our society by

1

examlnlng how people relate and interact. wlthln ‘
that structure. It aiso presents a method by, which
you-can explore the world of work from your own

_perspective. -

farmers and craftspeoplé was fairly indepen- -
-dent. Their work roles were clear.and firmly
_established: they knew what-they had to do.
American farmers, for example, produced most
of the goods they needed themselves. The
skills needed -for this had been developed
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since childhood. Craftspeople had the satisfac-
tion of making an object from beginning to end.

In our modern industrial society, the organiza-

tion of work and the division of labor are more
complex. One worker can no longer produce all

the goods and “services he or she needs.
However, all the workers together can meet the
‘needs of the whole group. People now work to
produce the goods and services necessary for
the society, not just for themselves. This divi-
sion of labor results in work being separated in-
to thousands of jobs, performed by millions of
people. People work in a wide variety of set-
tings to produce specialized goods or services.
These work settings or companies constitute
the occupational establishments*® through
which the following basic functions of society
can be met.

"« Production of material goods and. provision
of services. .
_ ¢ Transmission of knowledge'and skills.
e Management and maintenance of the social
structure.

A shoe factory, for example, is an occupational
_ establishment through which specific goods
are produced and replenished. A schoal trans-
mits knowledge and skill, while -Congress

serves to manage and maintain the social
structure. Each, occupational establishment

depends’ upon othérs. A department store
‘depends upon shoe and clothing factories, for
- example, to produce the goods it sells, and
~ .upon advertising agencies to. help sell these
- goods. As a result of this division of labor,

“workers often work:on such small aspects of -

the total that they do not feel that they have
made or accomplished anything tangibte. -In
the preindustrial world of work, a worker often
made an entire product. The shoe cobbler,- for
example, frequently custom-made the whole
shoe and had the satisfaction of«fealing directly
with the customer. Today,wct)g‘; shoe-factory
worker who cuts leather soles Will probably not
see the finished product or the person who buys
the shoes. How, then, does a person find satis-
faction in today’s occupational establishments?

*From A’ Conceptual Mode) of the World of Work,” W. Van

Roey and L. Bailey, Career Development for Children Project,

. _Department of . Occupational Education, Seuthern lllinois - -

University, Carbgndale, IlI., 1972, 31 pp. (In cooperation with
the Research Developmerit Unit, Division of Vocational and
Technical Education, Board of Vocational Education and
. Rehabilitation, State of iilinois.) -

Succe'_"ss and satisfaction can be achieved through integration of
self and the requirements of an occupational establishment.

. 'From the worker's point of view, his or her func-

tion withih the occupational establishment has
two aspects: success and satisfaction. Suc-
cess indicates the degree to which his or her
work meets the standards of the occupational
establishment. Satisfaction indicates the de-
gree to which the worker's values and goals are
met by the occupational establishment, The in- -
teraction between the worker and the estab-
lishment -involves continual adaptation and
change by both. Alterations in the economy,

~ecology, and technology affect occupational

establishments and the people working within

~them. Thus, workers can “expect chariges .

within the establishments. which may affect
their working lives, such as promotion,
transfer, or demotion. In the course of their
career, most people can expect to have several
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difterent jobs and to work in different occupa-

tional establishments. People change jobs and
occupational establishment§ for several
reasons

. The worker may develop competence be-

yond that required by the job and may seek
greater responsibility or income.

e Tne worker may not be able to meet the

 demands of the establishment.

¢ Rapid economic expansion may open new
opportunities for advancement.

e An economic slowdown may reduce the
establishment’s need for the worker.

. e The worker may seek a change of environ- -

ment and a more positive social climate.

¢ The establishment-may not meet the values

of the worker.

- The books included in the following bibliogra-

phy have In common the theme of job satisfac-
tion. They provide examples, "insights, case
studies, and more information on-how people
relate and interact with occupational

. establishments. .

e Culbert, Samuel A. The Organization Trap
and How to Get Out of It. New York: Basic
Books, Inc., Publishers, 1.974.

e D'Aprix, Roger. Struggle for Identfty.
-Homewood il.: Dow Jones - Irwin, 1972.

¢ Glaser, Edward M. Productivity Gains
Through Worklite Improvements. New York:
Harcourt Brace Jovanovich, 1976.

e Irish, Richard. K. If Things Don’t Improve
Soon, | May Ask You to Fire Me. Garden City,

N.Y.: Anchor Press, Doubleday & Co., Inc;"

1975.

e James, Muriel. The OK Boss. Reading,

Mass.: Addison-Wesley Publishing Co., Inc.,
1975. ‘

‘e Levinson, Harry. The Great Jackass Fallacy.

Cambi.dge, Mass: Harvard Unlversuty Press,
1973

e Marrow, Aifred. The Failure of Success. New
York: American Management Assocnatlons,
1972.

¢ Porter, Kenneth V. Case Studies in Humah

~——

e Schrank, Robert. fen\ThOUSand Working
Days. Cambrldge, Mass The M.L.T. Press, -
1978.

¢ ‘Stewart, Phyllis L. and Cahtor, Muriei G.
Varieties of Work Experlence New York
Haisted Press, 1974

Consider the following questions. (You may

want to write down any ideas you. have B T T

response to these questlons)

a. Can you be successful without being |
"satisfied? Can you be satisfied without being
successful? Why? Think of examples. '

b. Why do people’s values affect their satisfac-
tion in an ’occupatlonal establishment?

c. Whose responsibility is it.to see that you

find your work satlsfylng and that you are .
successful?

d. You -are presently lnteractlng with at least
one occupational establishment: the college’
you are attending. Do you feel successful,
satisfied, neither or both? Why?

e. What are some of the changes you’ have ex- -
perlenced in your interaction with the col-
lege? Describe changes both wnthln you and :
-within the college.

" f. .Did these changes increase your success,

satisfaction, or both? Why or why not?

-g. As a student (worker), what do you expect

from the university and your studies (work)?

h. What does the university (employer) expect
from you as a student (worker)? ,

i. To what extent, in the university as an oc-
rcupational establlshment are you your own

v,."",tem ployer" :

3. Tofind satlsfylng work, you need to explore the

world of work using occupational information
organized from the individual’s or the worker's
-perspective. Such information can help you

" identify work activity that meets your lnterests, :

abilities, values, and goals. This workbGok
uses your institution’s Career Information
System (CIS) based on the Work Group Ar-
rangement of the Guide for Occupational Ex-
ploration (GOE) (1979), published by the U.S.
Department of Labor. The Work Group Arrange-
ment classifies occupatlons by personal or
worker .characteristics. It is similar to the
Worker Trait Group Guide* (WTG Guide), which
contalns descriptions of the 66 Worker Trait

<o

Relarions..London: Papermac, Macmillan &  *peyaiaped by Appalachia Educational Laboratory, Inc., and
Co., 1971. publrshed by McKnight Publishing Company.
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Groups of occupations. Each description in-
cludes a Qualifications Profile, which lists the
worker characteristics related to the group of
: occupations

“a. Obtain a copy of the Worker Trait Group

Guide from your institution’s Career Infor-
\mation Genter or Student Counseling
Centen Information on. how to use the

Worker Tra7fGroup Gulde is found on pages

x-xvi of the Guide.™
b. Turn to the section ent|tled ““How to Use the
©  Guide" on pages x-xvi of the Guide. The

- Qualifications Profile for each Worker Trait- .

Group will be the basis for vour exploration
- of the world of work in this unit.

c. Read through the examples, which illustrate
' the. organization and content of a Worker
Trait Group.

d. Examine the worker characteristics listed in

the Quahflcations Profile. .

The ‘activities in this unit are designed to help
you assess yourself in relation to these worker
characteristics. This'method allows you to ex-
“plore and express your interests, preferences,

and aptitudes using the language of the world
of work. To do this you will use the following
materials:

o Worker Trait Group Charts #1, 2, and 3
¢ Personal Profile form

These are the*larpe, folded sheets found inside
the back cover of your workbook. You will be

using * these~-forms ~to™ gather —inférmation =

throughout this unit. These forms will help you
manage and evaluate information in the ex-
ploration process. They will also help you build

__aPersonal Profile that reflects your values and

that-parallels the Qualifications Profile cate-
gories of the Worker Trait Groups. You will be .
able to use your Personal Profile to identify ac-
cupational preferences ‘and goals and to pian
your career. Relating knowledge about yourself
to the world of work through your Personal Pro-
file can help you make satisfying career decn
sions.

Activity B: Career lnterests

This activity is designed to help you identify

and describe your interests using the language of
- the world of work. As a result you will be able to
relate your interests to groups of occupations.

G

" 1. An Interest is a positive feeling and liking for a C

person, activity, place, or thing. People usually .
develop their interests as they are exposed to
different types.of ideas and activities. The
knowledge you gain and the experiences you
have help shape your interests. Also, as your
knowledge and experiences increase, you may
find new interests. Interests that become im-
portant to you become values. |f you choose
work related to your values, you are more likely .
to be satisfied. You can learn to recognize your
interests by examining the specific activities
'you do, have done, and would like todo. - -
Think about the speclfic activities you have
done and liked in the past. What experiences
have you had? What are your present ac-
tivities? Which do you enjoy? There may be ac-

_ tivities you need to do in order to do something

else that interests you. What activities have

. you read about or observed that you would like

to try? Try to think of activities related to each
of the career components: occupations, educa-
tion, civic and communlty, and home and fami-

“ly. The following example may help you think

about your own specific activities.
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| | EXAMPLE |
Occupations. Part-time work {in the college Library. Plan 10 wonk as camp

counselor this swmmer.

Education. Enjoy cownses in English and sociology this semester. Plan td take
another course in psychology as an.electdive.

for. exams,

Help othen students review

" Civic and Community. Organize the children's workshop fon the Community PLayenrs..
Participate in the March of Dimes gund drive.
Home and Family. Take youngen brotherns and sisters on outings (zoo, park,
muwseums) . - Teach them new ideas in arts and crafis.

Occupations.

List all of your activities m the space prbvided.

N

Education.

'

Civic and Community.

Home and }Famlly.

2

The specific acti\}itiés, you listed in Step 1
relate to you as an individual, but in a general
way. You can use these activities to define your

inferests using the language of the world of

work. The Worker Trait Groups have been

organized into 12 Career Areas. These 12 broad -

areas are based upon the interests of workers.

A ‘The following statements represent the 12

broad areas of interest in work. in the space
provided under each statement, list all the ac-
tivities you actually do, have done, or want to

~do that are related to the statement. Refer to'
the activities you listed in Step 1. You may find

that you can list more activities under some
statements than under others. Try to list some
activities for each statement. Then, concen-
trate on the interest areas that represent your

main areas of interest. Do not limit yourself to

your initial list of activities. If you can think of
new activities you would like to try, list them
under the related staternent. Use the following
example as a guide. B
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. ) " EXAMPLE , .
" Career Area 01: AR_TISTIC — Interest in creative expression of feelings or ideas.

- Conducted chitduen's wumuhup for the Community Playens. Directed the
childnen's acting at ’LQ,ILQCUL&CL@S an(’ Ql’LjO y thmfung 05 cdea;s 50& the

b stage preps. -

- Potterny class; wouﬁd L’ALQ to be summes. camp coume@om in chmge o cUu‘A
and cragts.

- Help brothets and -sistens make pap&e’L mache puppets

- E;Utwu cowrtse; wiiting essays.. :

Career Area 01: ARTISTIC. — Interest in creative expression of feelings or ideas.

'

Career Area 02: SCIENTIFIC — Interest in research and collecting data about the natural world and ap-
plymg this data to problems in medlcal life, or physncal scnences

[

Career Area 03: NATURE — Interest in actlvmes involving the physncal care of plants and animals, usual-
"ly in an outdoor settmg :

",

Career Area 04: AUTHORITY — Interest in using authority to protect people and property.

Career Area 05: MECHANICAL — Interest in applymg mechamcal principles to practical sntuatlons
-using machines, hand tools, or techniques.

Career Area 06: INDUSTRIAL — Interest in repetitive, concrete, organized activities in a factory setting.'




Career Area 07: BUSINESS DETAIL — Interest: in activities requiring accuracy and attention to details,
‘primarily in an office setting. ‘ : '

hd
-

- j, - 5

Career Area 08: PERSUASIVE — Interest in influencing others through sales and promotional techniques

¥

Career Area 09: ACCOMMODATING — Interest in catering to and serving the desires of others, usually

on a one- to-one basis.

©

Career Area 10: HUMANITARIAN — Interest in helping individuals with their mental, spiritual, social,
_ physical, or vocational concerns. ' :

/

Career Area 11: SOCIAL—BUSINESS-— Interest in Ieadlng and iniluencrng others through activities in-
volving verbal or numerical abilities.

Career Area 12: PHYSICAL PERFORMING — Interest in
audience. C o

physical -activities periomi_ed before an

3. Review the list of activities you wrote In Step 2. b. Do you like activities in more than two

Select the two Career Areas in which you are areas?
most interested. o c. Why are the areas you selected the most
important to you?

. a. Was the selection easy or difficult? .
| y . | o




>

Examine in depth all the activities in one of the. ment that summarizes your interest in- the

two -areas you selected. Do these activities group of activities. Next, list occupations you

form some type of pattern? Can you group think would relate to your.interest in the group

some of these activities together to show the of activities. Next, list occupations you think
. patterns you have found in the area? Can you would relate to your interest statement and in-

‘add more activities? In the space provided, - clude activities similar to those you listed in

“record the patterns or groups of the activities™ ~ ~ the “group. Use the following example as a
~ that you have identified. Then, write a state- guide.

EXAMPLE

First Career Area Selected: ARTISTIC
Groups of activities (1) Theater stage props, pettery class, arts and chafts,
pap {e-mache puppets. :

(2) Chikdwen's theaten, summet camp counselon, helping
brothens and sistens.
Interest statements (1) T (ike tuv express my creative talent by making things.
(2 1 tike to work with children.

Related occupations At Ditectur, Set Designen, Ant Teachm Stage Dinecton,
' Drama Teacher, Decctaton

First Career Area Selected: -

Groups of activities (1)

)

3

Interest statements (1)

2

)

Related occupations




o

Second Career Area Selected:

Groups of activities (1)

)

Interest statements (1)

?

@

)

Related occupations

4. Use Worker Trait Group Chart #1, found in the
~ cover pocket of your workbook. In Column 1 of

" the chart, ‘‘Career Interests,” put an “X" beside
the Career Areas and Worker Trait Groups you
want to explore. To help you in your selection,
use the areas, interest statements, and related
occupations you identified in Step 3. Then, in
the Worker Trait Group Guide, you can read the
introductory paragraph of each Worker Trait

Activity C: Work Activities

Everyone has preferences for certain types of
activities. The same type of activity can be found
in a variety of settings, including leisure, nonpaid

- work, and job tasks. The tasks that workers do in

their jobs involve many different kinds of activ-
ities. However, these activities can be classified
into 10 basic types of work activities. Workers in
occupations belonging to the same Worker Trait
'Group perform similar types of work activities. In
this activity, you can identify your preferences for
certain types of work activities. By including your
work activity preferences in your Personal Profile,
you can identify groups of occupations whose
significant tasks fall into your preferred types of
activities. If you enter an occupation involving ac-

Group that seems related to your interests. Use
“the number of the Worker Trait Group in the
Chart to find its location in the Guide.

- You can develop the interests you identified by
undertaking new activities related to them. in
addition, these new experiences may help you
identify interests of which you are presently
unaware. :

tivities you enjoy, you are more likely to be satisfied
~with your work. .

1. Read the following descriptions of the 10 types
of work activities. These 10 types of work ac- .
tivities can be used to describe not only the
workers' tasks, but all other activities as well,
such as leisure, hobbies, and nonpaid work.
Thus, you can assess your likes and dislikes for
each type of work activity on the basis of your
own experiences, observations, and feelings.
in the space provided under each description,
write down the related experiences you have
had with each type of activity. Use the follow-
ing example as a guide..
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_ EXAMPLE
No. 1. Activities Dealing with Things and Objects.

Experiences: stenilizing test tubes, changing a tire,
 typing, building a medel sailing Ahip.

No. 1. Activities Deaiing with Things and Objects. ) ,
Workers do physical work with materials and products. They often use in-
struments, tools, machines, or vehicles. They may lift, pull, and push. They may
do more complex tasks such as adjusting and controlling things. Also, workers
may use knowledge and reasoning skills to make judgments and decisions.

-]

No. 2. Activities Invoiving Business Contact. .
Workers deal with others in various situations. They set up business contacts

to sell, buy, talk, listen, promote, and bargain. To follow through, workers gather,

exchange, or present ideas and facts about the products or services.

No. 3. Activities of a Routins, Definite, Organized Nature. -

Workers usually fepeat the same task many times. These tasks can often be
done in a short time. Workers are usually organized to get the most work done in
the least time. In general, assignments and methods are set up in advance. The
worker seldom makes decisions about the work.

No. 4. Activities Invoiving Direct Personai Contact to Help or Instruct Others.

. Workers help to maintain or improve the physical, mental, emotional, or-
spiritual well-being of others. Workers need to speak and listen well. They may
communicate simple ideas. They may ‘also deal with complex principles of
human growth in order to teach, train, or help others. Some workers may care for
or train animals. _ : .




o

No. 5. Activities Resuiting in Recognition or Appreciation from Others.

. .Workers may lead, plan, control, or manage the work of others. Some workers
may be involved in acting, sports, art, or music. As a result, they gain prestige,

recognition, or appreciation from others. n most cases, workers are involved at

a high level with data and people. o

No. 6. Activities involving the Communication of Ideas and information.

Workers present ideas and information to others through writing, acting,
music, or designing. They may inform- others through radio or television.
Workers may also be in direct contact with the people they inform.

i

No. 7. Activities of a Scientific and Technicai Nature. .

Workers may conduct research and analysis, and evaluate, explain, and record
scientific information. They may use scientific -or technical methods, in-
struments, and-equipment in their work. '

No. 8. Activities Invoiving Creative Thinking. .

Workers use complex mental skills to create new knowledge or new ways to
apply what is already known. They may also solve problems or design projects
and methods. Workers may use new ways to express ideas, feelings, and moods.
They.may also use imagination to create ideas and objects.

No. 9. Activities involving Processes, Methods, or Machines. -
. Workers may plan, schedule, process, control, direct, and evaluate data and
things. There may be contact with people, bqt deal_ing with people is not impor-

tant to the work. -

No. 10. Activities involving Working on or Producing Things. . :

Workers use physical skills.to work on or make products. Often, tools,
machines, or measuring devices are used to make or change a product. Workers
may build, repair, alter, or restore products. T :

I
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. / _ ’ 2. Use the following scale and checklist to rate your preferences for each | s
, work activity. Circle the rating describing your feelings about working in
- * an occupation that would involve you in that activity.
+2 Would like the activity very much
+ 1 Would like the activity
0_Would neither like nor dislike the actiwty :
~ 1 Would dislike the activity . '
— 2 Would dislike the activity very much -
: o
o . Circle the rating describing your feelings | : _
No. S - Type of Activity about each activity. : _ e
“ 1 Activities dealing with things and objects. ‘ 42 +1 0 -1 -2
2 Activities involving business contact. : +2 +1 -0 . -1 -2
) 3 Activities of a routine, definite, organized nature. +2 41 o -1 -2
‘ Activities |nvo|vmg direct personal contact to help , | A o
4 or instruct others. ' +2 +1 0 1 -2
Activities resulting in recognntnomor apprecnatlon : . ' _ o
5 from others. o : +2 4+ 0 1_ . -2
Activities involving the communlcation of ideas " ; _ - 4
6 and mformation o *2. 41707 -1 -2
7 Activities of a scientific and technical nature. 42 +1 0 -1 . =2
) . | .
8 Activities involving creative thinking. +2 +1 0 -1 -2
' ) Activities involving processes, methods or | L o '
9 machines. +2 +1 0 -1 -2
10 Activities involving working on or producnng +2 41 0 -1 _2
. things y
‘3. List the 10 types of work activities in order of your preference. Place the
activity type numbers in the following boxes. Use the rating you gave to
“each activity in Step 2 to help determine the order. For example, if you
rated'any‘activitiesk+ 2, they should be listed -ahead of any.rated +1.
‘o o o O 0 0O . O 0O O O
First 2nd . 3rd . 4th ~  5th 6th - - 7th . 8th 9th Last

Choice , . o v S Choice .




4. Use your work activlty preferences to ldenmy
Worker Trait Groups for further exploration. To

do this, use Worker Trait Group Chart #1. Look

at Column 2, “Work Activities.” Notice the
numbers in the coiumn across from each
Worker Trait Group. These numbers are those

assigned to the work activities. You used these

‘numbers when you listed the activities in, the

order of your preference in Step 3 of this activi- -

ty. Note the numbers of the work activities you
- rated as first, second, and third choices. Go
down Column 2 of Worker Trait Group Chart #1

-and circie these numbers each time.' they

_ appear in the column.

You may dislike some of the worle activities.
“Note the number of the work activity you rated

as yo/ur last choice. If you would not want to do
“ the activity as part of a job, cross out its

number each time it appears in Column 2. You
may cross out any other numbers assigned to
work activities you would not want to do.

=4

Acﬂvity D: Work Situations

‘Every job -invoives situations to ‘which the
worker must adapt to .assure satisfactory perfor-
mance. Thus, awareness of oné’s ability and will-
ingness to adapt to particular situations is critical
to career satisfaction. The work situations to
which workers must adapt can be classified into
10 basic types. Workers in occupations belonging
to the same Worker Trait Group must be able and
willing to adapt to similar work situations. In this
activity, you can identify your preferences for cer-
tain types of situations. By including your work
situation preferences in your Personal Profile, you
can identify groups of occupations that have
significant work situations to which you are will-
ing and able to adjust. You are more likely to find

.

39

Column 2 now shows your likes and dislikes for . -

* the work activities reiated to each Worker Trait
Group.” Compare the information you have
recorded in Column 1 of the chart, “Career in-
terests,” with the circled activities in Column

- 2. What simiiarities do you find between your
interests and your preferred work activities? .

» Does Column 2 reveal any new Worker Trait
Groups that interest you but were not checked

in Column 1?2 : ‘

5. Use the Personai Profile form in the cover
pocket of your workbook. In the Positive col-
umn, list the titles and numbers of the work ac-
tivities you prefer and want to include in your
career.-In the Negative column, list the titles
and numbers of the work activities you dlsllke
and-want to avoid.

"How do your work activity preferences help you
further define your Personal Proﬂle in relation
to work?

satisfying work it you know the types of situations
to which you can most easily adapt. 6

1. Read the following descriptions of the 10 types
of work situations. These 10 types of situations
may be used to describe not only the demands
of work settings, but also the demands of
leisure, college, and nonpaid work settings.
Thus, you can assess your preferences for
each type of work situation on the basis of your
own experiences in settings other than work. In
the ‘space provided under each description,
write down the experiences you have had with

- each type of situation. Use the following exam-
ple as a guide.

+

.




¢ EXAMPLE .

No. 1. Performing Duties That Change Froquoﬂtly. ' o ' N

. volunteen wonk at hospital.

No. 1. Performing Duties That Change Frequently. . .
Workers perform a variety of duties, often.changing from one task to another.
The variety of duties requires workers ‘to use different skills, knowledge, and
abilities. Fhey may need to use different methods or materials. They may aiso
“have to change work locations. In changing tasks, workers must be efficient and

" remain calm. .

- >

Fal

No. 2. Performing Routine Tasks. . . ‘ -

Workers do the same tasks over and over. Thqy may not change the tasks or
the order in which they do them. Work assignments are of short duration and
follow_a required method or sequence. Very little judgment is required.

N
PR

~* N - .
NG. 3. Pianning and Directing an Entire Activity. : .
Workers pian, direct, or control an entire activity, project, or program. As
leaders, they c_:oordinat"el supervise, and are responsible for the work of othets.
They make decisions and keep up-to-date on new Information about their work.

>

. <

N

Na. 4. Dealing with People. = . ‘
Workers deal directly with other people. They must interact with people at a
higher levei than giving or taking instructions. Workers must be pleasant and

helpful in their contacts with people.

3

No. 5. Influencing People’s Opinions, Attitudes, and :Iudﬁmonts.

Workers influence people by changing their thinking and behavior. Workers ’

must be able to understand people and communicate with them. They infiuence '
how people feel about a product, a service, or-other people. This influence is
achieved by providing riew ififormation or ideas in a direct or indirect way.

Exponiences: neponting fon” collegenewspapeny "




R . No. 8. WOrI(lng Undar Pressure. '

Workers deai with situations involving potential danger and risk. _Workers
must“maintain self-control and take decisive action in unexpected or critical
situations. They may also be involved in tasks in whlch speed and close atten-
tion to dét"all create.pressure.

No 7. Making Decisions Using Personal Judgmant.
Workers use personal judgment and the five- pﬁyslcal senses to’ make deci-
sions. No standard or right answers exIst _upon which to base the decislons

~ Decisions are based upon the trainlng, experience, or aesthetic values of
workers . :

-

No. 8. Making- ‘Decisions Using Standards That Can Be Measutred or Checked.
Workers- ‘make decisions based upon Informatlon or standards that can be -
measured or checked. Facts and set procedures are used rather than personal
,judgment o

No 9. interpreting and Expracslng Faallngs, ideas, or Factc / _
Workers use creative thinking to interpret and express feetlng ideas,. or
facts. Some workers focus on the process they use to commpnlcate such as
speaking, singing, or acting. Others communicate through p/roducts such as
photographs deslgns songs, or paintings. - /
I

.. i

] .

n?

No. 10. Working Within Precise Limits or Standards ot Accuracy
Workers must pay strict attention to details. Tasks must be’ completed wlth

- accuracy within exact standards or time timits. The qyallty of the product or ser-
vice is directly related to the performance of the workers. ' :

* N . 7' ? .f'

l
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2. Use the following scale and checklist to rate your preferences for each
work situation. Circle the rating that describes your feelings about work:

ing in_an occupation that would involve you in that situation. .
+ 2 Could adapt readily. Could be satisfied with
such work ] ‘ '
+ 1 Could adapt to the'situation - -
0 Am not sure or have no strong feelings o
~ about the situation .
— 1 Would be difficult to adapt to the situation
— 2 A difficult situation | wouid like to avoid o

- . ' ) Circle the rating describing your feelings
No. . Type of Situation - o : about each situation.
"1 -Performing duties that change frequently. | +2  #1 0 -1 -2
2 Performing routine tasks. - " _ +2 41 0o -1 -2 |
3 ‘Planning and directing an entire activity. . ' +2 +..1 -0 -4 - 2
4 Dealing with people® » s +2 +t 0 -1 -2
Influencing pedple’s opin't.on~s, attitudes, and ' . . - . sy
S judgments. o - *2 +1 0 ! 2
"6 Working under pressure. o ' : +2 +1 0 -1 =2
7 Making decisions using personal judgment. ' +2 +1 o -1 -2
Making decisions using standards that can be o _
8 measured or checked. _ +2 +1. 0 -1 2
9 Interpu:eting and expressing feelings, ideas, or e 42 +1 0 —1 ' -2
_ facts. * ) : : - -
10 Working within precise limits ot standards of +2 +1 .0 — 1 _2
accuracy. -
3. List, in order-of your preference, the 10 types of work situations. Place . - '
the situation type numbers in the following boxes: Use the rating you
gave to each situation in Step 2 to help determine the order. For exam- - B
ple, if you rated any activities +2, these should be listed ahead of any }
‘rated +1.
. - . ’ F . . .

O O O 0 O] o’ o GO 0O O
First _2nd 3rd 4th 5th - 6th 7th 8th - 9th’ -~ Last
Choice - ’ SN g - . ’ Choice

Q ”

A runtext provided by Al & ¢ = . . :
s : . : \
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4. You can use your work situation preferences to
identify Worker Trait Groups ‘tor further ex-,
"ploration. To do this, use Worker Trait Group
Chart #1. Look at Coiumn:3, “Work Situations.”
Notice the numbers in the column across from
~ each Worker Trait Group. These numbers are
those assigned to the work situations. You used
. these numbers when you listed the situations
" in order of your preferences in Step 3. Note the
number of the work situations you rated as
your first, second, and third choices. Go down
Column 3 of Worker Trait Group Chart #1 and
circle these numbers each time: they appear in
the column. ~
There: may be some types of situations you
want to avoid. Write down the number of the
work situation you rated as your last choice. If
. you.do not want a job involving this situation,

s cross out its number each time it appears in

Column 3. Then, eliminate any other situations
you want to avoid. Do this by crossing out the
numbers of these situations. . .

o

Activity E: Aptntudes

In the previous activltles you have been
burldmg your Personal Profile on the basis of your ,
interests . and values. However, interests and
values are not sufficient for identifying satisfac-
tory occupational alternatives. You need to be
able to perform or)earn to perform the job tasks
involved in_the ‘Worker Trait Groups you identify
for- further exploration. This activity helps you
estimate your aptitudes for learning new tasks on
the basis of your past achievements and present
abifities. Knowing as much as possible about your
aptitudes can help you further define your Per-
sonal Proflle in relation to work.

1. Aptitude is the ease or qurckness with which a
person can learn new tasks. There are many
kinds “of aptitudes, some, of which relate to
knowledge, some to skills, and some to percep-

~ tion. Although some, people may have limita-
tions on their ability to learn to develop skills of
certain types, everyone has each type of ap-
titude to some degree. People differ from one
another in the types and levels of aptitudes
they possess. .

Column 3 now shows your likes and dislikes for
the work situations related to each Worker Trait
Group. Compare your work situation prefer
ences to the interests and work actIvity prefer-

ences you recorded in Columns 1 and 2 of the -

chart. What similarities do you find'among your
career, work activity, and work situation prefer-,
ences? Are any work situations you dislike

.associated with Worker Trait Groups previous-

ly identified in Columns 1 or 2? Does Column 3

reveal any new Worker Trait Groups that in-

terest you but-were not checked in Columns 1
or 2?

. Use your Personal Profile form In the. Positive

column, list.the titles and numbers of the work
srtuations you prefer-and want to include in -
your career. In the Negative column, list the
titles and numbers of:the' work srtuations you

want to.avoid. ’ ‘

. How do your work situation preferences help '
you further define your Personal Profile in rela- . -
‘tion to work?




The U.S. Department of Labor job analysts have

defined 11 different aptitudes. These aptitudes
have been related to the Worker Trait Groups.
The aptitudes and the levels of aptitudes sig-
nificant to satisfactory job performance in each
Worker Trait Group have also been identified.
" Five different levels are used to express the

degree of aptitude a person has in a particular
area. / /

Each level represents the proportion of the
total working population that possesses the -
aptitude at that level. For example, approx
imately 33 percent of the total working popula-
tion has a middle level of aptitude for color
discrimination, for form perception, and so on.
When you estimate the level of your aptitudes
in Step 2, use these levels but compare your-

_self with the total working population rather

than the college population.

APTITUDE LEVELS POPULATION PERCENTAGES

LEVEL | 10% - LEVEL |
o HIGHEST
THIRD

LEVEL 2 23% _LEVEL 2

S ' 1MIDDLE
LEVEL 3 34% LEVEL 3 ¢ THIRD

BELOW
AVERAGE

LEVEL 4 |LoWEST

LEVEL4  23%
o THIRD

LOW ] LEVELS 10% LEVEL 5|

2. Read the following information, which de-
scribes each of the 11 aptitudes. Use the clues,
your past achievements, and your present
abilities to guide and help you make your esti-
mates. Keep in mind that, at each level, every
clue may not relate to you. ldentify. the level
that best describes your achievement and abil-
ity. Record your estimate on the Aptitude Self- -
Estimate Record on page 120 of the workbook.
Consider,. estimate, ag;d record each aptitude

“carefully, one at a tlmeT—Remember to compare
yourself with adults in estimating your level for
each aptitude.

Level 1— The top 10 percent of the population:
a very high degree of aptitude.

Level 2— The highest third of the population,
excluding the; highest 10 percent: a
high degree of aptitude. ‘

Level 3— The middle third of the population:
-an average degree of aptitude.

Level 4— The lowest third of the population,
excluding the lowest 10 percent: a
below average or Iow degree of
aptitude.

Leval 5— The lowest 10 peroent of the popula-
tion: a very low degree of aptitude.

1




APTITUDE G: GENERAL

Definition

Undorstandlng Imtmctlom, facts, and undorlylng reasonings. Being able

. to reason and make judgments.

[

General Aptitude is ¢ clgseluetated to theability to do well scholastically.
. This- aptttude is related to more Worker Trait Groups than any other

Clues

Lovol 5. “l rate myself in the Iowest ten percent of
the adult population.”
¢ | need someone to explain the instructions to
me when 1 assemble or make something.
e | usually receive special help in school and
still find it difficult.

‘Level 4. "I rate myself in the bottom third but not

as low as the bottom ten percent of the .aduit
populatlon
¢ My grades in general Subjects such as
English, math, social studies, and science are
.mostly D's. ‘

e | can follow instructions if they are given

clearly.
Leve! 3. “I rate myself about average or in the mid-

_dle third of the aduit population.”

¢ My grades in general studies such as English,
math, social studies, and science are mostly
C's.

* | cun do things that require problem solving, .

such as the following activities:
- {a) Filing materials according to the alphabet
or some other method.
(b) Taking care of a } “rson who is ili or is re-
covering from an accident or operation.
(c) Assembling a bicycle or other equipment
that has been purchased unassembied.
~ (d) Knitting, crocheting, sewing, or- similar
activities.

\
" (e) Selling tickets or merchandise and keep-‘

ing the necessary records.

“Clues are related to each level of Aptrtude G, Qeneral

Level 2. “I rate myself in the top third but not the
top ten percent of the adult population.” ,

~* My grades ‘in general subjects such as -
English, math, social studies, and science are
mostly B’s. :
| have built complex working models that re-
quire blueprints or detailed diagrams.

" e | have recelved an “Excellent” rating 'In a

science fair.
{ regularly do voluntary readlng of books and
magazines. :

locate materials in the college or community
library.

Level 1. “I rate myself in the top ten percent of the
adult population.”

¢ My grades in general subjects such as . -

English, math, social studies, and science are

" mostly A’s.

¢ | can solve dlfflcult problems in.math or
science.

¢ | have received a “Superlor" rating in a
science fair.

"o | have won awards or recognition in writing or
speaking contests.
¢ | have tutored other students in their work.

NOTE: If you are able to understand and work this
exerclse you should rate yourself above Level 5.

45 . -

| have no difficulty in using the card fileto




a Definition

P lntormatlon or ldus clearly.

information and Ideas to others

Clues

the adult population.”
- o | have a lot of difficulty with most courses
that require much reading or writing. '
Level 4. “I rate myself in the bottom third but not
as low as the bottom ten percent of the adult
- population.”

e My grades in English and social studies are

mostly D's
~ e | have dlfflculty in wrltmg book reports or
themes, or in giving oral reports.

* [t Is sometimes difficult for me to follow in-
structions when | assemble models, make
jewelry, or sew.

* | can usually follow recipes for cooklng or
baking.

Level 3. ““| rate myself about average or in the mid-
- dle third of thre adult population.”
e My grades in English, social studies, and
- foreign language are mostly C’s.

e My arades on book reports, themes, term
paper., and oral reports are mostly C’s.

¢ | know spelling, grammar, and punctuation

well enough to notice and correct obvious

mistakes.

e | am an average word games -and word

puzzles player.
¢ { can follow printed. instructions for making
jewelry, assembling models, or sewing.

APTITUDE V: VERBAL.

Levei 5. “I rate myself in the lowest ten percent of . -

@

Understanding the meanings of words and ideas. Using thom to prosont ‘

Verbal Aptitude includes understanding how words relate and the mean-
ings of whole sentences and paragraphs. It also includes communicatlng

Clues are related to each level of Aptitude V, Verbal.

Level 2. “I rate myself in the top third but not the
top ten percent of the adult population.”
~® My grades in English, social studles, and
foreign language are mostly B’s.
e My grades on book reports, themes, term -
 papers, and oral reports are mostly B’s.

e .| seldom make grammatical errors in written
work and notice them when others make
them in writing or speaking.

s | have no difficulty understanding the Enghsh
and social studies textbooks | read.

_® | am a better than average word games_ and

word puzzles player. _

Level 1. ‘I rate myself in the top ten percent of the
adult population.”

e My grades in such subjects as English, social
studies, and foreign language are mostly A’ s.

¢ | have won awards or'recognition in writing,
public speaking, or debating.

e My grades on book reports, themes,: term.
papers, and oral reports are mostly A’s.

¢ | have written articles for the college paper or
for other publications.

o | often win at word games such as Scrabble or
Password. :

® | can solve crossword puzzies, anagrams, and
other word problems quickly and correctly.

NOTE: If you are able to understand and work this
exerclse, you should rate yourself above Level 5.




APTITUDE N: NUMERICAL -

Definition ‘.

Doing arithmetic operations quickly and correctly.

‘Numerical Aptitude includes solving arithmetic or verbal problems.

Clues

C'ues are related to each level of Aptitude N, Numerical.

Level S. “I rate myseif in the lowest ten percent of
the adult population.”

¢ | have a lot of difficulty with most courses
that require the use of arithmetic.
¢ | have difficulty measuring things correctly.
* | have difficulty counting my change when |
. ~buy something at the store.
Level 4. “| rate myself in the bottom third but not
as low as the bottom ten percent of the adult
population.”
e My grades in mathematics and science are
mostly D’s.
¢ | can measure an object or figure its height,
- width, and depth. :
¢ | can follow a recipe to measure and mix in-
gredients to cook or bake.
Level 3. | rate myself about average orin the mid-
dle third of the adult population.”
e My grades in mathematics and science are
mostly C’s.
e | can add, subtract, multiply, and divide num-
‘bers with about average speed and accuracy.
* | have a job that requires me to keep correct
" records of money or materials.
¢ | have a hobby that requires correct use of
mathematics.
¢ | can adjust the proportions of a recipe to

_increase or decrease the quantity to be

“prepared.

Level 2. “I rate myself in the top third b'ut' not the
top ten percent of the adult population.”
* My grades in mathematics and science are:
mostly B’s. - '
¢ | can multiply and divide decimais and frac-
tions quickly and correctly.
¢ | know how to use a slide rule or a pocket
calculator with memory features.
e | can use formulas to compute areas, vol-
umes, interest rates, and soon.
e | can usually solve puzzies and verbal prob- ..
- lems that require the use of mathematics
quickly and correctly. '
¢ | have a hobby' that requires accurate use of
mathematics

Level 1. “I rate myseif in the top ten percent of the

. adult population.”

o My grades in mathematics and science are
mostly A’s.

. ® | can use aigebra and other advanced mathe-

. matics fo find the answers to questions.

e | can use a slide rule or pocket calculator
quickly and correctly to solve difficuit prob-
lems in mathematics.

e | can very quickly and correctly solve puzzles
and verbal problems that require the use of
mathematics.
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APTITUDE S: SPATIAL-

Deﬂnltion

Looking at flat drawings or pictures of objects. Forming mental images
of them in three dimensions — height, width, and depth.

Spatial Aptitude means seeing how an object shown in a flat drawing or
in a photograph would actually look in three dlmenslons Thls aptitude is re-
qulred for such tasks as the foliowing:

e Drawlng or reading blueprints.
o Working geometry.problems.

Clues . .
Clues are related to each level of Aptltude S, Spatial.

Level 5. “I rateémyself, in the lowest ten percentof e | can solve block and 1lgsaw puzzies but lose
the aduit population.” : interest in the hard ones. *

¢ | have difficuity in working with drawings and e | can usually read drawings or dlagrams for
diagrams or with snzes shapes, and arrange- assembling models or doing electrical work. '
ments. Levei 2. “I rate myself in the top third but not the

e My eyesight is poor. - * top ten percent of the adult population.”

¢ | cannot estimate such thmgs as distance, e My grades in art, geometry, sewing, and
height, weight, or speed. mechanical drawing are mostly B’s.

Level 4. “'| rate myself in the bottom third but not e | can make my own clothing quite well.
as low as the bottom ten percent of the aduit ¢ | am better than average in drawing, painting,
population.” or scuipturing.

¢ My grades in art, geometry, sewing, and ¢ | have won recognition or awards for modern
mechanical drawing are mostly D's. or ballet dancing.

¢ | cannot draw, paint, or sculpture very well. e | am a better-than average chess checkers

¢ | can use a needle and thread to sew on such billiards, or shuffieboard piayer.
thmgs as buttons, hooks, and patches. ¢ | am better than average at solving block and )

¢ | enjoy arranging thlngs ‘'so that they look jigsaw puzzies. ‘
nice. " e | canread and understand electronic clrcult

e When | playvchess, checkers, billiards, or diagrams. | can also assemble or repair radios

~ shuffieboard, | seildom win. - or high-fidelity components.

o | seldom work block puzzies or jigsaw puzzies  Level 1. “| rate myself in the top ten percent of the
because | find them difficuit. aduilt population.”

e | can arrange packages in a large container e My grades in art, geometry, sewlng, and
such as a grocery sack or a car trunk to make mechanical drawing are mostly A’s. o
them fit. v -~ e | have received awards or recognition for

Level 3. “I rate myself about average or in the mid- " drawings, paintings, or sculptures.

dle third of the aduit population.” | have won awards or recognition for ciothes
e My grades in art, geometry, sewing, and designing or sewing.
mechanical drawing are mostly C’s. ' ' When | play chess, checkers billiards, or

e | am average in drawing, painting, or shuffieboard, | usually win. . , f‘
_Sculpturing. ¢ . * | can quickly solve difficuit block puzzles and ‘ .

e T have no problem dancmg on a crowded jigsaw puzzles. |
-dance floor. ' e | have no difficulty in reading complicated

e | can sew clothes from a pattern. - . wiring diagrams and drawings or blueprints.

¢ | am an average chess, checkers, billiards, or ¢ | assembie models from kits, repair radios or

. .'shuffieboard piayer. : high-fidelity components correctly and well.

)
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APTITUDE P: FORM PERCEPTION

Deﬁnition

" Observing detail in ob]octs or drawings. Notlclng differences in shapos

‘or shadings.

" Form Perception means noticing detail in pictorial or graphlc material
and making visual comparisons. It also includes seeing differences in
shapes and figures or in the width or length of lines.

Clues

Clues are related to each level of Aptitude P Form Perceptlon V

Level 5. I rate myself in the lowest ten percent of
the adult population.”
¢ | have difficulty recognlzing differences or
likenesses in sizes or shapes.
* My eyesight is poor.

Level 4. “| rate myself in the bottom third but not -

the bottom ten percent of the adult population.”
e My grades in art, science, shorthand, and
mechanical drawing are mostly D's.
e | seldom work jigsaw puzzles because | find
them difficult.
¢ | have no difficulty in sortlng nuts, -bolts,
screws, and similar items according to size
and shape.
| can iron clothing neatly.

for picking.

| seldom paint or do other artwork because |

do not like the way my work looks.

“e | can repair and glue furniture parts, picture
frames, and wooden objects.

Level 3. “| rate myself about average orin the mid-

dle third of the adult population.”

e My grades in art, science, shorthand, and
mechanlical drawnng are mostly C’s.

e | can use a camera to take attractive
photographs.

¢ | can usually solve |lgsaw puzzles

¢ | usually notice when plctures, mirrors, or
other objects are slightly crooked.

e | can use a sewing machine and fcllow a
pattern.

| can tell when fruits and vegetables are ready :

¢ | can divide a pie into five equal pieces.

¢ | can identify cars by make, model, and year.

¢ | do average or better than average work in
the school band, orchestra, or chorus.

¢ | can identify trees from their shape, leaves,
and bark. :

Level 2. “‘l rate myself in the top third but not the -

top ten percent of the adult population.”

e My grades in art, science, shorthand, and
mechanical drawing are mostly B’s.

e | have won recognition or awards In
photography.

e | can develop, prlnt and enlarge my own
photographs.

e | can usually solve difficult jigsaw puzzies.

¢ | design clothing, furniture, toys, or modeis
well.

¢ | can paint or do other artwork well.

e | can read fairly difficult music. —

Lovol 1. “| rate myself in the top ten percent of the
aduit population.”
e My grades in art, science, shorthand, and
mechanical drawing are mostly A’s.
® | can quickly see small differences in the
shape or size of similar objeéts even when
most people cannot.
e | can use a microscope to study the important
details of biological specimens.
e | can solve difficult jigsaw puzzies very well.
¢ | have won recognition or awards for original
clothing, furniture, or artwork designs.




APTITUDE Q: CLERICAL \PERCEPTION :

Definition -

Observing details and ro,éognlzlng errors In numbers, spelling, ind punc-
tuation in written materials, charts, and tables. Avoiding errors when copy:

ing materials. ' -

Clerical Perception means observing differences in printed or written
.copy, proofreading words and numbers, and avoiding careless numerical
errors. It also includes checking — quickly, correctly, and at a glance —
whether objects are properly made or tasks correctly done. Examples may

include the following tasks:

e Making sure that a sewing machine is properly threaded.

¢ Inspecting an item for flaws.

o Checking whether assembled parts fit together well.

Clues

Level 5. “I rate myself in the lowest ten percent of
the adult population.” ,
e Courses that require figuring or close atten-
tion to detail are difficuit for me. '
¢ | have difficulty finding misspelled words on
a page. 5

* it is difficult for me to look over a column of .

" numbers and find any that are incorrect.

Level 4. ‘I rate myself in the bottom third but not

_the bottom ten percent of the adult population.”

e | can usually follow recipes for cooking or
baking. ‘

o It is difficult for me to follow detailed instruc-
tions or keep accurate records.

e | make a lot of careless mistakes in spelling
or arithmetic. :

Level 3. “I rate myself about average or in the mid-
die third of the aduit population.”

e My grades in business subjects, English, and(‘

mathematics are mostly C'’s.

e | can file materials according to the alphabet
or some other system.

e | can follow written instructions to knit,

" crochet, weave, sew, cook a meal, or bake
cookies. _,

e | can read diagrams and follow most instruc-
tions for assembling a model or a piece of
equipment. '

e When | play games that require a fast and ac-

Clues are related to each level of Aptitude Q, Clerical Perception.

«

curate use of words and numbers, | am an
- average player. _
« If | make mistakes in arithmetic and spelling,
‘| usually notice them when | check my work.
Leve! 2. “| rate myself in the top third but not the '
top ten percent of the adult population.” '
e My grades in business subjects, English, and
- mathematics are mostly B’s.
e | can copy records and reports quickly and
correctly by hand or with a typewriter.
¢ | have done a good jobas a club’s secretary or
treasurer, or as an athletic team’s manager.
e | can use the card file to locate materials in
the library quickly and correctly. o
e As a cashier in a grocery store, | have kept
reccrds or handled money well.
e | can read and follow cooking or sewing in-
structions easily.
¢ | seldom make errors in Spelling, punctua-
tion, or simple arithmetic. | quickly notice
these'kinds of errors when others make them.
Level 1. “I rate myself in the top ten percent of the -
adult population.” o ' :
o My grades in business subjects, English, and
mathematics are mostly A’s.
¢ When | play games that require a fast and ac-
curate use of numbers, | am an excellent
« player. ' : -
e | excel in hobbies that require following
detailed instructions or diagrams.
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Deﬁniﬂon '

APTITUDE K: MOTOR COORDINATION . .

!
i

Moving the eyes and hands or llngon togothor to portorm a task rapldly

and comctly

Motor Coordination means making the eyes and hands or fingers work

Guiding objects into position.
Sorting or assembling parts.

observation. -

- Clues

together to perform, for example, the following tasks: -

Operating a typewriter or other office machine. o
Performing surgery or dental work in a rapid and accurate manner
Making accurate movements rapidly. in response to a signal or an-

Clues are related to each level of Aptitude . K Motor Coordination

i

Lovol 5. ““l rate myself in tr.s Iowest ten percent of
t\he adult population.”

\

e |.cannot perform tasks that require fast and'

accurate use of my eyes, fingers, and hands.

Level 4. ‘| rate myself in the bottom third but not
~ as low as the bottom ten percent of the adult
population.”

‘e My grades in typing, shorthand physical
education, industrial arts, or home econom-
Ics are mostly D's.

My grades on shop projects are mostly D's.

precise movements.’

not make the first team.

| have had part-time jobs such as washing
- cars, raking leaves, ar doing general cIeaning,
- and have performed well

Level 3. "I rate myself about average or in the mid-
dle third of the adult population.” '
e My grades in typing, shorthand physical

education,  industrial arts, or home econom- '

ics are mostly C's.
* My grades op shop projects are mostly C's.

* | am active in varsity sports and am an

" average player.

¢ .| have had part-time jobs such as. delivering
papers, taking care of lawns, or working at a
drive-in, and have performed well.

| can do physical work if it does not require ~

I am not active in varsity. sports or-usually do )

Level 2. ““I rate myself in the top third but not the *
top ten percent of the adult population.”
. » My grades in typing, shorthand, physical
education, industrial arts, or home econom-
" jcs are mostly B's.
e My grades.in shop pro]ects are mostly B'
e | am a good swimmer or ping-pong, golf,
. basketball, softball, or volieyball player. ’
¢ | can paint, sew, assemble models, knit, work
iine metal or wood, play a musical instru-
ment, or twirl a baton quite well.
¢ | have had part-time jobs as a typist, cashier,
playground or assembly worker and have per-
: formed well.

4

Level 1. ‘I rate myself in the top ten percent of the

adult population.”

" e My grades in typing, shorthand physical -
education, industrial arts, or-home econom-
ics are mostly A's.

¢ My grades on shop projects are mostly A's.

* | excel in one or more Sports such as ping-
pong, golf, swimming, basketball, softball, or
voueybau

o | excel in dancing, baton twirling, painting,
playing a musical instrument, or target
shooting. ‘
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: APTITUDE F:.FlNGER"DEXTER_lTY |

- Deﬁnltion

Moving the llngers to work wlth small oblects repldly and correctly

Finger Dexterity means using the fingers to perform for example, the

following tasks:

Surgery and dental work
Typing and taking shorthand.
Playing a musical instrument.

"Clues

Doing fine work with hand tools.

Clues are related to each level of Aptitude F, Finger Dexterity

Level 5. I rate myself in the lowest ten percent of
the aduit population.”

o | cannot perform tasks that require using the ‘
fingers to do small, detailed work quickly andj

correctly.
e | have difficulty dorng fine work wuth my
fingers, such as winding a watch.

Level 4. “| rate myself in the bottom third but not
as low as the bottom ten _percent of the aduit
population.”
e My grades in typlng, shorthand, industrial
arts, or home economics are mostly D’s.
¢ | can mend my clothes or adjust hems.
o | can refinish furniture, pick berries,. peel
fruits, or prepare vegetables for cooking.
e | have difficulty doing very fine work with'my
fingers, such as fastening a fine gold chain

Level 3 Yy rate myself about average orin the mid-
dle third of the adult population.”
e My grades in typing, shorthand, industrlal
arts, or home economics are mostly C’s.
¢ | help make some of my clothes

l

e | can build models, crochet, carve wood,
assemble or repair electronic equipment fair-
ly well.

& | can repair broken extension cords, leaky
faucets, or broken toys. .

Level 2. “| rate myself in the top third but not the
top ten percent of the adult population.”
_ e My grades in typing, shorthar(d industrial
arts, or home economics are ' mostly B’ s.
e | play in the school band or orchestra.
* | make many of my own clothes. \
‘e | can build models, crochet, carve wood,
assemble or repair electronic equipment, or
sculpture quite well. .

Level 1. | rate myself in the top ten percent of the
aduit population.”

e My grades in typing, .shorthand, industrial o

- arts, or home economics are mostly A’s.
¢ | have received awards or recognition as an
instrumental musician.

e | can build models, sew, carve wood, assem- '

ble or repair electronic equipment or
sculpture expertly




~ APTITUDE M: MANUAL DEXTERITY
Deﬁniﬂon - | v
o . Moving the hands with ease and sklll wprk.ng wlth the hands in placlng

and turning motions.

Manuai Dexterity means using the ,Jhands to perform tor exampie the N

foilowing tasks:

Building displays or exhibits.
Ballding models.

Making furniture. -
Operating office equipment.-
Grooming pets.

.

Clues

Directing a band or orchestra. -

Working as a juggler or acrobat.

Clues are reiated to each level of Aptitude M, Manuai Dexterity. |

Level 5. ‘I rate myseif in the iowest ten percent of

the adult population.”
o | cannot perform tasks that require me to use
one or both of my hands quickly and
correctly.

Level 4. ‘| rate myself iri the bottom third but not

as low as the bottom ten percent of the adult

* population.”

¢ My grades in physicai education "home eco-
nomics, industrial arts, or instrumentaI music
are mostly D’s.

® | can use a hammer or pliers to make simpie
repairs. I can also use a paintbrush orroller to
paint a room.

o | can-wash windows and poiish furniture well.

e | am not a very good volleyball, basketball,
tennis, or baseball player.

Level 3. “I rate myself about average or in the mid-
dle third of the adult population.”

s My grades in physical education, home eco--

nomics, industrial arts, or instrumental music
are mostly B’s and C's.

e | do.odd jobs around the house, such as

" repairing extension cords or decorating and

arranging my own room.

® |can trim shrubbery, plant a garden, orusea
power mower quite well.

¢ | can play volleyball, basketball, tennis or
baseball well enough to enjoy it.

\"A‘

Level 2. “I rate myself in the top third but not the
top ten percent of the aduit population.”
e My grades in physical education, home eco-
nomics, industrial arts, or instrumental music
‘are mostly A’s:and B’s. "
o I make many of my own clothes.®
‘s | play_an instrument in the’ schooi band or
orchestra:
¢ | do magic tricks or/uppetry weil enough to -
. entertain an audiénce.
e |.perform well in activities such as juggiing,
judo, or gymnastics.
e | can use hand tools such as saws, screw- °
drivers, or paintbrushes quite well.
e | am a good voiieybaii basketball, or tennis
_ player.

Level 1. “I rate myseif in the top ten percent of the
adult popuIation
e My grades in physical education, home eco-
nomics, industrial arts, or instrumentai music
" are mostly A’s. »
s | can play one or more musical instruments -
very well.
* | have won recognition os awards in painting,
carving, sculpturing, or industrial arts.
e | excel in sports such as volleyball, basket-
ball, or tennis. .

o
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APTITUDE E: EYE-HAND-FOOT :

. .COORDINATION . Ce .

Definition

’ Moving the hands and feet tocether in response to visual signals or
;/ ' observations.

Eye-Hand-Foot Coordination means moving the hands and feet together
in respon& to’a visual signal indicating the need to react. It includes such

tasks as the fo'lowing; )
»
¢ Piloting a plane. . ~
~e Driving a car.or tractor.

Clues

2

Level 5. “| rate myseif in the lowest ten percent of
the adult population.”
¢ | have difficuity in sports that require running,
jurnping, or throwing.and hitting a ball quickly
or correctly.

Leval 4. “| rate myself in the bottom third but not

. population.”

e My grades in physical education are mostly
D’

¢ |t would be very hard for me to play an instru-
ment and do marching iormations at the

_ same time.

¢ | am not active in pasketbali volleyball, ten-

- nis, or similar sports because | am not very
goed in them.

* | can mow the lawn, take care of the garden )

bathe the dog, or do generai housework.

Level 3. ‘| rate myself about average orin the mrd
dle third of the adult population.”
\ * :My grades in physical education are mostiy

B's and C’s. .

* | am in the marching band. ;

e | ¢can ride a bicycle or operate a riding mower
easily.

R | can drive a car that has a stick shift

-e_Qperating a duplicating machine.
' o

as low as the bottom ten percent of the adult”

&

-t

-~

<

Clues are related to each level of Aptitude E, Eye -Hand-Foot Coordination.

Level 2. I rate myself in the top third but not the'

top ten percent of the adult population.”

e My grades in physicai education are mostly
A’'s and B'

* |can twirla baton, ice skate, ride a.bicycle, or

. perform gymnastics quite well.

* | am a good tennis, volleyball, or basketbali
player.

e | ‘have had dancing lessons and performed
well in dance recitals.

Level 1. "l rate myseif in the top ten percent of the

adult population
* My grades in physical education are mostly

A’s. .

* | have performed as a solo ballet dancer. |
have also had advanced training in other
forms of dance.

* | have won awards or recognition as a
gymnast.

e | can play difficult music on the organ.

* | have won awards or'speciai recognition for
baton twirling.

¢ | am an excellent tennis, voiieybaii or basket
ball player

-
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APTITUDE C: COLOR DISCRIMINATION

Definition

Seeing likenesses or differences In colors or shades. Idontltylng or mat
ching certain colors. Seloctlng colorc that go woll together.

N Color Dlscrlmlnatlon means recogmzlng harmonious, contrasting, or
: identical colors and shades In order to perform for example the following

tasks:

A
\

.. Approprlately matching and coordmatlng c\olors in decorating or art-

work.

¢ Analyzing chemlcals metals, or anlmal tlssues

. Mlxlng paints.

Clues

Clues are related to each level of Aptitude C, Cdlof Dlscrlmlnatlon.

Level 5. ‘| rate myself.in the lowest ten percent of

the adult population.”
¢ | cannot select coiors that people say go well
together.
o .| prefer to buy clothes with someone’s help to
make sure that the colors go well together.
e | am color blind.

Level 4, | rate myself in the bottom third but not
as low as the bottom ten percent of the adult
population.” '
e My grades in art are mostly C's and Ds.
\® | have never taken art as an elective course.
e Whenl plan my wardrobe,’| usually need some-
\ one’s help to make sure that colors go well
. together.
¢ | can see the difference between red and
green traffic lights. However, it is difficult for
mie to see differences in colors that arenotso
bright and clear.

Level 3. “I rate myself about average or in the mid-
dle third of the adult population.”
e My'grades in art are mostly B's and C's.
e | take quite good pictures with my camera. |
can recognize colors that are not sharp or
clear.

e plan my‘clot_hes so colors go well together.
¢ |'have helped design scenery for a play.

Level 2. “| rate myself in the top thqut)ut not the

top ten percent of the adult population.”

e My grades in art are mostly A’s and B’s,

* | have designed some of my clothes.

o | am often asked to make posters for college
activities or other events.

* | have selected the colors and the fabrics to
decorate my own room or other rooms in the
house.

e | can almost always recogmze fine differ-

» ences in color tones or shades. :

o

Level 1. ‘| rate myself in the top ten percent of the
‘adult population.”
e My grades in art are mostly A s.
¢ | have won awards or recognition for pamtlng
or have sold some of my artwork.
e | design many of my own clothes. -
e | can easily tell differences between very
-similar tints and shades of color.’




3 Turn to the Aptitudes Index on page 121 of your

workbook. Compare your estimated aptitudes,
as recorded on the Aptitude Self-Estimate
Record, with the key aptitudes related to each
Worker Trait Group on the Aptitudes Index. To
do this, first cut along the dotted line the row of
boxes on which you recorded your estimated
level numbers (Aptitude Self-Estimate Record,
page 120 of your workbook). Then, ptace the top
edge of the cut-out section on the aptitude col-
umns of the Aptitudes Index. Your estimated
aptitude levei numbers should appear under
the key aptitude level numbers related to the
first Worker Trait Group listed in the Aptitudes
Index. Compare the two sets of nhumbers to see
how your aptitude estimates relate to the ap-
titudes of the Worker Trait Group. In the Plus
(+) section of Column 4 of Worker Trait Group
Chart #1, enter the codes of the aptitude§ you
equal or exceed. In the Minus (-) section of
Column 4, enter the codes of the aptitudes you
- —-do--not- meet: As you compare your aptitude
 estimates to the key aptitudes related to each
“Worker Trait-Group, remember that Level 1 is
high and Level 5 is low.

4. Review the information you have recorded in

Column 4 of Worker Trait .Group Chart #1. .b

Locate the Wdrker Trait Groups having ap-
titudes that are equalled or exceeded by your
own. \

" a. How-do theselgroups relate?
b. How do these Worker Trait Groups relate to

those you identified on the basis of your.

interests? Work .activity preferences? Work

situation preferences? ' N
c. Does Column 4 reveai any new Worker Trait

Groups you want\ to explore further?

| l/
The following method will help you.to see
which Worker Trait G{oups/ relate to a specific
aptitude. For exannplﬁ, if you feel you have a
strong Numerical aptjtude, check all of the
" Worker Trait Groups k%’ see which groups use
this aptitude. Place a gheck mark or a star in
Column 4 of the chart to indicate that you want
to explore this group fuither on the basis of
that aptitude. Remember that your Worker Trait
Group aptitude levels are only estimates. Also,
the aptitude levels of each Worker Trait Group
~ represent the level needed for average, satis-
factory performance;J for most of the occupa-
tions in this group. When your aptitude levels
are lower than those listed for a Worker Trait'

* Group, you may have difficulty in learning the '

0 - |

types of skills or knowledge required. This
does not mean that you cannot learn them. In- -
terest and motivation are very important in
developing skills. In some cases, interest and
motivation help you overgome difficulties you
might otherwise have because of a lower ap-.
titude in a given area. : ' .

5. Use your Personal Profile form. In the Positive
column, list the titles of the aptitudes you want
to include in your career. In the Negative col-
umn, list the titles of the aptitudes you want to
avoid. The infcrmation you have collected is to
be used in a general way toa\é\lfkyou further
develop your Personal Profile in relation to
work. TN

AN

AN

N

A'ctivvity'F:A Silbject Areas

In this activity, you can identify Worker Trait™

Groups related to your preferred school subjects. *

As aresult, you can use your preferences for sub-
ject areas to further develop your Personal Profile
in relation to work.

1. Turn to the School Subject-Worker Trait Group
Chart on pages 118-119 of your workbook. This
chart has been developed to show the link be-
tween school subjects and Worker Trait/

k4
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Groups You can use the chart to quickly iden-

tify school subjects and Worker Trait Groups

that are related. There are 56 rows of subjects
and 66 columns of Worker Trait Groups. The
rows a;d the columns cross to form a cell link-
ing eac;}w subject with each Worker Trait Group.
If a subject and a Worker Trait Group are
related,! the code A or B appears in the cell.

Code A means that the subject and the Worker

‘Trait Group are directly related. The knowledge
_and skills taught in the subject are essential to
workers in the group of occupations. Code B

the sides of the chart to help you think.back on

and skills taught in the subject are helpful to
workers ‘in this group of occupations.- Think
back on your high-school experiences to help
you Iidentify your preferred subject areas.
Which subjects did you like? In which subjects
did you perform well? Were there any subjects |
that interested you but that you did not have '
time to take? Use the subject titles listed on

your high-school experiences. Although the
titles in the chart may not correspond exactly

to the titles used in your former school, they

means that the subject and the Worker Trait

~ can be easily relatéd to your school’s courses.
“Group are indirectly related. The knowledge ' : :

In the space provided, list your preferred school subjects. Then, locate
these subjects on the left side of the chart. Follow the rows of your chosen
‘subjects across the chart. The code A or B appears in the columns:of the
Worker Trait Groups related to the subjects. In the followmg space, Ilst the
titles and numbers of the Worker Tralt Groups coded A.

: PREIFERRED SUBJECTS . RELATED WORKER TRAIT GROUPS

\ 2. Use Worker Trait Group Chart #1. For each Worker Trait Group you have .
\ : listed, record the related subjects in the Plus (+) section of Column 5.
L ' Repeat the same process to identify Worker Trait Grqups related to sub-
R , jects you disliked. Record these subjects in the Minus (~) section of
' Column 5. Use the space provided to list your disliked subjects and the
Worker Trait Groups reiated to them. ' '

N

DISLIKED SUBJECTS - - ~ RELATED WORKER TRAIT GRQUPS
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3. Review the information you have recorded in

Column 5 of Worker Trait Group Chart #1.

a. Do your school subject preferences reveal
any new Worker Trait Groups you want to ex-
plore further?

b. How do the Worker Trait Groups identified
on the basis of your school subject-prefer-
ences relate to those identified on the basis
of your interests and aptitudes? Your work
activity and work situation preferences?

c. Are any of your disliked Subjects related to.

Worker Trait Groups you want to explore fur-
ther? If so, do you still want to explore-these
Worker Trait Groups? Why or why not?

4. Use your Personal Profile form. In the Positive
column, list the school subjects you prefer and
want to include in your career. In the Negative
colurhn, list the school subjects you disliked
and want to avoid. How do your school prefer-
ences help you further define your Personal
Profile in relation to work? '

~ Activity G: Personal Profile Re\view

In this activity, you can use the Personal Profile
you have built so far to-identify Worker Trait

Groups for further exploration. 3

1. Use your Personal Profile form. Review the
' information you have recorded in the Positive
and Negative columns. To what degree ido you
want these specific factors, work activities or
work situations, to be included in or excluded
from your career? Which of these likes or
dislikes would really make a difference to you

in choosing work? Let us suppose, for example, .

that a Worker Trait Group involves both a
school subject you dislike and a work situation
you like. Would you decide in favor of the work

situation and explore this Worker Trait Group? -

Or, would you decide not.to explore this group
of occupations because your dislike for that
school subject is stronger than your preference
‘for the work situation?

Place a star (*) next to each factor in the .

Positive and Negative columns that is impor-
tant to you in choosing Worker Trait Groups to
explore. - ' L _
2. Use Worker Trait Group Chart #1. Identify
Worker Trait Groups that include most of the
specific factors you listed in the Positive col-

umn of yo*r Personal Profile. As you do so,

~ consider the specific positive and negative fac-
tors you starred in Step 1. Worker Trait Groups
" related to factors you dislike are those for
which you have crossed out Work Activity and
Work Situation numbers and have recorded in-
formation in the Minus (—) sections of Col-
umns 4 and 5. Indicate the Worker Trait Groups
you wish to identify for further exploration by
placing a check mark in Column 6 of the chart.

Column 1. Locate Worker Trait Group Chart #2.
It is on the reverse side of Worker Trait Group
Chart #1. Transfer the numbers and titles of .
these Worker Trait Groups to Column 1 of the
Worker Trait Group Chart #2.

3. Consider the following questions: _
a. What will you look for as you explore the
Worker Trait Groups you have identified?

b. Were you able to find Worker Trait Groups
that include most of the specific factors im-
_portant to you? Why or why not?
c.. Do any of the Worker Trait Groups you iden-
tified also include some of the negative fac-
. tors recorded in your Personal Profile?
d. What have you learned about yourself and
your values in relation to the Worker Trait
Groups? In relation to work? '

Activity H: Worker Trait Group
Exploration and Selection

In this activity, you can build and further define
your Personal Profile in relation to work by explor-
ing in depth the Worker Trait Groups you selected
in Activity G. -

. 1. Obtain a copy of the Worker Trait Group Guide.

For each group you selected, read the descrip-

“tion and Qualifications Profile. Use Worker

_Trait Group Chart #2 to record your reactions to

the descriptions. The chart’s column titles cor-

respond to the sections of each Worker Trait

" Group description. In the appropriate column, -
record whether you think you would like or
dislike this type of work, based on the informa-

~ tion contained in each section of the group’s.
description. Indicate your reaction by marking
aplus (+) mark or a minus (—) mark. Indicate if
you are not certain with a question mark.

Follow this procedure for each of the Worker

. Trait Groups listed in Column 1 of Worker Trait

Group Chart #2. .
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Columns 2 through 4. Read the sections en-

titled “Work Performed,” “Worker Require-:
ments,” and “Clues” in the Worker Trait Group ‘

description. Remember, use the Worker Trait

Group number to find its description in the

Worker Trait Group Guide. Record your reac
tions in the appropriate columns. :

Column 5. Read the section entitled *“Prepara-

tion” in the group’s description and the section

entitled *Preparation and Training” in the
group’s Qualifications Profile. Refer to Appen-
dix H af the Worker Trait Group Guide for
detailed information on the training time codes
used in this section..Record your reacticns in
Column 5 of the chart. '

Column 6. Read the section entitibd “Physical
Demands” in the group’s Qualifications Pro-
file. Refer to Appendix D of the Worker Trait
Group Guide for detailed descriptions of the
physical demands. Record your reactions in

~Column 6 of the chart

Column 7. Read the section entitled ‘“Working

Conditions” in the group’s,QuaIifications Pro-
file. Refer to Appendix E of the Worker Trait
Group Guide for detailed descriptions of the

- working conditions. Record your reactions in

Column 7 of the chart.

Column 8. Read the section entitled “Worker
Functions' in the group’s Qualifications Pro-
file. Refer to Appendix C of the Worker Trait
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Group Guide for detailed informati'on onworker
~functions. Record your reactions in Column 8
of the chart.

Column 9. Read the section entitled “General
Educational Development'” (GED) in the group’s
Qualifications Profile. Refer to Appendix G-of
the Worker Trait Group Guide for the GED level
definitions. Record your reactions in Column 9
of the chart.

2. Use your Personal Profile form. Think of what
- you have learned about physical demands,
working conditions, worker functions, general
educational development, and preparation and
training in relation to work in general. Which
specific factors do you want toincludein or ex-

- clude from your career? For example,-in your
work, you may want to “deal with things” at a
high levet (Worker Functions). Or, you may not

“tion and Training. Record your likes, dislikes,
and specific requirements in the Positive and

Group Guide as you build your Personal Profile
in relation to work. :

Activity I: Orientation to the Career
Information System

The Career Information System (CIS) used in
your school contains all types of organized career
. information resources. These resources are
organized using the 66 Worker Trait Groups to
help you find information in these ways:
¢ On the basis of your Personal Profile.
* On the basis of what you know about
occupatrons

4, Consider the following questrons -

want to spend more than four years in Prepara-

- Negative columns of your Personal Profile. You
' may want to review the information in Appen-
dices D, E, C, G, and H of the Worker Trait

3. Examine the information you have recorded on
Worker Trait Group Chart #2 and on your Per-
sonal Profile. Use it to identify the Worker Trait
Groups you want to explore at the occupational
level. Carefully consider the likes and dislikes
you have .recorded in relation to specific
Worker Trait Groups and to work in general. To
help you in your selection, read. the list of
occupational titles located at the end of each
Worker Trait Group description.

Cotumn 10. In Column 10 of Worker Trait Group /
Chart #2, indicate with a check mark the
Worker Trait Groups you want to explore at the
occupational level. i . /

i
o

a. How does the information you have read af
tect your perceptrons of the Worker Tr;nt
Groups? .

b. How do the Worker Trait Groups listed
Column 1 of the chart relate to those li ,ted

. in Golumn 10?

c. How does the exploration of the Worker

" Trait Groups in Column 1 help you fUrther
define your Personal Profile in relati on to
work?

d. What will you look for as you explore the
Worker Trait Groups at the occupatronal
level?

_This activity is designed to help you learn how
to use the Career Information System to find occu-
pational mformatlon On the following pages, you
can read both- general and detailed' information
about the CIS materials. The general information

‘appears in screened boxes. The detailed informa-

tion follows each box. First, read the general infor-
mation (STOPS 1 to 6) to get an overview.of the
components of the CIS. Then, read the detailed in-
formation to become familiar with how the specif-
ic CIS components can be used.”

Gu

i
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} | .STQP_,I: Dictionary of Occupational Titie;s (bOT)

How to Use the Dictionary of OCCubational Titles (DOT)

In the DOT, occupational descriptions are organized by the Occupational Group Arrangement (OGA).
Occupations are organized into the OGA on the basis of the processes followed or the skills and
materials used. There are nine Occupational Categories, which have the following code numbers and

names:

OCCUPATIONAL CATEGORIES

0/1 Professional, technical, and managerial occupations
Clerical and sales occupations

Service occupations

Agricultural, fishery, forestry, and related occupations
Processing occupations

Machine trades occupations’

Benchwork occupations

Structural work. occupations

Miscellaneous occupations

v‘OW\IO\MQUN

The first three digits of the nine-digit DOT code represent the OGA. H

OGA CODE o

@ 061-010 ARCHITECT (profess. & kin.)

The first digit places the occupation into an Occupltldml Category. The first and second digits place it
into a Division within the Category. The first, second, and third digits place it into a subdivision called a

Group. !

¢ [
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For example the code for ARCHITECT is 001.061-010. The ﬂrst digit, 0, places this occupation.in
Category 0/1. This category includes professional, technical, and managerial occupations in such fields
as-art, science, law, and business relations.

When the second digit, 0, is combined with the first digit, 0, the occupation is placed in Division 00.
This Division is called “Occupations in Engineering and Architecture.” it includes occupations concerned .
with the practical use of the principles of architecture and engineering.

When the third digit, 1, is combined with the first two gigits, the code 001 places the occupation in the
Group 001. This Group is called “‘Architectural Occupations.” it includes occupations concerned with
the design and construction of buildings and other-structures, or landscaping.

The DOT contains descriptions of the Categories, Divisions, and Groups, as well as descriptions of
the thousands of occupations listed. The following example shows the descnptlons arranged in the
OGA sequence

EXAMPLE

0/1 PROFESSI’ONAL TECHNICAL, AND MANAGERIAL OCCUPATIONS

This category includes occupations concerned with the theoretical and pracucal aspects of such f e'ds of human

endeavor as: architecture; engineering; mathematics; physical sciences; social sciences; medicine and heaith; education;

museum, library, and archival sciences; law; theology; the arts; récreation; administrative specialties; and management.

Also included are occupations in support of scientists and engineers and other specialized activities such as‘piloting

aircraft, operating radios, and directing the course of ships. Most of these occupations require substantial educational
preparation, usually at the university, college, junior college, or technical institute level.

| 00/01 OCCUPATIONS IN ARCHITECTURE, ENGI-
Category Description NEERING, AND SURVEYING -

This division includes occupations ' ‘concerned with .the
- practical application ‘of physical laws and -principles of
: o . engineering and/or architecture for the development and
Division Description————» utilization of machines, materials, instruments, structures,
processes, and services. Typical specializations are
research, design, construction, testing, procurement,
producuon operations, and sales. Also'includes prepara-
. tion of drawings, specifications, and cost estimates, and
participation in verification tests,

001 ARCHITECTURAL OCCUPATIONS

This group includes occupations concerned with the
Group Description ————» design and construction of buildings and related struc-
: . tures, or landscaping, and/or floating structures, accord-

ing to aesthetic and %unctional factors.

001.061-010 ARCHITECT (profess. & kin.) :

Provides professional services in research, development, deslgn con-
struction, alteration, or repair of real property, such as private re-
sidences, office bunldlngs theaters, public buildings, or factories: Con-
sults with client to determine functional and spatial requirements-and

- prepares information regarding design, specifications, materials, equip-
Occupation Description —» ment, estimated costs, and building time. Plans layout of project and in-
. tegrates cnglnccnn; clements into unified design. Prc.parcs scale and
full size drawings and contract documents for building coniractors.
Furnishes sample recommendations and shop drawing erncws to client.
Assists client in obtaining bids and awardlng ‘construction contracts. Su-
pcrvncs administration of construction contracts and conducls penodlc
onsite observation of work in progress. May prepare opcraung and
maintenance manuals, studjes, and reports.

NOTE: The code for ———» 001.061-014 . ARCHITECT, MARINE (profess. & kin.) -mmm

“Architect, Marine” naval; naval designer.
- . Designs and, oversees construction and repair of marine craft and
has the same first floating structures, such as ships, barges, tugs, dredges, suhmannes tor-
mght digits as i pedoes, floats, and buoys: Studies design proposals and specifications to
establish basic characteristics of craft, such as size, wéight, speed,”
“Architect.” The last
r e propulsion, armament, cargo, displacement, draft, crew and passenger
digit shows the : . complements, and fresh or sait water service. Oversees consiruction and

testi f protot ] basin and develops.sectional and waterline
sequence in this case. esting of prototype in mode an ps.sectio
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In each occupational description, you will find a wealth of information in condensed form. Note that
three types of titles are used to identify an occupation. The Main or Base Title is the primary titie under
which the occupational description is listed. Following this title are Alternate Titles or names by which
the occupation is known’in different parts of the country. At the end of the description are Undefined
Related Titles. These titles are a specialization of the occupation. The type of specialization is usually
described by the title.

The following example is a typical occupational description marked to show its various parts.

EXAMPLE

Nine-Digit Main or Base
o DOT Code Title
: : Industry

Designation

096.127-014 EXTENSION SERVICE SPECIALIST (gov. ser.)/ - : s
cooperative extension advisor specialist. < Alternate
Instructs extension workers and develops specialized service activities " Title
in arca of agriculture or home  economics: Plans,” develops, organizes, :
and evaluates training programs in subjects, such as home management. .
_horticulture, and consumer information. Prepares leaflets, pamphlets,
and other material for-use as training aids. Conducts classes to train ex-
tension workers in specialized ficlds and in teaching techniques.
Delivers lectures to commercial and Community organizations and over
radio and television to promote development of agricultural or domestic
skills. Analyzes research data and plans activities to coordinate services Occupltlon,ll
with those offered by other departments, agencies, and organizations.
- Undefined May be designated according lg field of spgccializa(ion as AGRICUL- Description
. Related —» TURAL-EXTENSION SPECIALIST (gov. ser.); HOME ECONOMICS : -
‘ -SPECIALIST (gov. ser.).
Titles I :

“The DOT also contains an Alphabetical Index, located in the back. This index contains a listing of oc-
cupational titles and their nine-digit codes. Base and Undefined Related Titles are in capitai letters and
Alternate Titles are in lower case letters.

'ALPHABETICAL INDEX EXAMPLE

Base or Undefined Related Title

' \ABALONE DIVER (fish.) 443.664-010

Alternate Title ‘ » able-bodied seaman (water trans.) 911.364-010

When you want the description for a specific occupational title, turn to the Alphabetical Index. Locate
the title in the listing and make a note of the nine-digit code. Use this code to locate the occupational
description. Remember, the descriptions ‘are in sequence by the nine-digit code, not by title.
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STOP 2: Guide for Occupﬁtional Exploraﬁon.(GOE). :

The organization of the Guide for Occupanonal Exploration (GOE) is similar to that of the Worker Trait
Group Guide. You are already familiar with the WTG Guide. The detailed information following this stop
describes how the GOE can be used to obtain additional career mformatlon .

"(Cdllh).' ~

B

To Identlfy a Group for an occupltlon, use thn Alphd:oﬂed |ndqx It ltlt M’d thl GOE.
- Locate tho title and note the slx-dlglt AnulGroupISubomupCodo o T

EDITOR, FILM (motion pic.; radio & tv. broad. x 962. zwmo f’:"‘
) o

L .

Uso the eodoo1o101 to locltotho page whonthoeroup descrip
Amandaroupcmlnnnmodcnlmnu Anhnudo!uch’ ‘
meousloloccupmomlmodby oy

The Worker Trait Group Guide it similer to the GOE, ¥ ‘-
oxpmdsupontholnfomudionwoutﬁn‘lzmwmﬂ.‘
wimemUPmﬂhlnmmmmmdnuuofﬁneﬁ
of occupations for each Gmup ,

..

+ . GotoStop3 .
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'How to Use thé Guide for Occupational ‘Exploration (GOE)

The GOE has been designed to aid you in nccupational exploration leading to educatlon training, and
job placement. To help you relate your interests and abilities to occupations, the Department of Labor
has identified 12 Areas. Each of the 12 Areas has been titled and identified by‘a two-dlglt number rang- -
ing from 01 to 12

4 . ' AREAS
 AreaCode .  Area Title ~ AreaCode  Area Title

o - ARTISTIC o7 " BUSINESS DETAIL
02 - SCIENTIFIC ‘ 08 SELLING* ,
03 . PLANTS AND ANIMALS* 09 ACCOMMODATING
04 PROTECTIVE* 10 HUMANITARIAN
05 ~ MECHANICAL v 1 LEADING-INFLUENCING*
06 INDUSTRIAL 12 PHYSICAL PERFORMING

The common interests people have in occupations are used to define each Area. For example Area 01
is defined in the following way: “An interest in creative expression of feelings or ideas.”

The 12 Areas contain 66 Groups. Within each Area, similar occupations are organized lnto,Groups. The
Groups are: generallx arranged within each Area from the highest to the lowest level of aptitudes and
skills. Each Group has been titied and identified by a four-digit number. Of these four digits, the first two
represent the Area Code. The second two digits represent the position of a Group within an Area. Ali.four -
dnglts make up the Group Code, as shown in the followlng example ofthe#irst-ATea e SR

»
3

Area Code . Area Title

01 Artistic =«
01.01 Literary Arts
01.02 Visual Arts
01.03 Performing Arts: Drama :

Group Codes ————— 01.04  Performing Arts: Music «——— Group Titles
01.05 Performing Arts: Dance
01.06 Craft Arts* :
01.07 Elemental Arts *
01.08 Modehng

Each of the Group descn ptions contains a summary of the OCCUpatlons common elements The sum-

- mary describes the work performed, clues for relating people to the occupations, suggested tralnlng and . -

methods of entry, and other.factors to consider. \
These 66 Groups are further divided into Subgroups. The Subgroups help you identify important rela _
tionships between the occupations in the Group. In most cases, similar work performed is the basis for
the subgrouping. Each Subgroup is identified by a title and six-digit number. The first four digits repre-\
sent the Area and Group Codes, while the last two digits represent the position of the Subgroup within \
the Group. All six digits make up the Subgroup Code.

EXAMPLE .

Area Code
(2 digits)

01 " Artistic

Group Code ———————» 01.01

(4 digits) 01.01-01
] 01.01-02
01.01-03

S Subgroup Code
' (6 digits) -

*There are differences between some of the Area and Work Group titles used in the GOE and those used in the WTG Guide. The

code numbers for the Areas and Groups are identical for both arrangements

65

Literary Arts

Editing R
Creative Wrmng
Critiquing
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A complete' list of occupations follows each Group description. The occupations within

the list are divided into various Subgroups. : A /
\ ‘. | ' " ;
\ “EXAMPLE -
.\,\ ) ' / \' ’
‘Subgroup Subgroup Title . Group Number GrOu&'fltle ’ -
Number ‘ i v : ' -
01,01 , _ "
Literary Arts < ' < -
01.01.01 Editing / <

./
Editor, Film (motion pic.; radio & t)/brold.) 962.264-010 .
. Producer (motion pic.)/187.167-174 ) .
N Reader (motion pic.; radio & tv broad.) 131.087-014
' Story Editor (motion gic.; radio & tv broad.) 132.037-026

Occupational ————— Supervising Film Editor (motion pic.; radio & tv broad.)

Title | 962.137-014
- Editor, Book (print. & pub.) 132.067-014 . : o
Editor, Greeting Card (print. & pub.) 132.067-022 < ' Occupational
Editor, Publicationy (print. & pub.) .32.037-022 ) Code

Continuity Directdr (radio & tv broad.) 132.037-010

) . Industry _ / B ‘ :
' Designation : _ 7

If you want to find the Group to which a specific aébupéiion belohgs, use the Alphabetical Index at the
back of the GOE. This index gives the Area/Group/Subgroup Code as well as the Occupational Code. The
+ key in the following example explaing the title differences. > S '

— .. L. N

\\\

’ . . N\
_ INDEX EXAMPLE AN
* Main or Base Tilfe: —» EDITOR, FILM (moticn pic.; radio & tv broad.) 962.264-010
all capital letters. Note: 01.01.01 . o,
Only Main Titles are used - - . EDITOR, GREETING CARD (print. & pub.) 132.067-022
in CIS materials to locate 01.01.01 ‘ ‘ -
information, Editor, House Organ (print. & pub.) :EDITOR, PUBLICA-
TIONS (print. & pub.): 132.037-022 01.01.01
\ . EDITORIAL ASSISTANT (print. & pub.) 132.267-014
' " 11.08.01 ' ’
o ¢ Undefined Related » Editorial Cartoonist (print. & pub.) :CARTOONIST (print. &
Titles: beginning capital ) pub.): 141.061-010 01.02.03 ) i )
o~ letters with Main Title ’ _EDITORIAL WRITER (print. & pub.) 131.067-022 01.01.02 = B
and Code in parenthesey. . » editor-in-chief, newspaper :EDITOR, NEWSPAPER (print. & : -
o Alternate Titles:-all . * pub.): 132.017-014 '11.08.01 ‘
lower case detters wit EDITOR, INDEX (print. & pub.) 132.367-010 11.08.01
- Main Title and Cod¢’ in ' Editor, Magazine (print. & pub.) :EDITOR, PUBLICATIONS

parentheses. : ' (prfn}‘. & pub.): 132.037-022 01.01.01 R




L ~ . : Howto Use the Alphabetical Card File : E -
? The Alphabetical Card File is easy to use. Just look up the title of an occupation you want to explore.
The following illustration shows ‘w_hat a card looks like. ) .

Mate, Ship - 05.04 | :
AREA-WTGH ,
" DOT MAIN TITLE '
"ot copE: 197.133-022 ALTERNATE FILE CODE:
WTGFILE___ L~ " OOH___ ¥ . eoc
SUPPLEMENTARY CODES:
e | REFERENCES: ] : . :

.y f

\ ' . - - ‘, “/ .

_ The occupational title in the upper lefthand corner of the card is the Main Title used in the DOT. In the
upper righthand corner of the card is the Area-WTG number. All information in the CIS about an occupa-
tional title can be found using this number. The nine-digit number entered after “DOT Code”
distinguishes the ocgupation from all other occupations. It is ysed to locate the occupational descrip-
tion in the DOT. The space after “Alternate File Code” contains an entry only when the filing system be-
ing used has been adapted to the Worker Trait Group structure. The entry indicates where the informa-
tion can be found in the adapted system. . .

If there are occupational briefs on file, there is a check mark after “WTG File.” If there is a reference
for the occupation in the Occupational Outlook Handbook', there will be a check mark after “O0H.” EOC
stands for Encyclopedia of Careers?. If there is information in the EOC on the occupation, there willbe a-

: check mark after “EOC.” The codes appearing after “Supplementary Codes™: are used to find informa-
‘ - tion in the Supplementary Section of the File Content Notebook for'audiovisuals ‘and bound materials.

(These codes are explained moie fu.IIy in STOP 4.)

EXPERIENCE RESOURCES: e _

~

'U.S. Department of Labor, Bureau of Labor Statistics. william E. Hopke. Encyclopedia of Careers and Vocatiorial

Washington, D.C.: U.S. Government Printing Office. Guidance, 4th ed., 2 vols. Chicago: J.G. Ferguson Publishing
. Co., 1978. ]
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. :Devéloped by Appalachia Educational Laboratory, Inc., and
published by McKnight Publishing Company. -
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: - How to Use the Worker Trait Group File Content Notebook '

The Worker Trait Group File Content Notebook works like a table of contents. It is an outline of what
the CIS contains. It is organized by the Areas-Worker Trait Groups. The Notebook has a divider for each
of the 12 Areas and 66 Worker Trait Groups. Behind each Area divideris a sheet of paper containing a list
of omnibus materials. (These are_briefs and pamphlets that contain information about more than qne
occupation.) These materials are filed in the Vertical File behind the appropriate Area divider. You
should check this list for additional information on the Area-WTG you are exploring.

Behind each Group divider is a form that lists t..e occupational titles for which there is information in
the CIS. Look at the following sample form, then read t;he' detailed explanation of each column.

Scdentd ;ﬂ'(' N . 02.07
DOT Area Title , © Area - WTG Number

Lige Sclences
Worker Trait Group Title

K

Vertical | Alternate v
File File Supplementary -
Pieces - Code Code DOT Main Title | DOT Code -
i ‘ Animal Scientist 040.061-014

Column 1: VERTICAL FILE PIECES. In this column, a tally ( H# ) is kept of the number of briefs that are
filed in the Worker Trait Group Vertical File for each titte. (The Vertical File is explained in STOP 5.) The
tally shows you exactly how many pieces of information to look for in the file. - :

Column 2: ALTERNATE FILE CODE. This column ,c/ohtains information when obcupational' maferials
have not been filed by Worker Trait Groups in the Vertical File, but are organized into a different filing
system. If another filjng system is being used at your school, your teacher or counselor will explain

it to you. ¢ -

Column 3: SUPPLEMENTARY CODE. Supplementary codes are used to indicate the presence of informa-
tion not filed in the Vertical File. When:this code appears in the column, you should turn to the Sup-
plementary Section in the back of the File Content Notebook. There you will find the title of the material
and its location: These resources may be audiovisual or bound materials that are stored in-cabinets oron
shelves. The supplementary codes are abbreviations of the t of material stored.

e




- . i
. N . .
\ | 'J

\
‘ CODE EXAMPLE _ ,
| | - Audiovisual Material . |
- - S \——>Av1, Av 2 Av3 - | i ,

V I:rientifylng Number -

You can find a full list of these abbreviatlons on the divider for the Supplementary Section of the File

Content Notebook. N

Column 4: DOT MAIN JOB TITLE. This column is used to list the main job titleas it is found in the DOT.
Alternate and Undefined Related Titles are not listed. The entries on this form are not in alphabetical

order or any particular sequence. As anew piece of information'is added to the file, the title is Iisted ora .

tally mark is made. You should scan thns column to see what titles are contained in the CIS.

Column 5: DOT CODE. The'code for each tltle consnsts of nine digits as explained in STOP 1 his codeis
used to Iocate the occupational descnpthn m the DOT. .

[

The Supplementary Section of the File Content Noteboak has two Divisions: one for audlovlsual,
materials and one for bound materials. The printed form in each Division contains a list of the available

“audiovisual or bound materials related to the Area-Worker Trait Groups. The purpose of this sectionis to
‘help you locate these materials in the CIS. Major bound sources such as the Occupational Outlook

Handbook and the Encyclopedia of Careers are in a separate Index (see STOP 6).
Look at the following example of a form, ther\m read the detailed explanation of each column.

1

Bound (Bd)
Division Title/Code

Supplemientary :
Coce - ] . Title of Material - Location Area — WTG Number(s)

Bd 1 So You Want to be a Lawyer 'Sh.d»é ‘ 11.04

&

\

At the top of the form you wnll find the title of the Dwnsmn and its abbreviation.

Column 1: SUPPLEMENTARY CODE The Supplementary Code is the abbreviation of the division title
such as Bound and the identifying number for the material, for example Bd 1, Bd 2, 8d 3. The bound
resource would have the reference number on it and would be ptaced in sequence wnth the-number.

Column 2: TITLE OF MATERIAL. This column is used to record the title of the audnovnsual or bound
material available in the CIS. Only the title of the material is Ilsted

Colimn 3: LOCATION. This column is used to indicate where the materials are stored, such asina .
cabinet, on a reference shelf, or in the library. : :

Column 4: AREA-WTG NUMBER(S). The WTG number(s) for the occupatnon(s) described in the materials-
are recorded in this column. Materials describing various occupations will have more than one number
recorded here if the occupatlons belong to different Worker Trait Groups.
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STOP 5: Vertical File

vd pas pmets about a alngte occupntlon are atorod behlnd the dlvlmr f the Worker
Tralt Group to which the occupation/belongs. To locate information. in this File/ use the Area-
Worker Trait Group number. Pamphiets about occupations belonging to morst ! n one group in
the Am (omnib*a mmrms) my be filed hcmnd the Am dlvidor R

Lo How to Use the Vertical File // . '

The Vertical File contains 12 Area file dividers 'and 66 Worker Trait Group file: dwiders The purpose of
‘the Vertical File is to store occupat|0nal briefs and pamphlets about smgle occupations. These are "
placed behind the Worker Trait Group file dividers. The Worker Trait Group dividers are in sequence hy
the Area-WTG number. You should use the File Content Notebook before using the Vertical File. Look at
the listing of occupations contained in the file. For any occupation on which you want information,
_check the tally marks to see how many pieces are in the file. Pamphlets about occupations belonging to

more than one group in the Area (omnibus materials) may be filed behind the Area divider.
The following |I|ustrat|on shows how file dwnders would appear in the Vertlcal F|Ie
v /

| - | SAMPLE

, ! :
' v _ : / ‘f01.05 Perff/)rming Arts: Dance )

f01.03 Performing Arts: Drama )

( . / r01.04 Perforfﬁ'ing Arts: Music )
|
l
|

| ( R ‘» { 01.02 Visual Arts )
| F L \ (" 01.01 Literary Arts - A

01 ARTISTIC

M

STOP 6: Worker Tralt Groupi Index to Occupatlonal lnformatnon

 The Worker Ti it Group ‘lndax fo Occupa Ioncl lnforma ”(on‘ contafns lnlarmatlon on two

types of resources. The first. type is major accupational formation ramrcos such as the

Occupational Outlook iiss<ixook {QOH) and the Encyclopeg s (i

tities conmnui l, thm rnouul;u m been {ndexed to’ ockorml ,
is B HIre:

80 res0urces
thess axpe ‘,ohces through»

*Developed by Appalachia Ed\:catl)nal Laboratory, Inc., and
published by McKnlght Publusﬁmg Company
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How to Use the Worker Trait Group index to Oceupational Information

“This i dex contains several sections representing different- occupational information resources such
as the Occupat:ona/ Outlook Handbook (OOH), the Encyclopedia of Careers (EOC), and the Vital Informa-
hon for Education and Work (VIEW) In.addmon it contains an Expenence Resources section.

Each resource section contains a Ilstmg of occtpations by Worker Tralt Group The occupatnonal
titles are referenced to the appropriate resource publication page. The purpose of this index is to help .
you find additional information related to the Worker Trait Groups you are exploring. To use this index,
turn to the Area-WTG number in one of the sections. There you will find a listing of occupations, the DQT
code, and the resource page number,

Look at the following sample from the Occupat:onal Outlook Handbook (OOH) section of the Index.
Then, read the detailed explanation for each column.

\

’ SAMPLE . :
AreaWTG Area Title-Worker Trait Group Title . ~ DOT OOH
No. _ DOT Title and OOH Title ' Code Page

05 MECHANICAL _ ‘ ‘ '
05.01 ENGINEERING ; s
- . Aeropautica: Engineer. . e rvrna s 2. 002.061-014 329

OOH Title: Aerospace Engmeer - :

Architect ... ... 001.061-010 548
Architect, Marine. ... ............. e 001.061-014 ' 691
Electrical Engineer. . ... ... ... ........... P 003.061-010 333

¢

" Column 1. Area-WTG No. — these are the numbers idéntifying the Area and the Worker Trait Group.

These numbers are the same as those found in other CiS materials.

Column 2. A
e Area T|t|e Worker Trait Group Title — when the word “NONE" appears in this column, it means that
the resource does not contain any occupaﬂnons for thls, WTG.
¢ DOT Title — the occupational title as listed and defined in the DOT.
* OCH Title — the occupational title as used in the OOH.

" “Column 3.-DOT Code — the nine-digit number used to classify,and organize DOT Main titles.

* Column 4. OOH Page — the page number in the Occupat:onal Outlook Handbook on which information

about the job title is found.

The Index also contains an Experience Resources section. This section contains a Ilstmg of additional
occupational information resources available to you. These resources include workers, work experience
sites, and school clubs and activities. To use this listing, locate the Experience Resources form behind
the anoropriate section divider. There are forms only for those Worker Trait Groups for which expe-
riences are available. This form contains the occupational title and experience code. This code is
explamed on the Experience Resources section divider. Remember, to schedule these experiences, go

" through the person responsnble for career resources.
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You will want to refer to the detailed informa-

" tion about CiS components when you start your

exploration at the occipational level in Activity L.
If the career information resources available to

you are not organized using the CIS structure
presented in this unit, the following suggestion -

may be helpful. You should be able to locate the
DOT and GOE (STOPS 1 and 2) in most hbrary
reference colliections.

a. Idenfify‘the specific ocdupations you want to
research by looking in the DOT or GOE.

_b. Note the DOT title and code number.

c. Check available reference books, card cata-
‘logs, and pamphlet files for the information.

Activity J: The Nature of
Occupational Information

The purpose of most sources of information is -

to give you a better understanding of the occupa-
tion. However, in order to use the information effi-

ciently, you need to. carefully examine both the

source and the content of the information. In this
activity, you can learn how to interpret and
evaluate occupational information.

SOURCE. Sources of occupational information

fall into four basic types. Read the following para-

graphs “which-describe the advantages and disad-
vantages of each type of source. B =

Media. These sources of information provide
indirect — for example, printed or audiovisual —
information, prepared by a third-party. The Career
Information System is an example of this type of
source. Most of the information in this category is
general and describes occupations or groups of
occupations, rather than specific jobs. This
source is useful in giving you information that is
usually true for most jobs in an occupation. It
allows you to survey a great many more kinds of
occupations than is possible through other

sources. Its disadvantage is that the information
may not be true for all jobs in your geographical
. area. Also, the information may be outdated. For

example, printed information is generally at least
two years old at the time it is published. It usually
remains .in circulation for several years after it
comes out. Since occupations do change — some-

times rapidly — up-to-date information is impor-.

tant. In addition, information may be prepared for
a purpose, such as recruitment, which mlght
affect its accuracy.

Personal Obsewatlon This source of informa-
tion refers to the work you see others perform.
The information you get in this manner may be
more objective than that obtained from friends

66 :

N .
and relatives. You can observe several people who
do the same kind of work, thus reducing the
likelihood that the information you get applies
only to specific jobs rather than to_that kind in
general. However, you cannot observe all the
kinds of work available. In addition, you cannot,
from superficial observation, fully understand
what it means to do the work.

Interviews with Workers. This source refers to
the information you get by directly questioning
workers about their jobs. This source allows you
to get information about a great many more kinds
of work ttwan you can experience personally. You
can get-a greater depth of information than from
media orlpersonal observation sources. By inter-
viewing people about their work, you can get
some indication as to whether their work would
suit you. However, much of the information
obtained in this manner may be too specific to the
job involved. The information may also be biased
because of the individual's satisfaction (or
dissatisfaction) with the occupational establnsh-
ment. An additionai problem is.that you may not

. know anyone involved in the type ‘of work you are

exploring.

Direct Experience. This source of mformatlon
refers to your own part-time or full-time job expe-
riences. The information obtained in this manner
is useful because it includes not only information
about the work itself, but about yourreactions to
it. However, there “are distinct disadvantages to
direct experience as a source of occupational in-
formation. It may require a significant investment
of both time and energy on your part. You cannot
experience certain kinds of work (such as neuro-
surgery) without first completing long and expen-
sive training. These constraints severely limit the
different kinds of work you can explore in this
way. In-addition, the information you gain is in
some ways applicable only to the specific occupa-
tional establishment in which you work. The same
kind of work done in another setting might be
quite different:

No single source of occupational information is '

. likely to provicle you with all the information you

need to make satisfying decisions. -If you are
aware of the advantages and disadvantages of
each source, you can efficiently combine these

* sources to gather the information you need.,

CONTENT. Content is another factor you need
to consider in evaluating information. Use the
following criteria to assess the content of occupa-
tional information.

Generalization. The information may be accu-
rate for one job in an occupation, but not for all
jobs in an occupation.
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Bias. The information may present an overly
positive view of an occupation because of its
relationship to an. institution or industry. The
disadvantages may not be listed or considered.
On the other hand, the information may present an
overly negative view of an occupation. This bias
may be the result of limited information. Or, it may

be from a desire to enccurage or discourage your .

interest in the occupation.

Recency. The information supplied by the
source may be out-of-date. The facts may no
longer give an accurate picture of the occupation.

While. information that is several years old may

still be useful, it is important that you know it is
dated. The world of work grows and changes. For
example, there may have been a great demand for

workers in an occupation 10 years ago, but this
' may no longer be true today.

Compieteness. You will often have to consult
more than one source of information to obtain all

the ‘information” you need about a specific -
" occupation. _ .
Stereotyping. A source may-assume that if cer-

tain people or jobs have one trait in common, sex
or title for example, they must be alike in many

other ways. As a result, a source may state that -
only certain groups of people have qualities that
are right for cértain occupations. The source may
overlook the fact that very different people may be
able to do the same tasks equally well.

Consider the following questions: TR

a. What are some examples of each of the
types of sources that you have used?

b. What are some examples of occupational in-
formation that does not meet the criteria
outlined under “SOURCE"? '

c. Why is it important to evaluate occupational .
information for both its source and content?

Activity K: Career Values |
- Throughout this unit, you have been building
your Personal Profile in relation to work. In doing

so, you have been able to identify your interests,
aptitudes, and preferences for certain types of

"work activities and situations. The values you

have thus clarified have helped you select Worker
Trait Groups to explore at the occupational level.
As you prepare to explore occupations within

| these groups, there are other value factors that

you need to consider. This activity is designed to

- help you assess these other value factors and, as

a result, identify and clarify your career values,
You can then use your career values to evaluate

~the occupations you explore.

1. To help you clarify your values as they relate to
- work, complete the checklist on page 68.An-
_swer as you actually feel, not as you think you
should feel. . ' :
To further identify how important the work
location is to you and the kind of work location
you prefer, check all the criteria in the follow-
ing checklist that apply. |f you want to indicate
the importance of the value factor “Work loca-
tion,” write a short statement summarizing
your work-location preferences in the space
provided in Step 2b.
.- Region
____Northeast U.S. __ Foreign
—___Middle Atlantic — My home region

—_Southeast ____Other (Specify)
—--Southwest -
—_ Far West ____Does not matter
: Popuiation

— Urban ——My home town
____Suburban _Other (Specify)
—__Small city -
—-__Small town ___Does not matter
—__Rural ’
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VALUES CHECKLIST - .
Dlrcctlons Place an X" in the box. that indicates how |mportant the value ts to you.

(«o“\ & : ) L
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Stability: Working with familiar thmgs and situations. Suggests routine, order,
and lack of change. .

Artistic-Aesthetic Expresslon Des:gnmg, workmg wnth or. producmg pleasing
or beautiful things.

Recognition: Being known by people, being glven respect or havmg status or
T prestige.

Satisfactory Working Conditions: Having pleasant work surroundings.

0O O O o

a
a
a
]

Independence: Being free to plan one's Work and.move at one's own speed.

Adventure: Doing excntmg things sometlmes involving risk, danger, or the
unknown.

0o 0O
0 a
a 0O
a ad

~ Leadership: Planning, laying out, managing, or mfluencmg the work of others.
Achievement: A sehse of well-being from doing a ]Ob well.
Social Service: Heleing'others and being concerned for their interests.
Creativity: Inventing, designing, developing new ideas or things.
Security: Having steady work. ' ' .
High Income: Receiving more than enough money to take care of one's needs. -
Variety: Having the chance to do different tasks and actnvitnes.
Intellectual Satistaction: Using mental abitity, solving problems.
.Satistfactory Co-Workers: Working with people you like.
~ Solitude: Working alpne, or not very closely with others.

0000000000
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you may be willing to work in a less in-
teresting field and satisfy your main interest
* in your spare time. You may want to find an -

2. Identify and state your own career values. Draw
on the following sources of information:

Your responses to the checkllsts in Step 1 of
this activity.

The likes, dlSIikes, and specific require- -

ments you listed in your Personal Profile.

. The following are examples of career value

statements. This list is by no-means com-
plete. For example, you may have religious
and political values. it may be important to

you to work in your.main field of interest. Or,

occupation that could be both leisure and
work to you. In addition, education may be
important to you and you may be willing to
spend time and money to obtain it. On the
other hand, you may prefer to spend less
time and money on education and enter an
occupation as soon as possible.

Read each of the following statements and
identify the value being presented. Write a
titie for the value in the space provided.
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VALUES EXAMPLES

" ¢ike tv be gree to plan my own work, move at my own speed, and make my |
awn decisdons. T prefen to have very Little cluse supervision. So much 50
that 1.would even take the wisk v§ having no Lncome forn a wiile and be my -

cwn emplogen. 1 Like to wonk alone, on not very closely with othens.”

J

Vaiue: . :
M welcome supervisdon of my work. 1 Like to know from othens whethen 1'm
perfouming well on the job. T enjoy working with people and being parnt of
a team. Teamvork gives me a satisfying sense of belonging." -

Value:

"Having time to spend as T please is very Amportant to me. T'm really
indigberent to the type of work T do on the amount of money 1 make. The
cceupation 1 select must allow me to wonk shont hourns’, have Long vacations,
vt §ollow a §lexible schedule of wonking hourns.. T need to. have as much
Lelsure time as possible. VYou have yourn Life during Ledsure time, not
work." ' S

Value:

. "1 believe gyou must §it your Ledlsure time around your occupation, not your
veeupation around youn Leisure time. 1§ yowr occupation demands that you
work eighteen houts a day orn that you do not take any vacations iy, ten
years, so be it. Ti oxrder to achieve success. and recognition Ln'your
vceupation, you mudt be willing to devote all your energy and time to it

Value:

"T4 1 have to choose between work T enfoy doing and a high income, 1'EL
choose that satisfying wonk. What good 48 money 4§ you are miserable while
working? 1 just want enough money to take care of my needs and enjoy my
work."

Value:

"How can you enjoy LLfe without money? 1 helicve in wonking hard and
peaying hard. (Who says you have to enfjoy your work Lf Lt brings in enough
money?) 1 want to be able to afford the Cuxuries.” ' '

Value:

"T want to be free uf the fear of Losing my job and income. T'm Lookding
fon an cccupation 01 which T know 1 can ind and keep steady work. 1 enfoy -
wonking with people, things, and situations that are familiar to me. 1
tike ordetr dnd dislike change." ¥

Value:

”Dbéug exeiting things that sometimes Lnvolve risk, dangen, on the unknown ‘
makes me feel alive. 1 would Like to have the chance to do different tasks
wid activities n my work. 1 hope to §ind an occupation that atlows me £o

lavent, design, or develop new things on ideas."
Valué: : : ' ’

"The cccupation T select must nut be a dead-end fob. Tt must Lead to
something. There must be a definite possibility fon promotion and
advancement. 1 Like to be recognized forn the wonrk Lydo."

LI

«

Value:




b. In the following spaces, write your own career values. Be honest. Do not
feel limited by the wording and the range of values in-the checklist or the
examples. Use your own words and give your own title to each of your
career values. Write as 'many.as you can. ‘

Value:

CAREER VALUE STATEMENTS

Statement

Value:

Statement

Value:

Statement

Value: _

Statement

Value:

Statement

Value:

Statefnent

Value:

Statement

Value:
Statement

“




3. Review the career value statements you wrote
in Step 2. Which of these values do you most
~want your career to meet? Which of these
values are least important to you? Rank your
value statements by order of importance. Write
the number “‘1”’ next to the titie of your most
important value. Write the number “2” next to
the title of your second most important value,
and so forth.

Use Worker Trait Group Chart #3, which is

found in the cover pocket. In the space provid-
ed in Column 2 of the chart, write the title of the
career value you rated Number 1. In Column 3,
write the title of the career value you rated
Number 2. Continue this process until you run

out of careervalue statements (you may have

less than six statements) or until you run out of
space on the chart. -

- On your Personal Profile fo'rm, write the titles

of the career values you gave the highest rating
in the Positive column. In the Negative column,
‘writes the title(s) of the career value(s) that is
(are) leasi important to you. These are values
youwould be willing to compromise in order to
have others that are more important to you.
As you explore occupations in the next activity,
you can use Worker Trait Group Chart #3 to
assess and record whether the explored occu-
pations meet your career values.

Activity L: Occupational Preférences

In this activity, you will explore, at the occupa- -

tional level, the Worker Trait Groups you selected
for further exploration in Activity H. As you

explore and evaluate occupations ‘belonging to

these groups, you will progressively be able to
identify your occupational preferences.

1.. Use Worker Trait Group Chart #2. On a sheet of
paper, jot down the numbers of the Worker
Trait Groups you identified for further explora-
tion in Column 10 of the chart. Write down the
first number in the space provided in Column 1
of Worker Trait- Group Chart #3. Using the
Worker Trait Group number, locate the Group
description in the Worker Trait Group Guide. At

- the end of the group description, there is a list
of selected occupations belonging to the group.
These occupations represent major employ-
ment opportunities. Scan the list and select the
occupations you would like to explore. (For a
complete listing of the occupations belonging
to the Worker Trait Group, use the GOE.) In the
space provided in Column 1 of Worker Trait
‘Group Chart #3, write down the titles of the

occupations you have selected to explore.
Repeat this process for all the Worker Trait’
Groups you identified for further exploration.
Do this in Column 10 of Worker Trait Group
Chart #2. ' : :

. Before-you start e)gplorihg the occupations you -

have listed in Column 1 of Worker Trait Groyp
Chart #3, you may want to review the informa-
tion in Activity | on using the Career Informa-
tion System. Use the Occupational Information
Summary forms provided on pages 123-124 of

" your workbook to write down the information

you gather. Remember as you read the informa-

“tion to evaluate it for its recency, complete-

ness, and accuracy. (You may wish to review

. the guidelines on occupational evaluation out- ’

lined in Activity J.)

After you complete an Occupational Informa-
tion Summary form on the first occupation list
in Column 1, evaluate the occupation on the

- basis of your career values. Use Columns 2

o ey

Work values are tools for shaping one's career.

. -
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“thrcugh 7 of the chart to. record your evalua-
tion. For example, if your career value in Col-

umn 4 is “High Income” and the occupation’s

salary range meets it, write “yes” in Column 4.
Repeat this process for all the occupations you
have listed in Column 1 of the chart. '

. Carefully examine the information you have

gathered on the Occupational Information

Summary forms and on Worker Trait Group
Chart #3. In Column 8 of the chart, indicate the
occupations that best mee* your career values.
In the space provided, write a summary about

. your present occupational preference. Although

your current preference may still be tentative,
try to describe what you would like to be doing
today and why. ' '

MY OCCUPATIONAL PREFERENCE
What I would like to be doing if 1 were going to work today and why:

!




v Summnw
The Personal Profile you have built progressnve-

helped you define yourself in relation to work. In
" addition, it has helped ybu. explore the world of

Key Terms

Aptitude — The quickness or ease with which a
person can learn or develop understanding and
skills.

Career Exploration — Using what you know about
yourself to explore the world of work and using
your increased knowledge of the world of work
to learn more about yourself. s

Career Value — That which is important to you in
work.

Interest — A positive feeling you have toward
some person, activity, place, or thing.

Job — All of the tasks performed by a worker."

Occupation — A group of jobs involving simi
~ tasks. .

iy and systematically throughout this unit has -

-work and identify tentative occupatiohal prefer-

ences. Your occupational exploration should not
stop here. You can use the skills you have learned
in this unit to continue your exploration through-
out your career development.

Self- Exploratlon/ Examining your experience to
determine ybur preferences and establish the
personal rélevance of the world of work.

Task — set of actions that have specific
outcomes.

Work Aétivity — The type of activity or task per-
formed to accomplish some work goal.

Worker Trait Group — A group of occupations

hat involve similar worker characteristics.

ork Situation — The physical and social condi-

tions in which-work activities are performed.

-World of Work — The body of knowledge about

workers, the processes of workmg, and the
products of work.”
PO
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, \lntroductlon o

\ The overridin
g principle (the purpose) that glves
: \tructure and meaning to your career is called
your career theme. This consists of your values,
organized into a meaningful pattern and, prOjected
into the future as your goal. When you stated? your
career theme in Unit |, you started the process of
clarlfymg and mtegratmg your.values and goals.
The Personal Profile you built in'Unit |l helped you

e
/

Concept: Career Goals
! s

Goals ate descriptions of what a person intends
to accomplish and become. By examining your
current values, you can identify your short-term,
intermediate, and longer range goals. You do this
by projecting your values into the future and
visualizing the type of person you would like to
become. This process can help you formulate and

ties. Thus, knawing your goals gives you greater
. control and helps you move from where you are to
where you would like to be. o

. Activity A: Expanding Your Present -
é? and Future

ideas and experiences relate to your values. By
helping you project these values into the future,
this activity can also increase your awareness of
who you would like to become.

1. Your Personal Profile and the occupatlonal

} summarize your values. Examine your current
‘ experiences in the light of your stated occupa-
tional preferences and values. Your current
iy . experiences may include your classes, term
. ; .

a s
t

/

~ refine your ‘goals and estimate the time and -
sequence in which you will accomplish them. This
will gwe direction and purpose to your current © °
activities ‘and will help you plan your future activi-

..

he This activity is designed t¢ welp you become‘
' more sensitive to the ways in which your current .

preferences you described at the: end of Unit Il -

T lll
CAREER GOALS

further clarify your values. The activities in this
unit are designed to help you project your values
into the future and to ‘help you formulate your
Career Goal. Within the framework of your career
theme, your Career Goal represents the manner in’
which you intend to achieve integration of self in

relation to the milieu. As such, clearly defined

- goals form the basis for both planning and shap-

oL : Present and Future
' ¢ Focus on Goals

]

ing your career.

Concept ) " Activities Goal
Career Goals ¢ Expanding Your Help you formulate
goals upon which you can

base your career planninhg




~ The underlying values reflected by this prefer- -

<

°

papers, campus activitles, community . ser-
vices, part-time jobs, relationships with peers

‘and faculty, and so on. What do your current

experiences have in common. with your occu-
pational prefererices and values? How do they
reflect them? By looking at your present ac-
tivities with your occupational preferences and
values in mind, you can gain new insight into
these preferences and values and can make
them become more meaningful to you.

For example, let us suppose that one of your
stated occupational preferences is medicine.

ence would be an interest in science and a
desire to help others. The work in your chemis-
try class becomes more meaningful to you
because you can now relate it more directly to

5

your medical preference. The new awareness

of your preference may cause you to look dif-
ferently at courses that did not interest you
previously. Also, to enter:medical school, you
need to have consistently high grades in all

"academic courses. Your new insight. based
~ upon your values — science and helping others

— may renew your interest and erthusiasm for .
current activities that reflect these values and
affect your level of performén,cz '
a. Complete the schedule of yaur activities in -
the space provided. S
o List all-the activities in which you are
engaged in the course of a week. v
e Circle those activities that are now more
meaningful to you as aresult of the knowl-
. edge of your occupational preferences.

1

SCHEDULE OF ACTIVITIES

Morning

_Afternoon " Evening

Monday

Tuesday

Wednesday

Thursday

" Friday e

Saturday

Sunday .

/a | 15
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5 -

o ,
In the space provided, describe the new*in- '
i sight you have into the activities you have
circled. Explain whythese current activities
and experiences have become more mean-
ingful toyou. ~

Al -

. Review your Schedule of .Activities: How
much time do you spend doing the activities

circled? How can you'change your schedule
so that you can spend moré. time doing the
" activities that are more meaningful to you?
Are there any activities: you would like to
stop doing? If so, which ones and forwhat
reasons? With what types of activities would
you like to replace them in your schedule?

. &’

you have circled? Those you have not

- A f
A
v

The changes you want to make in your pre-
sent schedule represent your immediate or
short-term goals. In the .space provided,
write down all your ideas on the ways you _
_want to change your schedule. You will use
*these ideas to formulate your short-term
goals in Activity B. ‘

2. Imagine a day in the future, several years from
now, after you have completed your college

* education and have a job. Let your mind freely

_take a trip into the future and visualize the

"typical workday you would like to have. Con-

< . sider ‘what you would like to be doing, not

necessarily what you believe will occur. Do not

_worry about whether your desired workday is

realistic. Use your stated occupational prefer-

* _ences and values to launch your imagination
into this trip into the future.

+

8
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a. Usethe following questiq’hs as guidelines to
help you imagine a typical workday.

What work activities vu/puld you like to be
doing? : .
Where would you perform them? Think.
about the work settings in which you

would like to be. |

‘When, during the courge of this day, would

you do these aftivities?

s Why wq,’uld you be doing these activities?
Think about the values you would like

your day. in the future to meet. -
Remember that workactivities include both

- those for which you are paid and those for
which you are nqt pajd. Feel free, for exam-

ple, to intlude in yourimagined workday any-
work agtivity related to home and family or

to community services.

b. Use the following example as a gu_ide to he!p you imagine the day you ‘
would like to have in the future. Then, use the space provided after the
example to describe your desired workday. - '

; EXAMPLE

DESIRED WORKDAY IN FUTURE"

Mahage Ant Department of Lange Company"

eveiing at home with family <

Job: _ ,
SCHEDULE S ACTIVITY SETTING |, | VALUES
(When) (What) (Where) ‘ (Why)
§ am tc Pean ‘and schedule new work, handle ' O4fice ‘Enfoy managing
10 am business contacts and cornespoendence . - |{without | and bedng
L - interruptions,| nesponsible
1 1 hope) fon pLanning
{10 am to _'leduct Stagh meeting o rev.iew Co‘néeﬂence : Provide Leaden-
oo progress and brains.corm plans to noom on | ship and |
) {mprove work on special projects production | amprove quality |’
' area o4 work -
Lunch Business Lunch with supervison of | Company - . Tnsunre
i cther deparntment ‘ cageternia cooperation
- ' and teamwork ..
2 om te  |Work with new employees to help them Production Like .tedclung
2:30 m become familian with work requirements |area - and helping
' and procedures : - | othens develop
potential
2:30 pm to Wonk on desdign praject that 1 an Troduction Maintain ,
3:30 pm, nespensdble for o area | personal ARLELS
. and keep
| Lnvolved
3:30 pm to %Q.uié“w work completed fon day; Approve. [Off4ice Insune highest
5 pm §inal desdigns and artwork for Shdpment; , possible
‘ Paepane comments ¢ suggestions forn - quality of
/ improvement on revdsion of work Lonk
|6 pm to [ TRetax at home, - talk with Apauéé and Home '7 Be a good .
bedtime children oven dinner and spend relaxing . parent. Share.

spouse' s and
childrnen's:
joys and -
probems




1
‘ |
‘ .
DESlRED WORKDAY lN FUTUAE
B
1

in

Job: ‘

. s! . \

SCHEDULE |~ - . ACTIVITY 1]  SEYTING - VALUES
(When) .. (What) { (Where) "~ (Why)

c.’ Review the activities and values included in
the day you have visualized. These represent
‘what you want to accomplish and the per-
'son you would like to become. How does

you imaginary day differ from your current.

activities? In the ‘space provided, describe
these differences. You will use them to
state your mtermednate and long-term goals
in Activity B.

Activity B: Focus on G

+

In this activity, you can state your short- term,

" intermediate, and long-term goals and formulate a

" take. In addition, this activity lhelps you revise

your career theme on the basis of the greater
awareness you now have of your current expe-

clear statement of the dlrectig your career can
nence and the ‘future you desnr

Actlvity A, state your short-term, intermediate,
and long-term goals in the space provided. You
_may want to examine the fdllowing example
" before you write your own.

On the basus of the ideas y%u wrote down in
f
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EXAMPLE.

These goal statementis are based upon the “day in the future example given '
in Step 2 of Activity A.

A. Short-term goals

(1) Padint water colons and dhraw cartoons every weekend.
(2) Develop techiiques and skills needed for oll portrhaits.

. Intermediate goais

(1) Learn mone about-commercial and giLapMa arnts .

- (2) Leasrn about bu/s Aness managememt
‘ (3) Have summen on part-time. fob in commencial arnts.

~

. Long-term goals

(1) Gain business experience aﬁztm gnaduaung grom college {smatll
company, A possible).

(2) Starnt my own commenrcial art business. :

(3) Pursue pulitical cartoon drawding as hobby.

The following sample time sequence shows the order in which the student
plans to achieve some of the goals. The length of each line segment in-
dicates the amount of time the student has allotted to accomplish the goal.

Note that for the Ionger range goals, the person wrote in the estimated year
on the chart .

-

. SAMPLE TIME SEQUENCE

Year — 3+ 1—— 342~ +3 —3 +4 ——3 +5—3 + 10— + 15 —p- + 20

2000

1980 1981 1987 1983 1984 1985 1990 1995

1

-

-
N

-

Y

->




(1)

@

:

Use the spaces provided to write ydur goal statements ahd illustrate the
time sequence in which you plan to achieve them. You can adjust the time
sequence. (your longer range goals) on the chart to fit your time estimates.

'GOALS

A. Short-term goais

B. Intermediate goals

(1)

@

(3)

H

C. Long-term goals

- M

@

(3)




TIME SEQUENCE

-Goal B

Year +1 +2 . +3

19__

+4 +5 +10 +15 +20

Goal A
(1

2) .
Goal A
3

. Goal A

- (1)
Goal B : Lo
@ - ‘
Goal B
(3
Goal C
M
Goal C
(2).
GoalC
3

-

&

2. By identifying your short-term, -intermediate,

and long:term goals, you have refined the major
dlrection you want your career to take. Write a

4 .
LESCEyT mv///

2. Vowus ”"'W :

L7 TN by

CHORUS
% R RS
oh no, "\“ﬂ .

clear statement descnbmg the career direction

you have thus identified. This synthésized

statement is your Career Goal and forms the
basis of your career planning. .

. In thls unit, you have become more sensitlve to
- the ways in which your cungent experlences

relate to your values. You also have a greater
awareness of the future you desire. Ypu can
use this new insight into your preécr:t and
future to revise the career theme you wrote in
Unit I. ’

‘'Remember. that your career theme is the ex

pression of your life’s purpose. As you revise
and update your career_theme, consider the
pattern that ties together the following dimen-
sions of your life:

- Your past experiences — see the infcrma-

tion in Unit I, Activity C.

¢ Your present or current experiences — see '
the information in Unit I, Activity A.

81
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¢ Your anticlpated future experiences — see Summary

_the information in Step 2 of this activity. The Career Goals you have identified in this unit .
Usq the space provided below to write your form the basis upon which you can start your °
revised career theme. career planning. Your career theme unifies your

past, present, and future, giving meaning to your
" life. This overriding principle (your purpose) serves
as a guide for anticipating future experience. The
better you understand it, the more contrdl you

“ . _ - gain over your life. As a rgsult,‘you can anticipate
\ — the future with greater confidence and plan a
s satisfying career. '
<
..
*
.
. .
9
Key Terms . ' . - .
Career — The totality of a person’s work activity,  Goals — What a person wants. Something a per-
extending througheut the person’s litetime. It is son wants to attain or preserve. Goals are the
not static, but reflects changes in the person . projection into the future of a person’s values.
and milieu. . ~ Values — What is important to you and the degree
Career Theme — The overriding principle that to which it is important. People may value, for
. gives structure and meaning to work and the example, other people, material things, activi- '
. sequence of one's work experiences, including ties, places, and/or ideas. )
education and training. The principle is made - .
up of a person’s values and the pattern of these : .
“values. When projected into the future, this
" principle constitutes the basis for one’s Career

- Goal. A career theme expresses one’s purpose

and serves as a guide both for interpreting-cur-

rent experiences and -for anticipating ;uture~“ -
_experience. ' 54 )
. . ' R . . el
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UNIT lv

Introduction

Your Career Goal statement in Unit lll suggests
how you intend to integrate your personal demands
for a satisfying and meaningful life through work
in relation to the demands of society. As such,
this statement forms the basis upon which you
‘can start your career planning. Career planning in-
volves identifying and exploring options by which
you can achieve your Career Goal. It also includes
egtablishing stancards or criteria — based on
your values — which you can use to evaluate
- these options.

CAR_EER PLANNING

\ By evaluating these options against your crite-

ria, you can identify which option.is the most
desirable to folow in order to reach your Career.
Goal. This option, once identified, becomes the
basis upon which you can develop a career plan. .
Your career plan outlines the course of action you
anticipate taking' — the time sequence of the
actions, stepsb experiences, and personal growth
needed to reach your Career Goal.

Careful and methodical career planning can
help you search and find the best way to get from
where you are to where you want to be.

e

Concepts o Activities Goal
Career Planning in ¢ Credentials and Develop a career plan
College Competencies
- Developing a Career ¢ Educational Directions

Plan - ' " o Exploring Career Options <

¢ Criteria

Action

Concept: Career Planning in College —

A major-vehicle for achieving your Career Goal
is your present college experience. A thorough

and deliberate planning of your college studies is '
essential in helping your reach your Career Goal. .

Your college degree — an important credential —

will not be sufficient in securing-a job. Employers .’

- will also consider the competencies (the skills
and specific knowledge) you will havé acquired
through your college work. The. following activi-
ties ran help you identify the college majors and
programs of study that can most effectively pre-
pare you for the occupations that interest you.

~ Thus, you can acquire the competencies needed
to secure employment n these occupations. By

planning your college studiesin this manner, you
are more likely to reach your g:areer Goal.

Anticipated Course of

Activity A: Credentials and
. Competencies

This activity is designed to help you identify the
credentials and competencies required in the
occ?pations related to your Career Goal.

: o

t. Competencies are what a person can do well.
They include all the things a person has learned
and the skills he or she has developed through
education, iraining, and experience, As a per-
son develdps competencies, he or she ac-
quires crodomlals. These state what a person
shoulq‘r e able to do and the person’s level of
proficien . Credentials usually takesthe form
of diplomas , degrees, licenses, or certificates.

?
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To identify the credentials and competencies
-required in the bccupations related to. your
Career _G.oal, follow these steps: :

a. Review the list of occupations you checked
in Column 8, “Occupational Preferences,”
of Worker Trait Group Chart #3. Which of

". these occupations are related to the Career
Goal statement you wrote at the end of Unit
II1? Write. the occupational titles and the
related Worker Trait Group numbers in the
space provided on page 86. -

b. To identify the credentials and competen-
cies required. in these occupations at a
~ general level, use the Worker Trait Group
Guide. In the Guide, locate the Worker Trait
Group descriptions to which these occupa-
.. tions belong. Do this by using the Worker
Trait Group numbers. The sections entitled
“Worker Requirements” and *‘Preparation”
provide general information on the required
competencies and credentials. (The sec-
tions entitled “‘Clues” and “‘Related Formal
Training- Programs” provide general infor-
mation on the ways you can acquire, develop,
and refine these competencies and creden-
tials.) In the space provided on page 86, list
the competencies and credentials required
for employment in the occupations related
to your Career Goal. '

c. To identify the credentials and competen-
cies required in these occupations at a
spgciﬂc' level, use the resource materials
contained in the Career Information System.
Use the Career Information System to re-
-search individual occupations. (Note: If your
institution does not have the ‘Career Infor-
mation System, you should follow the pro-
cedure described on page 66.) Remember,

* |ocate specific information concerning each

and credentials that are required for you to
enter the occupations related‘to your Career
Goal. You may also wish to list the specific
competencies and credentials that would
help you advance in these occupations.

the Alphabetical Card File can help you

of these occupations. In the space provided -
on page 86, list the specific competencies .

. Examine tne competencies é_nd credentials
you have listed, using the following ques-
tions as guidelines: :

e Do you already have any of these com-
petencies and credentials? '
e At what level of proficiency? o
e Through what specific coursework, work
experiences, community or campus activ-
ities, hobbies, or sports did you develop
them? ‘

. Circle the competencies and credentials
that, you do not have. By directing your .-

career planning toward the competencies

and credentials you have circled,-you are

more likely to achieve your Career Goal. The

remaining activities in this unit are designed*
to help you do so. -

2. The ways in which you have attained 'your éur- Activity B: Ed-ucaﬁonal Dir.ecmms

rent competencies and credentials can give What college studies and experiences can help
you ideas about how to obtain those you donot you develop -the competencies and credgntials
have. ‘ " . you need to acquire in order.to reach your Career

9y

"
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_Goal? This activity helps you examine the pro- majors that relate to your occupational prefer-
grams, majors, and courses offered by your in- ences. The Index links 271 college majors —
stitution and identify those related to your goals. organized by 21 Fields of Study — to specific
’ occupations. To identify the coliege majors
1. The College Major-Occupation Index* estab- related to the occupations you selected in Ac-
lishes the relationships that exist between col- twnty A, use Part IV of the Index, the
lege majors and occupations. You can use the Alphabetical List of Occupations. The follow-
Index to systematically identify the college ing example will help you in reading the list.
' EXAMPLE

-

DISTRICT ADVISER {nonprofit organ ) DISTRICT SUPERVISOR (motor trans. )

2101 WTG 11.07

0510 WTG 11.72
district agent: MANAGER, INSURANCE-OFFICE division commander: POLICE INSPECTOR | (gov. ser.)
pngurance), 2105 WTG 04.01
0512 WTG 11.1¢ DIVISION MANAGER, CHAMBER 'OF COMMERCE
District Agricultural Agent: DISTRICT EXTENSION- (nonprofit organ.) .
* SERVICE AGENT (gov ser) 0501 WTG 11 05 .
(]3] WTG 11.07 - division superintendent: SUPERINTENDENT DIVISION
DISTRICT ATTORNEY (gov ser) ) (motor trans.; r.r trans.) :
1400 WTG 11.04 wTG 11.05

District Branch Manager: MANAGER, INSURANCE

OFFICE (insurance)
. C WTG 1.1

0512

a. Look up the occupations you have selected, following these steps: *
‘ ¢ Find the specific occupation(s) in the alphabetical listing. Note the college
major number(s) and WTG number(s). -
e The first two digits of thie college major number indicate the Field of Study.
Turn to the Field of Study and read the descrlptlon Locate the college major
’ ’ . title(s).
e .Locate the WTG in the occupational list and fmd the occupation.

b. Copy your Career Goal statement from Unit lll, page 81. . ’

*Developed by Appalachia Educational baboratory, Inc., and
Ppublished by McKnight Publishing Company.
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Occupations Related ,

" Credentials

WTG L4

to Career Goal Competencies

Occupational Title: " General General
WTG #': -’Specific Specific

* | Occupational Title: General _ General
WTG #: Specific Specific
Occupational Title: General General
WTG #: Specific._ Specific
Occupational Title: General General

" WTG #: Specific____«, Specific
Occupational Title: General _ General
Specific Specitic
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c. As you explore’ college majors and related In the Zpace provided below, list the college

occupations in the Index, consider the majorsfand related occupations you want to

following points: . explorg further and possibly incluce in your
) . : ’ career planning. For each collgge major you
¢ Which college majors relate most closely - select, list the four-digit number and title.

to your academic interests and abilities? Fcir each occupation selected, list the main -

ro. titie, industry designation, nine:digit code,

* Which college majors seem most likely to, - and Workar Trait Group number. These

help you develop the competencies and

) o numbers and titles will help you locate
: , , ér::ﬁ)nt@ Is you need to reach yourCareer ¥ _"spec'rfic academic information in your col-
' . " "lege catalog. They will also help you locat )
¢ Which occupations relate most closelyto , specific occupational informatian in the\ .,
your Career Goal? - . ' Career Information System.
% : :
COLLEGE MAJOR-OCCUPATION LIST
‘College Majors L o Related Occupations
|Fieid of| Coliege o . \D
‘Study Major College Major Title WIG Occ(:‘p:l::g:_::ll.';'ltio Nine-Digit 00&0 Dol::’:n.::lyon
Code Code ’ . : -
‘ .
R | ~ 3
R X . .
/
) 2. Does your institution offer the collegé majors . your Caree,réoal? Your institution’s undergraé-ﬁ .
: you listed in Step 1? Which of these college uate and graduate catalogs and guides can pro-
s majors can best help you develop the com- . vide some of the specific academic Informa-
petencies and credentials you need to reach tion you may need.
\) !,. o | . ) ) . . ‘ . 07




/!

¢/’

e
4
.

The catalogs list and describe the prdgrams‘ of

study, majors, and concentrations offcred by

your institution. The .course descriptions
included in.the catalogs can help you deter-
‘mine how to develop the competencies, and
_credentials you need. The college major titles
used in the /ndex may not always correspond
exactly to those used by your institution. Dif-
ferent terms may be used to describe the same
basic ma ~- Or, your institution may provide a
greater : _ alization than r~rmally found in a
college ..iajor. If you need more specnflc infor-
mation, contact your academic adviser or con-
sult the faculty members associated with the
programs you -are considering. You may also
wish to contact your college’s counseling

3 4

a. ‘After the word “Requirements” in the .fol-
lowing space§y list the competencies and
credentials you Circled in Activity A. You
may also add any new competencies and
credentials you identified in Step 1 of this
activity. These make *up the .requireme‘its
you want to be able to meet in order to reach

-your Career Goal.

. b. Afterthe word “Means,” write the means by
which you could acquire these credentials

and competencies. These include the col-

lege majors, programs, concentrations, and

related courses offered by your institution.

Work-study programs, extracurricular ac-
tivities, and work experience can also be
means by .which.you may acquire these
competencies and -credentials. Use' the
ideas generated in Step 2 of Activity A to
identify similar experiences avallable in
your institution.

: center, placement service, and’ student pro-
grams and activities office. Your institution
offers a variety of options that relate to your
Career Goal. Use all the sources-of information
described above to identify these options. To
organize and record the information you
gather, follow these steps:

/

. .Occupation:
1

Requirements: _

e

Occupation: ¢
Requirements:

e

. Means: " -

;
Occupation-
quuiremems: e




~~

e

Occupation: ;. . ,' .

Requirements:

Occupation:

’}Requlromonts:

S

Occupation:

Requirements:

1

¢
J
1
Means: ;

1

1]

P :

|1 - &

3. Revify theirequirements and means you have
- listed. Does your institution offer all fthe col-
lege majorg you identified in Step 1 of this ac-
tivity? If your institution does not offer college

majors that interest you, how can you find one-

* * = \

-
o

2 - -

Activity C: \Explonng Career Optnons
This actcvnty is desng/ned to help you explore, in

depth, career dptlons by which you can reach-you-

Career Goal.” /

1. Examine the mformatlom. you gathered in
Activity B. The’ dmerent college majors occu-

. pations, courses, nq( activities you Ilsted can

be combmed or orgamzed into sevefal caner‘

that doés? You may have already declared; a
major., How does the information you have . |
Y gathered -relate to your major? How doeg it
relate to your Career.Goal? / B

options. Base each option on a college major.
Then, organize, step by step and in chronologi- -
cal order, the sequence,of caurses and ac-
tivities ‘that belongs to each ,option. Each op-
tion should lead to the achievement of the

v competencies and- credentials required to.

enter the occupation related to your Career ~
Goal.Use the example én the following page as
a guide. Vo
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CAREER OPTION EXAMPLES

Career 'Goalf}fci'_p'mg' chitdren devefop thein mental, social, aid physical well-being.

Option A — Related Occupation: Ped{atric lan

1. Enter now the Uhiversity Studies Progha.: "Natural Sciences and
~ Hathematies." :

| 2. Yajen (n Biclegicat=SEicnces, maintaining a grade point average of 3.5

vt betten. __— :
3. Cuwtse sequence (These coutsesimeet both medical-school entry requirements
and major requitemdnts)s D . _ "

a. Bledeglead Sclences: (100) {ntroduction to Biokoglcal Sciences, (121)
- Genewal Botany, (122) Cempatative Botany, (160) Introductorny Micno-
biotogy, (181} Fuwietonat Anatomy, (190) General Zookogy, (191)
Tnventebrate Zodlogy, (192) Comparative Ventebrate Anatomy, (216)

Geup wg¢ Physdiocegy, (260) Michobicology, (319) Genetics. .

b. Ciw}nc’srw: (104) Elements ¢f Chemistry, (110) Fundamentals of Chemistny,

- (T2 Fundamental Chonestry Laboratony, (140 + 141) General Chemistry
I+ (230 + 232) Owganic Chemistry 1 + 11, (233) Organic Chemistry

2 L&b‘\%ﬂ.rt‘ Y. P :

¢. Paysics: {105) Fund@ntals of Physics, (108 + 109) General Physics
1+ 11. : - :

d. Mathematics: (105} Applications of Efementary Mathematics, (106)

Voewnteoer wedk (h uildren's wand at commuinlty hospital, (stant now).

. Compiete medical schoct specdjie course trequitements by/ end of junion year.

. Take Meddcal <Coflege Aptitude Test n May of junlor yegt.

. Begin fledicat Cettege application precess (i August preceding senlor year.
. Undengraduate degree: B.S. (i BLolugical Scdlences.

. Entex medfal schout.

AN Findamentacs gdMathematics, (115 + 116) Caleulus 1 + I1.
4.
5
a
7
§
9

S

| Option B — Rela_ted"ggciipatfon:' Scheut Svedal Wotrkes

1. ;‘v(d,(;lt-‘(Q(ZZL?.‘CQ)HLLH'C’S fun Qebm.is s Eon te. the Svedal Woerk Mafor by:
a€. JCompCat(ng the Svedal Work Foundation counses (21 hours) .
b.’Compteting tHE Sreiéad Wotk Core courses. : :
ve. Maintadn a grade point average vf 2.5 on better.
U d. Find velugtéen ot paid work experlence <n a Social welfare agency.
(Contact the Department ¢f Children § Family Services now.)
2.. Cumsbf‘S’dIﬁl‘Wequ&ed and %lective cowrses):
a. Puiitgoae Scicnce: {105) American Government and Pobitics, (215)
<, Ametican Judiclal Process, a[264) Personality and Politics.
b. Psychelogy: (111) Geperwl Psychofogy, .(112) Chied and Adolescent
- Tsychology, (301°+ 302) Develupmment®® Psychology T + T1.
¢, Sucimtegy: O8] Tntreduction to Seciology, (107) Socdal Problems, (151)
.- Secdal Psyehetogy, (gzuj_ Tntroduction to Svedal Uelgare, (222) Socdal
- '"/OJQ ¢hare Poticies and Seavices, (223) Humdn Behdudon An the Socdal
Envcrenment, (260) Svedlal Stratification, (261) The Community, (263)
Dev iapt BGI[QUEQ-’LL (264) Minendity Relations, (323) Child Welfare
 Senvices, {3250 Scvcial Wotk Methods 1 & 11, (367) Ciminology, (368)
 Svedad Work Fleld Instwetdon. : ‘
3. Find Summen fubs as camp counselon: wral areas (see 4-H agent) and urban
aeas. Vodwiteer wotk as teachet's aide dwring school year.

4. Enter the graduate program after getting B.A. deg<ee in Social Work.

»
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2. Work out your own career options on separate sheets of paper. Then,
enter your final dratt of each option in the space provided. Use a
separate sheet of paper to fill out additional options.

4

CAREER OPTIONS .

"

Career Goal: '

Option A — Related Occupation:

\3 _ Option B — Related Occupation:

“

3 Compare your career options, usmg the follow- - ¢. Which option would be the most difficult to

ing questions as a guide. implement? The least difficult?
a. Which option would take the most t'me to d. Which option would be the most enjoyable -
implement? The least? " to you? The least?
b. Which option would cost the most? The e. Do these options represent all the ways you
least? = ’ could reach your Career Goal? :
91

97




Concept: Developing a Career Plan e

Which of the career options you have explored
in the precedingactivities can best help youreach
your Career Goal? The selection of the most
desjrable option should be based on your values.
You can formulate your values into precise and
clear statements to evaluate each of your career

_options. The option that emerges as -the most
desirable from this evaluation will be the frame-
work upon which you can develop your career
pian. Your career pian should outline, in chrono-
logical order, the course of action you anticinate
taking in order to reach your Career Goal.

Activity D: Criteria

To evaIuate your career options and select the
best one, you will need to identify the standards or
criteria an option must meet to satisfy you. The
following Personal Career Factors example and

your Personal Profile form will be useful to you in
identifying these standards. or criteria. ‘

1. Complete the chart on page 93 according to the
procedure described in the following gu;de
lings.

s Your standards should reflect the |nterests,

e Y

. likes, and dislikes you identified as you built
- your Personal Profile. Review the informa-
tion recorded on your Persenal Profile form.
What work activities, work situations, apti-
tudes, subjects, and physical demands must
be included in the most desirable option? Ex-
cluded from it? To what degree must these
factors be included or excluded? Would you
accept a factor you dislike to be able to
include one that is more important to you?
Use the space provided in the A columns in
the chart on page 93 to list and assess these
factors.
s Your standards should also reflect your work
-and life values. Review the values you iden-
tified in Unit 11, Activity K, “Career Values,”
and-those you recorded on your Personal
* Profile form. Consider these values in terms
of the career options and the lifestyles they
involve. For example, one of your career
values may be to have a high income. How-
ever, you may be willing to have a low in-
come now to get trained for a high-income
job later. In the B columns in the chart on
page 93, indicate the degree to which each
value should be included m your career.

PERSONAL CAREER FACTORS EXAMFPLE

A B

To Be included in Most

Desirable Option To wvhat Degree

A . B -

To Be Excluded from

Most Desirable Option To What Degree

AcFivdties Greedvilg
lorect pesonts
ISR

+ ! "
ctne s

Absciutety

N L =
AT R A A to

ii?Sf‘?'h‘f

Math Avodd ¢ at, all

passible

e
speab Guy | Yes, f ab ady
vessbie

Vot FS ,
Wellftng. of

Peheming ot ine. Wl ing te de now

Wegdong to
"teade A3 08
Ctomeans meke
”Um‘)‘( ¢ contact

e s ) [P
Cuoative GGy

tasks L4t omeans 1. can
avodid Caten
Aot it ces: (nuotuing | WCCng te do now

precesses, methods, | (§ T can have
o machanes ‘mote people
' contact fatex

i j§ Ress hie

Ves, defindctely’
avodd

High ewge-hand-
cocrdination

,/]('('v-(‘

e
C
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o " PERSONAL CAREER FACTORS CHART
A B A B
To Be Included in Most To Be Excluded from [~ . '
Desirable Option To What Degree Most Desirable Option To What Degree
| | N—
93 - .




2.

Lo

So that you can effectively use the information
you identified in"Step 1 in evaluating your op-
tions, the information must be written in the
form of criterion statements. Criterion state-
ments help you indicate with some’precision

_the degree to which a factor, or a value reflected
" by that factor, is important to you.

A criterion statement is composed of the -

following elements: a category, a condition,
and a characteristic.

e The category is the basic area or domain

under consideration and could include such-

areas as your career, life, education, or job.
¢ The condition enables you to specify factors
» T

that are acceptable or not acceptable to you
and to qualify each factor. '

-« The characteristic identifies a value to be

either included in or excluded from the do-
main. This characteristic is a feature or
distinguishing part of the domain.
For example, if you consider income important,
you might write the following criterion state-
ment: “My initial job (category) must provide no
less than $9,000 per year (condition) income
(characteristic).” =~~~
To write criterion statements, follow the guide-
lines in the preceding definitions. Also, study
the following examples before you formulate
your own criterion statements.

Category

~ EXAMPLE CRITERION STATEMENTS

- Condition

Characteristic

My caeen

Caust edfen extensive cppertunity

/ tu help people.

My educatien

Ceaumot extend over mote than gdve

/ yeats' time.

My eareen Somust et place wnreasonabte demands

/ on my family Lige.

ucaiee

Jomust eventuatlly wweebve

e / supervision and management.

My U

must provide some chance.

/ hon foredgn travel.

"My job

showtd not (ielude. extens.cve

/ weiting ot editing.

My empceygment  /

{deatty would be Cecated

/ (n my home state.

Hy ok

must be crganized atcund

/ a 4Cexible schedule.

Ml:/ _]-U b

Cthe werk (8

can pay tess than cptimun wage (f /

personally satisfying.

iy carees

st provide epportuncty

/ fon rapdd advaicement. |

Use the criteria you identified in Step 1 as the
. basis for your statements. When you are satisfied

with the results, rank order your criterion

statements to indicate the level of their impor-

tance. Then, write your statements in the space
- provided below. o

In writing your own criterion statements, it is im--

" - portant that you express your ideas clearly and
concisely. Write “Categaqry,” ‘“Condition,” and

~ “Characteristic” at the top of a separate page.
Following the format shown in the preceding ex-
~—_ample,-practice-expressing-your thoughts in this
style by .writing and refining your criterion

statements.
CRITERION STATEMENTS
-Priority Category ' Condition Characteristic
2
3
4
5 ‘




Activity E: Anticipated Course of Action

In this activity, you can identity the career op-
tion that is the most desirable and develop a ten-
tative career plan based upon it. o

1. To identify the most desirable option, evaluate
each alternative against your criteria. In the
chart provided after the example, list.your Career

ce

Goal, alternatives, and criteria. For each crite-
rion an alternative meets, put a plus (+ ) mark in

“ the proper column. Enter a-minus (—) mark i%

the alternative does not meet the criterion. If it
neither adds nor detracts, leave the cell empty.
The chart, when completed, will show which.al-
ternative best meets your criteria (option with

-the most plus marks).

EXAMPLE
/ . Criteria -/
Goal: Helping chitdwen 1 % 3 4 5
develop thein mental, socdal, § §
and physical well-be.ing N v /D
| AR A
¥/ = g -h g N o N
Fegie) & § N v o
8 g5 /s ¢V < R
: S/ F/88% &S
cw /T /T S N
Alternat. ves ' | , (S)!:It::t: d
A. ‘Pediatrician + — + —
B. Scheel Scctal (Uof;fzm + + -|— — + v
ECementary ' _ L . .
* Schoot Teachetr + + +
v / Criteria ;
Goal: 1 2 3 4 ./ 5
Alternatives (S)Blt(:gt':a J
A.
B.
C.
D.

10i

95




2. You may need additional information before
you can dévelop a plan of action based on the
career option selected in Step 1. Therefore,
review the information you have already
gathered about this option in Activity C and use
the following questions to identify your plan-
ning needs.

e Are you aware of all the required, recom-
-mended, and elective courses involved in
this option? Do you have all the needed infor-
mation to decide which courses to take first?
Are you aware of all the possible alternatives
open to you within that major? What steps

. would you need to take first?

e Are you aware of your strengths and ,how‘
they affect this option’s course of action?

Are you aware of your limitations and how
they affect this option’s course of action?
e Are you aware of the ways in which. this op-

tion will affect your college lifestyle, ycur

friends, and your family? How do you plan to
resolve possible areas of conflict? .
¢ Are you aware of ways of obtaining finances
to implement this option? What are the
ways? Are you aware of present obstacles’
~  that must be overcome before you can start
implementing this option? Have you thought
.of ways to overcome them? What are the
ways?
Will the activities in. which you wnII be en-
~ gaged during the first year be useful even if
you change your plan later?-Are you fully sat-
isfied with the option you have chosen,
allowing that you can revise it as you
change? 4 ' '

Key Terms

Career Options — Different ways you can |dent|fy
reaching your Career Goal. The most desirable
option forms the basis for your career plan.

Career Pian — The way a person accounts for the '

sequence, time, and resources needed to reach
a goal. A career plan gives one’s goal credibility.

Competencies — The things a person can do well,
including knowledge and skills acquired through
education, training, and experience. As compe-
tencies are developed further, they may lead to
occupational advancement.

EKC

wll Toxt Provided by ERIC

" Use all available sources of information to
gather the information you need to develop a
plan. Talk to your family, friends, college -
counselor, and academic adviser. Contact your -
college financjal-aid office and community
organizations. Use the college catalogs and the
Career Information System materials.

. 3. Develop a career plan, outlining step by step

the course of action you anticipate taking with-

“ in the next four or five years. Use the informa-
tion you gathered in Step 2 and in Activity C.
The example on page 97 shows how you can
graphically illustrate your career plan. Circles
are used for a start or stop, or to designate
completion of a stage. Diamonds indicate deci-
sions that could be taken. Rectangles indicate
the actions, processes, or steps you plan to
take. Use the space provided on pages 98 and
99 to describe your career planning.

. Summary

The activities in this unit have helped you
develop a career plan based on your values and
the most desirable option open to you. As you
take action and start implementing your plan, you
will develop new knowledge about yourself and
your milieu. As you change, you-will need to con-
tinually revise and readjust your plan.

Career planning is a process you will continue
throughout your life. The skills you have learned in
this unit — exploring options, establishing
criteria, and developmg a plan based on the most
desirable option — can help you shape a satlsfy
ing career.

Credentiais — Printed statements that show what
a person should be able to da They include
such things as diplomas, certificates, and
licenses. Credentials are useful in getting jobs.

Criteria — Important factors that will affect a deci-
sion. Standards on which a decision may be
based.




CAREER PLAN EXAMPLE -

. - Most Desirable Option: School Social Worker .-
{ Sophomore year S Junior year - —.'l
. . ' N 1
. v ’ ‘ X a
. \ = - . .~ . B -
5 Register for — Take Fall Courses Take Spring Couraea
SOPHOMORE |54 Take Spring Courses . (required for majon) « Soviat Work Flatd o
year courses Take Fall Courses (required and electives) - « Introduction to Sociotogy l"uc.tlono(a 5 on:i)ln-
« Social Welfare Policies and .. « Social Problema (3 cr. hr.) Register for @3cr.hr) « Senior Seminar in Social
; Services (3 cr. hr) ¢ Social Paychology (3 cr. hr) ~p JUNIOR year »{ *G | Psychology.(3 cr. hr.} Work 3cr. hr) . 4
« Human Behavior in the Social " | » Deviant Behavior (3 cr, hr.) courses o American Government and « Coursea needed for -_-‘
Declare major Environment (3 cr. hr.) =3t ¢ introduction to Sociat Wel Potitics (3 cr. hr) graduation (folliow ad-
j°: : 1 n  Child Weifare Services (3-cr. hr.) (3 cr.hr) ¢ American Judicial Procesa viaor'a counsel) -~
31’\" plan Sf::’.' « Sociology of Education (3 cr. hr) ¢ Complete general education re- (3 cr.hr) j
o omore courses « Elective: Probation and Parole quirements or take etective: . Receive acholar-
. . @cr. hr) Introduction to Corrections ship or find o
@3cr. hr) part-time job
Secure y ' -
financial . . : . o
support .
P Find aummer job * If no scholarahip, find paid
as daytime part-time job at the De- > Have income during o
Engage in activi- counaelor at " | partment of Chiidren and achool year g
nol ties related to Urban Center. Family Servicea
Apply tor scsn‘:p"' o] helping others Save money i . - - .
schoiarship .
5 recei- Have income dur- for college.
ved ing schooi year . ‘
Find L P :
. part-time job. : .
Save money for ' L ‘
o . . coilege. C. . - 3
. N ) " -
‘ . . ] ) “ -
oo, - . - t -
|-¢ - - Post graduation— %—:‘— ' Senior year
. . Take Spring Courasa . R K
4 (required and etectivea) ' , .
, * Juveniie Detinquency (3 cr. hr.) . .
- Start work as . ¢ Criminology (3 cr. hr.) ) °
" | school social « introduction to Sociofogical Regiater for * N
worker. Get ex- - Research (3 cr. hr) : y :
perience. Plan | « Sociat Work Methoda (3 cr. hr)) Tl:(. Fatt Couruin_ §ENIhOR year tiour‘ua
graduate studies 4 * Educational Paychology (required and electives) (fequited and electivea) )
Career Goat: at a iater date. Full (3 cr. hr) K * Social Work Field In- Find symmer job in
i Heiping cnildr'en um.uw.o’yk : atructiona’l and Seminar - Sociat Welfars™~
develop their mental, as schoo! (10 cr. hr.) Agency: Juvenite )
social, and physical social ¢ Social Work Methoda Il . Retention Center e
weli-being Take graduate worker / y i (3cr. hr) Continue part-time job at (work experience ia ,
» studies in School _Locate potential employ: ¢ Child and Adoleacent Department of Chiidren and, credit for graduation).
Social Work, Con- ers and send out resumas to Paychotogy (3 cr. hr.) . Family Servicealfno - Save money for
tinue part-time - ses if full-time work is posaible : : scholarship college. —
job at Department after graduation ) -
of Chiidren and °
Family Services. . A ’
Key &
QO  start, stop, or completion of a stage : .
~ O Decisions that could be made . ) .

Q ‘ ‘ ' . S
EMC . 3 Actions, processes, or steps planned . . , v 1 O 4

<
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S - ' ' CAREER PLAN OUTLINE it
Most Desnrable Option: . ' ' o

/ Dlmtlonr Prepare one or more drafts of your career plan before recordmg it in the text
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Introduction

Your career plan, at a broad and general level,

.
-

outlines the sequence of experiences you will
need over the next four-or five years toreach your

Concept
Career Decision-
" Making.and Acting

PLANNING

e THEME

e OPTIONS

e VALUES
e PLAN

Concept Career Decision-Making and Acting

To help your career plan become a reality, you
need to take action with respect to the first step
.outlined in your plan. This does not commit you to
your entire plan for the next four years. You only
commit yourself to the course of action involving,

the first step. As you implement this first step, -

you achieve integration in relation to self and your

milieu. Additional knowledge about yourself and

the milieu will result from the action you take.

This new knowledge will help you clarify your °

values, reassess your criteria, and identify new
courses of action available to you. New decisions,
based op this knowledge and on new kriowledge

-
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) “UNIT V

CAREER ACTION

Activities
¢ The Nature of Deciding
¢ Experiencing a Decision

}-.

Career- Goal. However,unless you take action,
your career plan is only a series of ideas. The-ac-

. tivities in this unit.are designed to help you make

%
~ ~
Q A

your career plan become a reality.

Goal . .
Take direct-action
toward Career Goal R

) Situation : B

'DECIDING.
GOAL !
ALTERNATIVES
CRITERIA . -
¢ ACTION

o

gained through subsequent de..isions will help
- you continually refine your career plan. This pro-

cess will increase the likelihood of your-reaching

your Career Goal, which will also become pro
gressively more.refined.

a

Actwity A: The Nature of Deciding

Before you take direct action toward your Career

Goal by facing an actual career decision situation, ,

you need to have a better understandtng of your

107
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| e present decision-making-style. In this activity, you -

o can identify the ways in which you commit yourself -

v : to courses of action and the extent of your
commitments.. -

1. Since you were first introduced to the di’men-
sions of a decision situation in Unit |, you have
made many decisions related to your college
and personal life. Some of these decisions may
have had outcomes of little importance, while
others may have been of greater importance.
They may have ranged from deciding-what to do-

— . during a weekend to deciding whether or. not
you.will get married. i

To help you identify' your present decision-
making style, list as many as possible of the
decisions you have made since Unit'l. Use the

— + space provideq to wnte them doWn '
/

P

. 2. Examine the ways in which you made ihe deci-’

-~ sions listed in Step 1-and the extent to which

you felt you were committed to these decisions.
Use the following questions as a guide.

. a. Was it easy or difficult to remember the deci1
- sions you made in the past few weeks? Why?
- Were some decisipns easier to remember

/naklng a decision in certain situations? If so,
what kinds of situations?

b. Think back on the ways you made these deci-
sions, even those decisions that were diffi-

cult to remember and that you made almost
unconsciously.

than others? Were you more conscious of

\

»

Q

Were°there any situations in which you pre-

" ferred to stay neutral and let people or‘out- -

side gvents make the decisions for you? Did

: ,you prefer to delay any of these decisiong as

long as possible? Why? How certain did you
have to be of a choice before you made a
decnsnon" What did you do when you could
no longer delay a decision? Did youd continue _

to question your decisions once they were

made? How. many (if any) of the degisions ‘
listed in Step 1 did you make-in the style of
decision-making referred to-by Heath as that

of the “Non-Committer’? Do you consider -~

-the -decisions you made in this- style of

decision-making to be impoftant or unimpor-
tant decisions? Did the degree of importance
you attached.to these decisions infiuence

- you to use the style of the “Non-Committer”?

Were these decisions among the easiest to

"~ remember? If so, why”

- 101




Did you approach any of the decisions listed
in Step 1 by gathering as many facts as pos-
sible about the external cimension of each

B situation — the. milieu? Did you prepare

definite plans of action? In ‘prepéring these
plans, dig you consnder your inner feelings,

desires,’and values to be of little or no impor- .

tance? Were these decisions based more on
the external than the internal dimensions of
the situations? How many of the decisions
listed in Step 1 did you make in the style of
decision-making referred to by Heath as that
of the “Hustler”? Were these decisions
among the easiest or the hardest to remem-
ber? Why? To what extent did you feel com-

“ - mitted to these decisions? Did~you feel
* obligated to stand by your decisions and pur-:

sue the chosen courses of action? Did you
- suppress any doubts or fleeting desires to
change them?

~—
—

Did you approach any of the decisions listed
in Step 1 mainly by following your emotions?
Did you give little ot no importance to exter-
nal information and facts? Were these deci-
sions based more on the internal than on the
external dimensions of the sjtuations? How
many of the decisions listed in Step 1did you -
make in the style of decision- makmg referred
to by Heath as that of the “Plunger”? Were
these decisions -among the easiest or the
hardest to remember? Why? To what extent
did you feel committed to these decisions?
Did you feel you had the “right” to change
your mind if there was a shift in your inner
feelings or mood? Did you do so?




Did you approach any of the decisions listed
.in Step 1 by carefully examining both the in-
ternal and external dimensions of the situa-
tions? Did you gather facts and information
about the external dimensions of each situa-
tion? Did you explore the altérnatives. offered
by the milieu? Did you consider your inner
feelings, desires, values, and goals to judge
each alternative and decide? How many of
the decisions listed in Step 1 did you make in

the style of decision-making referred to by

Heath as that of the “Reasonable Adven-

turer”? Were these decisions among the
easiest or hardest o remember? Why? To
what extent did you feel committed to these
decisions? Did you pursue your ‘chosen
courses of action with confidence, reserving
the freedom to carefully reexamine your deci-
sions as the situations changed both inter-
nally and externally? -




c. In which style or combmatuon of styles did
you approach the majority of the decisions
listed in Step 1? Remember that each person

" is unique and may not fit into one specific -

category. You may have - approached the
majority of your decisions in a style that in-
volved X, Y, Z, or A temperaments or a com-
bination of these temperaments. Has your
decision-making style changed since Unit |,

when you analyzed the way in which you had .

decided to attend college? If so, in what way
has it changed? Has your decision-making
style corne closer to that of the “Reasonable
Adventurer”? If so, in what way? If not, do
you need to overcome your preference for
staying neutral or do you need to examine
the internal and external dimensions of deci-
sion situations in more deith?

3. The style used to approach a decision sntuatlon

does not necessarily affect the decision itself.

However, it affects the extent and the nature of -

your commitment to the chosen course of action.
You may decide, for example, as a “Non-Com-
mitter,” “Plunger,” “Hustler,” or ‘‘Reasonable

Activity B: Experiencing a Decision
Situation
In this activity, you can experience an actual

career decision situation and begin to take direct .

actlon toward your Career Goal.

* Although each person’s career plan is unique,
there are certain common elements. As a college
student, you must at some point commit yourself
to a major, a concentration, or a program if you are
-to earn a degree. Since the declaration of a major
is a common step in a college student’s career
plans, it is used here as an'example of the decn

3
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Adventurer,” to study on a Saturday night. Sup-
pose you then receive an unexpected invitation
to a party that promises to be a lot of fun.
Would you accept or refuse the invitation on
the spur of the moment? Would you question
whether going to the party would affect your
plans to study? Would you-feel obligated to
stand by your plan, or would you first explore
your alternatives- and evaluate them against
your values, and then decide whether to refuse

or accept the invitation? Would you feel that,

by reevaluating, you would violate your previous
plan? Or, rather, would you reexamine it in the
light of new information — the invitation? What
would you do? Examine your response to this
decision situation in terms of your decision:
making style.

By striving to approach the ma]onty of your‘ -

_ decisions in a style similar to that of the

Reasonable Adventurer, you can increase your

confidence as a decision-maker. You can expe-
rience such internally and externally examined
~ commitments as affirmations of yourself, and
thus achieve self-integration with your milieu.

sion situation° you wiil face” throughout your
career.

The groups of questions in this step are deS|gned
to help you examine the internal and external
dimensions of the decision situation, ‘‘Declara-
tion of a Major.”

" 1. Use these 3ets of queétlons as a guide. Each
group is organized around the most common.

possible alternatives, one of which may fit your

situation. If your milieu offers any other possi-

ble alternatives, make sure to consider them as
“ you.work through the decision situation.

oty




Declare Major Now. Does your institution’s
general policy require that you declare a-major

as soon as possible? Is declaring a major at -

this time a requirement of the courses related
to your Career Goal? Do your parents, friends,
or college adviser think that you should declare

a major now? What other external influences -

are operating towards your declaring a major,
now? Do you think you have sufficiently ex-
plored all your career options? Are you certain
of your career plan (most desirable option —
Unit IV, Activity E, Step 3) and are you ready to
declare a major? Does the desire to take some
kind of action affect your readiness to declare a

major now? What other internal influences

operate towards your declaring a major now?
How does your awareness of your decision-

making style affect your readmess to declarea’

major?

Change Major.. When you first entered college,
you may have been required to declare a major.
Now, the major you declared at first may not be
related to the most desirable option, upon
.which you based your career plan. What pro-
cedures do you need to follow and what re-
quirements must you meet to change majors at
‘your institution? Does your institution offer the
major in which you are interested? If not, what

institutions offer it? Have you selected another .
institution you might like to attend? What pro--

cedures would you need to follow to transfer?

Would you lose any credit hours by transferring.

to another institution? Do you need to change

majors at this point? Can the courses you are

following_'now help you toward your Career
Goal? What other external influences are
operating towards your changing your major at
this time? Against changing it? Are you certain
that your new major is the best way to reach
your Career Goal? Could changing majors
possibly be a way for you simply to explore a
-new option? If so, could you do this by taking
- electives without formally changing majors?
What other decisions are you facing? How do
they affect your readiness to change majors

and/or institutions? What other internal in-

fluences operate towards your changing ma-
jors at this time? Against it? How does your
awareness of your decision-making style affect -
your readiness to change majors at this time?

" Not Detlare Major Now. How long does your in-

stitution’s general policy allow you to.delay -
making a formal declaration about your major? .
Can you start courses related to your Career

- Goal without formally declaring .a major? Do *

you lack information about your occupational
and educational cptions? Is the career option
upon which you chose to base your career plan
in Unit IV still avery tentative one in your mind? . -
Do you lack information about yourself and

. your values? How certain do you expect to be

of a major before you commit yourself to it?
How much risk do you feel is necessary or--
desirable? What advantages are there to not

. declaring a major at this point? What disadvan-_

tages are there to not declaring a major now?
What other external and internal influences are -
operating towards your not declaring'a major at
this time? To what extent does your awareness
of your decision-making style affect your hesi-

tance to declare? Do you prefer to avoid or

‘delay making decisions in general, or do you

feel truly’ unprepared to make this specnfic
decision? '

‘C'onflrm Major Already Declared. You may have
had to declare a major when you first entered
.college. Does the career plan you developed in

. Unit IV correspond to your present major? Do

you now feel ‘really committed” to-your major,

.having clarified your values and having ex-

plored other possible career options? To
hange majors, you would have to follow pro-

. cedures, possibly lose credits, or perhaps

change institutions. To what extent do these.

~ factors operate towards your confirming your

present major? What other internal and exter-

" nal influences may operate towards your con-

firming your present major? How does your
awareness of your decision-making style affect
your readiness to confirm-your major? Do you
feel obligated to a previous commitment? Do °
you dislike change in general?

2. Use the followihg Decnsnen -Making Worksheet to ‘work 'thfough the
" decision situation and list the steps you must take to impiement your

decision.




, DEClSlON-MAKlNG WORKSHEET

DECISION SITUATION:

Declaration o a College Major. -

Knowledge of Self in Relation to the Decision _'

SItuation

~—Think about your-careertheme — interests, |- 1"

likes, dislikes, strengths, weaknesses,
values, and goals — as itrelates to the deci-
sion situation. List your responses in the
space below.

~ Criteria :

Give evidence of your understanding of
“yourself in relation to the decision situa-
tion by listing your values and goals
* (criteria) in order of importance.

1.

'Knowledge of Milieu in Reiation to the

Decision Situation

“Gather- fac}sancHniormatlonfaboutﬁyour“.,

milieu as they relate to the decision situa-
tion. List your findings in the space below.

Alternltives

Give evidence of your understandmg of
the milieu in relation to the decision situa-
tion by listing the alternatives (options)
you have found.

A.




o

SELECTING THE MOST DESIRABLE ALTERNATIVE

Evaiuate each of the alternatives against your criteria. Place a plus (+) mark to indicate
that an alternative meets a criterion.-Enter a minus (- ) mark if it does not. Leave the cell
empty if the alternative rieither adds to nor detracts from the cnterlon Select the most

desirable alternative (option). .
/ Criteria ]

Goal: ' 1 27 3 /7 a 5

Option

Alternatives
Selected

DECIDING

State the optlon you have selected. This option represents the alternative to which you are
committing yourself. Describe the actions you must take to implement your decnsnon In
the space provided, indicate when you complete each action.

Alternatlve Selected: -

Action : Date Completed - . _ Result




Summary ‘
“The activities in this unit have helped you expe- tion, and will enable you to reassess and refine
~ rience a career decision situation. You have taken  your career plan to further progress toward your
“conscious action to implement this decision. This - Career Goal. You have entered a continuous cycle
action will provide you with additional informa- = of planning and decision-making.




Introduction

UN'l'l'.v_l

CAREER PROGRESS.

The preceding units presented the elements of

the planning and decision-making process in a

linear fashion. As a result, you were able to ex-
amine each element fully and apply it to an aspect

- of your career development presently relevant to
you: the planning of your college studies and the

selection of an occupation. However, career plan-
ning and decision-making is not a step-by-step
process or a one-time event.

In this unit, planning and decision- maklng are
presented as a continuous and ongoing process .
in which all the elements occur concurrently.

Concept
Planning and
Deciding

" Activities -
¢ Taking Control Over
Your Life: Today
and Tomorrow

* Planning and Deciding:

How Does It Apply to

‘Goal
Help you take-coritrol
over your career
through continuous
planning and deciding

You?

‘Concept: Planning and Deciding

Formul'ating'goals_, searching and generating

" options to reach them, establishing criteria for
“assessing these options, and deciding on a
. course of action are not separate events. All these

elements of the planning and deciding process
occur concurrently, interact, affect, and help form
and develop one another in an ongoing, con-
tinuous way. Each action you take is the -im-

" plementation of a choice that génerates new

knowledge®and value. This new experience gives
you ‘additional information about your options,
criteria, and goals, and helps you develop them
further. The diagram on page 110 illustrates the
concurrent, continuous, and repetitive interaction
of the elements of planning and deciding.

By becoming aware of this process and how it
functions, you can apply.it to all aspects of your

career development thrdughout your life. Con-
sciously choosing actions through which you can

. pursue your interests, develop abilities, imple-

ment your values, and explore options increases .
your control over your life. The awareness that you
‘have a choice is a precondition to personal
freedom.

Activity A: Taking Control Over Your
Life: Today and Tomorrow

The planning and deciding process can be ap-

plied not only to major decision situations such as

« declaring a major, choosing an occupation, and
deciding to marry, but aiso to the relatively small .

- decisions you confront continually. By applying

the plannng and deciding process-to your daily

109
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110

life, you can direct the flow of your day-to-day ex-
periences toward your Career Goal. As a result,
you can achieve conscious, ongoing control.over '
your life. In this activity, you can learn how to app-
ly-the planning and deciding process to your daily
life by working through a series of actual decision
situations. ‘

As a college student, one of the decision situa-

“tions you confront regularly is the selection of

courses. Therefore, each course decision and
the subsequent decision situations that will
result from it are used here as an example to

-

(Goal
,(,“i'itt;‘l'id

®

&

help you learn how to apply the process to your
daily life. Whether you have decided to declare,
confirm, change, or not declare your major, you
need to select your courses for the next quarter
or semester. Depending on your actual deci-

- sion situation, you may want to select courses

for your entire semester or quarter schedule or
decide on an elective course. Describe the
specific situation in the space provided at the
beginning of the Decision-Making Worksheet.

Then, use the Decision-Making Workghee_t to
work through your de~ision. v

Alternatives
Action




DECISION-MAKING WORKSHEET

DECISION SITUATION:

_ Knowledge of Selfin Relation to the Declslon
Situation

Think about your career theme — interests,
likes, dislikes, strengths, weaknesses,
values, and goals — as it relates to the deci-
sion situation, List your responses in the
.space below

Criteria

Give evidence of your understanding of
yourself in relation to the decision situa-
tion by listing your values and goals
(¢riteria) in order of importance. '

1.

Knowledge of Mlllou In Relatlon to tho
Declislon Situation

Gather facts and information about your
milieu as they relate to the decision situa-
tion. List your findings in the space below.

&

Altomatlvu
Give evidence of your understanding of
the milieu in relation to the decision situa-

tion by listing the alternatives (options)

you have'found.
A.

\.

1




. e | o SELECTING THE MOST DESIRABLE ALTERNATIVE
Evaluate each of the alternatives against your criteria. Place a plus (+ ) mark to indicate | S
__fa—»~:—~—t—h_at—anJa}ternative' meets a criterion. Enter a minus (—) mark if jt does not. Leave the cell
._ empty if the alternative neither adds to nor detracts from the criterion. Select the most
\de_sirableA alternative (option). ‘ : . o

‘ ] F o Criteria J .

Goal: , 1 2 3 / a 5 / S

o

’

Alternatives Option
Selected

A

B

D

E. R ' - ‘ . . . ) ) ' o

DECIDING . ,
State the option you have selected. This option represents the alternative to which you.are
committing yourself. Describe the actions you must take to implement your decision. In
the space provided, indicate when you complete each action. . .

<

Alternative Selgctod: E

~ ‘Action ‘Date Completed . Result

113




2. Subsequent decision situations that result
from the selection of a course may include: -

¢ Selecting a topic for a paper or project due’in

the course that will meet both personal and

' course requirements.

e Choosing. literature to read or experiences
related to your topic, and determining the.
best way to organize your findings. - .

> o Scheduling your work in relation to other |n
. terests and obligations.

o .o Evaluating your progress and adjlisting your

work and schedule to meet new and chang-

" ing values and requirements.
a. Thmk through such a serles of decrsnon
situations in order to direct and. organize
your daily life in as much detail as possible.
"Work through each decision situation on a
separate.sheet of paper. Use the format and
direction$ of the preceding pecision-Making
Worksheet as a guide. '

b. After you have worked through the series ot
decision situations, consider the following
questions:

e How would the action taken to implement .

each successive decision help clarify your
values (criteria), alternatives, and goals?

¢ How did each element of the planning and
deciding process (goals, criteria, alter-
natives, and deciding) interact and atfect
one another as you worked through each
decision situation?  ° :

¢ To what extent has your awareness of your

" Career Goal and career theme helped you
give direction to your daily life (in reIat|on
to the decision situation)?

- e How has a greater consciousness of the

planning and deciding process increased °
your options, your. freedom to chbdose, -

your control?
It is important that you do take action to im
plement each of your decisions. Deciding
has been defined as the action by which a

person achieves self-integration in relation

to his or her milieu. Without action, a *‘deci-
sion" is still planning. Only by actually apply-
ing the planning and deciding process can
you experience control over your daily life.

3. In Steps 1 and 2, you. used the planning and
deciding process and your awareness of your

Career Goal to give direction and meaning to

your daily life. You can use the knowledge gained

at that daily .level of career management to

reassess your Career Goal and revise yous
, career plan.

_ continuous cycle of planning and deciding at

~ daily life. . “

a. Reassess your Career Goal, usrngthe new in-
formation about yourself and your milieu’
gained in Steps 1 and 2. In the space provided,
state your reassessed Career Goal.

<

b.In light of your reassessed Career Goal and |
the new information you have gained, update
and revise your career plan on pages 98 and
99. You may now be able to .outline your
careef plan in much greater detail, at least
for the next semester. Include any extracur- .
ricular or leisure activities, volunteer work,
jobs, or hobbies that may also help you reach
your Career Goal. You may want to prepare
another - plan to accommodate new
information. ' ' '

Your career development progresses through a

various levels. The new experiences you have at
the daily or short-range level of career manage-
ment will help you to clarify and reassess your.
long-range Career -Goal and pian. In turn, your
refined and revised long-range Career Goal and
plan will help to direct and give meaning to your

Activity B:’ Planrning ; and Deciding:
- How Does It Apply to. You?

This program has focused on helping you learn
planning and decision-making skills and on help- -
ing you learn to apply these skills to one aspect of
your career development — e@ducation. This activi-
ty is designed to help you assess how much these
skills have influenced your personal life and how
they can help you in the future.

Consider and reflect on what you have Iearned
in this course. Use thie following questions as' a
guide

a. Was it difficult for you to complete the activities '
in this course? Why or why not? .

b. Did you-apply the program’s concepts and skiIIS\
only to activities and assignments related to the '
coursez It so, why? If not, why not? |

c. How much did the program’s concepts in- -
fluence your personal life outside the course?:

s

< L3

"1‘20 _; - e ‘A :




Did you‘try to apply the skills yo'u learned to
development? To your social life? If so, to what
extent? How useful were these skills to you? In
the space provided, describe how and to what

career direction, and personal life.

Now, think and identify how, in the future, you
could apply the knowledge and skills learned in
this course to increase your control not only
over your career, but over your life.

other courses? To other aspects of your career

extent the course has changed your coilege Infe :

Summary

A major part of career development is career
planning and decision-making. Your exploration '
of yourself and the world around you gives you .
knowledge upon which to base purposeful career
decisions. As you grow and change, you can con-
tinue the process of clarifying your values and
your career theme. The projection of these values
into the future forms a statement of your Career
Goal. With your Career Goal in mind, you can iden-
tify both the options for achieving this goal and
the criteria for judging these options. The actions
you choose will result in new information; which
you can use to reassess your Career Goal and your
plan for achieving it. This continuous process
allows you to respond to factors you cannot
foresee or control. By keeping yourself open to
new information, you c¢an develop a career that is
in accord with your values and opportunmes yet
leaves you free to grow. .
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| © FELD OF STUDY-WORKER TRAIT GROUP CHART

R . o - . . . . .
Instructiens o R ® - . . For More information
« IF YOUR INTEREST IS IN A FIELD OF STUDY::* : ' ) - " « ABOUT FIELDS OF STUDY: ' -
locats the preterred Fisid of §tudy and read the row of celis . o WORKER TRA'T GROU Ps use the College Major-Occupation index. This index describea
acroas. Each "x" identifies & Worker Trait Group containing X A . . sach Field of Study and relates Collog- Majors within sach
@ OCcupations that relate to majors in the tisld. = . : fisid to occupationa. . !

ABOUT WORKER TRAIT GROUPS:

use the Worker Trait Group Guide. This guide descrices sach
Worker Trait Group and lists -xnmplu of occupations within
sach group!}

<

o {F YOUR INTEREST IS IN A WORKER TRAIT GROUP :
ioaate the preferred Worker Trait Group and read the column
of ceils down. Each “x” identities & Fisid of Study that in-
cludes majors reisted to occupations in the Worker Trait
Group.

NOTE; THIS CHART IS PART OF THE APPALACHIA EDUCA-
TIONAL LABORATORY, CAREER INFORMATION - ‘s
SYSTEM, FOUND IN MANV SCHOOL AND COLLEGE
LIBRARIES, CAREER RESOURCE AND . ')UNSELING
CENTERS.

CAUTION! RELATIONSHIPS MARKED DO NOT MEAN THAT
ALL MAJORS IN A FIELD OR ALL OCCUPATIONS
IN A GROUP ARE RELATED.

-
«

~ FIELDS
- OF <
- sTUDY

0190 AGRICULTURE

__VVFIhE-'LDS -
OF o
STUDY |

0100 AGRICULTURE

05.03 Engineering Techriology

07.04_Adminisirative Detail

x| 08.01 Sales Technology
10.02 Nursing & Therapy Services

14.01 Mahemﬂes&smnstks
- I%] 41.02 Education & Library Services
Ix[x»] 44.03 Social Resedwch .

11.41 Business Management

05.09 Engineering ‘
05.02 Managerial Work: Mechanical
41.08 Communications
441.12 Contfracts and Clalms
42.01 Sporis . '

k

44.09 Promotion

x| 14.10 Reguiations Enforcement .

02.01 Physical Sciences
40.01 Social Services:

041.04 Performing Arts: Music
01.053 Performing Arts: Dance -
x| 02.02 Life Sciences

01.03 Peiforming Arfs: Drama

11.04 Law . . R
x| 44.05 Business Adminisiration

02.03 Medical Sciences. -
- 02.04 Laboratory Sciences
-|»%] 11.08 Finonce

x| 03.01 Managerial Work: Nature
1%| 04.09 Sofety & Law Enforcement

04.04 therory Arts
" 04.02 Visual Arts :

x| 44.07:Services Administration

0200 ARCHITECTURE X X X . 0200 ARCHITECTURE
0300 AREA STUDIES - I x x 0300 AREA STUDIES :
0400 BIOLOGICAL SCIENCES o : X xR X X 1.0400 BIOLOGICAL SCIENCES
0500 BUSINESS & MANAGEMENT . ' X |x|x|™ X x| x x x[x!x|x 0800 BUSINESS & MANAGEMENT
0600 COMMUNICATIONS e xix|x)” X x X|Xx X 0600 COMMUNICATIONS -
0700 OOMPUTER&INFORMATION SCIENCES ) X x| X : N 0700 COMPUTER & INFORMATION SCIENCES
0800 EDUCATION _ , x| x| T x x| |x x[x| [+ [x{ [ 1] x| 0809 EDUCATION -
0900 ENGINEERING ' x|x| xlc] [x|x|% x X ' " | -0908 ENGINEERING
. 4000 FINE & APPLIED ARTS . x|x]|x|[x|x : x| (|7 |x| [x ‘ 4000 FINE & APPLIED ARTS .
4100 ‘' FOREIGN LANGUAGES - : ) ' ) X : X 41100 FOREIGN LANGUAGES
4200 HEALTH PROFESSIONS . . ) ] X|X|x 1 X | X X x| - “1-4200 HEALTH PROFESSIONS
- 4300 HOME ECONOMICS - X : X X X X x| x 1300 HOMEEOONOMOCS

~ | 1400 LAW . \ - . X 1. 1400 LAW
4800 LETTERS = x| |x| |, : = -1 Ix|x x| : 41800 LETTERS :
41600 UWSGENCE | | L x X .1600 LIBRARY SCIENCE
1700 MATHEMATICS : 1 X 11 x 11 : T 4700 MATHEMANCS -

\ - 1800 MILITARY SCIENCES s ’ i . = |x ) ‘| | 18000 MRITARY SCIENCES

4900 PHYSICAL SCIENCES ) x[x]| bx X . : X : 41900 PHYSICAL SCIENCES

_‘ 2000 PSYCHOLOGY ' . ' . ol - 11 Ix x{ | |- i 2000 PSYCHOLOGY ' ’

€l 21&HN.ICAFFNRS&SERWCES _ x| [x]| |x] |x x| |x| Ix xx)_(.x' 21MP\H.ICAFFM!SlSERVﬁS




v&CH%Q%gX%JECT P |
ORKER GROU ¢ $ 3 §
’ - \59 § ' SZ s& o; §
CHART £ fof fod Y
: ; : of - = LIt i 1=l
* DIRECTIONS sl |8 2| |12 sl e 5
- ol ol®i” >§EEE§’ S < @ %> T
1 To dantty the Worker Tran Groups related o subjects you preter - % ] 2 N i )2 % 8 Sé 2l 1€]¢ S 4 2
fallow the rews of your chosen subjects acress the chart The cades A als g . olZ| e e g =1 E 8 % c © 9 g g = 3 k]
— ot B agpear in the coiumns of the ‘Worer Trait Graups related to the 5loln 8 g E x g g o ] ‘g x 5 g >..g . 3 73 2| Y E == ;
susects <[S|Siy HPEE HEE S §8'>§’9§0‘e§8580815
2l I5slslE e 58%;a§%'§;5g_ggggz%g)gggzigg
2 fo wentify the subjects rlated 1o the Worker Trait Groups which < [ZEISIEIR| ) o @\ clolstclof =izl S EImI5IO Slz|=|&l5|sle| 8|2l
Jterwst you. fotiow the celumns of your Chosen Worker Trant Groups >|<|E|E E g S BBl ZT 1S ‘;‘? 3188 = LlE 2| ETiE S B
down the chart The codes A of B appear n the fows of the subjects © gQQchw EW%E glolelels E'ESE-S=SE°§E'QE 3|3 :’E
telated to the Worker Trart Groups. ' ggsaagggggwmms-egagg’m g,‘!gg‘ggm=33§§§g
%’.’.."‘.‘!."L;.‘.ZL"Z'.:‘:"““"““’"“‘"“"'”" . _J>u.u.u.:—<§u._JE_J§(9<uJwwwim&owO..:Eﬁu.’mn.u.u.m
s3izlslsgslelsleielzl s lela Elie B e B B IR I L IS Bl
SCHOOL SUBJECTS b e e e P ) B ) B R SR S S S S R e St
1 Language Skills . A 8
2 Literaturé <] :
Language ¥ 3 Composttion ] A D
4 Spearh B8
5 Foreign Languages
. | 6. Basc Math Skills B B8 B EEEEEE B[B{B
© Math “f 7 Algebra ! Geometry B B B . Al (8] | . B
N 8 Advanced Math 818]B[B Al 188
9 Biological Sciences AlA[B]B i
1 . 10 Chemistiy B|BIB|A] 3 A
Q Science 11 Physics Al _B|B Al (8|8
b 12 Earth ! Space Sciences A
3 13 History ] o
L - 14 Government .
6 SocplStudues 15 Sociotogy - - 18
o 16 Geography - . B8 1. B
Heolth and 17 Health : . 8|8
Physicol Educonon B18 Physical Education ] B8 B8 8i8
19 Studio Artsand Crafts A 8 ) :
At J20 Drama A
' 21 Music : A
22 Manufacturing : j B8 Bl - B[8[8]- {8 EREEEEE
- e T 23 Product Services ) B|B B B| |B
R Industrial 24 Transportation B| |B|B|B 8 BB
Arts 25 Construction gl |8| (8 8
26 Communications ) : B8 BiB|B B Bl [B
27 Energy ! Power Systems - 8 Bi8 gl {B]B|B
28 Consumer and Homemaking i 8 8 B]- 8| |BIB 8
. Home 29 ChuidCare :
£conomics 30 Food Management : . A A
31 Clothing. Texliles, Home Furnishings . A A . Al A
. 32 Instilutional & Home Management . . A
33 Agricultural Production & B . A AlAAIA
Agriculture 34 Agricultural Services . : . AlAl (A
- f35 Mechanics A A
Dismbu!ive g? g:?vizlsMerchandnsmg&Markelmg : A
Education 38 Finances
-1 Wealth 39 Medical-Dental Technology A A
; P 40 NursingCare
z 41 Accounling )
Q - office * 42 General Clerical | A A
"E ce 43 ‘Secretanal & Typing .
44 Data Processing i
: 8 B 25 «r Conditioning & Refrigeration A
> 26 Appliance Reparir / Small Engine Reparr R , A A
27 Automotive Services and Diesel . . A A
78 Commercial Art/ Photography / Graphic Art A A A A
49 Constructionand Maintenance - B A Al (A
Technical and 50 Drafting . A
Industrial 51 Electrnical / Electronic , ] . AlA A A
52 Metalworking " A A AlAIAIA
53 Personal Services
54 Quantity Food A Al Al A
55 Textiie / Leather / Upholstering A AlAIAIA
56 Woodworking A A A

QO 118
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“SCHOOL SUBJECT-
WORKER TRAIT GROUP
— CHART

07 02 Mathematical Detaj
07.03 Financial Detail

07.06 CterscalMachine Operation/

07.07 Clerical Handling

08.03 Vending

/

09.02 Barbering and Beauty S¢rvices

09.03 Pagsenger Services

09.04 Customer Services /

/

09.05 Attendant Services /
10.02 Nursing and Therapy Sarvices
10.03 Childand AdultCate™ -

11.01 Mathematics and Statistics

/

11.07 . Services Adminigtration

;

11.06 Fjnance

.12 Contractsand Claims

12.01 Sports/

12.02° Physical Feats

1

COOE OEEINIYIONS-
a

Cede A. The.subject and the Worker Trait Group are dlrectly related The
content, knowledge, and skills taughl in (he subject are sssen-

tial to workers In {he group of occupations.

Cede 8. The subject and the Worker Teait Group are indirectly relsted ~
' The knowledge and skitls taught in the subjuct are heipful to

workers in this group of occupations.

~

SCHOOL SUBJECTS

mf 07.01 Adminsirative Detall

P 07.04_information Processing Speaking/

m 08 01 Sales Technologys .
mJ 0802 General Sales

m J09.01 Hospitality Services

m J 10.01 Sociai Services

ME11.04 taw

m] 11.05 Business Administration

mf11.09 Promotior

mJ11.10 Regulatidns Enforcement
m J 11.11 Business Management

" 1 Language Skitls

®f07 05 Information ProcessingRecordd

2 Literature

m] JmJ11.03 SocialResearch

3

». [»)11.08 Communications

3 Composition

Language

(o

4 Speech

5 Foreign Languages

KD

6 Basic Malh SKills

7 Algebra / Geomelry

8 Advanced Math

Math

9 Biological Sciences -

10 Chemistry

Science

11 Physics

12 Earth /Space Sciences

13 History.

»pI»[»p»pnm][e»»]»»] 11.02 Edacatonatand Lbrary Services

14 Government

el leedley |

15 . Sociology

Social Studties

16 Geography

17 Health

Health and.

18 Physical Education

- JINIAVYOY

Prysicol Education)

A
19_Sludio Afls and Graits

20 Drama

Art

21 Music

22 Manufacturing

o

23 ProductServices

[ 24 Transportation

Industrial .

25 Construction

Aris

26 Communications

27 Energy / PowerSystems

28 Consumer and Homemaking

29 ChildCare

Home

30 FoodManagement

31 Clothing, Textiles, Home Futnishings

Economics

32 Institutional & Home Management

33 Agricultural Production

34_Agricultural Services

Agriculture

35 Mechanics

36 General Merchandising & Markeung

37 Services

Distributive

38 Finances

Education

39 Medical-Dental Technology

.’FP

40 Nuvsmg Care

Health

4 ccounting

»|»]

42 General Clerical

»|»|

43 Secretarial & Typing

Office

44 Data Processing

a5 | AuCond"lomniaHeﬁlqevatlon

46 Appliance Repair / Small Engine Repair

47 Automotive Services and Diesei

48 Commercial Art/Photography / Graphic Art

49 Construction and Maintenance

50 Drafting

Technical and

51 Electrical / Electronic

52 Metalworking . .

Industrial

53 Personal Services

54 QuantityFood °©

55 Textile / Leather / Upholistering

Lt e It dt h Jt 2t i) )))))ﬁi')))))))))#)))‘)))))))))

56 Woodworking

TYNOILYIOA

Q
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. Directions: Record the | : : SR B 1 . [
Level Number Here . . . ) :
] P Aptitude Code _ ° G v N s ' P | @ K F M | E c
| ' Name ‘ o )
_________________ . _ Cut along the dotted line when told in Step 3 of the activity, — — — — — — — —— —— —— ——————
APTITUDE SELF:ESTIMATE RECORD N L

-

Directions: Refer to the aptitudes information in Step 2 of Activity E,
Unit I1. In the box below, each aptitude is listed. Place an “X” in the col-
umn indicating the level at which you rate yourself for each aptitude. ..

Compare yourself with the general working population. Read the ap-
titude descriptions and clues related to each level in your workbook.

such a case, again use your highest self-estimate. Be as.accurate as
you can. An-accurate record will help you in your career exploration.
~ After you have estimated your level for each aptitude, write those
LEVEL NUMBERS in the proper boxes along the edge of the paper

_above. You will relate your aptitude self-estimates to Worker Trait

Select the level that represents your HIGHEST self-estimate. Some Group aptitudes in Step 3 of the activity.

~items in the lower-level examples may describe traits you possess. In

-

Middle Third
33% |-
Level 3

P _
Highest Third
23% g 10%
Level 2 Level 1

" Lowest Third
10% 23% .
‘Level 5 ‘Level 4

~ APTITUDES

- - : General
Verbal
Numerical .
- ~ |spatial -

: Form Perception’
" {Clerical Perception .
Motor Coordination
Finger Dexterity
Manual Dexterity -
Eye-Hand-Foot Coordination
Color Disérimination

olm|Z|n|xo|v|n|z|<(®

———— 128




El{lc 124

Q

The Aptltudes Index is to be used with a strip of paper from the Ap-

‘titude Self-Estimate Record found on page 120 of this workbook. Be
~ sure you record the number for the level of your self-estimate for each
aptitude in the boxes along the top edge of the strip of paper.

» To compare your aptitude estimates with the aptltudes of each -
Worker Trait Group, align the appropriate boxes on the strip of paper

- ~AP1’ITUDES INDEX : , G

Y

the page, stop at each Worker Tralt Group, and compare your
estimates with the aptitude levels listed. Compare only those of your
aptitudes that match up with the’ aptitudes listed for each Worker Trait
Group. When your self-estimates are equal to or exceed the level of ap-
titude given for each Worker Trait Group, draw a circle around the code
number for the Worker Trait Group (e.g., 01.01). Remember: for your

“scores to exceed the level of the Worker Trait Group, the number must

with the aptitude columns on the chart. Slide the strip of paper down  be lower (Level 1 — high, to LeveI 5— Iow) o
. Worker Trait Group . : Key Aptitudes by Level

No. . Title | @ v ' N s P a | kK F M E c
01.01 Literary Arts 1-2 1.2

01.02 |[: Visual Arts 2:3 2 2 23 123 2:3 y 42
01.03 | Performing Arts: Drama 2 2 - : :

01.94 | Performing Arts: Music 1-2-3 1-2-3 23 2.3 2 2 . 2 1.2

01.05 | Performing Arts: Dance 23 - 2-3 2:3 1.2
01.06. | Technical Arts | 3 2:3 23 | . 3 2:3 3 3
01.07 | Amusement 3. 3 e ‘ . . ‘
01.08 | Modeling ‘ 34 3-4 34 | [
02.01 | Physical Sciences R R e s D L Y- 3 3 o 3
0202 |. Life Sciences 1 1-2 12 | 123 | 123 A 23 3 3 |
02.03 | Medical Sciences . - 1 12 |12 1-2 1-2 23 1-2 3
.02.04 | “Laboratory Technology 23 i 2:3 3 23 34 3 3 3 3

¢ 03.01 | Managerial Work: Nature 23 "3 3 34 34 )

03.02 | General Supervision: Nature 3 | .3 | 3 3 3 [
0303 | Animal Training and Care 3-4 3.4 34 3.4 34 3 34
03.04 Elementary Work; Nature 34 . 34 4 3
04,01 | Safety and Law Enforcement 23 2-3 34 3
04.02 | Security Services 3 3 34 4 | 34 | 34
0501 | Engineering. 1-2 12 | 12 2 23 |
0502 | Managerial Work: Mechanical 2 2 .| 23 23 3 3
05.03 | Engineering Technology 2.3 2.3 2-3 2-3 3 23 2-3 3

" 05.04 | Air and Water Vehicle Operation 2 23 | 23 2 23 | 8. 3 34 3 3

05.05 | Craft Technology - : 3 3 2-3 - 2:3 .3 3 2-3

05.06 | Systems Operation 3 3 3 34 - 34 | 34 " 3.4

05.07 | Quality Control 3 34 3 3 3-4 ‘

« | 0508 | Land Vehicle Operation 3 ' 3 3 3 3 4

05.09 | Materials Control 3 3 3 3 - 34

0510 | Skitled Hand and Machine Work ' . 34 3 3 3 34 3

13’«)




APTITUDES INDEX (cont) ™
Worker Trait Group 3 . Key Aptitudes by Level oo
No. | . Title - @ v N | S | P Q K F M E |- C
05.11 | Equipment Operation : 3 3 g 3 : 3 34
05.12 | Elemental Work: Mechanical : .| 34 34 34 3.
1 08.01 | Production Technology 3 {1 3 3 3 * 3 3 3 .
08.02 | Production Work 3 1 34 34 | "3 34 34 3
08.03 | Production Control 3 _ 34 3 34 | 34 3 r
08.04 | Elemental Work: Industrial _ ' v .4 34 34 34 | 3
07.01 | Administrative.Detail : 2-3 2-3 3 .23 )
1.07.02 | Mathematical Detail : 3 3 3 T 23
07.03 | Financial Detail 3 3 3 . 3 . 34 .
07.04 | Information Processing —Speaking)| 3 3 . 34 : 23 34
07.05 | Information Processing —Records| 3 3 34 . 23 34
07.06 | Clerical Machine Operation . 3 . , 23 | 23 3 34
07.07 | Clerical Handling . 34 34 . 3 34 | 34
08.01 | Sales Technology . .| 23 23 23 3 3 ’ .
08.02 | General Sales 3 3 3 | 3
'08.03 | Vending 4 4 34 | 34 34
00.01 | Hospitality Services 3 3 | N ’ 34
00.02 | Barbering and Beauty Services 3 3 3 23 2 3 3 3
00.03 | Passenger Services ‘ 3 . 34 3 ' A 3 3 3
00.04 | Customer Services - 34 34 34 34 - 34 4 34
00.05 | Attendant Services 34 34 : . ) 4 34
10.01 | Social Services , 12 |- 12 3
10.02 | Nursing and Therapy Services 2 23 2-3 3 3 34 34 3 - 3 ) 34
10.03 | Child and Aduit Care _ 3 3 ' " 34 | 34 34 { 3
11.01 | Mathematics and Statistics 12 12 | 12 2 2
11.02 | Educationat and Library Services | 1-2 12 | 3 | 23
11.03 | Social Research 1-2 1-2 23 24
11.04 | Law . . 12 1 13 3
11.05 | Business Administration 2 2 2-3 3
. 1108 | Finance - = . ]2 2 2 2:3
11.07 | Services Administration . 2 2 3 ]
11.08 | Communications 12 1 3 3
11.09 | Promotion  ~ * . 2 2 2:3 34
11.10 | Regulations Enforcement 2.3 23 3 3.4 34 3
11.11 | Business Management 2-3 23 3 34 3
11.12 | Contracts and Claims 2 2 3 3
12.01 | Sports ’ 3 34 34 34 34 2 2 2 1
12.02 | Physical Feats 3 2 3

23 23 2-3 1-2




OCCUPATIONAL INFORMATION SUMMARY
(ACTIVITY L, UNITHI) -

Title of Occupitlon WTG#

Directions: As you read the information about an occupation, write down a summary of the important
points related to the following categories. You may need more than one source to find all the information.

" . Source/Reference

Specific Work
Performed

Specific Skills
Required

Work Setting

Employment
Outlook

Advancement
Opportunities

Education, ' : ‘ : ‘ .
. Training and ' N -
Entry ~

- Other Personal
Qualifications

Rewards




OCCUPATIONAL INFORMATION SUMMARY
o (ACTIVITY L, UNIT 1I) !

Title of Occupation . / ' WTGH

Directions: As you read the information about an occupation, write down a summary of the impoftant
points related to the following categories. You may need more than one source to find all the information.

Souicblehhncd

Specific Work
Performed

Specitic Skills
Required

. Work Setting

Ehploym.nt
Outlook

Advancement
- Opportunities

Education,
Training and
Entry

Other Personal
Qualitications

Rewards

a
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POSITIVE
| o S ' “What | am” -
(List the specific factors you prefer and want to include in your career.)

Work Actlvltlos
- Work Situations
Aptitudes

‘School Subjects ' : | ‘ _ .

2

Physical Demands . | , B

Working Conditlons

Worker Functions (State the level of Data-PéopIe-Thlngs yoh prefer most.) .

' ° | v‘\ ‘ R

E

-

A}

General Educational D@nlopmom (State the. I_eve.l you think you can and want to achleQe.)

- ‘

Preparation and Tralning (State the amount of time you are willing to spend in training.)

3

Career Values (State the values that must be met by your cai'eer.)




- - NEGATIVE. =~
“What l am not”
(Llst the specific«tactors you dislike and want to avoid in your career )-'

[ . . . : L s

Work Activities

]

Work Situations
Aptitudes

School Subjects -

=

' Physical Demands * o | L !

2

Working Conditions R T

- i _ I
Worker Functions (State the levels of Data-People-Things you want to a\/féid.)
a . . L ) /
Gononl Educational Development (State the IeveIs you want to avold‘or do not think
: youcanachleve) . . ;, o o

.- o - ) L ) /, ) A &
Preparation and Training (State the amount of time you dq-not w;i"nt to exceed In tra'inln{;.) _

P

Career Vaiues (State the values that are not important to you,)

-~
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13 J , WORKER TRAIT GROUP CHART #1
(REFER TO UNIT II)
: _ Column 1 | Column2 | Column 3 Columnd Column § Column 6
- Areas and Worker Trait Groups | Career | Work Work Aptltudos_' " Subject Areas |- - Further
- . interests | Activities Situations + - S+ - Exploration| -
01: ARTISTIC ' Activity B) | (Activity C) | (Activity D) (Activity E) ! (Activity F) ' (Activity G) | -
- .|01.01 Literary Arts 7 1568 34579 ’ ' -
01.02 Visual Arts C © . ]e8 3,4,7,9
101.03 Performing Arts: Drama : 5,6,8 | 3,479
01.04 Performing Arts: Music , ' 1568 3,4,7,9
1101.05 Performing Arts: Dance 15,68 1 3,479
01.06 Technical Arts , - 1,910 7,8,10
01.07 Amusement " o 26 4579
01.08 Modeling . . 36 - 1 49
'02: SCIENTIFIC ’ .
02.01 Physical Sciences 1, 1,6,7,8 78
'102.02 Life Sciences - o - |1678 - |78 |
{0203 Medical Sciences — 145,7. 4,7,8,10 ' , ~ o
02.04 Laboratory Technology e : 1,7,9. ‘| 8,10 ‘ o o
" 03: NATURE e o B
03.01 Managerial Work: Nature 1,2,7,9,10 1,3,4,7,8
03.02 General Supervision: Nature 5,9 1,3,478°
03.03 Animal Training & Care ) 346 1478
03.04 Elemental Work: Nature . 1,39 1,2 -
04: AUTHORITY | R . N
04.01 Safety & Law Enforcement i 25,6 1,3,46,7° .
04.02 Security Services . - - 23,6 4,6,7 , N
"1 05: MECHANICAL' R - , j ’
05.01 Engineering ' : 1,26,789 | 1,478 : ~
05,.02 Managerial Work: Mechanical 256,79 | 1,34,78 o
0503 Engineering Technology _ 11,79 7,8,10 .
05'.‘04 Air & Water Vehicle Operation— |- — =~ {459 - 1-3,4,6;7,6,10 |- :
05.05 Craft Technology . 11,910 1,7,8,10 v
05.06.Systems Operation L . 11,9 1 1,3,8,10
~{05.07 Quality Control S . 139 | 78,10
105.08 Land Vehicle Operation ~ |-~ 1,3,9 | 8 '
-105.09 Materials Control . - 1,2,3,9 48,10
05.10 Skilled Hand & Machine Work ] 1,39,10 | 8410
05.11 Equipment Operation ; ~1139 - 8,10
. [05.12 Elemental Work: Mechanical . 11,39 8,10
06: INDUSTRIAL -
06.01 Production Technology ' 1,9,10 3,4,8,10
106.02 Production Work g : 1,3,9,10 2,3,4,8,10 B
06.03 Production Control - - o, 1,39,10 - | 2,8,10 :
~3- ) Elemental Work: Industrial . |-~ 113910 | 210
ERIC o7: BUSINESS DETAIL | | B _ . |
“1az.01 Administrative Detail - {258 - 1478 . | o 1




nancial Deta - - 1 Lee

. [07.04 information Processing: Speakin 12369 ’ e
~ |07.05 Information Processing: Records 12,36
' {07.08 Clerical Machine Operation . 1,39
- 107.07 Clerical Handling ! - 1,3
- | 08: PERSUASIVE . I
. |08.01 Sales Technology ’ . |2587 4578 . -
- .108.02 General Sales : - 26 . | 4578 . | ; . < B
t 08.03 Vending - ; . : 2,3 45 ' ' ‘
. | 097 ACCOMMODATING R
09.01 Hospitality Services : : 256 1,3,4,7
] 09.02 Barbering & Beauty Services o 28,9 - 1,4,7,8,10
* 109.03 Passenger Services ' : 2,39 478
'* 109.04 Customer Services ‘ 1,2,3 | 4 . ,
. |09.05 Attendant Services : 2.3 4 ' :
l 10: HUMANITARIAN e - ' .
: - 110.01 Social Services - 4568 | 1,347 - .
- 170.02 Nursing & Therapy Services® ' 46,7 1,47,8,10
10.03 Child & Adult Care 234 1,4,7,8,10
: 11: SOCIAL/BUSINESS K
* 191.01 Mathematics & Statistics . 6,7,9 3,7,8 -
11.02 Educational & Library Services , 24,56 1,347 )
11.03 Social Research ' 6,7,8 . 1,478
11.04 Law , 2,5,6,8 1,4,57,8
11.05 Business Administration 256 - 13,478
11.06 Finance ’ - 125679 | 4,78
. [11.07 Services Administration -~ ' 2,456 1,3,4,7 ‘
11.08 Communication ' 2,56 134,78 :
11.09 Promotion ‘ ' ‘ 2,56 1,3,4,5,7
11.10 Regulations Enforcement . 2,6 1,3,4,7,8
11.11 Business Management 25 1,3,4,7,8
11.12 Contracts & Ciaims 2,56 1,34,7,8
12: PHYSICAL PERFORMING '
12.01 Sports o . 5" 456,7,8
12:02 Physical Feats |59 - 6,7




WORKER TRAIT GROUP CHART #2
(ACTIVITY H, UNIT 1I)

. Column 1- Column 2 | Column 3 | Column 4| Column5 | Column 6| Column7 | Column 8| Column 9 | Column 10
' ' ' - ‘ " General
' Worker Preparation : . '| Education- :
Worker Trait Group Number| Work Require- Clues and Physical-| Working | Worker | al Develop-| Further
and Title Performed ments -Training | Demands Conditions| Functions ment | Exploration
+,-,? +,-,? +,=-,? +,=?2 | +,=-? T ,=,? +,-,? +,-,?

—

144




WORKER TRAIT GROUP CHART #3 |
(ACTIVITIES K & L, UNIT II)

Column 1 Column 2 Column 3 Column 4 Column5 | Column6 | Column?7 Column 8
WTG # OCCUPATIONS ' OCCUPATIONAL
- ) ‘ PREFERENCES
v
i 4%
ff
!
/

o
b
&




