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This handbook is deslgnethaprovldea -

framework far-adult educators and- counselors

Interested in plannlng a career guidance program
for adults. It is based on experience gained during
a two-year period in which a comprehensive * -
community-based career guidance program for

adults was developed and implemented in -

* " Tallahassee; Florida. The services offered, free of _

charge to any adult who wished fo participate;
included ihdividual career counseling and group
workshops that focused on teaching joh~b unting
techniques, -

— :'[lle};gdbook contains pracﬂcal information '
on;administrative concerns such as assessing the

needs of the community; evaluating the local job *

market, establishing service sites, hiring-and
training personnel get'ing publicity; collecting
statistics; gvaluating programs and developing a
reallsﬂciimetable

I Astep:by-step outline tsalso inc!uded 10 help

program staff develop their o own career decision-

used oF resources: for developing %
materials are provided. Emphasis-is placed on -

fobtalning materials withoiit spending large sums. ol

|
=

o ou wil also find guidelines for

services offered in response to needs
and to ongoing program evaluation: services to
individuals conmunlty-wide workshops; and
career -

1. S‘ervro’as to indlvlduals The handbook explains

EQ;: ’

'HANDBOOK OVERVIEW

1

" offerings, and the social sewices offered is in-

. the miodel i workshop groups. .~ . .

«discussed in the sections on workshops and

#t-would be impossible to provide pertinent data

~ guidance programs for adults

hw to use 1he step-by step ‘career dedsion-making

= P R

model in worlgngiwith individuals: .. __

2. Community-widé worksnops. Workshop
materials in the handbook include publicity -
strategies; samples of advertisements and public
service-announcenients, workshop objectives; -
suggestions for settings, detailed formats, and lists

of mater :and:esou!cesneedéd to implement

) I

3. Career tapes. Sample scripts are provjded
which can bé used to write a series of s¢ripts
suitable to another district. - -

Information is fiot inclided on two recom-

" mended offerings: special workshops and in- - i ,l, ’

formation/referral services. The ways in_which

special workshops are used in the program are °

publicity. Since an. information/referral service will
vary in content from community-to community; - -
‘depending on the resourcés and agencies available,

here: For this service, the. localcounselorsi

dispeissable-in planning and publicity.
‘Throughout the handbook, all recom--- -

mendations reflect our own experiences, although

we are aware that every_community has a unique.

population with its own particular needsand”
ressurces_ It is hoped that this handbook will ~ _
generate new ideas and facilitate more efféctive %i

[ X




~ THE CAREER GUIDANCEAND - °
- "SKILLS PROGRAM . .. . -

o

o

The Career Guidarice and Skills Program n
Tallahassee, Florida, was established to provide
free career counseling and training in_job-hunting

\. techniques to_adults in the community. The -

\program wascreated in response to the-needs of ,
growing numbers of adults facing a varlety of _ ____

adulthocihis a time of growth arid change,”
Designed to teagh'the skilis needed during career

transitions, the program-niot only made accessible

- occupational and-educational information, it also

gave_persons seeking such informatici an op-
portinity to leam more about their interests, -

" Program was the sole agency in Tallahassee of-

fering free career counseling to anyone over 16.

years of age, regardless of income, employment - .
status. or educational background. It was also the

only program that was commiunity-based, in that
facilties were lotated throughout the community;
the staff was mobilg; the materials were portable;

 and the hours were flexible. In addition; no other -
« agency offered a range of individual and group
services that cornpared to this program'’s offerings. '

LT T j:: - - --_ -
PROGRAM _DESIGN L
" To meet the needs of a large and diverse
comfunity while operating with a small staff and

limited resources; the program utilized the

x{ransitions and the increasing awareness that

- valués, and gkills. The Career Guidance and Skills

following procedral design: -, ————— ... _* - :
»1. ‘Adopted a step-by-step career dessi '
model to use with individuals and ‘grodps.
2. -_Developed and acquired as.many resources as-
_possible for each step; matching resources to
particular client groups whenever possible, - -

- 3. Provided direct services to the general public.
'3, - Serveg as a resource to local agencies charged
with meeting the needs of special groups. Such:~"°

- agencles included those offering programs for

" displaced homemakers or_handicapped persons;
various CETA sponsors; groups of welfare mothers
jn_the Work Incentive Program, tenant-associ-

" ations; halfway houses, foster grandparent pro- - . _
grams, and so on. Services to these”agencies . ‘
ranged from consultation to workshop presenta- .
tions. . - . : : .

PLAN

. Locating the facility at an accessible public place, .,

o

cet degision-making

' ’; . .

SERVICE DELIVERY

. Guided by experimentation and client input; -
the following service delivery plan was formulated:
1. .Created a centrally located facility to ;house
both administrative and cotinseling flinctions. 2 -

siich as a library, was found to be preferable.to - *
locating the center on the campus ofan = - ‘
educational institution: e

2

10
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2 Established satelllte- or minLcenters through :
out the community. The number of these centers
and the goals of each: “would depend 1 upon pro- -
gram resources as well as community resodrces for.

- . adults with special needs.-

When the Gareefﬁutdance and $dlls H'ogram

initiated its serviges; administrative ofﬁces were

separate from counseling services. There was-no

central- counse[ing ffacility-and the program was _
~ housed wherever gpunselors Were operating at a-

© Zglven time. This Split of administratie offices and

~ actual services. Waslnefﬁcignt“ﬁa awkward, and -

became more so asthagg%gn; -grew. Th Jlack of
a central facility also prese

made; coordinating and. conaucting pnbllci{y -

campaigns for threé separate mini-centers more

difficult to accomplish without confusing the puBllc .

- Once a gentral facility to house both direc

services and administrative functions was %

established, the part-time gounsélors, who i‘?eroﬁ .-

called career planning consuitants, wor, ed out of
the-main office in shifts; covering 28 mapy dagtime
and evenfhg hours as possible. Each co: 7ultaniﬁ
also-was responsible for staffing a minj-center.
location of which changed duiring the cour
- program, *This allowed the programto provi

continyous.service, to collect and have avails

greater resources, and to centralize all publicl 7
efforts. } '

SERVICES GFFERED

\
\

ecause it — - —— ——

L/\-"

B
P

o e

[

|

ffffff lnie;ponse to needs expressed by agency staff\ "

members, educators, representatives of the . & - -

EuSiness community, and, most importantly,

program participants, the following services were

% oped or produced:” - -
- Individual career counseling sessions anﬂ
traintng in {ob-hunttng techniques at several

locaﬂons

2. ﬁommuntty -wide Workshops on leaming job- -

hunting techniques and, making career choices.

3. Workshops co-sponsored‘wtth other com- >

munlty agencies. . -
a. Forg groups with spectal needs.
b.-- On a special topic, siich as time
‘ ~ management.or women in the skllled trades

. 4. Information and referrals. .. -

a. “Local education and tralning oppoﬁuntﬂes
b. Local'social service agencles; inciuding
;. ‘'those that provide legal services.  ~. _
’s.. -Career tapes, a series of cgntlnuous-:eél tapes
covering topics in the following categories: Ap-

plying fo? a Job and Marketing Yourself, Em-

- ployment Resources, Occupational Information,

Educational Opportunities, Financing Your
Education. These tapes wi p
" library, to be played over the telephone upon
requat

housed at thapubllc k
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A needs assessment can be formal or in
.on a large or small scale; but whatever the size-and
shape; it is-an integral part of planning, develop-

ing, implerhenting, and evaluating a career guid-

asspssment can be usefu] in the followihg ways. .. . y su
*... mupities. Questions. p?aining to career guidance

. ASS

.ance program. Besides providing a means for es-

tablishing program goals and objectives, a needs -

. 1., Key community people contacted during the,
needs assessnient process
on your advisory counell, - ;o
_ 2. Agencies and institufjons contacted may later ;.

be able to provide interns

ate considering using a
' iresources, - -
. 3.- It is the first step-in cre2
of local agencieg serving the \n
‘solicit input at the outsef frolr
« gooperation will be en
~ include networking a5’
1 campaign, you Will hdve laid the

school ,gpérdlnatqri}hdultfﬁﬁ’"eu :

and coordinators, direttors cf social s

agencies, and representatives from th
community (personnel managers-from
area’s largest employers) \were interviewgd to -
* determine the services thit were being

the community. Schocl

'"-N 6fstifﬂhg ; ~ -
% s

be encouragey
part of y

SESSING THE NEEDS OF
THE COMMUNITY -~ .

- . .7.‘ E | .

adul_es'anthese:vlces that were still hieeded.
" - Shortly after the program was initiated; - -
* another needs assessment was coiducted. This

|
ormal,

one in conjunction with community school

o ges at indwidual sites. This assessment was
coordinators, wha regularly survey their com-
“and career informatiort Were added to their -
standard questionnaires on services desired. The -
questionnaires were then malled to local residents.
‘In riral areas, dur counselors accompanied _

may be willing to serve

and volunteers, if yoy

communtty school staff on-door-t-door surveys..

hting an active fretwork * |

. ngnmaldng,contactsin your communitg; it
K ork is help sorvii
needs of adults. If you

| to find  out whether other groups

zdults plan to conduict a needs assessmerit. If it is

other agencies, possible to combine resources on this task, you

. In addition, if you .  may savé moriey and at the same.time ensure

our publicity - - .. cooperative planning tg serve e needs of addits.

. The procedures to lollow in corductinga- -
- needs assessment should conform to the following:
"’—“‘.T_gtﬂdguﬂe& - . Ve e 7\:«‘ .

sin "1 jdentify bjectives, activities, and resotirces of

exlsﬁt, g programs. - ., - o ?

2. *Contact representatives from all groups who

. could logically be invelved. . - = | .
3. Get input from the people you

t Input from plan to'serve:

. —_Once you hav have astablished what other

| programs are accompiishing to meet the career

- assessment provided information needed to modify

.
-

4
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" guidance needs. oiaduits (current status) and T et . ) _ -

~ - determined what both professicnals and poteqtial B . o

VI

‘clients would like accomplished (desxred outcome, , . S
you have defined a need. - . I ) . :

--For further assistance in assessing needs, : R . O

e writing specific ¢ oals, designing measurable . -~ . ;o

' wish.to Consult’ Developing ; B '~

L. Cornptehenszue (‘ areer: Guidance Programs, a D e ' .- ; ‘t

\

\

series of modules developed at the: American - R , - 7

Institutes for Resgarcﬁ threugh support of the. \( )
. United States Office:of-Education; Department of g : : B
Health, Education, and Welfare, under Part C of o o - d
.the. Vocatlonal Education Act of:1963. The _ ' x : ]
i " mclules relevant to this topic.are: Assessing : ’ '

. - “

 Desired Outcome, Assessing Current Status, and ~ * ) -

o haliinaiined Iy
L)

'EstaBlishmg Program Goals.. .. ... SN s

e e T 3 ®

The following national networks. may a]so : T - - .

provnde uséful resources: on Dlanning a career . ;.
gmdance program for adults: - )

Career Planning ‘and Adult Deuefopment Nétwork

= - * 1190 South Bascom Avenue, ‘Suite 214 o . : ,

¥ |- -San Jose; Galifornia 95128. .. __ _ .. -
Each nétwork member receives amg‘{hly - -

-

* hewsletter -containing: ‘feature articles; book reviews; . e R

-*and inaterials, as well as information on curent : ' i : s S

A ptngcgs. conventions and meetings, workshops : N o ' .

- _ arid.clagses, employment, and network. -contacts. . , e : .

Mrship and subscription are $10.00 per year. S A ~ ]
National Center for Educational Brokering . : " s S s : ‘
1211 Connecticut Avenue NW, Suite 310 A . . - ,
Washingtoi, DC 20036 - S~ : s o : ‘ 5
Adult Career 1 ducation Counsdmgiand Guldancel ' ) . e

- Literature rtesource. ... ___ 7 ;

; Northwest Regional Educational l:aboratory Ny . ,
710-Second Avenue - - _ . L -
Portland, Oregon 97204 e . _ -




Speciﬁc information on the state and local job

. market and major employers is essential to a - -
comprehensive carecr guidance program for adults
- Information of this sort is a necessary addition to

" national occupational foregasts, such as the Oc-

cupational Outlook Handbook. General forecasts |

B )

- -are-usually not relevant to specific communities -
and to adults with complex ?esponsrbilities and
limited mobility.”- " -

' - The Florida Department of Labor and Em- ,
ployment Secirity publishes several resources on
the state job market, Flgrida Emplogment .
Directions 1974- 1985 includes detailed in- -

employment projectlons and occupational em- -

ployment directions.. Planning information reports
are available for each-of the Standard Metropolitan
Statistical Areas (SMSA): in Florida. In Florida, 14

.8MSAs have been designated, each of which .

.includes-a county or group of continguous counties

. that contains at least one city of 50,000 or.more

inhabitants. Topics covered in #n SMSA report

i clﬁde a description of the area, employment
devélopments and.outlook by. mdm:n—
.cupational supply and demand,.long-tetm outlook

unemployment trends and characteristics, and . -
‘characteristics and_employment difficultics o$ the

economi€ally disadvantaged: -~

.. Florida'is also divided into 10 planning districts
for which employment information is ,avya_ilable

Your county may not be part of an SMSA; but
every county is included in a planning: district.
Requests for information on your SMSA or -
planning district-and on Florida- Emptoyment -

Directions: 1974- 1985 should be addresSedio

_Florida Departmient of Commerce, Division of =
Employment Security, Caldwell Building,
"Tallahassee, Florida 32304.

_The Chamber of Commerce can provide you
wjth a list of area employers and up-to- -date in-
forghgtion on new and expanding industries. . -

ThiGugh the Chamber of Commerce, you can first

determine-the-major employers, then‘be§l— to

establish contacts with them:

___ _Additional resources for evaluating the local
job market include: -

1. Vocational-technical schools -

2. Planning department of city or county
government -

3. Union locals - l 777777777777

4. Bureau of Apprenticeship and Training

5. _Florida Gccﬁpational Information Coordinating

Gommittee .
To keep track of- lnformation that you gather,

. you can:set up a-staff bulletin-board in the main

office. When each employee has read the in-

formation posted, s(he) initials the notice. New

information can also be exchanged at weekly staff -

meetings or written and distributed in the form of a

memorandum:




ESTABLISHING SITES
5

~_._"Many agencies and institutions are pleased to

share space in return for increasing the services
they offer to the community. The task of finding

sites throughout the community to house your —
program is simplified by the fact that a great deal
- of space is not necessary. Seating for two, some
room for materials, perhaps a cardboard file box;

and privacy-may be all that are required. You
might investigate space at adult education

programs of the local school system, the public
service section of the county library, and neigh- -
. borhood centers. If there are multi-family sub-

iﬁé faiilowing'fadom’",,, T -l - I
1. Accessibility. Ideally, sites should be located
throughout the community to be accessible to the
largest portion and the greatest variety of the

~ ~sidized hiousing developments in your.community; - -
|~ their tenant assoc .ations may be able to offer you
: space. Before choosing a site, you should consider »

population. In some regions, a combination of .-

rural and urban centers may be desirable. Be sure
that urban centers are located near bus lines; if
public transportation is available. - - = - --

2.. Hours of availability. It should be podsible to
offer appointments at several locations during some
morning, some-afternoon, and some evening

hours. This is critical when working with adults.

Frequently, those who work can come only in the

evening; homemakers with school-aged children

may find it more conven’ent to come during the -
- day, and so on. R

- 3 Suppottiveriess of*tne sponsoring agency.
- How does the sponsoring agency accept the

- rationale of providing career counseling services to
“adults? Does it support your goals and objectives?
An enthusiastic sponsor can have a strong impact
on the success of your program.

8}
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“UTILIZING AG

NCY RESOURCES

6

. You may be able to use the publicity resources
of -the sponsoring agency to benefit your program.

Many community schools and neighborhood -
centers have newslétters with wide distributions. If
they are housing your services, these agencies will

be able to help spread the word.-County librarles . -

ally have their own public relations department

usu elations department
ngd may even carry out an ongoing publicity

Daiadn 108 DECIal

offered at their facility. -

" Program sites in high schools and Lbraries may

be able to make use of the sponsoring agency's ...

supply of career guidance resources, in the form of
printed materials, audiovisual equipment, microfilm

readers, or computerized career exploration
programs.

It is important to establish good working

relationships with members of the staff at the

agencles sponsoring you:_program. Since staff
members probably serve as the entry-points for
your clients, you must take time to familiarize. -
receptionists; secretaries, and coordinators with the
purpose; personnel; services, and timetable of your
program. Scheduling and message-taking ... .
"’" ES Wihculd:lgegmke outjointly—Provide-
the agercy_staff with_any printed matetials. such as
timetables or summaries of services offered, that
would facilitate communication and ease the chore

of their extra responsibility.

v
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FIIRING AND TRAIN!NG PERSONNEL

We do not make recommendatlons about the . a lawyer mlght present a WOYkShOP on women's
number of career planning consultants to hire or employment rishts

the background and qualifications o ——

and-staff. Each school district must operate ac- STAFF DEVELOPMENT

cording to its own resources, budgetary restrictions,

and priorities.-Generally, differential staffing is
recommended whenever possible. Some :;;5[@ jhe needs of special groups of adults—

suggestions for uﬂllzing différenﬂal staffing are dlsplacedhomemakers, returning women, mid life

on the areas of expertise required to provide career handlcapped persons—are only slowly ?9’1‘9,,, =
guidance service. Resources and suggestions for recognized and granted legiﬂm«:y,rtﬁe concept of

opment are alcn aforod . adult career.coun atively .
aaf{eeeel?p [nent gre.ais also offgr_e_qL , --.-As oui understanding of the needs of these
fffffffffffffff o people grows, ¢areer counselors must- continue to
Dn: FEREN“AL ’ learn. The fields of career development and
STAFFING employability skills training are changing and
o , , expanding, along with developments in the

i your needs assessment involved key - economy and society. As lifestyles change;

du communities change. As the economy changes;
community members, then you have already job descriptions change. Even acceptable resume-

iti ¢ t .
created the initial linkages for recruiting volunteers . writing styles change. And career counselors must

sor} Itisim- ting sty
and interns to work in your program. It is always.be ready to help their clients prepare for

- ys-be ready. 1
portant to have a core staff of deditated and wel new opportunities. . .

trained counselors, but community involvement 7 rtuniies. .. SoTTomnmrm e
can help allay financial pressures,-provide a richer .. In every pr@am MWW‘ — 1

and more complete service, and encourage - tailored to meet the needs of the program and to

. o promote the goals of the program. However, all
conp;rtamﬂvse;efdorvtsdlsn:::;t the npeeeddcsmof:‘:zgs personnel who.are to staff mini-offices and facilitate —{-

o _SREIES Gt YOIIRIEEH ST A p T workshops should have training in these areas:
services._Interns from local aﬁm‘!{@i@ﬂ@, 1. Counseling skills

and facilitate special workshops; develop materials, 7 eling skiis. ... * -
lead support groups, or help to create a public ;- ggegr 95‘?9195@9"‘ the'°f9
relations campaign. Paraprofessional or o I :;l’“is cc:unse "9"
professional volunteers can also help. For examg‘e ¢ In vidual counse ng

l‘
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2 Assessment techniqiies _
-a. Testing .
b. - Other- technlquu such as behavior

" observation, self-assessment, and peer in- -
. teraction ... . _.____ ‘
3: Gccupatlonal information . .-
a. Resources for gathering mformation )
b Job clusters and working environments
; Occupational outiook- -
4 lﬁc\ﬁon-mal’dng and goal-setting
5. Job-hunting techniques

a. Tapping the hidden job market

Using employment agencies

c. 'Using personnel offices -

d. - Filling out job applications -

e. Resume-wrlting. especially of the func
tional resume - -

f. Interviewing. and follow-up skills

g.  Career advancement strategies
6. Community needs
. a. Local job market and job forecast
b Major local-employers
- Educational and training. opportunities

(1) vocatiénal-technical schools
(2) community colleges
(3) universities - .
(@) adult basic education courses
{5) private schools
{6) free or low-cost, nonacaderic, short-
term experiences
d. Financial aid sources.
e. Social service agencies—resources and
~ functions '
7. Groups with special needs .
a. Adult learners : :
b. Displaced homemakers and retumlng -

-3

women - Co
c. Undereducated and vocationallg disad-
vantaged persons
d Mid-life career cﬁanééfé

‘Rural residents

- L JHandicappec persons

Resources for Staﬁ
Development

The following resources should prove useful in

developing your staff's knowledge and understand-

ing in each of the areas mentioned above.

1. Counseling skills

a. Career development thqoxy _
Theories of Career Development, 1973
Author: Samuel H: Osipow
Publisher: - Appleton-Century-Crofts

092 Madison Avenue St
 New York, New York 10017

Eacxhtatmg Career Development, 1975
Editors: Robert C. Reardon, Harman D.
_ . Burck
Pubhsher Chmles C. Thomas, Publlshers
301 E. Lawrenice Avenue
) Springfield, Hliinois 62717
b. Group counseling
Providing Career Guidance in a Group
Setting; 1976
Author: Perry Samuels -
Publisher: American Institutes for Research
P.O. Box 1113 .
- Palo Alto, Gallfomla 94302

Personalizing Career Guidarice Assessment .
Information i%rough Group Counfeling,
1979 .
Authors: @;Q:@gh; Joe Wittmer _
Publlshﬂr American Institutes for Research
P.O. Box 1113 -
: _ Palo_Alto, California 94302
c. Indlvldual counseling
Forty Million Americans in Career Trzzn
sition: The Need for Information, 1978
Author: - Solomon Arbeiter et al.
Publisher: The College Board
B88 Seventh Avenue _

lﬂ—:4ntegal=pa

_8. Current employment leg'slation - - - - -

Acquiring familiarity with.all these areas is a

' tal order for any staff, so you might consider

combining staff development with anoth~r program

goal. For example, if you plan to produce a series

of career tapes, such as thz ones described later in

this handbook; staff members could do-preliminary
r~search and script-writing, and share their findings

with each other. -
If you are using a dé@?ﬂ@!@i@vm

systern, the sharing of information must be an -

77777777777 -because each
career planning consultant will encounter different
problems and find new sSlutions. A standard way
of exchanging informaticn should be incotporated

into the program.

- New York; New York 16019
Ass?ssmenuechniques

Decision-making and goal-setting
dob-hunting. techniques
Resouirces for the last four areas llsted above

are included later in this handbook in the section

on Using the Step-by-Step Model
6. Community resources - .-

. Resources for surveying employment -

portunlties and identifying major local employers ln_

the area have been suggested. in the- sectiori on
Evaluating the Local Job Market. If local op- —-

portunities for education and training, as well as

financial aid, have not already been. identified by

another local agency that offers an information and

referral service (such as a local library) this in-

formation must Be compiled the hard vay—

SE IR




lhrqugh Ieg -work and phone calls—-and then

srecorded. The same is true for data on soclal _
servlceiagencles -

Criterla for cross- zeiernl can be developed

- With each agency. The section in this handbook on

Agency-Networks contains a description of this
process and a list of agencles and groips to
contact.
7 Groups with' special needs -
a: Adult learners
' A Gulde to_Resources for Ll]e Career

Educational Planning for Adults; 1976

Authors: * Jane Shipden. Elizabeth Stet:
~.. .. . tenpohl. . -
Publisher: l:ong lsland Learning Center

Empire State College
223 Store Hlll Road
Old Westbufy;, New York
11568
College Degrees for Aduits 1978
Authors: Wayne Blaze, John Nero
Publisher: Beacon Press; Inc.

Aulhors Gh’i’i’j} R Walz leby Ben)amln
Publisher: ERIC Clearinghouse on
Counseling and Perseninel
Services. . . . :
The University of Mlgblgan
2108 School of -Education
Ann Arbor, Michigan 48109
. Fsrabllsﬁlng and Operating a Career
Resource Center for Adults, - 1975
--—-Atthor—Naney Tobin, et ol
Publisher: Education Developmem Cenler.
‘ lnc S

1! -,.‘\\_

; Publisher: ERIC Clearinghouse on
R Counseling and Personnel
' Services :
The University of Mlchlgan
2108 School of Education

~ Ann Atbor, Mlchlgan 48109

Career and ‘Motherhood: Srrqules fora
New Tdenrlrp, 1979

Authors:
Publisher:

Human bclcnces Prcss lm
72 Fifth Avenue - »
New York. New Ybrk l()()ll

Carecr Exploration Workshop for Wonien,
Leader's Manual, 1974 :
Authors:  Vivian McCoy, Phyliis Cassell
Publisher: Division of Continuing

' Education
The University of Kansas
Lawrence, Kansas 66045

Career Exploration' Workshop for Women,
Participant’s PersonqlPonlqllo. 1979
~  Authors: Vivian McCoy; Phyllis Cassell
Publisher: Division of Continuing
Education
The University of Kansas

Lawrence, Kansas 66045

C ounsellng Programs and\ Services ]or Women in

Author: Heleni S. Farmiier |

Publisher: -

and Personnel Services

The-University of Michigan.
. _ 2108 School ol E&uéallon177
"~ Anii Arbor, Mick ichigan 48109

eounseﬂng Women for Nonitraditional

Careers, Counselor Renewal Serles

ERIC Clearinghouse on Cognwllng

—Authors—Caryl K- Smith; Walter S. Smllh

Newton; Massachusens 02160

... Passayes: - - Predictable Crises of Rduh Life,

1977

Kgla M. Stroup

Pub"_Fer \E&IC C‘euﬂngho_&;é 0" RS v. _____ .

Counsellng and Personnel

Author: “Gall Sheehy

Bamam Books; Inc.

666 Fifth Avenue

Publisher:

Planntng Aheggfaﬂer Fony The Process of
Psychoevaluation with Sei/ “Study Projects,
Rev. Ed.; 1973 -
Author:  Milton Ediivlﬁ Hahn
Publisher: Western Psychological
Services :
12031 Wilshire Bduievard
Los Angeles; California 90025

b. Dlsplaced homemakers and returning

wofmen
Assertiveneas Tralnlng. Counselor Renewal
. Serles :

Authors: Helen L. Mamarchev,

Marian P. Jensen

The. Unlvcrslty of Michigan

2108 School of Education

~ Ann Arbor; Michigan 48109

Nonprln! Resources lrLBZamen s .

Educational Equity, 1978

Author: Alleen Wehren -

Publisher: Educatioiial Testing Service
Rosedale Road

- Princeton; New dersey 08541
. Refmeﬂng Successful Back to Work

Strategles /or Women Seeklng a Eresh
Start, 1980

Author: Eleanor o
Publisher: Crown PuBlIsher, Inc:
: 1 Park Avenue __

New York; New York 10016

:

o
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Second Wind: A Program for Returning The Wondedul Cnsis of Middle Age; 1973
Women Students, 1978 Author: EdaleShan =
Editor: dJane O. Carter . . Publisher: David McKay €o:; Inc:
Publisher: Education Development - 750 Third Avenue - -
Center; Inc: ‘New York, New York 10017
55 Chapel Street ‘ Successfui Mid-Life Carcer Change: Self-
____ . _Newton; Massachusetts 02160 Hﬁ&éﬁiﬁn&i@ and SEEiééieE for Acﬁon,
7 Netpog{:j\feg:i The_Neuwsletter of the. - - 1979 BU— i
. Displaced Homér?wké?i Network 2 (1980) "~ Author: "Paula l “Robbins
775 8th Street NW - s Publisher: American Mznagement Association, .
Washington; DC 20001 S Inc. N
c. Undereducated and vocationally disad- e . 135 W. 50th Street 7 N
vantaged persons : ~ New York, New York 10020 -
(See also references listed for adut leam- e Rural residents _
ers) - o Neis Directions for Rural Women A
New Directions for Rural Women 1979 Workshop Leader's Manuai 1979
- Authqr: Marian Roman. - Authors: The Grail
SV Publisher: Education Development Center, Publisher: Education Development Center, <
' Inc.  Newton; MassachuseMs; 1979
gfigﬁpe! Steet . Rural America Series, 1977
f ewton, Massachusetts 02160 Publisher: The Center for Vocational
The . Missing Link: Connecting Adult Education:
Learners to Learning Resources, 1978 CVE Publications.
7 Author: Patricia K. Cross The Ohio State University
- Publisher: The College Board- : 1960 Kenny Road.-
888 Seventh Avenue - - _Eolumbus, Ohio 43210
i ___New York; New York 10019 — mm—ﬁl—— series: Sﬁﬁf—ﬁf_—“
, ‘d. Mid-lfe career changers | the Art Review, Life Role Development :
‘ Create: A New Model for Career Change Model, Career Guidance Resources, o
Trainer’s Manual, 1979 = ' ‘ Planning andTnTpleméui&fion, Career ~ ]
Authors: Vivian McCoy, Carol - - Development Needs Assessment,
i ... Nalbandian;Colleen Ryan ) _ Behavioral OEjecﬂues, Resource
,,,,,, 'Publishes: Adult Life Resource Center 1g vig ition
T Division of Continuing -
6 Educaﬂon -
 The University of Kansas
' Fawrence. Kansas 66045
 For the Women Over Fifty: A Practical . ang Career. Placement; Transitional Career
... ) Guide for aFull and Vital Life~1978 Placement-in the Rural School; Career
<~ Author’ Adele Nudel . = .} - Guidance Practices, Staff Development,
Puﬂﬁﬁé} Taplinger Pubilshing, Inc. - - Community Relations and Involvement,
200 Park Avenue Scuth . Rural Community Perspectives toward
 New York; New York 10003 . Career Development.- -
Tijgﬁyuh Life Cycle Training Manual and .. f Handicapped persons -
Reader, 1979 , Enhancing Understanding of Siudents with
: Authors: Vivian Mceoy, Colleen Ryan, _ Physical Disabilities; Module 17, 1976
: James Lichtenberg Author: Susan L. McBain
Publisher: = Adult Lfe Resource Center Publisher: American Institutes for Research
" Division of Continuing , P.O.Box 1113
) Education - - — — MM%%?
The University of Ransas Counseling Exceptional People, 1980 -
o Lawrence, Kansas 66045 Editors: Libby Benjamin, Garry R. Walz _
Middi. ’ears: Career Options dnd ' . Publisher: ERIC Clearinghouse on -
Educa:. .- 11 Opportunities, 1976 > - .Counseling and Personai
Author: Alan D.Entine .~ Services
Publisher: Affective House Publishlng Co: . The University of Michigan™
P.O: Box 35321 - ‘ 2108 School of Education
Tulsa, Oklahoma 74135 , Ann Arbor, Michigan 48109 .
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GUIDELINES

they are facing._For example, peopl: who have

| 1 ¥ possible; choose a name for your program - ad frustrating experiences looking for a job are
that is easy to remember and communicates your usually’ highly motivated to learn effective job-
‘hunting strategies _

purpose. The shorter; the Bejt't’rgf {For example, .
—Career-Guidanceand-Skills Program,” a title Cd Lol l ST T Z T = . v C

based on requirements of the funding agency, is PUBLICITY OUTLETS
- too'cumbersome.) T ~_In most communities; there are several ways to

2 - Emphasize instruction and the euchangelof — publicige programs: through paid advertising,

wﬂaﬁpiﬁé,ﬁi aﬂi@@ FP‘E‘?;'!BQ: Research posters and brochures, free public service ad-
shows that adults prefer to maintein a high degree  vertiing, and agency networking, While the extent =

of control over their learning activities; and the - £ vour publicite carmat o oo e
number of aduls nferested In information almost  Loor e badoss e P end lrgely
. always exceeds the number interested in coun- limited funds a great deal can be done to create .
seling. Similarly, your counselors should be awareness of your program. AN
3. Gear publicity efforts toward specific groups Paid Advertising .~
.WBenevel’ po”isle: n‘e?@s ?gr!';,e!ni:, PR T I T I D Tl ) N m e —— - .
nouncements that appear later in this section were .- Since it Is assumed - m"d}! I
.| . prepared for local radio stations and were written that job hunters read the 900000000000
3 to focus on the concerns of specific groups—in this warit ads, the classified @ TIREDOFYOUR ) 7
' case, adults changing careers and displaced ' - section of the newspaper 3 JWIEUUT IVUR ¢ -
- homemakers. > - ' is-a-good-locattbnfor—— S—PHESEﬂTjDFF“—
-+ 4. Stress tangiblg results. What will participants ~ your advertisements. o - A
get out of your pthgram? Make it worth their time The following ad is an - o bu You" Cyrrem
. e
1

-

and energy. Speriling an evening or two away ' example of the type of =
. from home at a workshop involves complicated _ -
mmgéménﬁ forminy Sdu.lté ST - ' ®
5. _Focus on skills. Adiilts seem to be interested in o . e il
— | - “hwto” materlal; especially matetial on making - o SRR
career decislons, finding job leads, writing résumes, _ - *
and interviewing successfully. They want to learn - ; . ,f* 4. o ,*,. |
[ ]

notice you m!ght run.

g

skills that-have specific applications.to transitions

Yoot N
AR
W o




[f you can afford it, consider ‘ouylng larger o
adverﬂsements such as ‘these:

° | ’c:acxsa'..:. ..,,.....m -J-W, ; '
I ; ) } é
— g @O - Y : , - E
. M > 7 7 a
. ,%% ; d v
o L ) KNOWLEDGE 1S -
Q. g JTHEKEYTO )
B 4 : ) % WISE BECIal(WS
i : Was your choice of o
T s vy
Wi.at ‘other career choices ¢ you have?

Thute sre alhet possib-hhes the chonce svup lo you
Career. Counseling. & Information oflercd Frae of

Chalq. o the CAREER GUIDANCE CENTER )
A service 1o Cential Tesans g 4] The CARI’.ER GJIDKNCE CENTER can help answer lhe:a
%

Formany of 1odzy's 35,000 jobs &re you
quallticd? - - - - 3
- YOU MIGKT BE suqemssm g S

i

q {

Q’V YOUR JOE E '
g

P

C:lloteema by - H - questions; {reo of chargel o las

S . Mctennan Communrily Ccllcga 756-6551 g 5?" ¢creomety. :
Bam-3pm Wn.Irus o iii-.s'c- Fri o« Sam:lpm Sa % Mct:manComrnumly.,o‘l'cgo 756 6551 Exl 306

B3 -Bp.m Moo Tiurs, ¢ clu--son ?u - lam-zomﬁtf Y,

mm‘mmw#mm SRR 20K )UK

:::xx:vmm.._cx g et

}?..tummrw -1 mOWJM')'\st_ WM@a--.MX»— L RYITTCTE

| e TYOUR JOB .

' ) g Dctemnines (1) Your fmonuoi standing )

E g (2) Your leisure time - E
AR (3) Your outlook o life i

! a (4) Your sociol life ;i

. {5) Yous friends i t1

{6) Your contributions to society }g

7). Yow family’s fiiends g'

Il makes senase e to plun. : .
A Service to Cantral Texes

S CAREER GUIDANCE CENTER E Cmeerl-n!ormulaon ond Counseling Offere
NG Carecr- Information - ;nd Coonsellng :
) oliercd Fiee of Charge FPEE er GHMGE
A ‘Mvmuotcauauma;.—--— e e
s . c ) - - - Coll orcomebl - .
all ot come by: - o r ? 7113;7’"
Mctcnnan Cormnumly Colleqo CAREER GUIDJ’PEC‘- gEl‘{ ¢ 4
Telophons 756-655% lAcLlennan Communily College i
: ;m:;; :: \il::‘;ws : Telephone 755-6551 Ext. 308 - '
m, h. b1 ° a . _

o | _ii iﬁiiﬁﬁiﬁﬁi_ , BAM-S P}:.:A’:n;’:\;;s.;:-l SPM.Fd. -

YVeeS mmmW&&b pX Drmrronsins “""!- AT RT L OERNS ..-’

Fram The Dcoei@mcm o] a Communlty Career Coumeﬂng and Tnformat:on Progmm Calted the Career Guidonce Center 974, . ,

McLennan Communﬁy College).. - _ -
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Displaying posters and brochures is ag effective information you need about yourself aid_
way. to-publicize your program. To minimize costs, occupations so that you can choose the field that's <
we had.our poster designed by s*udents in the best for you. The consultant_can then explain how
.commercial art program at the local vocational- - to_find job leads. Call 575-6868 for more
technical school. The poster was then reproduced information or to make an appointment.
by a local printer. Our brochure was both designed 3.7 If you're tired of your present job but don't Y
and printed by a local firm. Since it is easy to find know what else you could do with the skills you've

places to hang posters, but difficult to leave a stack got, why not make ar appointment with thé carcer
ofbrochures for people to take home with them. planning consultant at the Leon County Library.

-* we recommernid a poster design that includes a - Free career-related services include analysis of your
holder or container for brochures. Possible transferrable skills as well as interest inventorfes,
locations for posters or brochures include: ; assistance in career planning: and occupational
Laundromats ' . information . Call 575-6868 for details. -
Bars o T 4. _If you're making plans to go back to work or
Shopping centers, on bulletin bo~vds or kiosks school. perhaps you gould use sonme information.
Childcare faciliyes, including private day-care The Career Guidance and Skills Prograi has a
centers . consultant working at the Leon Cuunty Public -
Community centers =~ Library who can provide information on education
Barber shops and beauty parlors and training opportunities in Tallahassce; as well ag
State: Employment Service offices o up-to-date occupational information including job
Local personnel offices of city, county; and - descriptlons, job requirelnients, wages, ‘
- - State government oo opportunities for advancement, and the -
Doctors' offices S occupational outlook of hundreds of vcciipations.
Henlth centers ., S Call 575-6868. o
Local cooperatives, such as food or book 5. How long have you put off writing your
__Co-ops : resunié? If resume-writing Is a terrible chore for
Community schools. - | you, why ot gethelp from the carcer planning
Postsecondary schools consultant at the Leon County Public Library. One
Mental health centers " of the many free career-related services offered at
— It you have business cards designéd for your the library by the Career Guidarice and Skills
program, consider ordering them the size and- = ¢ Program Is helping you market your skills ina
shape of cards used in desk-top clrcular files. This “resume. The consultant can help_you find a format
will make it easy for staff of other agencies to keep that suits your background even if you don't have
them handy.” ° . a great aeal of formal work experience. Call . -
. B 575-6868. ‘ ) : Jo
N 11  Qoviries 6. Okay, you know of a job opening and now
Free Public Service »~ yol need a resume. Witing one Isn't easy if you
Advertising . - haven't done it before, but it i easy with help from

I e the career planning consultant at the Leon €ouniy
RADIO The availability of free public service Library. And the best thing is that the service is
advertising on radio varies from community to’ free. f you are ready to interview, then the carcer
community. The following public service planning consultant can help you present your
announcements were distribited-to local radio skills and experience effectively, and prepare you

stations. They were wtitten to addressthe conceriis *1o_answer the difficult questions interviewers often
. of career changers; displaced homemakers, and ask, Take advantage of these free services offered
unemployed persons, as well as those working at the Leon County Library. Call 575-6868: That's
: toward career advancement. o 575-6868. . - .
- - | —-1. important job interview coming up soon? Why 7...What are two of the hardest things to do?
not let-the Léon County Library's career planming-——Golne k-towork when you've been-off for
consultant help you prepare? The consultant can , awhile; and making a change when you've become

tell you how to present your skills and experience tired of your present job. Need some_help? The
effectively and help you prepare_answers to the ‘career planning consultant at the Leon:County

-! difficult questions Interviewers often ask, This is a - Library can help you gather information about

free service offered by the Library and the Career - yourself and occupations you can choose. You'll
Giildance and-Skills Program. Call 575-6868 to get up-to-date occupational information; including
make an-appolntment or to fiid out what other ~ - job descriptions, job requirements, wages; and ‘

career-related services are being offered. - opportuiilties for advancement. And It's all free.

2:: Do yyu want 10.go back to work but aren't Call 575-6868 for more information or an
sure where? Perhaps the career planning - " appointment. That's 575-6868.

> consultant at the Leon County Public Libraty could

help. The consultant can help you gather the. .
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NEWSPAI’E@S Local newspapers usually
publicize newsworthy workshops and special
events; but generally do not gjve free publicity.
The following is an example of a notice that a
newspaper might run at no cost.

- -~ - - WORKSHOPS -

I'Rhl' ;I!)B-HNI)IN(. W()thsll()l' - A free .
workshop for those il the markel for @ new job is
being “offered by the- Career -Guidance and -Skills
Program from 7-9_ )i Tuesday and- Wednesday at
the media center k) Godby High. School, 1717 W,
Tharpe St. Topics include finding job Icads, con-

.. Iacting cmiployers; . filling om upplumlous rexame
© writing. and intervicwiiig stralegies.  Anyoiie 18 of

older iy welcome; Ta rescrve a space -or gel details;

call $78-6868 from 8 w.mi.-$ p-m: weekdays.

Yolir comimunity may have an advertlsing weekly
in which-public service announcements are run free

of_charpe. It pays to check Into this possibility.

TELEVISION A Iocal television talk show Is
an excellént way to publicize your service. And if
topica! workshops on stress management or .
women in the skilled trades are being offered, talk

show hosts will be glad_to let_you describe. the.

//

program, and at the same time you can discuss the

other services yqu offer as well.

AGENCY NETWORKS Other agencles and
organizations providing services to adults in your-

commurilty could be Important sources of publicity
for-your program. Creating community awareness

of the services you offer goes hand-in-hand with

developing & 'ocal network composed of a.range

of groups and. agencles through which you can not

only achieve publicity in agency newsletters and
bulletins; but also get cross- -referrals; directly recruit
clients for your program, share resources, and

reduce duplicatlon of services—to the benefit of all

participants. -

" In Tallahassee; for exsmple; a private; non-
‘profit organization served displaced homemakers:

It was staffed by VISTA volunteers who provided -
outreach and community organization; but not .
counseling, services. Our part-time staff, on the

-- other hand, are trained counselors, but tHey do

not have time to become Involved in outreach

activities. In addition to referring clients directly io

us; the VISTA staff called women they had already

- contacted in-the community to inform them of our
workshops. Recruitment of this sort is invaluable
and puts to good use the resources of both
agencles ..

“'way to promote your program and
share resources with another &

-sponsor. workshops offered.In a- publlc ﬁwtce

program; such as those run by colleges &nd

universities. You can provide expertise on_fopics
and issues of concern. In tum; you can take
advantage of the extensive publicity resources of

the sponsoring agency.
-Whan contacting other agencies, - lt hélps lf gou

lntroduca your program at a staff meeting: At that

/

and famtllarlze agenicy staff with the' services you
offer. It Is.important to keep a record of agency
contacts, the names. of contact people. and the

roferral guidelines. Regular communication should

be -mlntalned to ensure maximum shgttpg 79{”
ments of workshops and speclal programs can be
either mailed or delivered directly to the agency.
The following list-outlines the agencles and. -
groups you might Include In your. network:

l; Serqlcg organlzatlons— walor l:eugue

2. ”Soclal clubs- Elks: Moose; women's auxlltartes
® 3. Churches—youth groups and women's circles
4. Buslness and commercial groups— labor
\\mlons. buslness associations, chambers of com-
merce .
5. Government agencles-—CJty Councll
Department of Labor and Employment Security, -
Park District; Department-of Corrections;
Department of Vocational Rehabllitation,
Department of Human Resources,: Health and
Rehabllitative Services
6. - Universitles, community

schobls, adult basic education rograms; school

soclal . workers
7. Private nonprofit-agencies such as women’s
centers; voluntary action centérs, and programs for
special groups .
The local chamber of commerce can also give.
you lists of groups that do not have offices and are
therefore not listed in the telephone bpok..
_Fhe public library can -also-provide-lists of -

agencles; clvic groups; and educational Instltutlons

[}

Ileges. Iocul

-

that share your orlentation. A librarlan may also be
able to supply a malling list of contact persons for™ |

radio, television, and newspaper public*service.
announcements, ns well as for local newsletters.

ST TNy e T ;

and other publications:

Workshop Publicity

‘ When: pullicizing specific workshops some
‘special techniques should be added to your usual
arsenal. Consiter telephone recrultment of in-
dividual cliénts, calls to participants_of previous
workshops, and: -distribution of specfalized

* brochures and posters. The followlng publicity
checklist may also be helpful.

’

SR

¢ -




Target D'élfg 777777
: Date Compicted
| 3 Dcvclop a ﬂycr/pomr 1 month
) before
2. l:ocaw press llmlorm - "1 month
- malling and media dates. bafore .
B Ppress relcases 1 month
and radio public sarvice  béfore
announcements; and mall .
- out on appropriate dates. - ~
4. Have brochure/poster 3 waeks -~
proofread by several befora
. people. - i N
L3 Prlnt brochure/p poster. 3 weaks R
_ - before
6. Contact local organlzatlonl 2 waeks
" & lor mailing is.s and/or . before
assistance in distributing
~ brochure/poster.
7. Distribute lmschuu/posm 2 wuks
° béfmi
8 Gbmplgﬁ@joj!om up o 1 week
distribufion of : before ™
brochiire/ poster as
_  necessary. :
9. Register parﬂclpann oo s
10. Call potantlal participants. 1-2 days
before
DY :
¥ -
\\
[} SN PR
v .
. " - !
. @ \ - N ;- .
] - oA
l\.* — . o

sdug.md Equity Act

d from the-U.S
ander_s grant-from the
indj!ﬁ? C
ogran, Nmi on.
Davelopmant Canter, 1

Womm and ilcbi A Guidi ksho
Commission on megn&l R

- PUBLICITY CHBGRLI@T FOR WORKSHOPS

ent of

sltare, Offica of Eduuﬂon Women's .

mocﬁuum

\' —
_

>
.
.
:
-
:
.
L
,
» -
. -
,
.
i
! -
1
‘/ —~
——— e i ——— —_—— e —
H
J
A
= .
o
[\
N
_ <
o
N
4
1)
: H
AY
. :
Q e e e -
. - ol
—_—
e
2 B
.
x




'ZL’ ]
; I
i

R

*l

| DEVELOPING A REALISTIC
- " TIMETABLE -

. e -

_ In developing a new program. adminisfrators
|- must-design-timetables-for-all-parts-of-the project-
that are based on ‘the circumstances under which

o |, the program is operating In the chart below, note

— =

_that time perlods
- “own experlence:
 starting dates.)

(ss,;ugwnior 9@?53&25& reflect gr .
e time perlods do_nat indicptey
c /‘ 1

Lo

¢

ACTIVITY -
Program director hired
" Staffhired

* Staff development conducted (S,tr@t;eglgs,fpr
< special populations, local job market, com-
munity resources, program operation)

Advisory council formed

.. Linkages with other agencles forged
_.Needs assessment designed - -

Needs assessment conducted
. Program goals established
evaluation) -
Program implemented
’sé;iuaﬁon conducted

q

The Career Guidance and Skills Program ]

&

PFoniii planned (services; procedures, job
market Information, resources, publicity, sites,

“TIME PERIOD
two weeks,”
two weeks

a

_ one month initially, then

o’ngdiﬁg
’ Erwo* weeks

"ongoing

one to two months
two WEéké
one to two months

eighteen maﬁkbs-

OB ORA e
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.. 1t4s important for the program staff to for-
mulate or adapt a career declsion-making model

that provides: -
1.- A philosophy upon which staff members can

base thelt perspective of the career counseling
process and the, program goals: The modé] can--

combine career development theory withr emerging
theorles about the developmental Imperatives of
adulthood. - -

2. A framex

A-career deciston-making model can help coun-
-selor and client assess the client’s needs and

basis for evaluating the results of the counseling

| expertence. . .
- 3. A counseling strafegy. Acqualnting clients with
the_caree: decision-making process allows them to °

fransition.. Important functions of any caraer .
guldance program for adults should be to prepare

clients to anticipaté change and uncertainty and to

help.them develop coping strategies. .

ugg; resources should-be grouped according to the

will also revenl inadequacies in your supply of

resources. - R et
%, Tha following diagram can serve as a guide In
greating your own career ducialon-making model:

=]

framework for dealing with clients’ concerns.

determink a plap for change. I can also provide a =

)

"4._ A system for organlzing resources. To increase.

- steps in the counseling process. This arrangement

THE CAREER DECISION-MAKING |

- ACareer

Decision-Making Model

fﬂmlﬂeii v e = 77f,

Soclallsation Adcording] [ Occupational
to Gendar, equire

Gendar, Requirements and
Enviioriment, eic, B

Rewards
P S » -
Interests -

~ Optiona for
Abllm’ ii—

Education and
Values | | 4

___Training -

1. Salf-Adsessmant 2. Gathering Infopmation|

incorporate it Into thelr Iife: it becomes a tool with |
which tﬁevrcm_mmsﬂnugmmplmmﬁ:;fm SR S S

-

" i|- Newion, Massachusetts), -

From Projfect Cholces Cracting Her Options I Career
Exploration (1979, Edﬁ:clﬂon Development Center, el

3. Decision-Making ¥

‘ é’;il-Siﬂlﬁé

_Implementing

e
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- NOTES ON THE CAREER
DECISION-MAKING

MODEL - '

I { -
1. “Getting New IHeas” begins the process for an
individhal, and-i¢-sday include any number of -
events.*Graduation from high-school, divorce, job .
dissatisfaction, or a young child starting school may
all trigger-questions like: What do 1 want to do with
2.5 Soclalization has profound effects upon an
sndividual's self-image, motivation; and career -

- . my liie? Where am I going?- - —

‘aspirations. Career counselors must-be sensitive to
the_effects of socialization on different graups, as
well as be able to incorporate this reality in-ef-
fective counseling strategies As clients become
familiar with the career decision-making process;
they can be made awdre of how socialization often

. filters out essential information and so limits an

_ individual’s options. More and more research is

‘becoming available on how the suialization of
different dubgrotips affects the devespmental
processes of members. All career counselors ..
should be cuirent on this subtle issue: (References

included in the section-on Resources for Staff

Development, The Adult Leamner, and Nonprint
Resources in Women’s Educational Equity provide.

additional information on the developmental stages
of adulthood;) - S T

3. Implementation refers to job-hunting. -
strategies—finding job leads, tapping the hidden
job market, using gg}ploymeﬁi,igenciei. un-

derstanding personnel offices; filling out ap-

- plications, writing fesumes, interviewing, and

planning for career advancement. - ——

~ &' The polnt at which clients enter the career

3.

decision-making sequence will vary, as will their _
readiness 1o progress. Great skill and empathy aré

requiired both to clarify issues and support the

. client, especially if the client §s afrald to make a .

decision or Is considering redefining his/her family
role. Often; clients miust reassess long-held valuese

when confronted with a transition, If so, the . -

 counselor and client must move back to Step 1;

Self-Assessment, and begin again:

PROVIDING INDIVIDUAL

A op priorty o ny cases ubancs progra

" for adults should be to establish a number of mini-

centers In which to offer individual cotinseling.
"These centers can be set up with only a few’ -
resources and a small investment, if the members

of your stdff are skilled and familiar with the -
community. Career pliﬁﬁliiej?:@g}tagts who have
at thelr disposal standard references.(including  ©

- vocational Interest inventories) and who have been

-

- frained thrpugh staff deveiob;ﬁé;i can provide -

comprehensive services at-any location. {Note:- Our

career planning consultants were often seen driving
through town -with microfilm readers, Occupational

. Outlook Handbooks, and cardboard file boxes in

- their back seats en route to community centers or
workshops:) - -7 -

.

SING THE STEP-BY-

'STEP MODEL

on the preceding. pages should provide ihe
framework for individual career couriseling set- - -

" vices. Practical suggestions for usirig the model and

ﬁéj{:ﬁil references follow.
Step 1: Self-Assessment

- Alihoiigh various self-assessmerit inventories_
and aptitiide tests can be purchaged, you may wish

- to consider several inexpensive or free alternatives:

1. The local Florida State Employment Service

may offer the General Aptitude Test Battery
(GATBk. - - . ST

2: __A local university or c¢ommunity college may
offer free assessment services to-members of the
community. {Note: Some institutions with .
assessment capabilities do not provide this servic

" to the public because they are fully occupied with

the needs of students:)

3.__Both professional and populat literature -
present a variety &f exercises on self-assessment-
and values clarification. These tcols can help-the
individual determine and discover the information
relevant to career choice. Several examples of
these exercises & in this handbook: The :
“Choosing or Changing” workshop is based in part
upon an analysis of satisfactions derived from

work. The satisfactions are related to specific -

careers and a guided fantasy is used to reveal work

values. Another exercise, provided at the end of
this section, focuses on values and the strains that
result from values discrepancy- In'the “Applying - -

for a-Job” workshop, participants use worksheets

to identify intellectual, aptitudinal; interpersonal,
‘and personal management skills. A detailed ,,

mede with only a few resources; however, ~

analysis of an individual's transferable skills can be t

counselors must be able to identify, label, and -
c;lasguii e g“gg“g', R j‘ ‘j,,;i S — ’:”'"- C
4. Dr. Norman Gysbers and others have -

developed a method of conducting an assessment

interview originally designed for use with CETA -

_ aléﬁﬁ The method has omérippﬂcaﬂon,s' Tt

however; and can be integrated into assessment
interviews with clients from different populations:
The intérview format g included in the appendix at -
the end of this section. LT




Where Do I Go from Here with My Life?, 1978
. Aithors: Richard Nelson Bolles, John C. Crystal

References that would be helpful in developing
materials and activities for self-assessment include:

If You Don’t Know Where You're Going, You'll
Probably End Up Somewhere Else; 1974
Author: David P. Campbell -
Publisher: Argus Communications

7440 Natchez Avenue

Niles, llinois 60648

Meeting Yourself Halfuay, 1974

Author: . - Sidney B. Simon
Publisher: Argus Communications
7440 Natchez Avenue -

, .. Niles, Illinois 60648
Planmng Ahead after Forty: The Process of

Psychoevuiuation with Seif Study Prcjects Rev.
Ed:; 1973 - -
Autho; Mﬂiaﬁ Edwjn Flahn -z
Publisher: . Western Psychological Services
° 12031 Wilshire Boulevard
Los Angeles. California 90025

Author: Richard Nelson Bolles
Publisher: Ten Speed Press
Box 7123 = - ‘
‘Berkeley, California 94707 -

Y

Publisher: Ten Speed Press
Box 7123

,,,,,, Berkeley, California 94707
Wlshcraft How To Get What You Really. Want

1979 .. .l
Author BarbaraShet, Wlth Annie Gottlieb

-Publisher: Viking Press, Inc:

5 625 Madison Avenue = -
New York; New York 1('K)22

Step 2: Gatﬂ\eﬁng
Information -

Gathering jnformation about occupat!ons can

be accomplished with only a few gescurces: If you
do not-have extensive occupational literature
avatlable, you can emphasize how to do research
on occupations. Besides solving the problem of -
limited resources, this-approach- encourages clients
to take an active part in their job hunt,

- If you do emphasize tesearch;, the best -

resources to yse are those that cover a variety of
occuﬁiﬂah§ and inclade basic, detailed information
on job requirements; duties, and wages..The -
Occupatlonal Ou ook Handbook and The Guide
Jor Occupatfonal Exploration, both published by
the U.S. ment of Labor,-contain such in- -

formation, catch the reader’s interest, and seem to

. motivate clients to continue research on their own.

Ay ‘e

mnc RESUURCES ,
Dictionary of Occupational Tﬂes. The- Gwde for

Occupational Exploration; and Occupational

Outlook Handbook = ... .

Superintendent of Documerits

U.S. Government Printing Office
Washington, DC 20402

Occupational Briefs; 1977

Science Research Associates;. Inc.

259 East Erie Street B

Chicago, Hllinois 60611

Catalyst Career and Educat:onal Materla's, 1977
_ Simon and Schuster; Inc.

6 East 82nd Street - -

New York, New York 10028

FREE PESOURCES

1.

<

Interviewing. .
In the “Ghoosing or Ghanging workshop,
technique called the “informative interview” is
explained;-and a handout is provided that
describes the technique.
Local sources
a. Faculty directories for !ocal colleges and
_ universities
b: €hambers of Gommerce 4
c. Libraries
National Resources
a. Associations and national orgamzatxons
The Occupational Outlook Handbook in-
cludes-addresses of some of these
_ organizations. -
b. U.S. Bepattment of l:abor
Office of the Secretary

- = WashingtenLDC 20213 -
ADDITIONAL RESOURCES
1. Materials-prepared by the Center for Career -

Bevelopment Bepartment of Education. Knott

a. Fforlda Viéib A series of 600 career in-
formation cards and 600 training locator
 cards-on microfilm ($100.00). .

b. Florida View in Black and White. All in-

formation found on the microfilm cards

 appears in printed form in loose-leaf binders

{$100.00).
Books and directories

Bibliography of. Current ed}eer information 1978

Editor: Emanuel Weinstein
Publisher: American Personnel and Guidanre
g Association . -
5203 Leesburg Pike, Syjte 400

- Falls Church; Virginia 22041

' EstaB!ishing and Operating a Career Resource

Center for Adults, 1975
Author: Nancy
ublisher:

- - - T
‘- ~ & -

¥
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Jobs 80-81; 1979 _

Author: . William Yedmans
“ublisher: G. P. Putnam'’s Sonis
200 Madison Avenue

: _* New York, New York 10016
New Career- Options for Women, 1979

Authors: Helen S, Farmer, Thomas E. X
Backer - -
Publisher Human Sciences Press, Inc:
© 72 Fifth Avenue - . -

New York New York 10011

SEIf Guidance Series; Educational Opportunity
Series; Career-Opportunity Series, 1977
Authors:  Staff of Catalyst

s  Publisher: Catalyst

14 E. mh Street - -
New York; New York 10048

What To Do_with the Rest of Your Life: The
Catalyst Career Guide for Women, 1977
Authors: Staft of Catalyst = - :
PuBB;her Simon-and Schuster, Inc. -

’ 1230 Avenie of the Americas

New York New York 10026

Careers for You, 1977 :

Authors: Harold E. Nichols, WilliamﬁJWSgbill
Publisher: Initerstate Printers and Publishers,
Inc. ,

19 N. Jackson Streét _

Banvﬂie Hlinois 61832

Ste 3: Decisxon-Makmg
and Goal-Setting

. At this step, career altematives are chosen »nd
translated into realistic; specific goals. Workshop
materials-included on decision-making are from

Project Choice, Education Development Center.

The materlals czmbe adapted for use by in-

dividuals. Other helpful references include:
- Career ard Life Flanning Guide, 1976

 Authors: Johr._'W. Loughary, Theresa M. Ripley

Publisher Follett Publishlng Company

o : Cﬁicago linois 60607

« Career Emphasis Serles, 1977

T . Authors: Jane Epperley et al.

Publisher: Olympus Publishing Company
1670 E. 13th Street - :
.. Salt Lake City, Utah 84105

“Life Work Planning, 4th Ed.; 1978 _

' Authors: . Arthur G: Kltlearle 0. Klm

Dedisions and Outcormes, 1973
Authors: H. B. Gelatt etal._

Publisher: The College Board -

888 Seventh Avenue
New York, New York 10019

TEls step involves job-hunﬂng techniquos and
applylng them successfully.-Briefly, these - :

techniques are: finding job leads (tapping 7the

hidden job market), skill identification, writing

requngsfgqglﬁt;gyefr letters, and interviewing.

_Other topics may be relevant to particular
areas and/or populations. For communities in

" which a high percentage of the populaiion is . - .

employed by the government, participants snould
be given information on getting a governinent job.
Workshop exercises on filling out job applications

may be important for some groi:ps Career ad-

vancement strategies are often of interest to many

diems
Resources and strategies for implemenﬁngthis
step range from written material to role-playing.

The “Applying for a Job” workshop includes in-
formation on basic employment techniques. Other
references are:

Guerrilla Tactics in the Job Market, 1978

Author: Tom Jackson_ .~ .
Publisher: Bantam Books, Inc:
666 Fifth-Avenue

New York, New York 10019

System, 1976

Authors: Tom J;éksonFDadeyne Maylear
__Publisher Harper and Row: Publishers, Inc.
: Keystone Industrial Park -

‘Seranton, Pennsylvania 18512

pr to Win ini a-dJob Interview, 1980
- Author: Jason Robertson-
Publisher: Prentice-Hall, Inc. -
Englewood €liffs, New Jersey 07632

The. d&b Hunter’s Manuial, 1975

Publlsher Addison-Wesley Publishing Company,
Inc. -
Jacob Way i
Reading, MassachusettaGIBU

Job- Huntlng Secrets and Tactics, 1977

Authors: Patrick Reardon, Kirby W. Stanat

Publisher Follett Publishing Company .
1010 W. Washington Boulevard

- Publisher: McGraw-Hill Book Company ~ 7 ke b
' -1221 Avenue of the Americas » Chicago, Hllinois 60607
New York, New York 10020 ‘

, QO
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_Serles; Career
“Authors:  Staff
Publisher: Simgn and Schuster, lnc

Mazkeﬂng Yourself The. eatgifggf [k@nen s Guide
to Successful Resumes and intervlews, 1980
Authors: Staff of Catalyst -
Publisher: G. P. Putnam’s Sons

. 200 Madison Aveniie

New York, New York 10016

Movﬁng Up=To Get ngh Salaried Jobs, 1971

Author: ' Eli Djeddah - -

Publisher: Ten Speed Press -
P.O-Box 7123 .

_Berkeley, California 94707
Eut Your Dégree to Work: Job-Hunting Success

for the New Professional, 1979

Author: . Mgycia R. Fox .
Publisher: W. W: Norton and Company. Inc.
, 500 Fifth Avenue _
Néw York; New York 10036

For a list of topics on education and tralning

that should be included in the information bank of

a.career guidance program for adults, see Hiring

. and Training Personnel; page 9. Other resources

are:
Aiiéiﬁuaga toCoﬂége, 197%6 - -
Aufhors Miriam Hecht, Lllllan Traub

New York, New ?cwk 16622

Y1

A Guide to Resources for Life-Career-Educational

Planning for Adults, 1977 = __
Authors:  Elizabeth Stettenpohl, Jane Shlpden '

Publisher: Long Island Learning Center

Empire State College
Store Hill Road ~ -~ -
.. Old|Westbury New York 11.18
SeiﬁGuﬁiance Series;. Educational Opportunity
pportunity Serles, 1977
Catalyst

1230 Avenue of the Americas
New York, New York 10020
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Life and Career . = =~

Assessment: An Initial |

Interview Technique .

- . When a CETA applicant becomes a par-

ticipant; an assessment is needed to establish a-
am plan that will best serve the participant's

needs. During the initial talk with the counselor,

ants may not understand what information

they can give that would be_helpful in_planning a

program. However, the counseling experience can

be more effective if counselors take an active role
in obtaining information about the life and career

situation of their clients. An approach called Life
and Career Assessment has been developed to

help counselors and CETA participants understand
?{ld use this information in program p]anning.;

RATIONALE _ The Life and Career Assessment
approach is directed toward understanding the
relation of individuals to their environment. It is
based on the Individual Psychology of Alfred .

Adler, who viewed an individual’s relation to the
world from three-perspectives: work, soclal

relations, and friendship. According o Adler, the
three areas are intertwined and canndtbe ad-

dressed discretely; change in one area necessarily
involves the other areas as well. Because in- -
dividuals are rarely aware of their approaches
toward life—the themes uyon which their ifestyles

 are based—they may not recognize underlying _
consistencies. Instead, they may choose to dwell
on superficial feelings that further obscure the way
in-which they are developing {see pages 33-34 for
a sample list of preferenice statements and the -

indicated lifestyle themes). For example; in the .

following dialogue, -a participant discusses. her job

experience. She is 20 and enrolled in 2 Youth

Employment Training program: As you read, note
the lifestyle themes that can be detected from this

bﬂéf discussion. °

Theme -

: ‘Let's discuss your work
experience. Could you tell
me about your last job? -- -
It was-with-a small insurance

company. 1 was in the claims

i s, AP

department. | sent out form

letters and payment thecks.
bid youJiEEthETOb? 2o

It was all right, but it was -
boring. There wasn't much . around others If
excitement.- All-the people samie age so that
were older than I was.  was  she can socialize.
the youngest one. But they '
were all real nice. It was all
right. o g
What are some things you
fiked about that job? ;

vy

co:

oL Prefers to work

around others the

co:

CL.

CO
CL:

The people were-nice even -

" though they were old. 1-liked'

talking on the phone. That's
‘mainly why.1 got into claims,

so that 1 could talk to people
and wouldn’t be all-bj
myself. 1 liked: working -
downtown where there's a
Iot of places to.go. I liked
insurance, too. - .
You liked insurance? - ---
Yeah, but, 1 digin't like car

health insurance. There were

many different plans, and

" ;they were interesting to

CL:

CO:
cL:

read.

. What are some of the:things

you didn't like abow it—

other than the older people

<working there? - -

1 just had a set thing I-did
every day. I'd check the
mail =1 hated doing that—
and the form letters. ] got to
where all I-could-type were

form ietters. if | tried to type
a letter that was handuwritten,
I-couldn’t-do it, because 1

wasn't used to it. It was just

duls. Other than that, I liked
the job. - .
What about the job You had

before that? -
At the floral company. 1
liked it-real well. I liked

those people: They were a

work with flowers. When 1

. .was on_delidery, I got to go

CO:

CL:

co:
CL:

Co:

out and-run around and |
liked that. It was a fun job.
1 see you worked at the -
garment factory. How w
t.at? T -
That was terrible.- | worked

at night, | went to school all.

day long, and | worked-until
1:00 in the moming. 1don’t

" like to do the routine stuff. |

was on my feet all cay long,

and we only got a 10-minute

lunch. It was just too much
work. L
Yet you stayed there a ear

because 1 Wﬁmak‘i;ng,

pretty good money. After |

. got-uged-to it, I could go

pretty fast. )

‘What was pour job there?

g

Likes social
contact.

Dislikes routine.

Needs contact

_ with people:

Does not like to

be closed in.

- -

Can adapt.




cL: i stirted out ironing. Then |

went to pinning clothes on
cardboard. After-that, 1 was - N

a supervisor. That wasn't too
bad because I told - .

o _everpbodr else what to do.
.CO: Did you-like doing that? _o

CL: [t wasokay.-- - -

CO: Supervising others? - visory rapon- B

CL: No.ldidnt putas much __sibilities that cause
. pressare on them as I should interpersonal

. have. problerns

Recurring tﬁemes in this dialogue mdicate that

the participant enjoys working with people in order.
to meet some of her social needs. She dlsll!ies

recejvingother satisfactions. Discovering the )

working environment that is most reinforcing to the

_participant is just as important as leamning the jobs

the participant has held. Therefore, the purpose of

clarify the client'’s fundamental approach to life; or
the means by which s(he) typically operates. -~ ~
- Assessing an individual's approach to work,

social relations; and friendship provides a concrete

way of analyzing and synthesizing a client's -

movement-in life: This assessment is a cooperative

endeavor that not only helps counselors un-
derstand clients; but also help clients better un-
derstand - their own life thetnes, which reve: | the
way in which they find meaning in life. B

identifying the themes, we can understand in-

dividuals’ approaches to life in a more straight-

forward manner:

A mﬁt FOII THE LIFE AND
CAREER -

INTERVIEW The model has four bastcf -
components: (1) career assessmeht, (2) typical

. day, (3) strengths and obstagles, and (4) summary.

portion of the interview is divided into three parte
“work experience, educational progress and

problems, and recreation.

1. Work Experience (Part-Time/Full- Tlmc,
Paid/ Unpaid)
¢ Lastjob
liked best
_ liked least
¢ Same procedure with another job
2. Educational Progress and Problems

fiked best : .
- & Repeat for each level attempted
3. Recrestion
* Leisure time activltles
*  Social life (within leisure context)
" ® _Friends (within lelsure context)
Work Experience To ussess work experience,

the counselor should auk the p\arﬂclpant to describe

- Employment. Training Program, where she is

- CO:. ‘Did you work at nlght or all

CL: Usually I got up at 9:00 and

tn netaﬂtne last)ob in- wmch s(he) ‘was employed

regardless of whether the job was part-time or full-

time, paid or unpaid. After the participant has

dcsi:ribed the tasks; the counselor should ask the .
participant what s(he) liked best and least about the
job. This procedure should be repeated for at least
one other job. As the like and dislike themes are

described, the counselor should repeat, clarify, and

review them, so that the participant becomes

aware of the underlying consisténcies. This process

is illlustrated in the following interview:. The client is

a ningteen-year-old female; enrolled in a Youth
training to beco’iné a data-entry worker.

Dialogue , “Theme—,
€O: You say the County .-
Hospital was the last job you :
Had?. You were working in .

the kitchen, weren't you’ .
Did you work theie a long .-
- time? :
CL: Right at two yeazs

day; or what? = - . L
Dislikes routine.
went to work at 11:00..1 ’

spent the whole day there.
-You don't see dny sunshine

- and it's dark when you get

by 2: 9@,9[,3, 0,0, qzw} then I
would sit ~round or help -

« someone do odds and ends
antil 4.30 or 5:00. That

CO: What exactly was your Iob?

CL: Working the_ tray line—a -
patient tray line. Afterward, |
heiped clean up. Then | hod
Jdds and ends to do; like go
up on the floors and-take. ice

» ,Takes care of
details so that she
can have contact
- with others.

cream; milk; bread; or fruit:

I weighed the fruit-for the
next meal. 1 did littlé. chores
you could get done fast once
you knew-whi’-ijou were- -

doing. They had a schedule

set. But-once I got the hang

of it, it didn't take me the "
whole time, so | just went

from one- thing right into the

next. And then I'd help the
other people.- Then, we'd all
sit around until 4:30, when
_ . the next meal came.- -
CO: Then you really like lo keep

Busy k seems like you enjoy
. forit o
CL: Yeah, otherwise I get bored.  Values accom-
' plishments,
\
bl
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- S The particlpant s pnorities on the jobtpg;, ’ __ who always got a star.
lifestyle themes, are fairly clear from this excerpt, CO: . You felt like you could see
although much remains to bg known_about her that youy had done
aspirations and current skills: It is indicated, __ something good, I guess.
-howgver, that the need for variety may interfere CL: : ?fﬂ the ;f“het; would _ -
with her performance in a more routine job. This co: Sfdl:g;st ;Z::: f;t' 5; 3":3
should be discussed when the client and counselor " while.
begin to look at career options. - CL: My“worst year was fifth
Educational Assessment T6 explore educational - _ grade.
progress and problems, the counselor should ask - CO: What was so bad about it? : R )
. the participant for a general appraisal of school: CL: The teacher wasanold  Overwhelmed by .
. ; " The counselor can keep the discussion focused by mean thing: I'm not kidding!  large assignments.
5 asking what the client liked best and least about . Can you imagine somebody .
4 .| . high schodl. This inquiry should be repeated for reading —what was it—the -
£18 e S SRR DD A e .+ story Gone With the Wind. 1 _
h elementary school. Usually, the themes that appear had o read that story in fifth ~
r are consistent with the themes that surfaced in the : d read fhat story In 1 : i
grade: That thing was about 5
exploration of work experience. The themes this thick, and then she had _ AN
shouild be repeated, clarified, and reviewed with wie write a report. o
the client. Following is an excerpt from anin- CO: She made you do that as a o
terview in which the participant's school expenence - punishment?
, . was discussed: CL: Wegot off to a bad start;
* and when she did that to mie
Dlalogue Theme it just made it worse. So;"1 -
stuck a tack on her chair and
co: Tglj me abom your schooi - ~ somebody told on me. For a
__ experiente. - : month she would send home - °
CL: 1liked it, until I got Jnto "~ progress reports to my father
eighth grade. I think. it. was : and he would make me sit
then that | just lost interest. . . and write, “] am sorry. . .” .
o Right..around eighth grade: ) - 500 trmes each night. :
: CO: What happened to make o o
B . . . you-change? . : Biit sixth grade ias @ lot g{ Values attention
PR CL: {have noidea. [ guess I just : fun: The teacher liked to go  from adults.
thought I-knew everything ’ outdoors, and she always ‘
and so [ started running ’ took-us onfield trips to the
around. Ard I got it into my parks. On the weekends;,
. head that | was gonna jeave she had this nice place out
. _ school. I " of town and she would
CO: Did you ever think about  always ask us if we wanted -
_ going back? : to come eut on Saturday or
~ CL? Alot of times 1 did, but I e ] Sunday. We would go eut :
‘never got around to it. | had Depends on . there, if we needed help.
to work.. My father | had the others for goals. . A CO: It seems as if she really
. feeling tha if you didn’t go —:  cared. .
, to school full-time you had CL: Yeah, she was n reai nice:
to work full-time. You hdad €O: You said when you got to
to-do-one or the o!her, sol ' ° ) junior high you kirid of lost
__  worked. - - *  interest.
_ CO: When you think back to . CL: It wasall touch and go, I -
elementary school, you said guess, from one class to the
you liked it pretty well, What ’ __  next.
were sonie things that you : CO: Touch and gqg —
remember liking? What was - CL: Seemed like once. 1 got o Lacks asser-
. good? - - —- , junior high and high school, tiveness. .
CL: In fourth grnde-—l can. . nobody. really took an in-
always remember third-and ' terest in what | was doing. 1 ' <
Jourth grade —speiling.and was used to just one class ' '
; .capitafization and stuff like. - . ~ und everything,
- that. We always had special ! CO: You Jelt you were left on - -
’ . games to make it a lot more . your owin with no one to go
fun. Like the spelling bee. If  --- . : to for help.
- you-got $6 many words ° Seeks rewards '
right,-you got a star on the and recogr.tion
board. | remember how the : S
teacher olways pointed me Values approval
out as being the one person  from adults. -
0 28 35
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CL: Thatwasafotofit’Because
B | neeéa#o}—of-hefp-wiﬂrﬂle—tack of aduh

_short time you've gotthere .  attention caused
and all the students. | would Iopeliness

leove closs ond still have

Guestions. |- wouldn't know

what to do the next day. So .

1 just got further and farther
behind.-I'd have something
to say; but 1 never said it
until it was too late. 1
remember 1 talked to my

... counselor.

CO: What did your counse[or

- suggest you do?

CL: Hang in there. And Asking for
whenever I had a-question,  assistance is
walk up to the teacher and *  difficult:

. say, Héy. 1 need some
heip Andldiditfora

L

up. It was okay for a while.

CO: What do_you think about
. that now? Do you think you
would have trouble asking

_.  people for help? .
CL: No. Iuehadalqtof R
Worties about

questions and ['ve asked
I've got to get it through my  keeping up and -
s head that if I don't ask, I'm not getting

not gonna know. So far; I'm  depressed:.
. working hard t-ying to keep :
°  up and not fell behind. 1

promised myself that 1 was

not going to get depressed.

I'm notgonnado it -

anymore. I've-done that -

before; but I'm not gonna e

it this time;-I've got a real ’

positive attitude about what

s ~ I'm gonna do.

_ As'this client enters into new educational
expetierices, it will be imponrtant for her to have -
someone with whom to discuss her progress and

positive aspects of what she is doing. Assertiveness

training or related counseling may also be needed

so that she can assume responsibility for main-
~ taining &. sufﬂcient level of parﬁcipation in the

program. - -

Recreation To assess the recreaﬂonal‘ area;-

participants are asked what they du with their

leisure time_ It is important for the counselor to

note whether the recreational activities, are con-

sistent with- work and educational themes. This is
also a good time to explore love and friendship -
relations. Exploring a participant’s social life within
the context of one’s leisure time: has been found to
. Ye a nonthreatening way of exploring this -

~ | ' sometimes touchy zrea.- The intention is not-to

- gather intimate infornation: it is o discover how

social relations reflect one’s lifestyle. Does the -

participant have many.friends, few; or none? Does

the participant make decisions about leisure ac-
‘ tivities that are done with friends, or does s(he)

. CL: Most of my frtends liue In

follow the suggestjons of others"\ .
- In the following portion of the Life and Career :

Assessment Interview, leisure and sucial activities

are expiored:
Dralogue 7 Theme

€6i Now thar you 're cut of high
school what dogcu do in ;

CL: Weli, we have horses and Has intense in-
~  most of the time I ride them. . terests and
1 have two horses and I ride . commitment.

each of them twp hours o, Tl
day.-1don't have-much time *

= , to do anything else:

< CO: Four hours of hotseback

riding @ day? '
Cl.: Un-huh; I get up at 6:00 in
the morning and ride till -

4 8 00 Now 1'11 haue to ridz

1 guess Il have to cut down

to an hour apiece. But I've
got i ride them during the -
week; or they're not worth a
darn for the shows on the

_ weekend. . .
CO: You show them on the
weekends?

Il

cL: .We go all over and show

- them. -
CO: That must take up mosl o]
your time. - B
CL: Yeah, quite a bit of it. l got
a Doberman pinscher that <
I'm trying to train, and he’s

about-to. drive-me crazy.

Most of my time 1 spend

_ uiith animals. We raise -

¢ Dobermans. Two years ago
we had 13 of them' and sold
every one. Now we only

-_.  have one; this little baby.
CO: So most-of your free-time is
"+ spent with your horses and .

77777 * Friend: come to
eutand see- me Some- -~ her.
body's usuaﬂp out there all
. the ime. I nin around with
my friends at night. Our- -

. horse shows last until about ?\
7:30, then I come home and="
go to the dances or
<. whatever.
CO: What about “!eekff)di? S
: Her mother ls
important to her.

Well; our shows are on
Sunday, so I usually spend
the whole day Saturday with
Mom. 1 don't get to see her
too much during the week. 1
see her every once in a
while at night, but on- -
Saturdaps we go shopping.
We go to breakfast first and
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then we shop. Sometimes
we-go to lunch. My Mom *
__ and ] are real close. _
CO: Do you feel responsibfe for
her?” -

real well m spite of hauing to S

raise all us kids. My Mom is ;
. just a lot of fun..1 have more
fan with her than_{ do with _
- most of my friends. _ P
CO: She's kind of a mother and K-ﬂ'
=~ afriend?
CL: Yeah. we're real cIosgﬁr Her mother
CO: That's good So you feel . represents securi-
that you have to take care of ty, warmth.
her and provide friendship
for her, too? Maybe wher:
vou get-cut-on your- own -
you'll have more time for ’
‘yourself. What do you think
- - you'll-do then? v S
€L: I'l probably move. If 1 move . Relationship with
to-California my sister may mother may ¢
_ want me to live with her_ If I interfere with
stay-here, I'd probably- move  moving to areas
gquiolumbia or someplace . where jobs are
close, so I can run back and  available.
- forth-to see Mom. :
CO: So one of the things holding
_. you here_is your mother. - -
CL: [Iguess. She's married and
my step-dad works an awful
lot. I hate Jor her to be by
herself all the tinie. 1 just

enjoy seeing her; and I'm
kind of used to it.

- From leisure actwities it is usually easy to
move to social relationships. In the above situation,

the client's dependency on her mother for .

emotional support may.interfere with career ex-
ploration. The client will have to face this conflict
. at some point in counseling

A Typical Day  In the portion of the.] interview
that explores a typical day on the job, Yhere are

two wcik styles the counselor needs to delne

1. Dependent/Independent
® Relies on others to . make decisions

- ® Functions independently <

2. - Spontaneous/ Systematic
®  Prefers rotitine
- Dislikes routine- - - —

- J'he purpose of the %yplcal day exploration is

to discover how the cliery nizes his/her life.
The assessment canbe made by asking clients to
describe their typical work day in a step-by-step
fashion. First, the counselor should determine
‘whether the client tends to be dependent or ins
depen-ent. Does the client get up. in the morning

by hiraself or does someone else. wake him? Does

she do things alone or insist on having someone

with her at all tmes? Does he organize his life

CL: Yeah. £ggs or toast. Then

systemaﬁcally. or does he respond o eacﬁ aay

spontaneously? Sysiematic individuals tend to do

the same thing day after day in a fairly stable -
rc-utine, whereas spontaneous individuals rarely
follow a roufine. The patterns that emetge from an
assessment of the typical day can be helpful to

clients because it Is often this area that reveals
probiems. For example, if a participant enjoys:

sleeping late, and usually does not get up until the

* la‘e morning, the counselor should: foresee that

punctuality and attendance are likely to be
problems-that should be explored with the par-
ticipant. Again. such patierns. should be repeated, .

clarified, and reviewed with clients so they begin to

understand how they organize their lives: _

In the following portion of a Life.end Career

Assessment Interview; the client’s typical day is
discussed.

Dialogue : szeme .

co: 'd ﬁke you-fo think fora

minuate about what a typical
day is like for you. It's time-

fo get up. Does an alarm get

you up,; does somebody N

wake you 1 9, or do yeu Just

wake up? 5 .
CL: ] wake-up myself and 1 get Responslble sya- ,

out of bed: I've already tematic. .
taken my_shower the night
before,- so'4just wask my
face; put on a little make-up, -
then find something to wear,
get dressed, and fix myself
something io eat. I drink lots
of milk-becduse my stomach
is upset when Igetup I

- have an ulcer. - - -

CO: You !b? your own breakfasi?

o Dependent in
the phone usually rings and ] some ways.
- talk. . . - :

CO: Who's- camng you’
CL: One of my.girl fnends
€0: Let’s say you got up -and

" you didn't kave anyshing to

do, and you could do .
. —anything-you wanted What

would you do?

“€L: You want to know what I'd  Passive, seeks

do? Grab a blanket, go _ pleasure in im-
downstairs, get something to  mediate en-
eat, and turn on the tele- vironment.

" vision. Just sit there and

.__ watch television. __
CO: You like television?
Cb: Yes. ¢

. ~Do you- llke to wazch durlng
. the day? At night?
CL: 7! pends I like three soap
8. At night 1 really




- CO:

-~

that, Ido Il watch lOO
What s soap operas do you
, fike?
'CL: “All My Children;” “Days of
Our Lives,” and “Another
. _ World.” 3 ’
CO: What do you like about soap
. operas? B -
CL: Just the story ltsel] and the
suspense. Who's gonna-find
' out what? And who's getting
married and whose daughter
is pregnant. . ‘
CO: Do you ever put yourself in
a-character’s gface’ Do you -

ever think that it’s happening :

. toyou?

CL: Sometinies 1-get so mad that
I stomp'my Jeet, saving,
“Stop! Stop!” Sometimes |
end up crying. You see
somebody behind a curtain
with a gﬁn and you're

: saylng. Don t go that way.

!den!i!i@ w{th and

relates to others
easily.

pollce It s reallp excfting

Sometimes you get so happy

you start crpmg They are a
 The clientdaarly indlcates ,that she likes a.
systematic routifie for carrying out her daily. living
It also sounds as if she is dependent on others and
can get too involved in sécial relationships. She is
passive and she may use television as a pacifier.

Strengths and Obstacles  This portion. consists of -

asking participants what they believe to be their
three main strengths and three r ma!n obstacles.

I Swengihs "
® Available resources -
- ® _What resources do for client

V2. Obstacles

.
& .

‘Related to strengths
ed to themes
sstment provides informgtion,@bout

‘ p}oblems clients are deallng with and- the ‘Tesources

clients. Sometimes
strengths.. To assist, t
to describe the roles they play {mother, fatﬁer,
employee, etc.) and the skills they use to carry out
each role. After clients have named their three

strengths, it is best t probe further by asking them

what their strengths allow them to do. For

example, if a client lists persistence as a strength,
further probing might disclose_that this quality is a
strength: because it permits him to keep trying. This
type of information can be revealing for both the
participant and the counselor. The same prot ing
and clarification should be done for the client's
obstacles. Clients may find it easier to identify
‘problem areas, perhaps because of past failures or

low seﬂ-esteem Itis recommendr that the :

. }v«. ;"' ; L ‘_; 5

2

: Dlalogue .

counselor 'hel'{ the client look at obstacles and

strengths together. For_example, how ¢an a client's

strengths be used to offset her obstacles? This helps
the participant start thinking in terms of the -
abilidles, competencies. skills, etc. that$(he) already
possesses. -

H Following is a portion of the Life and Career
Assessment Interview in which strengths and

obstacles are pinpointed .

i

Theme;

CO: What(umuk’ you sav are
some-of your -main. - -

strengths — besides liking

__  people? S
CL: Oh, I'm a pretty good typist, ~ Feels confident of
. especially with a little:  « her skills.
practice. I can run office ot )

machines: 've never had.
any- trouble with any kind of
office machine I'm good
over the telephone. | can

always keep things well -

Uses her social
things wel skills on the
organized. I can get thlngs telephone:

set up, so that if somebody z
came into the job they'd

know exactly what to do. 1

alwdys make d list of the

- things I do every day.

CO: That'’s good. It sounds like
you're the type of person a
secretary should be. Can
you size up your main __ -
weaknesses; ones that you d
ke to work on to make

:  ypourself more emplopble?

CL: 'Well, | probably talk too
much. If I get started on
something; it’s hard for me
to get off the subject.
Another thing is that | don t

Must _control
social needs.

Concern for better
organization is a
strength.

done too fast orlI'm not-- -

done fast enough: I never

can get everything to work ‘ .
- out just right. 1 always have - .

thlngs done an hour early,

.. atall. . . t
* CO: Then it's important for you

to be organized?

‘ CL: Yes. I like to be- organlzed

And.-I don’t thirk there’s

anything else that I have
trouble with.

In this part of the interview; the counselor has

reinforcea the client’s s desire to be organized and to

activities on the ;ob This can be takefi-up later.
Summary Each interview should end with a

' summary: It is most helpful when the counselor’

N . T
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asks the cIAt to summarize what s(he) has learned |

hom the session. When the client Has finished, the
counselor ..an ‘add any poinits that were omitted. In
the summazy, it is imporant that the counselor and
the client reach agreement about the client’s life
thermes. This agreement is most. effective when it is
reached with the client’s. own words and meanings;
then the summary\of the client’s approach to
his/her career will make the most sense.
Although the Life and Career Assessment

format is standardized, there is no prescribed. -

procedire for getting Information: Counselors need
to develop a personal style for this procedure and

to fit the needs of each client. It is preferable for

_ they should be flexible eqz:g.hvto shift-the format

the counselor to integrate the exploration process

“into his/her own style as well as that of the client,

in order to keep the interview from being

 mechanical and to irfake ‘the interview as
" meaningful as possible.” .

'ADAPTING THE LIFE AND CAREER

ASSESSMENT INTERVIEW FOR USE

WITH YOUNGER PARTICIPANTS The~
+ major-program ‘goals for a-younger CETA client

may differ markedly from those of an older, more

miature client. For example, an older client may
possess a higher level of vocational maturity; and

be in need of acclimation to a specific work setting;
remediation of past inappropriate work habits, or
definition of specific career options. Since the -
younger client's experienice is riarfower, program

goals may includz introducing the world of work,
learning and practicing positive work habits; and

exploring a variety of caieers. . -

- The younger client’s tenure; then, has a
developmental focus. The Life and Career
Assessment Interview can easily be adapted for a -
younger client with a few minor modifications. .

These modifications are broken down as follows:.
Career Assessment . _Work experience—ltis -
probable that the younger client has not had much

paid work experience. The focus; then; will not be
on past job. assignments; but on the'client’s lifestyle
themes and how these are likely to influence
his/ her preferences on the job.. This information

can be elicited from the client by examining any
work experience, unpaid as well as paid, and

| domestic responsibilities. . _

. _. Educational experience—This iii\iibﬁéiii -area

~ should be dealt with in the same manner as for the
- adult client. Reasons that the client liked-or disliked
- certain teachers should be emphasized;-this - -

provides information on the types of persons the

clignt is likely to respect or emulate, or, on the
other hand, to have difficulty cooperating with.

Preferences for certain subjects are also important

considerations: Through these preferences; the

© counselor-can explore possible caréer interests, and
- help determine subjects the client might take later

]

. the naftire of family ties. Another area to explore is

" Client what s(he) has learned from the session. For

that will lead to a career. . -
:_ .- Recreation—This area may not require em-
phasis since the younger client's recreational ac-
tivities depend largely on family activities. It may -
be useful to examine family activities to diSCover

hobbies. Does the client enjoy investigative ac-

. tivities, such as stamp collecting, or more ad-
venturous endeavors, such as skateboarding or
exploring? To determine the type and extent of

peer influence, the counselor should ask the client
to describe favorite friends. - - - :
A Typical Day - The typical day portion can ‘be

. explored in miich the same way as for the adult

participant. Again, the counselor is looking for, -
independent/dependent and systematic/spon-_;

taneous tendencies: Who awakens the student?"
Does the student have a set schedule? Does he
have daily chores to carry out? If 5o, are these
responsibilities monitéred or related to certain -
privileges?. What is her home environment like?.
Will good work habits be reinforced in the home? .
Strengths and Obstacles  This part of the in-

terview Is also similar-to the adult interview,
focusing on-the developmental aspects of strengths
and obstacles, that is, recognizing and utllizing
strengths in order to overcome obstacles the

. younger client is likely tg face. By reinforcing

strengths; the client will become more aware of

. skills she) possesses.

Summary The summary involves askiﬁé the -

the younger client, as well as for the mature, it is
important to instill an awareness of likes and

dislikes; of styles of organization; of strengths and
weaknesses; and how all those traits combine to

_create one's personality and lifestyle.. The coun-

selor can ask, for example, whethexthe client likes - |
a teacher because s(he) issencouraging: The :

. "response may indicate a need for reinforcement in

order to efficiently carry out tasks. Characteristics
like this have important-implications for future_

career success. By increasing self-awareness, the
client can begin to look at viable career options: \
TIPS FOR USING THE LIFEAND ___ \
CAREER ASSESSMENT INTERVIEW . \
1. The interview serves both as a means of

getting information and as-a founidation upon - - -
which to build the counseling relationship. It should
retain an informal, conversational tone. Therefore,

the counselor should not take notes during the

Jinterview; many new clients find note-taking-in- -
timidating.-. - ‘

2. Frequently, CETA clients do not speak freely.
To gain the most information; the counselor must _
ask the client to explain his/her statements in some

detail. Do not settle for pat responsee ltke I hated
the job at the restaurant because it was boring:”

Ask the client for more information, more
examples.

-
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3. The interview usually takes. 4’0 45 minutes. lf
“-ossible, it showld be conducted in one session,
accordlng to the format described here. If this is
not possible,- the format can be broken into-

separate. sections: For example; the first interview
could focus on past jobs, school, and recreation.

The remainder of the interview could be-conducted

at the next session.
g, It may e difficult for the chent to thlnk of

E ;;f three strengths or obstacles to discuss. If so, the

tounselor can encourage the client to think of one
strengtlusr obstacle This way, - the client will. not

feel pressured initi ~!ly; and will probably be able to
supply more infor. ition in time. -

5. The structure of this interview -allows the
‘counselor to control the pace, so that the most
information can be obtained as quickly as possible.
To keep the client on track, the counselpr can

actfullysteer the client in the right direction- Wlth a

simple statement like “Now I have a good idea of
- what a typical morning is like for you. What about
the afternoon and evening? Tell me about those

tlmes

»

6. The lmportance of t reviewing recumngjtemes :

with the client cannot be overemphasized. This
“process provides insight for the client that §(he)
may not have thotight of before. As the client gives
needed mformatxon to the counselor,-the client

 also receives information that will. help in the self-
discovery process; {‘
7. The typical-day portidg of the interview should}
be ¢overed thoroughly; it will provide a. wealth of -
-information. This portion of the interview also
heffSs to strengthen the relatlonshlp between
counselor and client.

OUTI:INE FOR 'I‘HE tll’iANB GRRBER

Career Assessment <
1. Work experience (part “time/ full- tlme.

-~ paid/unpaid)
- @ Lastjob - .
liked best -

liked least :

¢ Same procedure with another ]OB

2. ‘Educational progress and problems

¢ General appraisal
liked best

_ & Repeat for.each level attempted
3. Recreation
Leisure ﬁmefggiivitgres; -
Social life (within leisure context)
_Friends {within leisure context) -
A Typical Dy - - ) -
1. De"ende‘nt/ Independent ]

& Relies on others to make decisions
_* Functions independently
2. Systematic /Spontaneous -

o Prefers stable routine -

Bislikas,goutine

. St’re'ngths and 6B§iacies

1. Three main strengths

e Available resources

® What do resources do for client

2. Three main obstacles

_ ® ' Related to strengths
__® Related to life themes
- Summary

1. Agree'on life theries
2. Use client's own: words -

3. Relate themes to goal- settlng

IDENTIEYING THEMES -

Career Preference Statements
‘fo have a job that provides many
fringe benefits.

To receive a Iarge 9early pay in-
crease Or bonus._

To have a job that pr0vndes per-
sonal -comfort and good working
conditions. i

. To have ample work breaks or get
timd off: I o
.To be able to manage money or
resnurces. o !

To be my own boss.

To be free to make my own
decisions.

To be directly respOnsuble to 10 one

- at work.s ¢

To work with httle supervision.
To be free to vary my working
hours. -

To be able to qugsglgn the -

customary way of domg things:
To be able tc explore variofis

- aspects of a job.

To discuss which of several alter-
natives best describes a situation.

To believe the work:I do !s im- -
portant or significant to others.
To be able to consider myself a

- Creative person. -

To know exactly how my super-

visors expect a job to be done.
To be able to see the results of my

- work at the end of each day.

To be able to measure how miich °
work | have done:

" To kriow that }e problem fam

" working on has a correct solution.

To.know that when | have finished a
task, it is done once and for all.

3 -

Themes

”Receivmg direct -

.-:bc‘éxeflts/

indebendencé

A;:hiéving ideais

Responsibility

“

4.




'i'o analy;e a person or situation in
order to make a decision. .

To be- responsnble for making major -

decisions that affect the workof -

o other neople &
- . To be responsible for hiring and
" firing p=ople.

To coordinate the work of other=
. To be able td ipfluence a goup ofs
- people.
. - Toknow a large ‘number of the,
ple with whom 1 'work. B
To be with workers of the same age
and interests —

To be 5poken well of by supervisors

workers.

To have other workers ask. ior my
advice.

To make & deal wrth someone:
To find ways to settle an argumient:
To act on “gut” reactions. .

- To collaborate with people in order
to solve problems :

©

opposirig sides inan argument. -
To keep récords; inventory; or -

charts; and to make appointments.

To pollect or gather information,

materials, or samples.

To calculate; compute, or

-manipulate nurmbers.’

. To organize #nd classify iniormation

To move; remove, of repair..

To_examine; inspect, and handle

with precision.

To grocm, make up, or work over

things: -

To work, smooth grind stress, or

press_ materials and products

To help someone or be of service to

others. -

: ~ To support or n;oiivate oihers

= To take orders for service or walit on

" people. T =

“To care for or heal o!hers :

.Go have an established daily routiqy
o have a reguler scheduleof *
hores. .

To arrange my time 50 ,th,aisash

task is done at the same time every

day . ,

To be free of distractions while
working.

2

To know and associate with fellow -

>

e

<

- Themes

4 Ergviding le?cler--

ship

Having social

. contact

Negotiation

Organization

' -~

Handlin§

3

Helping

Establishing or
maintaining rou-
tine. v

. Career Preference Statements

"?6 be pliasically acti\(e.

Themes
. Action.
To participate in outdoor sports.

To have hobbies and jnierests in- .
volving muscular coordination:
Tobeactive. =~ . . .

o

Vo

PAFullToxt Provided by ERIC
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LIFE AN

D CAREER ASSESSM

ENT INTERVIEW

Themes

. \‘

PAFullToxt Provided by ERIC

5

. Leisure Time

>




Area

Client's Remarks

Themes

: Typmay
Work Rouﬂne

3

Wéékéhé? Time Of

7.

. Free Time

N
.

Strengths <nd Obstacles

Three Main Obstacles

Tﬁiﬁé Main éiréngths'

ol souri; Columbia, Missouri).

2

d from Cm Coumﬁng Technlquel That Work: An Integntcd App(occn. Ufe Career Aueumenl Interview (1980 University




Deé:s:on-Makmg Session

. The following session is designed to help
participants to learn decision-making skills to apply

to_career decisions. It can be used.in a group

setting or easily adapted for individual coun%lmg

PRESCRIPTIVE GOALS
1. Participants will assess the effect:veness of their
current pattern of decision-making.

2. Participants will learn the skills 1 necessary to
make decisions regarding their careers.

TIME NEEDED 90 minutes--

INTERVENTION S‘I‘RA‘I'EGV Dn the

career. development modeél we have used as the

basis for our work, we see that dec«s:on -making is '

one of the last steps to reaching a career goal.

.Deciding on a specific:career or field is often a
milestone in an individual’s life. However. the
ability to make a realistic-and successful decision is
an.-ability that affects all aspects of life. Today we
are_going to learn about decision making — what it

is; and how to do it better:

Distribute “Decision Styles .
Please take some time to think about decisions you
have made in the last few weeks Wnte them on

the left-hard. side of the page. Leave the right-

hand columns blank for now:

Pause five to seven minutes.

We generally use the.word decision as if we all

know what it means. But suppose 1 ask pou to.

define the word decirion. What are some
characteristics of a decision?

Pause for discussion:
List the characteristics of a dec1swn on a piece of

paper. = -
It's more difficult than you'd thirtk, isn’t it? Let's
pull together the things_ ave said to come up

with a complete set of "ritena

1. Making a decision §éﬁei&ﬂy involves § your
values and attitudes. .

2. It has consequences.

3. It hds dn influence on the self and others. If
we go by these characteristics, we see that often

the ‘word decision is_used msteqd of the word

preference, although there are, of course, big -

~ decisions and little ones. ‘Let’s go back to the form

®you filled out a few minutes ago. Now that we
have selected some characteristics of a decision,
which items on the form now seem to be
preferences and which are really decisions?
Pause for discussion.

- It is 1ot necessary. for all participants toshare thelr

decisions. Elicit enough examples so that the .

difference between a decision and a preference
becomes clear. :

Now what do you think is a good decfslon’ First,
reniember that a decision—no matter how good or
how well thought out—offers no guarantee. At

I3

best, a decision is an educated Quess, d calculated
nsk That - means . that we can -only do our best with

‘all the information. we_have at.our disposal niow.

There is no hindsight at the time the decision is -

made. -Let’s look at some guidelines for making a
good decision.

Distribute “Essentlais of Good Becmon Makmg

Disciiss each item. SEek examples from par-

ticipants’ experiences. - - - -
These seven items alLsound reasonable. but few of

us really consider all seven before we make a _

decision. People not only have different styles of
decision-making, but individuals often use different

styles for different types of decisions.

Please form groups of four or five.

Let’s go back to your original list of decisions. I'm 'm

going to describe each decision-making style, and
I'd iike you to ty to identify the style you used to
make edch- decision. Then you can discuss why
you feeLthe style you used wds dppropridte or
inappropriate: -

Read each decision style -

Impuls?ue —choosing the first alternative that comes
to mind without much thought given to other

alternatives or consequences.

Pause one minute.
Intuitive —relying on intuition or feelmgs to make a

decision.
Pause one minute.
Exploratory — exploring all altematwes and the
possible consequences of each before making a
decision. .
Pause one minute. B
Agonizing — experiencing conﬂlctmg fe
fearful of making a wrong decision.

gs or
- \.

Procrastinating — puttlng of] the decision c or ex-
ploring its ramifications until the very last minute.

Pause one minute: . - B
Paralyzed—being unable tc make a decision at all,
allowing someone else or a situation make the

decision.

Pause one mlnute

Cornphant——dgreemg with whateuer a srgnificant

Panse one. mmute

Fatallstlc—mafdng a decision based o on the beltef
that its result is predestined or that you haue no
control ¢ ouer the situation.

Pause one minute. =
No decision— decldlng not to decide.

: Pause eight to ten minutes for discussion.

What is the difference between asking for advice

and asking others to make our decisions for. us?

Let’s suppose that a young woman named Sara
wants to go into advertising and is now_trying to
decide’ whether to go to college. Let’s discuss how .
you would react if the significant others in your life

14




made the following comments. How. would you try
to please dll of them as well as yourself? '

The following may be written.on'a piece of paper. -
or copied and distributed to different participants so

that they can each take a part in the discussion. If
time permits, two: or three participants can take

compare responses. .. ___ . ___
ADVICE FROM SIGNIFICANT OTHERS
Mother:  You have to be so terribly aggressive in
that field, and you're so good with children. -

turns playing Sara, and then the group can

Father: A cutthroat business. You'd make a top- -

hbﬁi:h nurs@ T T o S ‘ -
Brother: - -It’s.a man’s fleld—you'd never make it.
Sister: Super. Everybody in that fields makes
loads of mone§). _ : :

Best friend: _Let's face it, nobody’s going to marry

an advertising executive. It's too_much comr
p:éﬁﬁbh- R o R, ',, .
- English teacher: Well, you seem to have a talent

for creative writing, but advertising is a tough field. -

Boyfriend: Most people in the business are men.

ii; Eléusyidea . S
Advertising executive: Great! I've had my ups

- and downs just like everyone eise_in the field, but I

wouldn't give it up for anything else. S
Favorite coach: Do pﬁatever you want, but I sure
hate to see you waste your athletic ability. :

Sara: Houw can I please all of them—and me?
Discuss fiow Sara can use their ideas and still take

charge o the decision.

Let's get back together in a large gr

et’s ge rde group and share
what you have learned about your decision-making
style. We will consider two ‘questions. First, what

strengths or skills do you already possess in the

area of decision-muking and, second, what skills "
do jjou need to practice?

Pause for discussion. -
Now let's put into practice what we've learned
today. ' I

Distribute “Decision-Making Form.” -
Before _uie begin, each of you take-a minute by.

yourself to consider a decision that gou're facing,

perhaps one that relates to education or work.

DECISION STYLES = -
Describe briefly eight or ten decisions you have
made recently. Be specific:

. Decisions | Fiaye Made
1.

I A

|

: :u—‘fO

Styles of Décision-Making

Adapted from Project Choice: Creating Her Options in Career Exploration (1979, Educational Development Center, Newton,
1

Masuchusetts)‘.
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: assmns Ol" GWB BBCISIGN-
‘MAKING

Definition - lmustweﬁlllyaﬁewﬁaﬂm
making a decision -about. :

. Alternatives and Assessment If I am to choose,
then | should have more than one option to
consider. (Search for as many altematives as
possible;, but mg@lle;guse too much in-
formation can be paralyzing:)
Autonomy [ must be independent of others as
- much a3 possible. (The challenge is to gradually
take charge of your own life. Whether the person

you consult gives you specific lnformation or tells

you what they would do “i ] were you,” it is most

importani to remember that this person is not you.
You must make the aecision to fit 66&? needs and
your values.)

Risk-Taking | need to strike a delicate balance
beti-een being too«cautious and too adventurous.
(Taking risks can refer to physical, intellectual, or
emotional risks. Many people need to expand their
- risk-taking limits in order to maximize their

- potential for growth:) -

- ;Timing -1 must set a reasonable time fgpn for

. - making the decision. (Procrasﬁnaﬁon, jra-

pl.\l§i\¢er|esst and poor timing are commion errors.) -
y- 1 must willingly assume respon-
. sibility for my decision and its consequences. When’
1 let others make my decisions, | avoid guilt and ,
:don’t have to own the consequences. The trade-off
‘is that I give up control of my own life:
Values My decisions are influenced by my :
values, which | sometimes do not fully understand.
Getting in touch with myself and _clarifying my
values helps me make better decisions.

ﬁom}?iv Choﬁ:e Cnafng Her OpHomIn f
(lmﬁgduaﬁon Development Center, Ncwwn

[

LA
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‘Decsion uakiNG Fomx
Quesﬁorji .

_a. Whatis the proBlem or situatlon" — P

b. What decision do you need to make?

"¢. When do you need to make the decision?

2. Values - - v
a. Isthe Qecxsxon lmportant" {Does it involve long-ranee consequences"
Does it involve significant others?) .

b What do l want the outcome to be?
Musts (Cannot modify or do w1thout )"

‘Wants (Would like, but am Wiiii’ng to rhééiﬁ or do without.)

- i P

, 3. Assessment o
a. Whatare tl}g @jgnahves’ (Include status quo and as many others as possible )
b. What are the consequences of each altemative" (For yourself, for significant others, and for the feelings

of signiﬁcaht others.) .
AN ' C 4 &




c. Howdoes each alternative meet your musts and wants? _—_—___

d: Isthere a way to combine alternatives in order to maximize your rewards? —— -

4.- Aion
a. Whatis the best decision for you?

c. Whatis younpack-up plan if th- unforeseen should occur?

" Adapted. fiom Project Chioice: Creating Her Options in Career Exploration (1979, Education Development

L

Massachusetts)

- (]
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Anmmﬁaﬁomﬁlmddwony

" A worl2 without ptejudlee

-

A meaninghul and fulfilling love relationship

' Happy family rehﬂonships

7 'lntcmaﬂnnal fame and populaﬂty

You Val ”””” Proﬁle

- The foIl’owlng is a list ofcondxﬁonspéoplg
often say that they value or strive for jn life. On a

scale of one (least important) to five {most im-
portant); place a dot in the box that best describes

how important the condition is to you.

; =" Importance Scale

Least Important - 1

2

Wil

Most Important

Freodom 1o do what you want _

Achancetoieadﬂ:eﬁunaofanaﬁon

‘lheloveandadmlratbudfﬁféiids

'm:kititoanycinlmrilo;-adileﬁc

- event as often as you wish

Complete self-confidence
andapoiltlveoutlookonlife . |

An emﬂronment wlth clean

A home in a beautiful setting

A chanoe to ellmhiite slcknm and poverty

Kn understanding of the rheaning of life

A world without graft, lying, and cheating

Freedom within your work setting

Free travel to anyplace, anytime,
and plenty of spending money -

Success in your chosen profmlon or

1. Connect the dots with a solid line to draw
your own profile.
2. -We will take a fewmlnutes to. ldentlfy the

underlying value(s) implicit in each condition listed.

'Wirite the values in the blank column at right.

3. Using the values profile; take five minutes to
write a description of yourself and-what is im-

' portant to you

.....




 IDENTIFYING STRESS CAUSED BY -
CONFLICTS IN VALUES Values that do

Whenyouare sure of your

e 1 v 1 e B

that is n&t important. Nowfortheswondstep

On your values profile: . @

1. Crosthroug‘hthewadﬁastandwﬂtenot
there.

2. Cross through the word méa and Wﬂté almost
there. ol

3. Wﬂiacoloredpencﬂ placeadatinthebox.
number that indicates how cldse you are to

3. Connecttl'necirdeswlﬂxadottedline
Questions to ask yourself: -

1. How wov'd you describe the a&crepancy
betweenw:myouareandwhereyouwantto
be? °

2. lfyomllfehasallbwedyoutoachievethe ,
goal, what is ahead for you? Does your life script
need-fo berevised?. .

-3 Byéleﬁhgyourvaluosandacth[g[qgc;ﬂf
cordance with them; can you relieve or reduce the
siress in your life?

- 3 Whatvaluesdoyouhavenowthatarellkely
to be unimportant in 10 years?

5.. Do your values mesh with your Ife ex:

peﬂenca’

: Kdiﬁ«ﬂiom Adult- Vlvlut
Collesn Ryan, ifid-[alt'rﬁm cnhug [} 17  the Xduh

. Life Resources Center. Used Mpmyon,gf,,gﬁduh Life
Resources Center, Division of Continuing Education, Unlvenﬂy

of Kansas. o
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Worskshops are usually an integral part of any
career guidance service for adults. We' recommend
adapting and developing workshop matesials that
can be used in a variety of settings and with dif-
ferent groups. The topics of wotkshops can be
based on the career decision-making model used
to develop individual services: This allows career
planning consultants to incorporate the workshops

into an individual's program and to offer workshop -

participants follow-up on an individual basis. A

. workshop is, in fact, one-of the best ways to recruit

" clients for individual counseling. ’
Workshops allow-a program to reach large

numbers of participants, as well as provide op-

. portunities for individuals to assess themselves irt a

~__ USINGTHECAREER
DECISION-MAKING MODEL AS A
"BASIS FOR WORKSHOPS

nonthreatening environment and to enhance their .

self-esteem: Most adults who attend career-- -
guidance workshops:are either experiencing or
anticipating a major life transition. .

, In a workshop, participants.can share personal
concerns and experiences, and they can be en-_
couraged to accept transitional difficulties as both
normal and surmountable. Most adults ex- - -
periencing career transitions are women; some are

displaced homemakers or returning women, some
hold jobs biit are interested in: career advancement

or career and life planning. For many women, the

workshop experience illuminates the effects of ™,

socialization and provides an.emotionally sup-

portive environment. -~ - . - -
. . The fact that most participants are in-the midst
of a transition -has implications for the size; setting,

and format of a workshop: Generally speaking;
limiting the size of a workshop enhances inferaction

among participants. Twelve participants and-three
facilitators form an ideal combination. This size
dllows groups of five, each including a facilitator
who can give individual attention to each-member

during some activities. The workshop format.
should include-a maximum of activities anda
minimum of lecturing., It will probably be impossible

to avoid lecturing altogether; but-these periods
should be interspersed vith activities.

_ It is important to hold workshops.in a room
with flexible seating arrangements and suitable -

equipment. Circular seating facilitates interaction,
However, during some of the workshops described

“n this handbook,_participants group and regroup

because various combinations of seating
arrangements, including the use of tables and. work
stations, may be used within one workshop -

- ~session. You may finu a-suitable-location at a . - o

© summary. - v N

school media center-or the county library. ‘A mo.e

detalled description of the equipment needed fcr

each workshop is presented with the workshop.

51

- ‘ =




_STANDARD
WORKSHOPS

. We recommend two types of worRshops
standard and special topic. - The first, which

provides the core of a program, consists of four

sessions; each based on the career decision-making
model and repeated in sequence on a continuing
basis. The mode! can be broken down in the
following way to provide the most comptehensnve

service possible.
° Career Decision-Making Workshops

Step ,1:. Cthsmg or Changmg
i‘elf Assessment Session 1

S éB\Z\ . Choosing or Changmg

Gathering Information Session 2

Sep3:

Decision-Making.and

Goal-Setting

Step 4:. - ) 0

Planning and Implementing Applymg for a Job :

Strategies for Finding Job Session 1 [

Leads = .. _ . o

Skill Identification * . o

Applying for a Job |

_. Whriting Resumes and Covér
Session 2

Letters

nterviewing
The two Choosmg or Changlng sessmns are

offered on consecutive evenings. Kpproxlmately

one month later, the_two sessions of “Applying for

a Job” are offered again on consecutive- evenings.

.r
,_‘5,

_ A schedule of workshops.can be made up in:
advance and incorporated into the publicity -
campaign. Agencies find advance notices and a
regular schedule helpful : Information on- planning
and conducting_the workshops is presented later.

.In addition to the_regularly scheduled

workshops. any .of the topics from the four sessions

can be presented to. specific groups or agencies.
Topics can also be expanded or madified to suit
the needs of the group, For example, we'
presented a skill- |dentif|catlon workshop as part of
-special one-day program sponsored by a
coalition of women's groups. concerned with the

needs of displaced homma&rs‘ The purpose of

the workshop was to help participants translate
homemaking skills into occupational skills. We also
conducted sessions on interviewing and resume-
writing for various groups, including a resume-
writing session- especially for teachers that was
offered through the local Teacher Education

Center: in addition; we held one workshop on

interview skills for re fidents of a local drug

treatment center. The workshe addressed tﬁé

durfng an interview.

~ SPECIAL TOPIC_
: WORKSHOPS

The second type of workshop is Eased on a
special topic, and is frequently sponsored with
another agency. Co-sponsoring a workshop
pemuts,yog to take -advantage of the other.

d to broaden your com-

~agency'’s resourc

munity base. NG
Both standard ahd speclal topxt: workshops can

provide valuable-ser rs of the

ices to members of the .
community, maintain the visibility of your program,
-and encourage clients to use individual counseling
services. If you co-sponsor workshops with an

agengy| that has. extensive ptiblicity resources, Vour

ill be far greater. Most local newspapers

impact

__run anncuncements of presentations by local -

"service /groups free of charge biit-otherwise do not
%rowde' fréé 'a'dvé'msmg Ah origoihg Sériés of

ublicity. .
... The number- and range of workshops on

special topics depend upon the expertise of the

staff and the time available. You might consider

offering a“workshop*on time management,

strategies for career advancement, women in the _
skilled trades, or assertiveness.

> @
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STEPS CGVERED IN
MODEL: | :

Step 1 SelfAssess 7777777 ii'iéi‘it B
Step 2: Gathering Information -
Step 3: Decision-Making and Goal- Setting

'OBJECTIVES: -

Participants will
1 WqugrBtLacquainﬁed'wkh other people By
sharlng information and feelings.

. Identify expectations and goals

3. Increase their understanding of the career -

3. Identify how their needs and values reiate to
their career cholce-

5. .. Determine their lmerest pattem by taldng the

- 'Self-Directed Search and identify careers that relate
R to their interests.
- Learn to use resources for gathering oc: -
cupational information. (Florida VIEW, the Oc-

cupational Outlook Hand\boak the lnformatlve
interview, etc.) <.
7. . Become. familiar with speclﬁc jobs that 1 may be

suitable and ihformation about these jobs. -

. 8. Identify the next step théy will take in the

career decision-making process, and share their
plans with the group

o .

CHOOSING OR

~
B

#l

<

SIONS

':(Freel _

AND ) I

PUBLICIT’YJ,EFF GRTS

FREE WQRKSHGP -
THINKING OF - CHANGlNG/JDBS?

Going back- to -work? - Thie- Career
Guidance & Skills Program can help you
choose YOUR direction. Get infarma-
. tion: about yourself and --about oc-
* cupauons at Godby H. S Medm Center

limited so call §75-6868 to reserve your
space.

FREE WORKSHOP

Are you ng about :hlngmg Jobs?
Would yotl like to go back to Wwoik?
The Career Guidance-and -Career-Skills
Program has m]brmmon that can help
you get started. Attend the free
workshop at the Godby High School
‘Media_Cemter on :lnne 26tk and 2%th -

nlghts to leam about yourself; about
occupations, and how to put it_all.’
togetler. You 'must reserve a space. Call .
575-6868 to register and to get mcre
information. . )




\\

. "
- l

' be a free two- nlght workshop. on ﬁpgl gg-igngl 25
that will emphasize looking at your interests and
abilities and how this affects 1 your choice of career.
The workshop will also provide information on
specific jobs and an overall view of the futtire job

miarket. The workshop:will be held' at the Godby

High School Media Center from 7 to 9.p.m.
Enrollment is limited. Call 575-6868 for more
information or to register .

Other Pubhcnty Strateg

E Recruiﬁng from caseload_of jngllvl lual clients:
distributing flyers (see appendix for sample); -
agency contacts

9

_ SUMMARY OF FORMAT
‘Session I Outlme

Registratlon

WelcomeJ’articlpants and Introduce. Staff
Opening Exercise

List Participants’ Expectations
Facilitators Share Objectives and Expectations
Present Career Decisiori-Making Model
Discuss Step 1—Self-Assessment d
Small -Group Activity on.Step 1. 1

S,

wwmm#ww&

: Relating Past Accomplxshments to

b Directed Fantasy—-Thg Ideal Job _
‘c. Extracting the “Value Touchstone” from
- the Ideal Job =~ - -
, di Bralnstbrming'aﬂ‘Careers

-

9; lntroduce Self-Directed Search
\Sessxen ll Outlme
1 Reglstratlon ;‘ ‘

2. Welcome Participants, and lntroduce New

Participants and Staff
3. Participants Share Reacﬁons to Self—Birected
Search -
‘Discuss Step 2—Gathering lnfgrmation
Present Informative Interview Techniques
- Demonstrate How to Use Work Stations
Panticipants Use Work Stations
- Final Sharing Activiy
Evaluation -

~ .

b 9°‘:N“.°“ Sk

-SESSION

B
T

|
o SR

eanng and
qulpment Requlrements

- Flexible seating arrangments mcluamg tables;
chairs initially arranged in a circle; microfilm
readers; .chart st*nd

%

DE1 AILE

) F ORﬁAT--
-
Reglstratlon, Welcome :

Partieipants, ana lntreduee
Staff

This time should be psed to establish pleasant

first contacts with participants. One staff member

can greet participants-at the door and direct them

. to the registration table. A second staff member

can work the registration table, make sure every

participant has a name tag, and then direct par-

ticipants to the refreshments. A third staff member

can introduce participants to each other and inftiate -
conversation before the workshop begins. Sample
registration forims are provided i the appendix at

the end of this section.

Opening Exercn%e

~ . Prior to the opening exercise, the goals of the:
workshbp should be explained fully, and par-

ticipants should be assured that the workshop

activities are closely-connected to their reasons for
attending the workshop. The opening exercise; .
which may take many forms, should accompllsh
three things. First, it should encourage interaction
and sharing among participants. If the group
appears to be diverse, the value of sharing ex-

periences should be emphasized. It might be -

helpful to mention that the : perspectives of ntbers

can often help us expand our horizons, and open
up new possibilities. The second purpose of the
exercise is to introduce the types of information
that are needed in order io make sensible,
satisfying career-choices. Third, the exercise should

provide a means for breaking participants into

small groups of, ideally, no more than four

members. .

- One possible organizin - strategy is to divide
the group in a mechanical way, such as numbering
off, and then ask participants to respond in their
group to the following unfinished sentences:

1 My most signiticant work activity is

2. My most significant non-work activity is .

e a

U
Y




3

5. laTm' at my best when

| Fﬂzpectghons

L - ~

]

3. My favorite timé’ of 355; is _

4 My favorite day is one in which |

These questxors pan be written-on a chart or
chalkboard. Each group can take-its chairs to tables
that have been arranged in a circle.

- _ Another organizing strategy is to give par-
ticipants a 3 X 5.card and ask them to fill out the

followmg information: . ;
1. Name .. __°
- 2. Three thm s | do well
3. One-word description of me - - T

4. An issue | would be willing to debate, -7
5. The last time 1 had a good t1rne1hree days i in
a rbw + / -~

" 6. My favonte,tetevmon character

Pamcxpénts tape the cards to their shirts; then _

- circulate; without speaking, and read everyone’s

" card. After 10 minutes or so, each participant

secks out someone whose card interested him/her.
The two become acquainted. they choose another

. couple, and the four form a group. After the group

has had time. to talk, the members choose a table

and sit down L 3

__._On a chart; facilitators list participants’ ex-
pectations. What would they like to learn?* What
situations are they facing? Why did they decnde to

attend the session?

k F aéihtators Sh,are

_ Objectives and . |

Expectahons -

2

Facilitators present a list of objectwes exactly
as they appear on page 46, and then invite
questions from participants. | Facilltators and

participants’ expectations are. compared and

contrasted ._Then faciiitators explain which ex-

pectations can not be addressed during the session
and, if possible, make proper’referrals. For
example if a pamdpant expects to, leam to Wﬁté a

workshop on writing. resumes will be offered. It is

bést to clarify such. issues at the outset, rather

than to leamn of particip;mts dlsappointments at the

close of the second session.

.

" of infotmation about one

Present Modél

The rationale for teaching participants the
career decision-making model is based on two .
assumptions. First, only a llmlted amount can be

accomplished in a two-session warkshop: By using -

T

a career decisiqn-making model that provides a

framework for the workshop. .activities can be put  «
in a larger context, making it easier to relate them

{o other lifé experiences. Second, if individuals
understand the career decision-making process,
they will know ho'~ to uge it the next time they

face a-tareer transition.
_The career decision-making rnodel can be

presented as it is expla‘ned on page 19, usmg a

chart as a visual aid.

Discuss Step 1 of Model-—-
Self-Assessment

Faclhtators Eegm by askmg participants how
they would discover information "about themselves
to use in career decision-making. To encourage °
discussion, facilitators might-suggest dreamis &rid

wishes; friends and family; past experiences;

accorhiplishments; test results; and work ex-
perience: Facilitators might ask what information _
participants used in choosing their most recent job.
It should be stressed that adults change and grow
in many ways Bng after they aré physically

mature. Facilitators then explaln that the remainder )

1f

" of the session will be de?ed to exploring sources

Sfep 1

) At this time, each fac:lltator joms a group and.
participates in the sequence of activities listed =

~ below. Each group | is free to procexd at its own pace.

RELATING P&SL&QCQ&PLI SHMENTS

T TO SATISFKCTIONS FROM WORK

First. participants are asked to list-three ac-
complishments on a card or sheet of paper. The
facilitator should emphasize1hat these ac- -

complishments need not be work-related, bt that

_—they should be #ctivities that made the participant

fedl good about himself/herself; regardless of how

the result was evaluated by others. Participants
then write these accomplishments on the handout
“Satisfactions from Work.” Participants read the: list”
of possible work satisfactions, and check, thuse th~
apply to each accomplishment: Participants then

share their findings with each other: _This activity -

gives participants ar: opportunity to discuss ac- *

tivities that gave them a sense of accomplishment,

thereby expanding their thinklng and adding to
their eelf-knowledge




Materials needed scratch paper pencrls and

Satrstactions from Work”. -

ilOB This actlvity help: people |dent1fy the

things they value most in a job. The facilitator asks

participants to relax, close their eyes, and con-

centrate on the instructions. The facilitator instructs

participants not to put limits on their fantasy, but to

imagine that anything is possible. The.complete

activity is found in the appendlx at the end of this
section.--------

Matenalsneeded facdttators copy. of “A

Directed Faritasy—The Ideal dJob” ap -

EXTRACTING THE VALUE
TOUCHSTONE __First, the facrlltator explams

the concept of a touchstone as presented by 7
Barbara Sher in. Wishcraft: How To Get What You
Réﬁ"ﬁ Wdﬁt ACCéi’dii’ig t6 SHéi’ the beChﬁbi’ié

wants and needs from it, what the person loves
best about it. The touchstone may be creative
fulfillment, fame, money, the chance to help.

people; closeness to. nature or lcve Ha person_

_easier to choose a nounsﬁmg target and design the
*shortest, most direct, and gratifging route to that
goal. - -
In addition to the. directed fantasy, the
gnsfac?ions listed on the handout used.in the

activity on relating past accomplishments to

satisfactions from work can help participants
identify their touchstones. It is important for
ficihtétbi’é t6 bbii'it 6ijt tl’iét (1) béople ﬁiéy have
touchstones, and (2) it they do not discover their
touchstone and use it as a basis for job selection,

they increase their charices of being unhappy with
their choice and havirg to go through the selection
process. again. s .

- Sometimes particrpants are trustrated by what
they perceive as a lagk of realism in the ideal job
and touchstone activities. If facilitators notice this, it

. is useful to_point out.that many- different jobs can

satisfy the same touchstone: Participants can still

consider reality factors as they select fFom among a

ramge of options:_ .

BRKINSTUIIHING GN GAREERS
Participants can often_help each: other thmk of
careers that-would satisfy different touchstones. _
People who share the same touchstone may find
that by sharing ideas with. each other-they can
think of new ideas. Participants should be given

. time to think of their own alternatjves before the

" facilitator distributes thefinal handout, which

relates specific careers.to satisfactions from’ ‘work.
Materials needed: *“Satisfactions from Work”
By the timie participants receive this handout;

~ they will have completed a strategy for working

5 'WJ:hcraft How To Get What Yoy Really Want: Barbara Sher;
] with Annie Gottlieb. New York: The Viking Press. 1979.

i

th",ugh the self-assessment step of the career
decision-making model. After using two in-

st l.hments to evaluate their accomplishments and a
directed fantasy to open up possible options; they
will_ have. made a list of careers to investigate. It is_

helptul for the facilitator to review this process and

to relate it to information-gathering; the focus of
the second night of the program. = = . .
Facilitators\should point out that partrc:pants
can do the same thing, in more depth; on their
own or with a staff counselor. Other self-
assessment strategies should be mentioned at'\this

time as well . i

| Introduce Self-Dlrecfed
" Search |

_ At thrs pomt the pamcrpants reconvene in a

iarge group for an introduction to the_Self-Directed
Search. They are to complete this instrument at
home; and return it at the second %ession. The
facilitator éibléiﬁg that the focus of the workshop is
shiftin'g,trom; values to interests, and that one way
to identify interest patterris is to-complete an in-.
" terest inventory such as the Self-Directed Search:

_ The fllowing dialogue; excerpted from Pro]e
Choice; can be used to introduce the instrumenit. *
Let me tell you a bit about the Self-Directed /
Seﬁﬂ:h or SDS. This instrument is based on the

nciion that p,oplcrcan‘ be'divided ifitd 'six very

roadpersonahty types. Of course,. it'’s not as.-

simple as it sounds— almost no gne fits perfectlp

into any of the categories: Actualiy, most people
are a combination of two or three types; usually
with one category dominant, and sometimes two.
- But how does personglity type relate to career
pIanmng? We know ffom extensive résearch that
peopte with srmdar PE sonalities.tend to -go into

at's because people with

srmilar occupations:

similar, persondlities tend to have the same generai
mteredts and are looking for similar satgsfactxons
from: their jobs. For example, we can say that most

phisiclans share an interest in wanting to help -
peoplé or that most tea ,hers en]oy workmg thh

your mterests and needs. Thr SDS helps you to
think dbout your abilities. Your. -responses dre then
mq tched with careers. in which the. abilities.you

identified are important: IrL other words, through '

e Self-Direcied Search you can discover

possibilities appropriate to your interests,

/ possibilities you -may not have considered before
_After the introduction, participants are given a

copy of the Self-Directed Search, as well as the

pamphlets “Understanding Yourself and Your °

. Career” and “The Jobs Finder.” They are en-

couraged te read “Understanding Yourself and




] ~welcoming back returning.

others?

- It may be helpful

Your Gareer” after they have completed and

responses are,not biased.
To wrap up the first session, facxlitators

summarize the major points covered during the.

evening and solicit questions and feedback on the

evening's activities. Facilitators should also give an

overview of the second-session; mentloning in-

terpretation of the Self-Directed Search gatheririg
information abouit specific careets, and mittal plans

for independently completing the steps in the
career decision-making model. /,'

DETAILED F ORMAT—

'SESSIONI

. The registration procedure for Session 1l is the
same as that used in Session ]. A few minutes at -

the beginning of the session can. be used to update

newcomers-on the activities they missed: After

min cipants and in-
troducing new ones; facilitators outline the

evening's activities, before discussing the resuilts of

the Self-Directed Search. Facilitators should refer
tc the.Career Decision-Making Model Chart to.

reinfofce the model components : and provide a
framework for Session Il activities:

Paﬁicxpants Share

77‘\4\\\L Lot L

Reactions to Selﬂ)lreeted
Search -

Participants are glven time to locate group

members with the same SDS code, and are asked

to explore these questions: - _
Was | surprised by the results or did they
coann self-assessments |1 had already made?
2. Were there otcupations Jisted in thé Jobs
Finder under my code that l ‘hHad never before
considered? i '

3. Havel egegjej ;
what did I like abo
4. Did taking the_

why [ have disliked

DS | elp me to understand
ertain jobs? Why | have liked

o/nal reaction to the results'v’

1-dislike them? _ .

- an be listed on a chart so
that participants c Ber to the questions as
needed. Facilitators firculate through the groups
and participate in discussions. - -

Facilitators sholld point- out the sex bias that
eiiists in the SDS results and explain that the in-
terest inventory itself is not an unfair instrument,
but that the results/probably. reflect the effects of
socizlizatiorn. For ekample, because women are
typically raised to be quiet and orderly {ladylike),
they usually score high on the Conventional scale.

r women to drop the C from

5. What is iy emmptl
Do | like the: resuits?
_ These questions -

theiu:i.:ider and instead use the letter wrth the next

highest score. This-allows women to explore their
_unique pattern of skills and interests, rather than

the effects of socialization. Boys, ofi the other -

hand, are usually encouraged to do things that

lead to a high Realistic score: working with their
hands, building and repairing, being physically

active outdoots Men can experiment by dropping
B the R from their.code. There is no set rule that

men the R, but the altered code may be a better
indication of potential.

Discuss Step 2 of Model—

Gaﬂiermg Information

_ Facilitators. remind participants that gathenng

occupational information is similar to doing. a

research project. The gréater the variety of - - :
resources consulted, the better the result is likely to

be. Facilitators solicit participants’ suggestions for

ways to gather information, ond then present _
several techniques =

Present Informative

Interview
Through the- informauve interview oc- .

i+ i - cupational information-can be gathered from' -

people who work in particular fields. To save time,
" facilitators should distribute the handout on the -

informative interview and give a brief explanation

of the technique.
Materials needed: “The‘ lnformattve lnterwew

Demonstrate How to Use

Work Stations

Facilitators point out the u@rk stations set up
se around the room. Each should be\mocked with-a
different resource. Orie work station.might include

four Florida VIEW decks and four microfilm

readers; one might have copies of the Oc+

cupational Qutlook Handbook and the. Guide to

Occupational Exploration; from the U'S.

Departr nt of Labor; another station could have a

collect f career guidance materials such as

those puviished by Catalyst.
Information on local opportunities for training

and education can make another work station.

Facilitators demonstrate how to use equipment and

highlight the contents of the materials, as
necessary. At each station, there should be a
poster that explains the focus of the station and.

how-to use the material.

R S

Materials needed: resources tor occupational /

and educationa} information. diviced into work

stations; posters describing how to use each st7ﬂ0n

Lo
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P&melpants Use Work
_Staﬁon

Participants are given ore hour to use the
resources to investigate occupations. Facilitators

-circulate to answer any questions, to provide in-

formation not mgluded in the resoiirces, and to

suggest further résources.

Final Sharing Activity

. At the end of the work period, participants

gather in a large circle and share the next step
they will take in gathering information. Time and
time again, when participants describe their next

step, they find that resources are available within

the group. Frequently, a participant has the in-
formation someone needs or knows someone who
does. This is an encouraging way to end.the
sessions on “Choosing or Changing” and often it
provides a contrast to the confusion and ~ -

hopelessness some participants felt when they '

arrived the evening before.. o

Thls is an appropnate tlme to offer 9our

program'’s services on an ongoing basis aﬁa to

program as they contiriiie the careei' decnsnon-
making process. .

L
/

Evaluattén
It is important to- sclit;it feedback from par-..

tlcipahts at the close of the workshop. Explain that
you would appreciate their comments and will use
the information to imprcve the workshop. A
sample workshop evaluation form is included in -
the program evaluation Section.

SUMMARY OF
MATERIALS AND

RESOURCES NEEDED

| ‘Reglstratlen Matenals
Name tags; registration forms pencnls. markers,
rogram brochures ‘
!

Handouts

 “Seif.Directed Search,” “The Jobs Finder,”
“Understanding Yourself and Your Career,”
“Satisfactions from Work” (work sheet),

“S»Etisfacﬁons f’r’om Work (career optlons)

Informative. Interview,” “A Directed Fa’ntasy—The

Ideal Job” (for each facilitator)

Facilritatorsr ébjectives (iuestions for 6bemrfg

.Exercise, Career Decision-Making Model; Use and

Contents of Each Work Station

Resources for 0ccupat10nal
Information

-- - The resources you need Wl" vary from

program to program. You will have to iise what is
available; But your program should include the
following: -

Floridg- VIEW microfilm teade[s Occupatxonai
Outlodk Haridbook, Guide to Occupational Ex-

ccupational forecast materials

Other

Chari naper or a chalkboard

Optional

Refreshments, 3 x 5 cards, tape




CHOQSING OR CHANGING:
SESSIONS I AND I

\PPENDIX TO N

SECTION 12
S Publicity Flyer -
Satisfactions from Work: -~ =
- A Directed Fantasy—The Ideal dob
The Informative Interview .

e t;)'f .
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CHOOSING

. Announcing a FREE Workshop

Matching your skills and.your personallfy to the fype of occiipation most sulted to-you is an important step\

This workshop Is designed to teach you methods of identifying your skills and of discovéring useful in-
formation about your personality, to give you the chance to investigate different occupations, and to show

you techniques for using all that you learn to make career decisions.

Anyone may attend who is-over sixteen and who ~ Wednesday, April 23 and Thursday, April 24
is returning to work_after a long absenceor __ 7.to 9 p.m. Please plan o attend both nights.
thinking about going back to school or unemployed The Godby High School Media Center

and looking for work or employed but lookina for : .

a change or anyone who is just interested.

“ the career guidance and skills program

SPACE LIMITED so please call to register 575-6868 -




‘Satistactions From Work

Satisfactions | " Typicai Career Aress - -
Recognition . radio/television broadcasting, political leadership, -
" 1. respect public administration, social service administration,
2. sodalapptovai - higher positions in health field :

3. Mlhammmunﬁy ) R
Achievement gggib!gﬂ@ggow of achlevement exist in career -
Lo advancement ... areas that offer tenuieration based on results o

2. professional growth : - | (business) or that have established C}rg?fﬁlidljgt;

{business, government). Nontangrble indicators of —-

3. mastery of field .
suocess are attainment of one’s goals ana aaﬁerence b

- fo one’s values o
Dominance - - _ management, sales, administration, teaching, -

1. exercising leadership ., | transportation dispatching, engineering, therapy,

2.  having power and authority - counseling, religion, cooperative extension,

3. influencing others - ...~ _ | recreation, social work, interior design, planning
Social Welfare : social service work, public refations, receptionist,

1. helping others claim Lzsdjustrnent personnel work; law, pérsonal
‘2. working with people. . setvice, protective service, teaching; sales,  2gents,

3 workiﬁg for society or another person s benefit medical and dental field, counseling; blannlng,

_ . reporting .

&H-Expre;sion ’ - : actuaries, - gdgeﬁrﬁgipﬁgﬁggb}icfrelaﬁons, law, teachlng,
1. . developing own abilines ) engineering, environmental sciences, physical

2. opportunity to use own ideas science; life sclences, mathematics, medical -

practitioners; therapy; social sciences; home
: economics, dﬁgﬁlﬁgij’eporﬁn'”' nga

Money

large businesses and farms! managemient,

high {$20,000 yr) : administration, professionals who own their own

1.
business (doctors)
2. ‘middle ($12,000-25 bb'o';}r') """""""" tochrical work, skiled rades, mast businesses,
government, education 7
3 ow eow s12000yr) T clerical work, service work, unskilled labor -
4. gain in socloeconomic status | physicians, dentists, entry-level management
Moral Values i
consistency with one’s moral code many different careers
Independence =~ industrial work; banking officers, forestry; JaBoratory
- 1. freedom from §upervislon _ } work, driving, research, library work, teaching,
2. limited restrictions , - insurance, accounting, hotel/restaurant :
3. self-discipline management, law, purchasing, protective service,
‘4. initiating work ' o physical sciences; mechanics, sales, construction,
' environmental sciences, dental and health
. practitioners, therapy, social scientists; counsellng.
x . recreation; desigriing - - - . .
Creativity : . interior decorating, tailoring; commercial art,

1. inventive - advertising, architecture, business consulting,

being original ,' photography, music, product planning,

2. _
3. creating new i dg as, pmgmms. pmﬂﬁai—,,,admlnlsh’ation
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1. handling difficult or complex work administration, management

2. physical demands , comstiction -

R R L I AT S ROV A S I S B P R

-’-~'-~'~~'-~'--'--.-‘»-3;'- competing A il advé’g, ]aw, markeﬁng ;esearcﬁ, ;uéhé .......

- N | _ . relations, sales, performing arts, architecture,

i . photography, reporting _
Interpersonal Relations | foundry work; printing, clerical work; computer

1. teamwork - occupations; advertising, personnel work, public

2. interacting with employees in performing work | relations, marketing research; construction, - -

3. sharing interests with co-workers ) transportation work; engineering, statistics, medical
, , and dental technician work, nursing, performing
‘ e 5 ___ | arts;-reporting, writing IR
- Variety , oD ooITnnoTl o ijijb1ic relations, repair E’éﬂft iﬂihéééiﬁent,
1. interesting and varied responsibilities : administration, self-employment, travel occupaticns,

2. making own decisions buying -

3. diverse activities

'l'iii:’ est - - - } : based on individual's preferences

e

Responsibility . social work, technical writing; ieT:()ﬁing,

1. making k2y decisions o | broadcasting, teaching, counseling, personnel work,
2. accountability for process or final product - - library work, law; public administration, -

3: - working with finances; property, human safety, | management; advertising; sales, publishing
and welfare ; o . s S

- - -

- Problem-Solving - - - - | accounting, business consulting, systems analysis,
1. exploring problems.. : .| cost analysis, dietetics, law, medical technology;
. 2. developing and testing solutions * ' medical and dental work, therapy, research;
B L R " | engineering ' -

Communicating _ o ) ' | social work; technical writing; reporting; -
writing and speaking convincingly and broadcasting, teaching, tounseling; personnel work,
effectively library work, law, public administration, . -

' managemer]t, advertising, sales; publishing




SATISFACTIONS FROM WORK -

Recognition—respect, social approval, prestige, status in the community

Achievement —advancement, professional growth, mastery of field

D&ﬁiﬁ&ﬁéé—-éiéiéiﬁﬁé iéé&érsﬁiﬁ,-ﬁabing pﬁWéi and auihtsﬁfg iﬁﬂueﬁcihg others

-,

’7,|Eleas _

Moﬁap—high income, gain in. socioeconomic status T

Moral Values—consistency with one’s moral code

Independemce—freedom from supervision, few restrictions, self-discipline; initiating
work

Czeathtp-—lnventwe ‘being original, u’e’atmg new ideas, programs, products-

Chall icult or complex work or physical demands, competing
Interpersonal Relations—team work, interacting thh employees in performmg

¢ work, sharing interests with co-workers - - oL
Vanery——lnteresling and varied reSponsibllities making own decisions; diverse
activities o

1merest—st1mulatmg activity, sense of accompllshmem S e

Responsibility—making key decisions, accountability for process or final product,

mxking with fmances property, human safety, and Weifare

IDEALJOB ————— -+ S

TOUCHSTONE L
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A Directed Fantasy:
The Ideal Job

- Facilitators insuucgparticipéﬁis to ;éi;ié; close

 their eyés, and %ree their imagination as much as

possible as they listen to the instructions.
Faclitator: S
- }f you could instantly be trained; qualified; -and
hired for any-job at all, any_job you wanted; what
would you be doing? Let's start with basics; later
we'll build.in the details. Can you give yourself a
title? What would vour job duties include? Name
yoursalary. . _ L
_ Pick a location; anywhere: at the beach, in the

mountains; Europe; a college town, an isolated
rural area; or a sophisticated cospiopolitan city.

Is travel part of your job? /

Will you be inside or-ou

de? If you work

inside, how much outside will you let in? How

many windows? Is your work environment quiet

and peaceful; or do you like some hustle and

machinery? - . S
_ Wil you be the boss? The decision-maker? Or
will someone else have the-major responsibility?
Are you part.of a team? - - -
 What do pou wear to work? Jeans? Designer
fashions? Gl
Car you go into your own tffice, studio; or

bustle. street noises, music, the sound of

work-area, and shut the door when you want to? -

Perhaps you have a partner._Or maybe you

work with-many people angd have little privacy, lots

of interaction. What kinds of people do you want
to spend your day with? Males, females, i
Demotrats; Republicans, independents, radicals,
religious; or family-oriented types?

Does your job directly or indirectly affect the

lives of many other people? . -

Does it involve helping people, pleasing
people, persuading people? ,

Do you make a product? What do you have to
show for your work at the er. of the day?
__ How well known are you in yiour community?
Are you a popular local figurz, a national leader,
or a person content to do your job in a quiet,
unnoticed way? _ S
* What are your hours? Round-the-clock?
Three-day week? Four-day week? .

If you could be guaranteed that you would

have this job for the rest of your life= with gost-of-

living ingreases, of course —would you still be
interested?

' The Informative Interview

___ One of the best ways to gather information
about-an occupa.jon is to talk to people who are -

actually working in the field._Even though you are

' ot directly applying for a job-when you request an

informative interview, talking to people who are in
the_position. to_hire you someday may increase
your chances of getting the job you want. In fact,
some people recommend the informative interview
as a job-hunting technique in itself because it- -

allows you to meet influential people.® Here's how
it works: - STl DTt oo S
1. Comptle a Ifst of contacts in the area in which
you are interested. Sources of contacts include:
directories, professional organizations, yellow pages
of the telephone book, friends, co-workers, former
éﬁﬁl&ﬁéi‘é. A T LoD ::,. e
2. Make an appointment @th—a contact: Call or-

send a letter and follow-up with a phone call. Tell
your. coptact you need information and would like
to 7talkzisigmieone knowledgeable in the field. You

could say that you are considering a career change
or that you feel.that you are at a turning point in. -
your life. Remember, you have the right to ask for

help, and many people will be flattered to be
chosen as representatives of their occupation.

- 3. The interview. Remember that you are not

applying for a job, although you-want to make a
favorable impression. Take your resume, ar 3 ask
for a response to it. Do your homework. Be '
prepared to ask questions about the field or -

business. Be sensitive to time constraints: Show
your appreciation.- - -

4. Ask the person you are interviewing if s(he)

can recommend someone else who might be able
to help you. Ask permission to use the contact's

name when you call the person.

5. Write a synopsis of the interview: Keep this

record fﬁi’ léfei'-: DDl LT T ool-
6. Follow-up. Inmediately. write a thank-you
letter._Later; send a letter or cali t> Keep in touch

 and to let him/her know you would iike *» be -

- may feel iess thregtening.

considered for any openings (if that is the -ase).
By following these steps yau can: - -

1. Make a favorakie impression with pecpic who
may be in a position to hire you someday.
2. Gather information that could help you 1~ake
a decision about what you wanttodo. - -
3. Build your interview skills. This kind of in-

terviewing is a good way to learn becausz vou . @
in control. Since you are asking the que:t 1s, !

4. Get feedback on ydur resume from a - tentiel
,émpi:dg,éi'}; i f, oD -

5. . Get an inside look at a field that ySu fee! yat

might be interested in entering.

“ £1i Djeddah; in his book Moving Up, (Ten Sneed Press,
1971), describes a “referral aign” as a -2y 10 tap the
unpublished job market In middle and urper -1 nagement.

58|
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~APPLYING FOR A JOB:
. SESSIONS TAND Il

STEPS COVERED IN THE

MODEL -

Step 4: lmplementation

-

' OBJECTIVES:

Partidpants will

1. ldentifyfsgrg;ggies for fmding job leads in the <
hidden job market.
-2. Be ableto laentlfy laEel and group their
transferable job skills.
3. Understand the format and use of the func-
tional resume, the chronological resume; sa’riii the

cover letter. - .

4. Know how to prepare. for a job interview

5. Understand the importance of nonverbal

communication during an interview: Examples: eye
contact, rate of speech, dress; and attitude.

6. Know how to follow-up after an interview._

'.". Be aware of resources on employablllty skills
it 3t are avatlable locally.

PUBLICITY EFFORTS
Newspaper Aﬂvertisements

48515 liiiii‘ii&iﬁii

; FREE WORKSHOP - |

INCREASE _YOUR CHANCES Of.-
Getting The Job You Want Attend thé- .

Workshop At Godby Media Center Feb.
25 & 26 at' 7PM SPONSORED BY:
« Career Guidance & Skills Program
Learn How -To -Interview: Successfully,
Write a Resume, & MUCH MORE!!

OALL to reserve Your Space 575-6868

4850 lnstmction

F REE WGRKSHGP

lNCREASE YOUR 7CHANCES of
‘ gettujx -the -job you want. ‘Attend: the
p at Godby Media Center May

7d 23rd at 7 -PM. Learn how to_
m(emew successfully, write a resume, *
and much more. Call to reserve your

space! 575-6868

» (Pad) .
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_WORKSHOPS
SREE JOB-FINDING WORKSHOP—A.
free workshop for those in the market
for a-new job is being offered by the
Carcer ~Guidance and_ Skills- Program
= from 7 to 9 p.m., Tuesday and
Wednesday at the Media Center of

Godby High School, 1717 W. Tharpe
St. Topics include finding_job leads.
filling out

applications;  writing
interviewing Sirategies. Anyone 16 or
older is welcome. To reserve a space or

get details; call 575-6868 from 8 a.:. 1o
$ p.ii. weckdays:

(Free)

Radio Announcements

‘¢ coming up soon?
.12 -5t 2sent vour skills and
=3 answer the difficult
s viter_ask. Come to the -

Lean. ho
experien:
que.. &
FREE wor..

‘the Cureer wu..iance anid Li.ls Program. It will be
held at the Loon Counwy Public Library from 7 to 9
p.m. Learn successtul Interviewing skills, as well as
how to write 2 good resume: Call 575-6868 to
register. Erroliment is limited.” '

Other Pblicity Strategies

1. Recruiting from cgselééa of individual clients
Changing " Workshop_ o .
‘3. Distributing flyers (see appendix for sample)
4. Agency contacts : . .

2. Telephone calls tc participants of “Choosing or .

SUMMARY OF FORMAT |

Session 1 Outline

ﬁégigtrénon oo Lo —
. Welcore Paticipants and Introduce Staff

‘Opening Exercise—Options

List Participants’ Expectations
Facilitators Share Objectives and
dob-Search Activities

Skill Identification - -
Introduce-Resume-Writihg

Expectations

0 N OVUVR R

.m-Jdune 37 end 18, sponsored by

‘Session Il Outline

- 1. Registration - S
2. Welcome Participants and Introduce New
Participants and Staff-

3. Workshop Overview - -

Writing a Resume and Cover Letter

Interviewing Skills - :

Interyiew Follow-Up

Final Sharing Activity

Evaluation

e .

RN OV 0

Seaﬁng and Equipment
Requirements

Flexible seating arrangements; chairs initially
arrariged in a dircle; projector and screen; .

chalkboard; chart stand

DETAILED FORMAT— |

SESSION I \

Registration, Welcome
Participants, and Introdv <.
Staff E

This initial part of the session is conducted just
as in the “Choosing or Changing” workshop. See
page 47 fordetails. -

~_ A‘possible opening exercise is to ask par-

dicipants to tell where they would like to be

professionally five years from now. Many par-

ticipants will find it difficult to state their plans. For
" this reason, facilitators should explain that .

establishing career goals, even very flexible ones, is
an important skill and a-significant part of both
writing a resume and interviewing. Participants

should be encouraged. to ask each other questions

and to share thelr reactions to the assignment. -
“Choosing Sides” is another possible opening

exercise: For this activity facilitators choose two

participants to be captains. The procedure is like
the one often used to pick teams-in-school. ...
Captains take turns choosing for their tezm until all
participants are selected. The participanis do not
know what they.are beingchosen for ard. the
captains have very little information on which to’

base their decision—somewhat like a job interview
. *The purpose of the exercise is to explore the

iﬁiériéiébhél dynamics of interviewing and the

Opening Exercise—Options

»




factors contributinig to selecting employees.
Selection is based on limited information, first
impressions,>and nonverbal aspects. What was it

like to choose? What criteria did you use? How did

it feel to be waiting? What were ygggghgpghtE -
_ rélate to interviewing? How do mterwewers make
* good choices? 4

I:lst Partncnpants

Expectations and

Facilitators Share
Objectives and
Expectations

K

These pomons of the session are conducted in
the same manner as was used in' the_* Ghoosmg or

‘ Changing” workshop. For details; see page 48.

Facilitators should stress that employability skills,
like other skills; take time to develop. Participan:s

. will have to continue to practice and refine.their -
\Skills—on their own, with the help of the staff, with
‘'other professionals, or through the use of resources
such as occupational handbooks and bth‘er

matenals

o

fac:htators dlstnbute the trueofalse test that is

used to reveal what participants ‘know about
looking for a job. It's not an actual test—it’s
designed to stimulate discussion by offering some
surprising statistics on the job market. This

discussion shouid address implications of the data.

For example,-if 80 percent of job-openings are . - -

unpublished, then appropriate strategies for finding’

job leads must be developed: Th:s could include

networking and making personal contacts in the

fields that interest you. Both the test. and answer

sheet are fﬁUi’id in the appendix to this section.
The handout The Informative Interwew

can also be presented. here, since._ the informaﬂve

interview is_a networking tool: It is found in the
appendix for the *Choosing-Changing” workshop.
Facilitators should also distribute a list of local
employment resources.  °-

~ Matertals needed: “Job Facts True or False
list of local employment resources not included in

appendix as it must be geared to local community,

“The Informative Interview,” “Jdob Fact; The
. Truth” for facilitators. ,g:

A'Y

[

- bodies of knowledge. The educator may kribw

Sklli Identlﬁcatlon

The mtroduct:gm to this section defines ~
transferable skills-apd-explains the importance of
skill identification 1 a successful job hunt. The
following materiai can be adapted for use in the
workshop:

Most people. gg through several transmons
dunng their working livés. These transitions include
the initial choicé of an occupation; changes; and

moves within an occupation or ordanization.:

)

Tdentifying job skills can be helpful dunng any of

these transitions. -
_If you are making your- flr_st career chblce or

even your second or third, identifying and -
analyzing your skills will help you make a decision
about your career. There are many other things to
take into aceount when choosing a career, but i
skills are important to consider.

1f you have decided to change fields, a -

tra Jisferable -skill analysis could help gou evaluaie .

your strengths and weaknesses in terms of the new
field you are consideéring. With this information;
you can deterr:ine which skills you need to acgun’e
in order to make a successful transition.

-When you have decided what-you would I|k\.
to do or what chan Ages you would like to make in.

your lifestyle, writing a good resume and cover .

letter and then interviewing effectively depend on

how well you have analyzed your skills: You'
cannot present your skills to potential employers
either in written form or face‘to-face until you:
know what your skills arée and the’jargon for those ]
skills. If you have analyzed your skills, you will be
prepared for quest:ons such as “Why should 1 hire

and “Tell me a little about

you for this job?”

- ltisimportar.; to maRe a distinction béfiveen a
“body of knowledge” and a “skill.” Skills, abilities,
and attitudes are often transferable from cne fi:'d
to another. The bodg, of knowledge itself may not

transfer. For example;, both. an.educator.and 2.

ranch operator use management and supervwng
skills but they use these $kills to deal with different

algeb"ra as Wéll as §diﬁéthln ’ab"dut thlld ) R

the other hand, Would know about land and

livestock management.
-_*_Materials needed:

“Dissimilar Jobs: Similar
Skills” :




. -

WHAT CAN YOU DO? __ Following is a
scenario familiar to many employment in- -
terviewers: - - R L -

_ Estheer Wilcox*walks into an employment.
<ounseling office for assistance in finding a job.

She has not held 4 paid position in years, and is

now seriously looking for a job. The-first question
the employment counselor will ask is, 'What can
you do?” Typical answers women in this situation
give are'provided below. - S
*%ga’d to dvop out of high school after my first
year. I've never been trained to do anything.

- So, 1don’t know what Icando.-. ..

This statement reveals that the speaker believes’
that the only way to get a good job is to have a _

formal education. She will probably took for work

_“in oné of the following low-skill occupations:
. &ﬁié’s’tii:ﬁ;'b]&ﬁi or factory -worker, food service

" worker, laundry operator..farm worker, cashier; or

cclerk. In other words, she will limit herself to low-
paying, dead-end occupations—occupations -
traditionally filled by women. - -

- wMaﬁ’y,wfpmen:emerin§ these &tﬁﬁéﬁ’o’iii 'd'o S0

. because they need a job immediately, one that

“offers basic security. Genetally, they are not in-
terested in and lack motivation to continue a

formal education. The mistake these women often
make is to believe that because they cannot seek a
skilled position, they have no control over their

work situation. - . : o
Some women who equate formal education
with a skilled: job war:t a more highly skilled job.
but assume that job training is offered only in a
formal education system: Such is not the case.
Many private industries and public agencies have

on-the-job training programs for motivated em-

- ployges. People make at least minimum wage
_'while they are training. Some of these programs

are federally funided through agenicies si:*h as the

Employment and Training Administration: .
Wormer like Esther neec to learn more about

‘empioyment ppportunities. If she is genuinely not

*interested in further training; she can corisider low-

skiiied jobs that offer the most security and the
possibility of future salary increases. In other

words; she has control over the job she takes and
should.learn to be selective-about her_choices. -

If the woman is interested in job training; she
can increase_her employability by choosing a job _

" where on-the-job training programs are available. If

she does choose to take a low-skilled job, she - -
_should take it in a-situation where she may be able

"to move into a training program. With additiorial

training, she may be able to begin to.move out of
the low-ipcome situation in which she is presently
trapped. T ... :
~'But suppose, instead, that a woman said to
the employment counselor,

‘have neber worked, so there’s Feally nothing

_Ican do._ N
--fvt 7* A ~ LA

=

- volunteer work can léa2.

__This remark is typical of women who have

actually had active “careers” as-homemakers.
Women forget the many skills-they developed
managing a household and raising children. For -

-example, keeping track of family expenses means PR

planning and managing a budget. If she sews, she
has an ability to follow complex written_directions
and has developed manual déxterity. Undoubtedly

she has spent dme helping her children with school
assignments, 50 she can communicate. effectively
and can teach others. Her lack of paid work ex-
perience may actually allow hier to choose freely.
among a variety of jobs, because she is not limited

by past work experience. She can assess her skills,

decide what she enjoys doing; and look fora _

position that will permit her to grow professionally.
“I've only done a little volunteer work, not
enough'1d _really prepare me for a job.”

. The person.making this statement is a victim_

of unfair distinctions between “paid”|and “unpaid”

work: The truth, of the matter is that volunteer

work can give ‘one the same job experience as a

paid position. The woman.-who prepares a P-T.A. <«

Newsletter eachmonth has demonstrated writing
and editing skills and shcwn that she can accept -

responsibility ). Servi ng on a local Migrant Council’
board or as president of a-shapter of the North
American Indian Women'’s association develops

leddership abilities. Organizing a Christmas fund
drive for needy families through a church women's

group demonstrates public relations skills; the

. ability to coordinate and supervise others' activities,

- and éélfedirecﬁon; L -

Many employers; both public and private, are
becoming mnre willing ‘o consider volunteer ex-
perience in the same light 25 © aid jobs, providing
such: experieiice i§ relited to-the job. In most . __

© situations, however, the burden is on the applicant

to show that volunteer experiences are relevant to
the job in question. Women with a background in

arn, to view these experiences
ument them as they

professionally ang to d

* would paid work. This-means keeping track of .

dates and places that they provided volunteer.

services, asking for letters verifying their activity;

and using superiors and co-workers as references.

“I was never really prepared to do anything. 1
have-a high school education (or a liberal arts

degree; but that is 10 or 20 years old. I never

gsed it.” - R o

" There are three sssumptions being made here, -
néne of which are niecessarily true. First, the in-
dirdual believes that jobs require specialized

training. Actually, marny work ppportunities exist
for people withgeneral educations who are
motivated to learn fon the job. Some employers

seek out individuals with broad educations;

" because they fird them easier to train. Second, the

v} R ;'

- -
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‘statement imphes that the only way fo “use” an

education is at a paid job. We all use our general

education-every day. Education affects the types of
books and magazines we read; the hobbies we
choose, and the abilities we use to act as good .

citizens. For example, a person who took a biology

. ‘course. in high school may now grow a summer

Vegetable garden. Someone who received a degree

in history may read the new. Book of the Month -

Club selection on Truman’s presidepcy: Thtrd the -

stdtement above implies that education is -
meaningless if it occurred some time ago. But
having completed an eduicational program at any
time reflects something of a person’s motivation,
reliability, and desire to succeed. .
T've only worked at clerical 1obs when I'v ve
‘worked, .and [ kated them. But | suppose

that’s all { can do.. - <

This statement is a trap A couniselor ‘may send

the applicant on a round of clerical interviews since
she said she can do clerical work as she denied
that she wants to. Since the person is interested in
changing careers, she shouild be referred to-clerical
openings only as a last resort. Meanwhile, the

- applicant needs to realize that she can do other -

jobs; -and that her work experience as a clerk may

help her change careers. But first she must assess

her skills. Clerks often are responsible for a variety *
of tasks. Sometimes the duties they perforin are
riot related to the job title. Clerks who work for

large institutions not onlyperform general clerica!l

duties but.also_piovide information to and counsel

clients. Such services:may not be included. on a

clerk’s official job description; but the services are

. nonetheless employment skills.

A person trying to change careers also has

| general work skills that can be used in a new kind

of job. Perhaps someone who has worked as a

clerk would now like to become a plumber. *

Although she has no mechanical work experience.
her stint as a clerk indicates that she has worked
with details, is accustomed to being careful and
censistent in her work, and ca:i follow directions.
These less-tangible skills, if they are not

overlooked, might help her qualify foi an-ap-

prénticeshlp position: or _for on-the-job. training.

“T've only; statements illustrate how unem-
ployed person' burden themselves sometimes
""""" its learn to see them-

selves posmvely in terras Of work skills they
possess. they will not be able to decide on the job
they want or present themselves effectively at an

interview: .

P S i,, L ;, o
Adapted from How Women Find Jobs: A 'Gurﬁe for Work¥hop
Leaders; by the New Mexico Commission on the Statis of

Women. Produced under a grant from the U.S. Department of
Health. Education. and Welfare. Office of Educatic-. Women's
Educational Equity Act Program. Newton. Massachu etts:

_Education Bevelopment Center. 1979

r"‘. .

Slﬂl;l; IDEN'I' IFICM ION
ACTIVITIES The work sheets called "Sklll

Definition” in the_appen
with the skill identificaion activity for this section of
the workshop. The work shee:. include sections on
translating plezsures, accomy :shments, and daily
tasks into skills, as well as a Vocabulary list for job

clrilla -

skills. To demonstrate the process, a facilitator
should ask a group member to describe somethi ~g
sthe) enjoys doing. - -

- Afacilitator and o*her group memBers then
begin a list of skills that the activity requires. Some

of the activities men*iuned will lend themselves to

‘this exercise. Others will riot. A ‘straightforward

example of an enjoyable activity is sewing. Skills

involved may include maffual dexterity, hand- eye

coordination, patience; creativity; persistence,
designing, and precision working. ,An,enjoyaBIe
activity that is often mentioned is “walking along
lhé beaeh ” if questioned, people usuall'y reveal
that they ga 1o the beach when they nieed to relax
and unwind. The skills that are involved here are

personal; self-management skills, such as self-

motivation, imaginative problem-solving, ana
perhaps; performing under stress.

~ Because the process is unfamiliar to most
people, this activity is best done in small groups,
each Wlth a-facilitator. After participants have made

some progress on.their own, the facilitatgy and

group members jointly analyze the responses of
each participant. o

GROUPING SKILLS The next step in skill

_identification is to' group the skills. The facilitator-

gives a- presentat'on on how to group skills as
follows: - . ..

Make a list of all the skxlls you have ldentxfled
Look at the list, and seeif there is a trend or :
patiern.. Are there any obvious ways to group your
skills? Most skills can be grouped in categories. For
example, the following skills are considered
managerial skills:
Innovation -

Policy formulatlon
Decision- makmg

' .

S o &

Human organizatu n
Budgeting
Motivating.

Controlling
Persuasion
Language- ?f‘,d, communication

Another category of skills is pubhc relations
skills. These skills include the: ability to speak in
front of groups of people {public speaking); to =
motivate, persuade, and negotiate; to write well; to
dexgn strategies fos presenting a product |dea or

ca:-pany.

LI I N
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x to this section are used”
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- Supervisory skills include cummunicating,

planning, time management, decision-making,
understanding others, accommodating multiple
demands, and soon— .-

- ._ There are many. possible groupmgs for skills;
depending on the types of skills involved. You
must look. . the topics and free your imagination
to think of anpropriate categories. .

.EXPANDING SKILL
IDENTIFICATION

Still aniother way to help

LY

Game" and to distribute lists of skills that - -

correspond to Holland's six personality categories.

(The list can be distributed without playing “The

Party Ga-.i2”_simply to expand the participants’

skill vocabulary. Learning to describe skills in the

appropriate jargon is one of.the most significant
aspects of -marketing those skills.) -
~ Materials needed: “The Party Game”;
designate areas of room where people in each
category meet . -
_After dlmbﬁﬁﬁg “The Party Game;” facilitators
'nust cover the followmg pomts as an mtroductlon

to the_activity:

o

Qears to investigating why people choose some \

careers over others. They don't always agree:

We're going to use a theory developea by uohn

Holland to help you identify some of your skills. -
~ Usually, Holland's theory is used to help a_person

job skills. - - R
" According to Holland people ﬁg imo one: of

six personality types: realistic, investigative, artistic,

Y e Ty T

social, enterprising, and conventicnal: Each

personallty type likes to work in certain

corresponding settings and t6 work with people

who have similar interests and skills. The purpose
of this activity is to help people discover and

identify the skills assoua'ed with each personality
or occuipational type. -

The Party Game To play the Party Game,
participants first reéﬁ the handout. Then they ,
chqose the > category of people they would be most
_interested in meeting. Signis are posted, labeling °
different parts of the rgom as meeting places for

each of the six categories. Participants first go to

the category that appeals to them most and fi:.:

out what interests and skills they share with the -
people there: Participants should be encouraged to
identify skills they share. with the others. After 10
minutes, participants can switch to their aext

favorite category and continue to identify skills.

signs to

jjé’r’ti’ci'p'éiits identify-their skills is to play “The Party .

choose a caréet, but we ¢an ulso use ff to |dent|fy

3 Intmduee Resume-Wntmg

An introduction to resume- wr-mng should cover

the following points: - -- - - --*
REQUIRED JNI’ORHA‘I’ION
Identifying Information -
* Full name, complete address.. and area code

. and telephone number. Include both work and

~ home numbers:
¢ [f your present:address is temporary. incliide &
- _permanent address. - :
Educational Background.

® [t training and education - - -

® Incl.de relevannlplomat degrees:

vant Certificaies,
credits earned toward 3egrees major field »f

‘study, honors received, special les:ons,
conferences-and conventions attendcd.
Include on- -the-job training or any t a\m RE )
received as-a volunteer.

" If your grades were very high in schoo‘ o
this. -

l:.gsgggofessmnal 6r§5n|zatlons to which you
Choos a format; siich as listmg the dates fr
then the institution, then the training or -
education received. Use the format conswtently
throughout this section of the resuti2.

If vour educational background is an important

qualification for the job, you may want to list

~ courses taken and a description. of related
.22 activities.: Lo
.Work Experience _

Chronological Forma: R
¢ List the positions you have held startmg with the

most recent.
¢ .Give dates of employment first. List the name of
the employer; the position held; and job duties.
Do not-include salary or reason for leaving. .
' Functronal Format
¢ List the skills you feel are most relevant to the

position --
List formal work; volnnteer work or themak-

ing experiences that substantiate each skill.

, Note: A combination Qf formats can also be
- used. =
. Presenting lnformation

_ Use phrases rather than long sentences to list job
duties or accomplishments. Start phrases with
action verbs. Use numbers whenever possible.

VExample Supervised 15 employees

"r?".f)ﬁ

i




’

References / o )
* Have the names, tltles addresses and .
"""" bers of three people who have
wri ite references for you. -
e Do riot use fqrmer employers or relatives. Use
eachers mmisters, longstandmg family friends,
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) for WhICh yod will apply , : ‘
* Send your references a resume. - - l
Your Completed Resume Should Be:

Oriented to. tE_e requirements of the job for

which you are applying: - : 7 /

Attraftwe.y arranged on the | page.
Bii=! an4 ‘o the point.

free of spelling, grammatical, ai- typographlcal
errcrs. ] /
— VT /
OPTICNAL NFORMATION i
Career Objective .~ _ o

a @

This should not be so speclfic that it narm
your-options too far. At the same time
should not be s : :
- claim that you can do just abotit an
® Let your pol entlal employer know what 9ou
think you can do well and where_yop see

yourself going: (It is permissible to eliminate the

second part and simply speclfy what; you
_would jike to do now.} -
~Some people recommend pufting th
‘career-objective at the end of the resume
so that you can more easily revise it and

, print a new resume.tailored to the P cific
posmon vo

i3

aie seeking: - : b

® Career objective may also be. called j job;_

objective, employment objective; or proy .

fessional oquctwe Some ptople put'fielg

of interest and the name. of the field they\

are interested in. Example—Field of Y

Interest: Fashjoh Merchandising: ‘

Personal Data | . R
e Put this section after the sections on edu- \

- ation and work experience. Do not;put | it at \

the beginning bf the resume ‘because the'
 most important infurnistion should go first.
* In general, if { %ormauon does not seem

ould not include it, par-

relevant, you.
ticularly if you

ave a lot of experience or

" education.
» . Categories of personal data include activ-
ities, hobbies, willingness to relocate (if you

are willinz}. etc: -
Matenals neede d Checkl.st for lnformatton to

Include in a Resume,” A Sample Resume: Jane

Alexander,l',, pamp ets that list “positive action

ume (available from you.
local branch of the ori da a State Employment
Service) :

DETAILED F GRMAT—
SESSIONII | ,

The registration procedure for- Session Il is the
same as that used in Sessi ion I. A few minutes at
the begmmng of the session can-be used to outline
the evening's activities:

Actmties //

Activities that mcrease pamclpants, understand-

ing of how to write a/functionz! resume. include: _

1. Constructing a resume on the chalkboard for a
member of the ¢ group If the facilitator is skilled
at writing functional resumes, this-should not
be difficult. The facilitator must list tasks, label
the skills involved, and group the skills into
categories. The facilitator should stress that the

categories choser: should relate to the par-
ticipant’s career objective.

- Materials nieded chalkboard oo \
2. . Giving small groups of participants flctional . ]
descriptions of an individual and his/her work

history, and having them constrtict-a resume
cific position. Each group identifies

skill categories the individual could use
in a resume: Results can be put on cﬁaﬁ paper
for the oiher groups to share._
Materials needed: Writmg a Functional
Resume; Eleanor Brown scratch paper chart
“Upaper, markers T )

3. Describing potertial application situanons and

asking jparticipants how they would use a -

resume in each situation. Both facilitators and
participants may describe potential situations.
Manyfparticlpants will have applied for
positibns and will wonder if they have been
using their resumes effectively. Usually, sorie
ipantshave interviewed and hired other

strat gies hsed by the applicants

by jthe assertive ways we recommend using
resumes._For example: An advertisement
apﬁ:ears in the classified section of the -

newspaper. The ad, requesting a resume,

" includes the name of the employer and the
employer’s company. Possible strategy:.
esearch the position. Write -a resume focused
for that position. Get dressed as:if for an n-
erview, and personally deliver the resume to
fhe individual listed in the ad. You are now
/more than just a name on one of many

/resumes. Do not be pushy about beir:7 in-

l terviewed, but do be prepared: L,




eoser s

- During these workshops, there is rarely time to
do more thar. explain the importance of a’cover
letter and distribute a blank cover letter form to be
used as a-model {see appendix for form). Par-
ticipants should be told of helpful materials in the
local library or career resource center, or referred
to counselors for further assistance:

Interviewing
___ Materials - 1 mterviewing should be divided

-into_three geiivral categories: preparation; the

interview, and follow-up. - - - —- -
INFORMAL LECTURE MATERIALS

Research: and preparation for an interview are very
important. Here are some of the things that can be
done.- - - - o B
1. Ask questions before the interview to find out
what will be éiﬁédéd ,df you. Wﬂl the ;l,ﬁ':: sl
terview be conducted by a team? Will gou be
expected to demonstrate any skills? What

papers or-documents do you need to bring?
‘Would the interviewer like to see examples of

gour work? - S -
2. If possible; visit the work place before the - -
interview. This will give you a feel for the right
clothes to wear. You will also be sure that you
know where to go. S
3. Find out as much as you can about the com-

pany or agency before the interview: Do not

hesiate to call people you know who work

there so that you will be as informed as
possible. The local Chamber of Commerce or
library may be helpful; too. If the company
makes a product, learn about it. If they sell a
service, learn about that. :

4. Sometimes, it helps to thik - each interview

as & learning experience and to-approach it

with a _positive attitude: Do the best you car
do and learn from your successes and failures.
Remember, too; that you will have =ome
questions to ask the intcrviewer and that you.

do have some, control over the content of the
interview.- Do not allow yourself to go to an

interview feeling helpless: : ,
_.You can bring up issues that zelate to your
ability: '~ur relevant past experience, and your
enthusiasm for the job. Ask for support and
feedback from family-and-friends. If you feel

that -anxiety is-a problem for-you, you-mayg.. ..

want to investigate some relaxation techniques.
5. Arive early and check your appearance one.
last time: After introducing yourself; you might

chat with secretaries or receptionists tc help get
over your nervousness. This also vill help
create a favorable impression.

_Questions _or each grouj:

- RN k]

INTERVIEW PREPARATIO
ACTIVITY: FREQUENTLY

activity are to give participants the opportunity to
formulate answers to some frequently asked in-
terview questions.and to encourage them to spend
time preparing for a variety_ of questions. Materials
needed include one envelope containing difficult

questions written on slips of paper fcr each-group
of four participaits and a list of frequently asked

questions 1> disiibute at the end of the activity.
_ After th uarticipants have formed groups of
three vy i ~nd a facilitator has joined each

group. 7a-h narticipant pulls a Guestion from the
env-' - = After everyone has thought about an
answer for & few minutes; the facilitator reads each
persorn’s questions to him/her, -as if the facilitator

were an interviewer. (The facilitator should take a
question, t0o, in-order to demonstrate a good

response.). Participants answei =5 if they were
applying for a particular jo. arnd they should tell
the group what the posttion: .- -

Facilitators should halp particirant: ~eate

answers that are positive and sper." . and that
reflect preparation. Participaits who wish to .

develop this skill further.can be provided with a list

of books available locally. =~ - :

" Mauterials needed: “Frequently Asked Interview
Questior=.” one envelope containing sample

INTERVIEW ACTIVITY: NONVERBAL
COMMUNICSTICN _ The q0al of this activity
is to sensitize participa:its to the importance of
nonverbai communication during an interview. No.

materials are needed. The participants are asked to

form dyads and to name one member of each

dyad “A” and the.other “B." The group as a
whole can be assigned a topic to discuss, or a -

particular dgad can choose another topicto .
discuss: Dyad members are then assignéd roles to
\play;jﬁéﬁ as: R S
“B” refuses to maintain eye contact with “A."
“A stares without breaking eye. contaci:

“B" exhibits exaggerated nervous manrierisins.

“A” sits bolt upright and smiles constantly.-

A" and "B” both st comfortably.
. Additional roles can be developed depending

OV 00,00 1

upon how much time is available. It is important to

encourage participants to share their reactions and
observations. If they feel nervous about interacting
with soraeone they do not know well, they can
ubserve some of their own nervous reactions—

looking at the celling, playing with their jewelry; or

smiling inappropriately. Part of their interview

preparation should include identifying nervous
mannerisms and compen8ating for them.

_ Facilitators can help participants ljg and plan
for other nonverbal aspects of the interview as. - -

well, such as clothing, the introductory handshake;
and $o on.

© ~ l'j
a I



IN‘I'LRV[EW EQEI;BW-HI’ IN FBRMAI:

LECTURE MATERIAL Before you leave an .

interview establish how your next communication
will be made. Do not leave it up in the air. Try to
establish a time frame as to when they will make a

decision. Ask if they will call you or if you shoulds

call them. If they say they will call you but they-

don't give a aate, ask when you may expect the
“call. ’
- Keep a wntten record of every interview so
that you will niot forget an important person’s name
, and 5o that you will- know when to follow- -up. (A

form for maintaining a record ot contacts is

provided at the end of this section:) .

Your follow-up plans may look like thls

1. Immediately after the interview; send a note to
the interviewer thanking him/her and -
reiterating your interest in the position. If you

 forgot to mention somethirg during the in-

terview such as a particular skill of yours, or if

you have: thought of a new way in which gou
could be: heipful to the company, you may

- include the information in the note. This
immediate follow-up may also be done over

the telephorie.

2. One.or two days aﬁer the date a declsmn was

to be made, you may call to find out what has .

- happened: Simply ask if a hiring decision has
been made. If you were not selected it is
perrmsslble to ask:for the reasons you wer:
not chosen, stressing that the information
would be helpful to you in future interviews..

You should also ask to be considered for any

other openings that arise in the company and

for which you are qualified: Be sure to repeat
vour enthusiasm for being part of their -
organization in the future and to thank the

_ interviewer again .-

3. One month after the interview, if you are still

seeking work; you should consider wiiting,

calling, or_dropping by to_see_if there are any

openings or anticipated openings.. - B

_Part of your personal follow-up piof:é&ii?e
could inclnde evaluating-how well you did as
specifically as possible. What did -you like about the
way you handled the interview? Which questions

gave you trouble? What information did you lack? -

After you have decided what you would like to

change for the next interview, do not dwellon. _ -
your mistakes. Interviewing well is a skill that takes
‘time and practice to learn. Be patient with yourself.

Wrap-Up Activity

The participants reassemble in the large gxoup
- Each participant is given the cpporturity to tell
which employment skills they would like to con-

tinue to-develop. Facilitators should be sure that

each participan; is aware of at least qne method or

resource*for developing that skill. “Kriow yourself

and believe in yourself” can be tised as the closing
theme

Evaluatum

- Béfore the close of the session facilltato;s
should ask participants to fill out an evaluation..
Examples are provided in the | program evaluation

section.

SUMMARY OF
MATERIALS AND

RESOURCES NEEDED

‘ .

— — - -

Handéuts | - .,

P

) “Job Facts: True or False?”, “SRIII Identification,”
 “The Party

Game,” “Dissimllar Jobs Slmdar

Rgsume Y Snmple Resume: Jane Alexander "

" “Cover Letter Form,” “Frequently Asked. Interview

Questions,” “Before and After the Successful.

interview.” “Tips for Successful Interviewing.”

Option al

“Pre; g for Job lnter\news b the Flor ia State

Employ nant Service, “Record o‘ Contacte™

__..Charis

Workshop Objectives (Facnlltators)

_Otﬁer

Envelopes contammg examples of frequently asked
interview questions-(numbers of envelopes and of

qhesnons depend upon groupsize), chart paper

or chalkboard for listing participants’ expectations,

_ projector and: screen, if appropriate interviewing

film is available; “Job Facts: The Truth” for each
ficﬂ liifoi )

Regnstrafion Maternals

Name tags reglstfation forms penclls m'arkers

program brochures

i

J
o

e
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SECTION 13

Publicity Flyer =~
Job Facts: True or False"

" Job Facts: The Truth

Dlssxmllar Jobs Slmilar Skills

Skill Definition: An Accomphshment
Skill Definition: A Daily Task
The Party Game

lnlormahoh Included in a Resume
, A Checklist L - -

Ereqnept!y f..gkfedf lnterview Questiona
Cover Lettér Model

Interview Tips N

dob Interview ehecklist

Transferablc Skills




YOUR CHANCE

'GETTING A GOOD JOB!

«

g

Announcing a free workshop.

Come and learn how to:

Find Job Leads

Contact Employers -
Fill Out a Job Application
Interview Successfully

Follow-Up after the Interview

Where: Godby High School Media Center ~ When: Tuesday, July 24 and Wednesday, July 25

7-9 p.m. Plan to come both evenings:

Who can come: ﬁnyoné ove 16 whois:

Unemployed and looking for work or -
Employed but interested in changing jobs or

Returning .o work after many years at home or
Anyone who is interested! -
If you are unable to attend the workshop, individual appoiriments to cover all the same topics are
available every week at four different locations. Please call for more information.

Workshop size Is limited. Please call to register.

Career Guidance and Skills 575-6868

w)
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Job Facts: The Truth

Supportmg data can be- found in several
sources; including Eli Djeddah’s Moving

Job Facts: True or False?

- This questionnaire is a survey of § ynur opinions 1. T
about how people get ;obs lt is not a test; it is

__ Up (Ten Speed Press).

finding a: )ﬁb 2. T The source for this fact lﬁlEmphasxs

True or False Chun)ge 1 (Olpmpus Publ lng Com-
anvl.

1. — Eighty percent of ’°b opemngs are not 3. F %n?ﬁfm of all )ob seekers use pnvate

é : advertised. employment agencies. Of these; only one-

e Word-of-mouth is an effectwe way to get a fourth are actually placed. The source of
& job. these statistics: What Color is Your
3. — M°Stl prof&s:lonals are placed by prlvate Parachute?, by Richard Nelson Bolles
. employmen agencies. ... - (Ten -Speed Press). - - -

4 = lf%n; Eznek:ger turns you down % a 4. F No data, but instances can be cited where
position and you are persistent about it has paid off: Persistence shows interest
-wanting to work for them, the employer and may provide information about futu;e

: will become annoyed. jobs. - ‘
5. __ Checking the want ads every day is about ‘5. F Onls
. y 15 percent of fobs are obtained
iem::‘n‘gv there is to get a job in any through classified ads. Twenty-four per-
Z o e LoII cent of people who use ads get jobs
6. — Sometimes companies place ads in the through them. Source: What Color is
newspaper even if they ai 2 not hiring at s Your Parachute?; by Richard Nelson
Z 'gg time. { cvery 145 o -~ Bolles (Ten Speed Press).

- e out o every resumes prepar 6. T How To Beat the Employment Gﬁiﬁé, by
- oy job applicants results in a job interview. David Noer, lists some of the functions of
8. _ Most people get jobs by cc: qtact/mg an blind ads, among them surveying salaries,

employer in person. gq@gigpiéiﬁﬁé. iﬁa ltifiﬁé iﬁiérTlii
- >-transfers: -
7. F The actual ﬁgure is1in 1, l45-according
. to Richard Nelson Bolles' Tea-Leaves: A -
 New Look at Resumes (Ten Speed Press).
8. T There are several sources that support this

statement. According to What Color is
Your Parachute?, by Richard Nelson . :
* Bolles (Ten Speed Press); this method has

a 50-percent effectiveness rate.




Dissimilar Jobs: Similar Skills

Dissimilar Jobs - , Skills Used in Both Jobs I
Giill Cook L working with people '
and - ‘ planning work ’
Guidance Counselor
Repair Parts Clerk . ) §g¢gl}|ng (ynth people
and : solving problems
Persormel SuperViSOr ‘ setting-priorities
R making decisions o
Musician . _ °f99“l?,i99,§!‘)§
and - L - . communicating {writing; speakmg)
Training Dlreétor U .
Construction Equipment Operator relating to people P A
aid 0 . getting along with people )
Business Execunve 7 o
Educator : organizing and planning tirme
“and supervising E
Ranch Operator _ assuming responslbllnty
-computing
budgeting
relating-to people
.. . transferring skills
Coal Miner : being diligent o
and ] ‘using common sense
College - Professor , A -
Entomologist : examining probiems systematically
and understanding people ‘
Organizer of Mlgrant Workers ,  conceptualizing the environment -
Salesperfon ' communicating o o
and analyzing . C :
College Professor . ; synthesizing ,
) generalizing :
perceiving individuai differences
: o ) contemplating
- Narcotics Agent " «ommunicating
and , Seing
-Teacher g > znalyzing people and situat'ons
i

¢ Adaptcd from Tramfmblc Skills: The Employen Vlewpolnt by Allen A. Wiant. Produced by the Natlonil Center for Research in

Vocational Education; The Ohio State University; Columbus; Ohioo 1977




Skill Definition: Something You Really Enjoy Doing

An Activity You Enjoy

Skill ' el ;,

1. 1like to work with people:

2. 1like to work with my hands.

3. lenjoy getting out of the house.

©

YOUR SKILL DEFINITION

I can work in greiips, organize activities-of other people.

take directions; counsel an individual; or care for a sick

I can operate machinery; repair equipment. cut patterns,
or build projects to design specifications.
1 can-leave my personal problems at home: 1 am not

situations:

An Activity You Enjoy

1.

Adapted from How Women Find Jobs: A Giiide for Workitop Leaders, by the New Mexico Commission on the Status of Women.

Equity Act Program. Newton; rassachusetts: Education Development Center. 1979.

Protiuced under a grant from the U.S. Department of Health. Education, and Welfare. Office of Education, Wofien's Educational’

]ty
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Skiil Definition: An Accomplishment R -
. - T e ~ : R
wﬁﬁlmi . s v Skill .
o — - L T T DTl Ll ae .
1. Elecied nresaent of P.T.O. Motivating, persuading, speaking to groups, coordiriating
S D activities of other people, making decisions
2. Designed new cumriculum for math prgg!aa that  Planning; organizing; analyzing, evaluating, .- - -
resulted in improved performa:ncegf;s!qdéhﬁi communicating in writing, researching, promoting change
3. Feg family of four well on a very limited budget  Budgeting, comparing, planning, analyzing, creating,
B ) e 7 taking inventory : )
4. Chinned myself for the first time at age 30 Persistence, willingness to learn new things,
- adventurousness - .

YOUR SKILL DEFINITION
Accomplishment L -~ Skill e

.
N

.

Adapied fotii Hoia Women Find Jobs: A Guide for Workahop Leaders. by the New Mexico Commission on the Status of Women.

Produced under a grant from the U.S. Departmerit of Health, Education, and Welfare, Office of Education. Women's Educational

" Equity Act Program. Newton, Massachusetts: Educatibii Development Cegiter, 1979.

74 ay s




Skill Definition: A i ily Task o

~ T Task ~—" o T Sl

1. Plannin and preparieg meals . Coordinating, analyzing, computing, serving

2. Installing ielephones : ____ Manipulating: assembling; exchanging information

. ©

A
-

Adspted from How Women Find Jobs: A Guide for Workshop Leadsrs. by the New Mexico Commission on the Status of Women.
Produced under 3 grant from the U:S. Depanment of Haalth, Education, and Welfare, Office of Ediication. Women's Edu'cmonpz .
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" The Party Game -

People who have athletic or
mechanical ability, prefer to
work with objects, machines,

be outdoeors.

People who like to work with
data, have clerical or.
‘numerical ability, carrying
things out in detailor
followiig through on other's
instructions.

o

B 5N —
‘ Conmetiﬂdnal‘

people—influencing, per-
suading or performing or

leading or managing for

_ organizational goals or for

economicgain.___

e o tools, plants, or arfimals, or to

People who fike to work with™

b -

learn, investigate, analyze,
evaluate, or solve problems.

-

a !

People who have artistic,
innbvating or intuitiona)
abilities, and like to work in .
unstructured situations; using
their i{héginéﬁgn or creativity.

People who like to @6*5,@!!"/
people—to inform, enughten,
help; train; develop; or cure 4
them, or are skilled with

words., .

ad:

Speed Press.

Adapted feom What Color ls Your Parachute by Richard Nelson Bolles. ©1978 by Richard Nelson Bolles. |

»
E

ission-of Ten

.

opsily

a




~

e l‘."

L7 .

s

Y N

;*',',,, S
>, K] N,

lﬁfarmaﬂon Ineludéd

Resume: A ‘Checklist

RE QUIRED INFORMATION I

ldenﬂfying‘lnfomaﬂon o
Full name, .complete address, and area code

arid telephone number Include both’ work and '

home nurnbers: =
‘?ﬁ 5 If your present: adaress is temporarg mclu'a?e a
spermanent address. . -~

Educational Background ¢

# List training and education.

* Include relevant diplomas, degrees oemﬁcates

credits éafned towerd degrees; major geld of
study, honors received, special lessons, con-
ferences and conventions attended.

Include on-the-job trai mg or any trammg you
received as a voluntee

* "If your grades weré very high in school .-

_"erhention this: .. .
* List professwnal orgamzatlons to whjch yqu
belong.

Choose a format, stch as llstmg the dates first;
then the institution, then the training or
educatlon received. Use the format consmently
throughout this segtion of the resume.

* If your educational background._is an »mportant
qualification for the job; you may- w»nt to list
* courses taken and a description of related

 activities..

‘o~
[

Work Experience v g

kY

Chronological Format

® List the positions you have~ held startmg with
the most recent. .

®. Give dates of employment ﬁrst List tﬁe name

- of the employer; the position held; and job

duties. Do nc%g include salary or reason for
lgavmg .

Functionai Formay. v

e [ist the skills you feel are most regevant to the
posmon : :

o ' List formal work; volunteer work; or homgmak-

_ ing experiences that substantiate gach skill\
Note: A combination of formats can also be °
- used. - -
Presenting Information = .
Use phrases rather than long sentences to list job
y'duties or accomplishmients. Start phrases with
action verbs. Use numbers whenever possible.
Example— SuperViQd 15 employees

References. . _ .

* Have the names; mles. aaaresses and
- telephdne numbers of three people who have

- agreed to writé®references for you.

* Do riot use former employers or relativas. Use
teachers, ministers, longstanding family friends,
or community leaders. . -

* Choose people who can attest. to your good

: character as well as your abilities.

«

ce Send your references a resume. -

-

Be sure 99pr referenc&s know th" types of jobs
- for which you will apply. ! B
Your Completed Résume Should Be:

® Oriented to tm’ “un?‘ements of the ;ob for
which.-you are -slying. -

Attractively. ananged on the page

Brief ind to the point: /

Free of spelling, grammatical, and o

_typographical errors.

OPT 'IONAL INFORMATION

Career Objective -

® This should not be sospecmc that it nan'ows s
“your options too far.” At the same time, it should

- not be'so general that it amounts to dii'm' that :

youi can do just about anything. 2 L

® Let your potential employer know what you .

think you can do well and where you see

yousself going. (It is permissible to eliminate the
- ‘second part and simply specify what you would
like to do now.)
Soirie people recommend puttmg the career o
objective_at the end of the resume so that you 4

can more-easily revise it and print a_new resume

. tailored to the specificposition gou. are seeking:

® Carees objective may also be called job

" objective; empfoyment objective, or professional
objective. Some pegple put field of interest and
the namée! of the field they are interested in.

Example—Field of Interest: Fashion

- Merchandising:

Personal Data

* Put this section after the sections on education
and work experience. Do not put it at the
beginning of the resume because.the most
important information- shouild go first.

® In general, if information does not seem

relevant, you should not include it, particularly if

you have a lot of experience or education:

® (Categories of personal data include activities,
hobbies, willingness to relocate (if you are
willing), etc. .
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Writing a Functional . -

Resume: Eleanor Brewn

_ Fleanor Brown s 45; married, and for the last
20 years has been at home raising three children.

She received a B.A. degree in education from - -
Florida University in 1956. After gradtiating from

college, Eleanor taught seventh grade at Graham

Junior High in London;, Florida, fom 1956t6 . .~

1958. She. has found time to take soppé adult

education classes; including typing, pholstering,

and cake-decorating. ; e oD
" Fleanor served as room-mother and member

of the P.T.A. for three years, during which time’
she handled the publicity for a school carnival, ,
recruited volunteers; coordinated parents; and - . ¢

chaperoned field trips. She is active in her church,
where she regularly teaches Vacation Bible School.
One year, Eleaner served as publicity chairperson
for this cause. Eleanor has been a voluntees at the
local hospital for five years. Last year; she wrote a
manual for orienting volunteers. Recently; she has
been training new volunteers. S
___%leanor is now applying for a job in training at
Southern Telephone Company. The position
requires the following skills: human relations,

Epmmunications, knowledge of training and

development, and management skiils.

Before and After the
Successful Interview

PREPARATION Preparation for an interview
is very important. Here are ways that you can - .

piepare; so that you do as well as possible at the
interview. % . - - -

1. Ask guestions before the interview fo find out
what will be zxpected of you. Will the interview be
condut ted by a tzam? Will you be expected to_
demonstrate any skills? Would the interviewer like

- to see examples of your work?

w-2. If possible; visit the workplace before the
interview. This will give-you a feel for the right
clothes to weai. You will also be sure that you

_ know where to go. Find out as much as you can

sbout the company or agency before the interview.
Call people you know who work there, 52 that;gu '
will_be_as informed as possible. Your leica:- e ;,/
Chamber of Commerce or library. may b» helpfal.

" If the’ company makes a product, learn about it. 1t

" they sell a service, learmn about it. .

3.~ Sometimes it-helps to think of eaci: Literview

as a learning experience arv! to approach it with a

positive attitude: Do the best you can do and learn

from your successes and your fzilures. Remember,

too; that you can ask the interviewer questions,

and that you do have some control over the

content of the interview. Do not allow yourself tc
. J

f R

‘- FOLLOW-UP  r1._

.

go into an interview feeling helpless: You can bring

“up issues that_relate to, your ability, your relevant
past experience. and your enthusiasm for the job.

Ask for support antl feedback from family and
friends. If you féel overly anxious about the

' interview! you may want to investiJate relaxation

technifues. = - i
4. Arrive garly and check your appearance one

last time. introducing yourself; you might -

_ chat with secretaries or receptionists to get over

your nervousness. Thisway alsc help to create a
“favérable impression. - M

: erview; establish how
yoilir next rosimunication will be made. Do not
igave this.open. Ask if they will call yBu or if you

1.~ Before.vou lepve an interview,

"~ should call them. Be sure to set tirffe’limifs. If they
" say they wfll

S call jou, but do not give a date, ask
when you may-éxpect the call.
2.

Immediztely after the interview;, send ‘a note to

" . the interviewer thanking him/hex for.the interview

and reiteratjng your interest ir the position. If you
forgot to mention something during the interview,
such as a particufar. skill, or if you have thought of

another way you could be helpful to the company,
you may include the information in the note. This

inimegliate follow-up may also be done ty phone.
3.+ One or two days atfer the date a decisior: was
to be made; pou may ealltofind out what has

h‘aﬁpﬁgened;Simpifi%R if a-hiring decision h g bee
made. If you were not selected; it'is permissible to
ask for the reasons you were not chosen, stressing
that the information would be helpful to you i

future intefviews. You should*also ask to be .
considered_ for any other openings for which you ¢
qualify - Bé sure to repeat your desire to be a part

of the organization 'and to thapk the interviewer again.

4., O month aftr the interview, f you are il
seeking work; you should consider writing, calling,

or drépping by to see if there are any openings

. 5. Keep a written record of every interview so
that you will remember names and follow-up

procedures. (A form for maintaining a record of

contacts is provided at the.end of this.section:)
6. Part of your personal follow-up procedure

:nuld include evaluating how well you did; as

!

¢;secifically as possible. What did you like about the

vay you handled the interview? What information
did you lack? After you have decided what you. -

" would like to change for the next interview: ao not

dwell on your mistakes. Interviewing well is a skill

that takes time and practice to learn. Be patient

.

.
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I ';_ Frequen tly Askeé lntemew Quesﬁans
| Questions . Answers L
T ’ {  Good Answers - BadAnswers - -
§ " What job do you want to apply for?  Idlike to apply for the shipping "Well, | don't kniow. 1-guess Il take
5‘ ¥ glerk position. - .——* _ _have open. _
| Why did you leave your last jcb? 1 felt 1 would be better suited to i had a terrible voss. She.couldn't .
) o /  working in a smaller company. get long with anybedy, especially
. o o ‘ : : me; sq | decided to quit.-- -
Y How do you feel about your last The worlking,conditions were fair, It was awful. Thi:-pay was terrible
job? but 1 prefer a-different kind of job. and the hours were too long.
- . Besides, a lot of people tﬁey were
hard.to get along with: They were
always asking me tc do more'than,
my share. .
Are you looking for full- o part:time | prefer a full-time position. I'm interested only in a full-time job:
work? 7 However; | am willing to accept a
. part-time position to begin with. o - .
What kinds of tools are you ableto - I've had experience with basic ©Oh; 1 guess | can handle just about
use? - carpentry tools. Also, I've had any tool or piece of equipment there
limited experience operating & is! r
: crane.
. Have you had any courses or Yes. Here isa Iist of the ¢ courses l ve Ihad some rviqhg gqqrggsﬂjiqan 1 B
N trannmg ts prepare you for this )ob’ taken. I'< be glad to explain what remember t:  ames or exactly x4
,7 - - = each on. was abcut. Whéi3hé§ v ibout. &
Do you have any work experience? i+ is & copy of my resuie. As I've doné sout every kind of
! you can see, I've:had experience workyou .r. -n.[Wwasatop-
R with shipping-and recelving goods in  notch shij.,sing anc .ecelvinq clerk
. a large departmer ‘ors. on my last job. - - R
What Hoiits will you be avallable for Ican adjustto the eds of the I-don't like to work at night - on
wovk" company, -althotg:. ¢ 2rto work theivivgg}ténds or ezrly in the
L in the daytime. morning
L T I F~— b
Why did you choose this company [ m jntglgstgd in the work you db lt looks Ilke a nice place tg ‘work,
{0 apply !cz' 3 iob? here; and the working conditions and | hear it is easy to work here.
-, ] seem pleasant. I
i : [ ;ggfsrhat you dmpped out qf M9 fimilp needed the mon@g and Well _we needed th. mos -y really
: school. "’hy dnd you do that? so-l had to go to work full Iime to bad. | hated schoo! any Jay
U - - ‘helg out.— - e
_Ate you satisfieXl witn the salary for |- “inkithe salary will be enough to Well; it isgfymuch. How about
this job? suppon me.-I'd like to-find out benefits. Doghe employees get a lot 3 -
' ) about company benefits and of sici "+ ave ¥ind holidays? -
T L posslbilltiéé for advancement. e — 43
Have you ever had a serious illness  I've never had any illness or injary I've ever Bééri sick a day in my life: - i
or_i_n.um'J __that would affect my job. : )
. How many days did you miss or I missed several because of illress - | missed alot. | was sick a lot
[ your last job? and two days because of a death in tecause I disliked my job.
i ] the family. :
; ) j
From Appiying for a Job. ©1978 by State of Florida. Departient of State. Used with permission of State of Florida, Department of ;
‘ e. - y ) i .
o “ ——— v —
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- 1
Cover Letter Model
| - ‘\
I
. i \
1 ' y
" - ‘ Person '
; Title . | :
Y X LI - N
: —_i_¢Address = . i Voe
. - > '
/ h i - "\ = v
i . - o ) : : }
, ‘ _ Salutation : _ .
“ . !
}
.y oo B . o . B : ,"
1st paragraph:’ Ref.: *» the position: you are applying for and mention how you heard about the
- : opening. . : ' : :
. t, ; . .
s ] s - -
N f
j - l _ . o ) . A
_ i T 7
o - N i N
‘ . _ o . ., ! i
- - 2nd paragraph: Highlight your skills 5t ac complishments that refate to iﬁé ﬁééiﬁéﬁ you are
‘ interested in: : : '
) 7 .
i +
- -
. . - '
! ' _ C ::it
n , {
‘ - L4 ‘
: o
| . |
‘! ¢ - ‘5'";\; o gla -
3rd paragraph: Indicate how you will contact employer. ? |
v * |
] q : . &
: P - —— Closing
) - ; Signature ~
\ :
|
' N o
: - 7 - 2 :
\] O ‘l'.“: ' ‘ ;6 - ' . ' ' )
\' EMC o 17; ‘ : Sa ‘ % ‘
s y = 2 J




BEFO?E 'l'llE IN'I'ERVIEW
Research the company or agercy.

; i possible, learn about the interviewer.

¢ Know your career goals:

¢ Know your limitations; mclu&mg safary re-
quirements, etc.

Know when you can begin wark.

Revijew your resume.

Have the names, addresses, and telephone
numbers of your references. . __ -

Find out how the interview will be conducted

Stop preparing the day before the interview,
and d get a ‘good night’s sleep.

Dres: approprlafnlv

Bring pen and & ;per with you.

Relax physically, in order to relax mentally
Arrive early.

Remmermber, g aie fying to -ell yourself. -
Be aware of - ¢y iz~ age-: vours and the

interviewer . .
TheJnterviewer co wtrols 5 flow but | you
control the content ®f the .nterview.
Think about the inte-viewzr, not yourself.
Listen carsfully.

Be honest. -

Show your interest and enthusiasm

AFTER THE INTERVIEW

® co. 0 @ .l)l

[ AN BN BN ]
R

[

® Do not ask the interviewer how you did in the
interview..
¢ Send a follow-up letter to the interviewer.

@
[ 1

ko

oy




'JBB lntemew Cﬁeekhsf

Crlﬁcal lntervlcw Bihavlon

. /jljgijtg }g Pz:cribe Skills (Uses at lgasi three ] 1. Failed to mention any jOb sRill'
statements to support job choice. Describes work “2. Used one or two supportive siatements; but failed to
skills, namiinig machine or using appropriate - use correct terms, or had to be prompted.
terminoloqy. Supplies information about skills early in 3. Used three or more skill statements; witt help from
inter iew. Responds to vague or hostile questions by interviewer:

quicidy cting : and abilties Used three or more skill sta!ements. early in the

- : . Mwer to vague questions.
Co:ld not handle difficult questions at all.

.h |

I Abiliy to Answer = . " - zstions (Ability to turn

A
question regarding w. .ess into strength.) 2. Gave some.answers; but wasn't too convincing.
3. Answered difficalt Questions completely.
4. Answered difficult questions and added a positive.
statement-about being able to do the job despite the
_ problérm.
Il Appropriate Appearr.nce and Mannerisms (Is neat 1. Overor- underdresisgdh poor groomlng. pémpous ‘3} ’
and clean; wearing clothes similar to those-worn by pushy; chewed gum, smoked, etc.; no self- .-
B people who do similar- work. Maintains good eye confidence.
contact and refrains from exhibiting distracting 2. Better; but was not at ease, or had some dlstracting
nervous mannerisms. Has positive attitude and is self- - mannerisiis. ?
confident.) : 3. Overall impression was- favorable appearance anc
" behavior during interv: ewokay. . _____
s 4 Outstandlng in poise, cmﬂdem&miamamnc&
IV. Enthusiasm for Work (States sometime during 1. Sounded unwll}lng to go t-~ wiork. ,
interview or indicates desiré tc work by asking 2. Indifferent about gning to work—would take a )ob -
_appropriate questions.}  but sts up certain 1 caditions. |
: 3. W lingto work, but not clearly enthusiastic.
4. Esthusiastic about qetting the job, asks qdesﬁons
. sbout the company and the job; states how anxious '
,J:' _____she s to start. . i
<! : V. Opening ...- Closing - {Walks in and out of interview 1. Drifts in; wanders oul.
situation briskly; has flrm handshake; asks specific 2. Gets. in_okay, doesn't use any panfculnr closing
questions, and uses a “call-back” closing.) 3. Enters briskly; offers hand: leave# it :1p to the
interviewer to notify about sacision.
4. Enters briskly, asks specific guestions ;yogtfghg)ob
e e - - — _ .- and uses, in a natural way, the call-back closina. _
VL Knowlcdge .of Company and/or Positisi (Has -~ =~ 1. Doesn't know anything about job_or company, only
general information -about company, knows what cares about getting hired for any job.
position: applying for and the cuties and background 2. Khows noth ng rég’i;anﬁ company; a little about
required; reflects this knowledge during interview. ) ~ position.

3. Somewhat familiar with company. s Knows tasic duties

: ¢ 7 company/ pos{t}oin:ﬂ .
5 ' 4. Knows about company, bﬂngs information. up in
' interview, familiar with job and duties, asks relevant
' guestic~s that reflect understanding of company
nevds:

adspted frori Fl;ié Women Find Jobs:-A Guide [or W{orjg)pp Lcaders by the. Nzw Mm:o Commisslbn on the Status of Women.
Produced under a gran: from the U.S. Department of Health, Education, and Welfare, Office of Educstion, Women's Educational
Equity Act Program. Newton, Massachusetts: Education Development Center, 1979.
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l'I‘I I l?l Il*l l Hl

Transferable Skills ~
lnle’liég;t;iiil/rﬁpﬁtuifh dinal
Baémchnng

Develbplng/ planmng

Innévating

Computing

Financial Elillli lﬁﬁﬁe?éill

Decision-making (priority- settlng)

Learning skills (reading, observing.

inquiring)

Budgeting

Scheduling/time zorirol (human
. organization)

Policy formation

Problem identification/ solving

Writing

Acting

Drafting

Designing

Cﬁh‘ijjdglhg

Spatial relations

Driving

Repairing

Building

Deslgnlm

Inyenting

Precision worki::3

Operatlng

lli|l|-| IlIII‘I

Physical coordination

Evaluating

Accommodating multiple demands
Foresight

Trouble-shooting

Implementing

Attitudlnal/ Personal/ Sclf—Management

l:eadership

Persistence ' !

Orderliness

Energetic

Good memory

Self-motivation

Respoiis:hle/ dependable/ reliable

Relating to and getting along with people :
Neat ;

Punctual -

Conscientious

Efficient .

Imaginative

Industrious

Loyal v

Open-minded

Patien!

Decisive

Credibllity -

Erthusiastic

Managing one’s own time
Cooperative

Diplomatic

Fiexible

Honest N
F erforming « Aer stress

lwlllllll I|.I||I'l|||||l|l||°l||.

IniTpe. sual

Public speaking
Presentations

Teachirg
Supertising ot
Motivating :
Communicating
Negotiating

Persuading

Controlling
Understanding others
Counjeling

lntemewlng

Il‘lllllllll?ll

Adaptcd from How1 Womcn Find Jobs:-A-Guide for- Worhhop Lcodcrg by the New Mexico-Commission on the Status cf Women.

Produced under a grant from the U.S. Department of Health; Education, and Welfsre, Office of Education, Women's Educational
EquMty Act Program. Newion, Massachusetts: Ediication Development Center, 1979. I8




oL 4
"

"
Gy

Y A
7

LNy
i

PROGRAM EVALUATION
: & -

The mater:al in this section iriclides forms for -
collecting program data and feedback {rom ciients.

Instit:: ing gnechanisms to.recorc: and gather such
infc ration will allow program staff to conduct.
ongei.a program evaluation: The forns, included

after the descriptive ma’_r:=.. are samples and
must be adapted to .orform to the goals and
target population of the particular program.

1. - ‘ntaké form :

‘This simple int>xe form was desicned to. help the

counselor identify each client: It provides generous
space for the counselor's notes, including jointly

determined plans for.counseling. ™

2. _Data for Program Statistics - .

This short form can be used to help compile a -
profile of the clients served. Because some of the.

information s-of a personal nature, the form does

not include,space for any non-relevant information:

~he auestion “How did you hear about our
program?” is designed to help in the evaluation of
publicity strategies. We recommend keeping a
number of these forms in-a large envelope. If
clients are willing to contribute the Information,
they can fill out a slip-and drop it into the en-
velope, thereby ensuring their privacy.

3. “Summary-of Program Statistics .

short forms can be compiled on these summary

~ At the end of the reporting period, data from the

4. _Summary of Serviczs: ]
One of these forms is filled out by the tounselor

o after each client visit. At the end of a reporting_
period; the material .2n be compiled on another .-
copy of the same form, using checks or slashes to
record the frequency of various services requested
and/or provided. ... -
5.  Workshop Summary Forms =~
The. szmule provided here can be used as a
planniny tool and as an-ongoing yecord.
6. Workshop Rééi,ﬁtiaﬁbﬁfbﬂﬁs: DLz
Once again, the question “How-did you hear

about our program?” provides data for evaluating
publicity. The form_ “Data for Program Statistics "

can also be distributed to wil'ing participants.
7. Workshop Evaluation Forms - = .
8. Record of Incoming Calls, Record of Contacts
These forms facilitate follow-up-as well as-add to
thie pool +f information about client needs.

9. Foilow-Up Questionnaire and Cover Letter

Mail these, or similar, forms after a pre-determin<d
interval following an individual's last counseling

égssi;::‘.;




INTAKE FORM

Date - — = Location — ——- Counselor _ e e

Applicant'’s Name - . e

Address -

. Telephone -

Employment Status:

=

<

Full- Time —— —. Part-Time " ‘Unemployed ________ Homemaker

Student ___- - _ Other

Educational 3ackground i L , 7

Last Grade Completed

Special Training -

Skills ‘ ' - - e

Summary of Work Exj')erience'

Career Plais or Goals




DATA EQBPROGRAM
STATISTICS
Age -

Sex

Married

Widowed -.= . —

Famﬂy Income
iiiidefoZSOU_._SZSOOto 55000

$5 000 to $7, 503 " . over $7;500 =

l:ast Gra\.e €ompieted —

Employnent Status

Full-tm € Part-Time —

U’nemploge?_ — Homemaker ____

Student — —- Other

Fesw di1 you hear about the program? .

SUMMARY OF - -

PROGRAM STATISTICS

‘ #Dates: ﬁiii'ii to Counselors: —
Clren’ - LIl
16-20 —— 31 35 — 4650 _____
21:25 3640 ___ 5155__— _
26-30 ___ ____ 41-45 _——
Client's Race -
Black ____——— Spanish
Caucaslan — — Other -
Clierus Sex B
Male ————_ Female
Marital Status .
Single _ Married __— Sepuate’
Divorczd — —— Widowed ____ 3
Family lncome 7

" Under $2,500 —— $2 500 to $5,000

$5000to $7,500 over $7,500
E oyment Status
Full-Time ———— Part-Time
Unemployeu . _ Homemaker
Studem Other ——_——

Educational Background
High School Dropowt . . -
High School Graduate -
ngh School Stadent
Some College .
College. Degree ) =
Graduaste
Postsecondary T raining —_
Vocalfonal / —
Othet ’

—— et e

How did 9ou hear abort this program"
Newspaper Arlicle Chiirch/Club
School Newspaper Want Ads - ——
wpency ... Flyer/F ster ——_

fV show = Kadio natlon
Frlev ——-

Totai ' '-,. aher of P«c

L

Tota, Numbsii of Covuseling Sesslons  —= .-
(inc.12ing ongoing client)

:!lfeﬁts’ %Seen ___ . _.——-

€.

.z\




SUMMARY OF
SERVICES |
Complete one form per client per visit.

Date

1. Need or interest expressed by client the
teason client came. in or-called:
a. Information: Occupational _

Training/ Education Information ———

Other .
b:- Testing: lnterest lnventory
" Aptitude
c¢. Counseling: Career Other-Per-

sonal Concerns ...

d Job. Placement _.
e.

_Other-(specify)

Assistance with dob Hunting Techniques
Resume — Interviewing.
Job Leadz — Other

Vocatjonal Skills Training

2. Actions taken to meet client s needs, -
a. Pr8vide Information: Occupational
- Tgainjng Education
b. Testing
c¢. Counseling ——_
d. Referrals to Job Sources .
e. Assistarice with Job-Huriting
- Ter iniques.
f. Other Ispecify)
g. Referralto: -

Educational Institution (:.pecify) p—
Adult Eduelﬂﬁg.Courses
Agency #pecify) _
Individual- (specnfy) —_
CHOICES .
Printed Materials. (5pecify) _

Program Handouts (specny)’

Program Workshops




' WORKSHOP SUMMARY

Title:

: TyDP ot Grouf:

Date:

:l'iii'ié:

Location:

 Fadiitator(s):

Total Nurmber of Participants

Male . Black _
Female White

Ovjectives and Strategies

Materials/ - sctrces

Format ) 2

Evaluation-and Suggestions for Modification
v,

e
—

4
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WORKSHO® REGISTRATION FO

Address

]

Phone

M | o | -

“How did you hear about program
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WORLD OF WORK o
“"WORKSHOP

EVALUATION FGRM

Sponsored by ,
the Career Gwdunce and Sinﬂs Program
We are very interested in’ your reactions to this

program. The information. you give will be very
ture programs'We -welkcome™
ay have.

+ ‘helpful in planning {1

any suggestions yo

1. How éfféttive do you; think this program was?,
1. 2 3 a .5

Excelleont  Goird . Far Poor

2. Wha did you like most about i?

; a

) 3 Whé} did you like lea%t about it? 7

4
4
7
‘4

el

4. What would you like to have included that .
was not covered? _ 8-

. -

> / i

.

5.  Other comments or suggestions: _

“Waste of Time

W
a

R

i




RECORD OF
INCGMING

CALLS

How Did You Hear | ‘
About Program? S
Status Unemployed  Employed Unemployed  Employed_.
- - Student Agency - Student - Agency
Contact ’ Vist Phone Vist  Phone
. Reason ‘lnfgqngﬁﬁn on Gur hfoggétién on Our .
Called : - Program . Program R
. Other lnformaﬂon Other Information

‘Wdtkihiiﬁ :
Testing -
Counseling

Placement - = _ _
Job-Hunting ~ zcﬁniques

Vocasonal Tralnlng
Other '

Placement =
Job-Hunting Technizues
Vccational Training .
Other R

Takeg\‘

lnfqrggtjg; on Our

Program -
Other Information

Refer to

Wants Rppolntment \
Made Appointment

_ Program

Other Information

Téiébﬁbﬁé Counseling

Refer To: ' ~
Wants Appointment ' ‘
Made Appointment .

~

!:

' ﬁmé (Miriuteb
‘ i

Verbal
Satlsfaction

Yes : No
Were needs met?

Yes No
Were needs met?




RECORD OF

CONTACTS

o nd A
of Organization:

Phone Niimber:

Vi

Narmie and Title of

Person Contacted:

-

Type of Job:

ﬁeferréj éource’:»

Type of Contact and
Date:

Letter _
Phone ___ -
Resume

Application

Interview ___ - — —

Results:

i
-

Fellow-Up Needed?

" Yes ___ . No___
Target Date
Strategy . -

f
—2
y m
L4

Name and Address
of Organization

7

e
[
y
ol |y Sary

Eané;NUihbér:

Name 'a';i& Title of

Person Contacted:

Type of Job:

ﬁefénai SOurcé:

Type of Contact and
Date: - .

Letter

Phone

Resume

Application

lﬁteTvi?w =
L

-+ Follow:Up Needed?” =~

~Yes ____ No____
Target Date
Strateg"y ’ . I

ﬁibhé Number:

-

' Name and Title of

Person Contacted:

Type of Job:

Referral Source:

Type of Contact and
Date~

Letter -
Phone -

Resume .. -

Application —
nterview — —— ..

“Reshs: T T
Name and Address
of Organization:
Results:

Follow-Up Needed?
~Yes ___ No

Target Date -

Strategy —

Name and Address™
of). Crganization: ’

Name and Title of
Person Contacted:

fype of Job:

Referral Source:

Type of Contact and .
Date:

Lette:r @
Phone.. = ——
Resume —
Application — _

Interview .
4

Results:

. Follow-Up Needed?
T ,Y,e,s, mem— No _'—_—

Target Date ,————
Strateqy —— "




CAREER GUIBANGE -

AND SKILLS PROGRAM
 FOLLOW-UP
QUESTIONNAIRE

Your feedback about this program is very xmportant to our plannmg efforts Please taRe a few ‘minutes to

. -
4

explain why you eame in and your feelings regarding the services. All replies will be kept c.onfxdentnal

We apprecxate your help !

1. Ther reason I came to the progiai'n was (check as
many as appropriate): = __

ii’ifbih‘iiﬂbﬁ"fdﬁfé‘r;ﬁiﬁ D

occupations

- education/training

_other
assistance in Ehoosin§ a satxstymg oc-
cupation
discuss my career plans/ concerns thh a
career consultant - :
looking for a job, and- wanted some help
wanted help in a sp~cific area, such as
resume-writing, etc:

{specify area) -
other {specify) : :

Cutcle the number that best represents your

cnswer. e

N

The information 1 received from the program will
help me reach my goals: :
1 2 3 4 5 6 .7
~ ‘not at all 7 . yes, defxmtely
3: flgxsproggaﬁm Rrpwydeﬁsﬁafne:eded service and i
" would like to see it continued: - E -
-1 2 3 q 5 6 -7
) diéé@féé §ﬁ6n§19 agree
4. [ would detxmtely use the servxc~. again if the
need arose.- : - :

s :1:: 2 3 4 5 :§,;:: 7;:;:
 disagree o ~ strongly agree -
5. What happened as a result of the program" =
. easnappenec as a esut.ol b

(Check as many as appropriate:)
N gathered information about:.
— occupations - -
. — -education/training
__- other :
made a dec!sion el

discussed career plans and concerns with
the career planning consultant :
received employment assistance; such as
job leads, strategies for getting job leads,
etc. -

received assistance With Wnting my

resume_ _..__ .

from the career planning consuitant
was Qii}én héljjﬁﬂ héndoijﬁ End/ or

other (specify) .

Please be sure to call on us if we caiii be of any :help to' you in the future_

received encouragement and support ‘

6.

What was the most helpful aspect of the
program?

How many individual appoi:..1

1 2 3° 4 5

Additional comments or suggestions:

LI

2nts have you
had with the career plannir:.: Lonsultant?. .
6 or more

192

. .28
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§éHQOl_ BGARD Of DORIS N. ALSTON, Chair

N.E.(Ed)Fenn - i - PLTER W, EVERETT, Vica Chisirman
Superintendant e / MIKE J. BEAUDOIN

: , 7 N e ) , EMILY T, MICLETT
: = OD.ROBERATS  —

— _ . o S T ¥ - - C.GRAHAM CAROi"(Eﬁg;'
2757 West Pensacols Strest, Tallahassee, ﬂorida 32304 SchoolBowrd Avtorney

/

tareer Guidance & Skills.Program
500-North-Appleyard Drive -

Tallahassee,; FL 3230%

July 3; 1980

Dear Program Participant:
| Would jou do me a favor? O , ;
1 Ve are very intersted in knowing what happened to you as
, . - a result of your imteraction with our_program. This-will help -
) d

- us know what services are the most needed in our community &n
how we can improve our services.
. We are enclosing a follow-up form and a self-addressed, -
stamped envelope.--Please take a few minutes to complete it so
we can get your reaction to the program. Feel free to write
@ in any comments you would like to share: There is no need to
sign your name unless you would like to.
- ; ~THANK YOU FOR YOUR ASSISTANCE!
o © . sincerely; )
Cynthia Martin

Career Planning Consultant

fi
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CAREER TAPE SCRIPTS

15

TAPE 1: IDENTIFYING _
YOUR: OCCUPATIONAL

SKILLS

L

Most people go through several carenr transitions during

their lives. These transitions may be from not workmg to
working. from one field io another field, as well as from
one position in an organization to another: Buring any

of these transitions it's helpful to identify your oc- - --

. cupational skills. Everyjone possesses marketable skills, -

and they're atqmred through life experiences, volunteer

experlences. qnd formal work ‘experiences.

If you're trying to-decide whaf field to go into, lden- -
tifying and analyz:ng your skills wi elp you choose a
direction:

if you're thlnking of changlng fields _you. should analyze
which of your piesent skills would be useful-in-the new

field.- Then you gan identxfp the skllls you need to

Once’ gou 've cho n a field; you must still be able to

and interviewing for jobs will be easier if you know what
you.can contribute to an organization . It's difficult to-- -

identify your skills. Ag'l'he processes-of writing a resume

=-- preserit yourself 1o & potential employer unless you can

discuss the skills. you POssess.

One way to identify gour skills is to think-about what -
you like to do. Every hobby, chore, and job vequires the
tise of certain skills. If you enjoy ‘sewing; for example.
you may have desiun skills, eye-hand coordination, the
ability to see spatizl relations, or the aoility to follow
detailed directions: \

-

fipgthgr ygaing ﬁgt;ermlne your a abilities is to think of

accompllshments from uihlch you | received a sense of

things”
It may be easier for you to think in tzrms of skill areas;
such as:"manual, athletic, numerical, planning, -
organizing, communications, artistic, innovative, and

- research skills. Two skill areas people overlook often in

themselves are interpersonal and self-management skills.
Working well with otliers; building cooperatiun—these
are interperconal skills. Personal self-management skills
include motivation, flexibility, persistence and en-

thusiasm._

Three: books at the Leon Connty Public: Library can help

you -identify and label- your skills. Look-in-the card.--

catalog under ‘'careers” to find these bools Tmentp

Color Is Your Parachte? bg Rlchard Bolles. and

Marketing Yourself; by the Staff of Catalyst. Career -
planning beoks, which can help you analyze yoiir sRills.
are also sold in many bookstores. ,

TAPE 2: WRITING A

'RESUME

A resume s’nould show a potential employer that you're

the type_of person:needed.in the organization; and that
you have the tralnips and/or experience to do a good"

_job: A resume is simply an inventory; on paper; of your

" educational background, work experlence. and general

qnaliﬁ-ﬁons

3
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A resume is an lmportant part o£ your )ob campalgn A
good resume will make it easier for you-td-get-an -in-

terview, sell yourself at the interview, and keep the

employer’s attention focused ¢ on you after the interview.

Before writing your resume; you should be able to -
answer 'hese qinéstions For whom are you writing: the

you? How can you help this person" And, how can you
prove it? : v
Yo our resume should be. slagigd to the )ob 7for7 Whth
you're applying: You'll probably need to write a different
resume for each type of job.
All resumes contain the: same-information. Yours should
outline some personal data, like your name, ¢ address,
and phone ngmber; your work experience; your -
educational background: and any special skills you have.

Resumes can be arranged in many formats, but imost are

arranged either functionally or chronologically: Both

formats present the same information but in different

ln a chronoloncal resume,- you ll§f the ;obs you ha\fe

held, starting with the most recent: Give dates: titles of

posxtions. names of employers, -and duties you per- -
formed. lf-you-have lots of work experience; this format

can be impressive. .
If you haven't worked for a long time; or lf you re

changing fields; you-might be better off using the - ---

functional format. - The functional resume highllghts the

skills you can offer; rather than-jobs you've held. In this -

portant to the job you want: Then you describe the paid
work. volunteer; or homemaking experiences that show
you have the slulls you claim to.tiave:

- You-shouild-have a resume ready evern when gou dont

type of resume. you list the skills-that arf fmost im- -

think it will be necessary. An employer pays more at-
tention to the person who sends a good resume and

cover letter, and then follows up with a phone call. It

shows the employer that s you're really interested.

; The public library has-many books that contain samples
of resumes. For help-finding these books, ask for

assistance at the information and reference desk.

TﬁPE 3: IN’I‘ERVIEWING

FOR INFORMATION .

H yeure try:lng to- decide whether or not worldng in a

particular field will interest you; you might consider -
interviewing people who are already working in that -
field. If you are trying to find unpublished job openings;
it is also helpful to talk to people in the field you are °
c~nsidering. This type of interview:is called anin- © -
formative interview—it’s not actually applying for a job.

Here's how it works.

7—: First, you-decide who to interview. You can compile a

. list of contacts from directories, professional =
organizations; yellow pages of the telephone book,
friends, co-workers, and former employers. ..

Second, yoii- riiustmakean n-appointment with one of-

[t Y]

your contacts. To do this; call of send a letter and follow

it with a phone call. Explain-that jou need information

andthatyouwouidlﬂwtotalktoaperson

la:oﬂéajeaﬂe in the field. If youxfée! shy about calling. .

- - T m
a

rerﬁember many people are. ﬂattered to be chosen as

representatives of their occupations. You could also -
mention that you're considering a-career change, or that

you feel you're at a turning point in youerfet, .

At the interview, keep ifi mind that you're not applying

for a job although you do warit to make a favorable
impression. Take a copy of -your-resume- with you, in

case the person you're talking with wants to see it. Be

prepared to ask informed questions about the field-or

business. At the end of the interview, ask the person

you've interviewed if: he or she can recommend
someone élse with whom {ou-colild: discuss. your plans: |
Then ask your contact for permission to mention his or.
her name when you call.

After the interview; make notes- of the lmportant ln- - -

formation that-was -discussed. Theri write ‘your contact a

thank-gou letter. Later; you might write or call to keep
in touch and to let him or her know you'd like to be

considered for any openings:
An xn[ormﬁatlyg interview serves Several pmposes You

can gather j information that will help you decide on a
career and at the-saine time et ari incide lock a. &

company o proiesslon You have ‘relfipporiurity t
make=a good impression on som.:.ne-Whe mar bein
the position -to hxre you later, and who may even know

%

on your resume from potentnal employers.

terviewing skills. And you- may be able to get feedback

TAPE 4, GOMPLETING

AN EMPLOYMENT

: APPLICATION

*

To be consxdered for mos‘l‘ )obs. you must flll out an

application; Someétimes the apphcation is the first contact
you have with an emplover, so-it's important that you
fill it-out accurately and completely

Applications have space for you to desc?ibe your ex-

perience, training, education, and background.

Sometimes, it's impossible to take an_application home
with you. If you take -a personal fact sheet to the office

when you apply, it will be much easter for you to fl]l out

the application. ______ _

A personal fact sheet is a list of basic lnformatior about
you and your employment and education background.

When you compile your fact sheet; include personal

data. such as your address, birthdate, birth place, home

and-business phone numbers and social security
number. ____ . -

Then list career information your career ob}ective, the
date you're available to begin work, ‘othet jobs you'd

consider, and the location you'd prefer. Specific in-
formation on your work experience should also be

included. Make.sure to give correct dates of em-

ployment, job duties, names and addresses of firms, and
names of s s. Don't forget to write down

- volunteer experiences as part of “your employment .

Include any qaedal sldlls you have: typing bgq@i;eeping. .

woodwc , welding, and so on: If you can operzte a

maclﬁne or any equipment; write this down, too, and
don't forget supplemental information such as special

awards or achiévemems

E
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Note the names. and locatlons of schools you've. at-

. tended,. dates of attendance, highest grade-completed,

course of study, overall grade average, and degree or

. certificate earned.

You should also list three or four references. These
people should know: ye 4 well and be familiar with your

Worlt experience anc quaiificzitions. You should ask

permission of anyone you wlsh to -use af a reference.

Before fllllng out an application form read it irom

beri.ining to end. Try to present information clearly; and
direct it toward the employer's needs. Emphasnze skills
or experience that relate to the job for which you're
applying. If a question does not apply to you; write “not
appllcable

. For- questions regardlng salary you- mlght respond by

writing “open” or “negotiable.” This way; you won't
dlsquahfy yourself by asRlng for too much or locR

otherwise [ pay <

Fill out the application neatly, accurately. and com- -
pletely. Use ink or type. Avoid using abbreviations and
spell out names and titles: When you've completed the_

application;: check your spelling; make sure you've silled

=~ out everything, and then s sxgn it.

e __ _ .

TAPE 5: GETTING JOB
LEADS é

To hnd a ]ob in any held you must flrst locate an -

‘empioyer who needs to fill a position. The more em- -
ployers you-approach,the better your chances of finding

a job. The trick s to discover the employers—and that's
frequently done through job leads. .
One worker in three gets his or-her first Job through
i ation supplied by a friend or relative. So by all

——

means alert your friends and rclatives 1o the fact that
you're looking for a job. And don't forget to-taik to
former employers-they may know of job openings
suitable for you.- }o
if you're interested in a parncular firm; send a letter and
resume-to their personnel department. Ask about-

ooenings; and request to be contacted if vacancies
occur. Then call from time fo time-and ask- about
op-emngs for whith you qualify: When possible; apply
for a specific job, but don't eliminate:other possibilities.
As gou establish your nietwork, be siste to read the
classified section of the newspaper; newsletters of _
professional and trade associations. and tabloids. -
Some public agencies periodically compile lists -of- foli -
vacancies. Make sure to visit_these offices regularly. And
remember to note any new construcnon SItes in the

openjngsmtheneer futwre.

In the yellow pages of the telephone directory employers
are listed by busir.ess or service performed. This’is a-
tonvenient way to locate employers in the commuriity.

Small businesses—which account for many job -
operitngs—can be.found by using thls section of the

phone book.

A listing of emplovers is also avaiiable from the

" manufacturers’ directory published by the Chamber of

Commierce. This directory is located at the chamber
office and the public library .

For some. types of ;obs, you must belong toa labor
union to find out about openings. You can still check
with local labor unions to find otit hiow to joii ‘or get

information on apprenticeships. For additional in-
formation on apprenticeships, listen to Tape 22. -
Many other employers -and sources of information about
employers are located in Tallahasse -

They are: recruiting offices for the United States Armed

Forces: professional clubs; the Veterans’ Service Center,

the Tallahassee-Urban- League, the Better Business

Bureau, the Community-Action Program, CETA; and
women's centers. The telephone numbers and addresses

‘of these organizations are listed in the telephone - ---

directory. Ask the:librarian at the Leon County Public - _
Library for a list of other local offices that may be helpful.

TAPE 6: GETTING A JOB'

IN STATE GGVERNMENT

To get a state job you must begin by filllng out an._
application.- Applications are- available -at-the -Applicant -
Services Office in Room 330 of the Carlton Building on

Calhoun-Street; and at the Florida State Employment
&wlce on North Morniroe Street.

It is best to-read the job description.: at the Applicgnt

Services Office for the positions you're interested in
before filling out the application. That-way, you: can be
siife to include everythirg in your background that

relates to the job you want. S
Take the application home with you. When you have
filled it out accurately and-completely, ask a friend to

proofread # for you: Make at least 10 _copies: You will
need them later when you apply for specnﬁc posxtions at

_ state agencies.

Retumthecompleted appllcation to the counter in the

Applicant Services Office. The counter ‘worker will then
',tralnlng and experience to job classifications.
At this st ige you're ot applying forgpecific jobs: Youre
finding out what classifications you are-eligible for and
getting on the State Register as an eligible applicant for
jobs:in those classifications. For some jobs; classification
eligibility is determined by a score that is based-on your
training and experience. if you're interested in this kind
of job, your score will be-mailed to-you-after your

application- is evaluated. For other job classifications you .

must take a written exanifhation: You will be told - how
to. make: an examination appointient.- You'll receive

your results in the mail about two weeks after you ve
taken the examination.
Due to a lack of hme, the countet worker may only gtve

eligible. You may be eligible for many more. Check with
the counter worker to-find -out- how to-add more -

classifications. Ofie way iato simply go back through the
line-at the counter. You'must have a copy of your ';

 application tc do so.

Now the hard part begins. You miust- find pb vacancies

for Wl'nch you can apply If you walt for | tﬁe state to
The OﬁlceofﬂpplicantSizrvlcescan provldeyou wlth a
list of all the state personnel offices and job line num-
bers. ltisyomresponslbilitytgmsitorcontadﬂwae
agencies-for iniormation sbout openings.-The Florida
State: Empl’oyment Service has a list of many, though

| f qu




When you arrange for Interviews, be sure to take acopy .  the person, and explain the type of Job for which you're
of your application, your est scores, and your resume. . 8pplying: -0 o
This all sounds like & lot of work and it is! It may take During the interview; you have only a short time to

months to get a job with the state. Don'tget - make a good impression.-Use-this time to your ad- -
discouraged; but-try-to-develop a weekly routine:for vantage by giving extra attention to your appearance.
checking with the personnel offices and Florida State Cleanliness and good grooming are important. Wear

Employment Service._ S . clothing that's appropriate for the job; and avoid styles

Certain state jobs don't reqiire certification of o :i:gi:l;ﬁit:ﬁ; that wil! distract the interviewer’s attention fromyouasa .
Tradespersons, laborers, groundskeepers, and food persan. What ot want the intervlewer (o remembes
l:lggwcrkers can. Bﬁéﬁéiiﬁly directly-to agencies, . after'the ini‘erview is you, not what you were wearing.

without.goirv through applicant services. Most of these

' ag@g@plgged by the Department of -General . r—
ScRives, Florida State University, and Florida A& M.~ TAPE 8> ¢
B P e e ss  TAPE.8: THE JOB
If you nieed further assistance or information, please -call INTERVle
the Affirmative Action Recrutment Outreach Program at ] :
483:8471. . o ,’,,,,Af',,,, - :77 - :7; :,,;,,, IO T D
. I you've been asked to interview for a job; you know
S . thiat thie_employer is considering hiring you. Now you
oo el S have a chance to increase the-employer's interest in
TAPE 7: PREPARING  pict bepem ity chesd s se o
A F e e St TS YA] job affects your Tuture; an interview-can be an !mportant
FQR ﬁ JQB INTERVIEW event. So it's worth it to plan carefully. Here are a few
.- 7 L ) o :7 - . - gﬁg' E; L .o ool o Tl e
Is that job interview. gbu’ﬁebeen Waiﬁﬁg'fa; just around st of all, don't arrive late. Aniving h"}? wil tell more
o A fve succeeded in getting an _+ about your possible job performance than angthing you
the_comer? Great! You've succeeded iri getting an- say during the integriew. It's best to amive a few minutes

-

The firs thing you should do s find eut where and \en you arive, check with the recepioriit ot othe
The fist thing Jou el e b A hen make sure 10 When you anive, check wth the recepiarisl & 70
Sirive on time. This may seem basic; but applicants responsibie peron. Sate your name and the name cf
frequently think an nterview i at ore place and e PO Y ¢ the intarviewr; be polsedand coii
discover 100 late #'s somewhere else: You should also When you greet the interviewer, be poised'and cout,
know the Interviewer's name and how to proniounce ft. . teous. ‘Shake hands with the interviewer, and be seated
: \he interview. become familiar with théeomp’ans? when!lg?tihilin‘!ﬂaiyg“ todeso. - - .
o qovertiment agency and the positon for which you'e *  During the interview, lten esrebly LT SRenS the

emplover interested in you. Now, what can yoa do say. piew. It's best to arrive a lew

before the interview to Increase your chances of being early. Then you have some time to relax and feview.

Hired? Here are a few tips. T ) ' hﬁorfrlnﬁu'tl!‘ongzout the firiii, the job, and the reasons you
T - o :Ciji . e - N

‘1'1:

"

. Do.some 1 7' _ﬁn‘a 5& ﬁi’e ’:-"Ir’n*dﬁaig’%: iﬁim&gﬂﬂ to answer in a dgar;:aji'e,ct

gD O e flors, sy plans for expansion; manner. The interviewer needs to find out how you can

e e e for the future. You can get this in- -~ contribute as an employee. Think about your answers .
formation from employees; by checking with the before you reply; and f you don’t understand 8 -~
. Chamber of Cofhmerce, the personinel department, ard question, zsk for clartfication before you BBsEr:

Fsisrol-Beoi i SO To get the most out of an interview, stick to the sub-

* As you learn more sbout the job or organization; you'll ject—your skills-and abilities. Try not to wander as you
probably think of some questions to ask at the interview = respond-to questions. ______ . D
that show the interviewer you're well-informed. Make You.-will be asked for specific information about your
a list of these questions, as well s any questions that previous jobs, such as dates, places, and es of -
will help you decide whether to accept the job if it's employers. The interviewer will-also want to know the -
offeredtoyou. =~ - - - - ... . o L duties Jou've performed on jobs and the education or

will be hard fo answer. Before going to the : Mm@wﬂaamefaﬁuw@nwﬁﬂ
B . s a good practics to think of questionsyou  firm, 2 well as for the firm to learn about you. Fec free
. may be asked and (o prepare answers. This exercise will to ask @@@ﬁmpuﬁ applying for
h@@um@ggﬁmmMﬁ&my ghﬁmwmmi’ﬂ!@@m
et . Wﬁn‘, _ o _

e ariio whether the job is one at which you can succeed.

 During the interview, you should find out aboutjob

" ‘duties, honirs, urion requirements, and so on, ¥ the—---
interviewer doesn't mention them.-You should also ask.

Before you leave the interview, find out how to follow-
the job: i you aren't offered a job during the intérview, -
&ﬂi W”ifﬁ Wer mwﬂ m? all Mﬁ
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. workers, managv

d’eclsion Itis couxteous and often profitable to write a

thank-you letter to the firm that gave you ‘an interview. _
You can follow this letter with a telephone call just after’

the hiring deadline or two weeks after the.inferview. _ ~~

*—For-information ‘on preparing for an lnteﬁlew—lis'ten"to
Tape 7. Tips on wiiting a resiime are on Tape 2.

TAPE 9: JGB TRENDS
FOR THE EIGHTIES

" Youcan't ptedict thg future but one thlngs sure: lt wnll
be different from today. The job market changes
constantlf; and according to government predictions,
the U.S. economy will create nearly 20 million newjobs

by 1990. Over half of these -jobs will be in- white. ccllar

occupations; which include professional and technical
ales, and clerical workers.

1g occupational group is service — -.

"The-fastes
workers. arte
cooks; health service workers; hair dressers; police
officers, firefighters, and cleaning service workers.

Do-you know who-hires over half of the workers in the

Tallahassee area? If you guessed the govegmenit,
you're correct. More than half of all non-farm jobs are

with the federal, state, or local governiment. That's why

t grof

job opportunities in Tallahassee are best in clerical
occupations, especially secretary and #ypist. -
Tallahassee's second largest employer is the retail trade

industry. With the construction of many riew shopping _ ;

centers, retail trade is expected to show large gains in-
employment. One out of every three retail trade jobs is
in an eating or drinking establishment. -
Service industries make: up the third largest emplovyer in
the Tallahassee- area. -Within the service industries;_

xamples of service workers.are: banendersl" '

o
[N
|

\

health services is the largest group. The greatest iricrease

m employment is projected for clerical JObS in the health

Other oceupations expected to grow considerably are:

medical workers, heaith technologists, and technicians;

other technicians; computer spetialists; stenographers,
typists, and secretaries; and health service-workets.

Job_seekers that are-the most difficult to place are

college graduates with little or no work experience who
- are-competing-for-a limited -number of entry-level -
" professional jobs: People itho have no marketable skills,

and:lack a basic education also have trouble finding )
work. - .
i yowwould like to amprove yeur basic education skills

or train for a job; there are many opportunities gv;iiatﬂe

in Tallahassee in adult education courses; classes at -
Lively Area Vocational-Technical Center, and CETA

programs. Tapes 17; 19; and 21 describe these op-
portunities in detail. _

AN
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"TALEAHASSEE

TAPE 10: EMPLOYMENT
RESOURCES IN .

P

You can get job leads, employment counseling. or job
referrals at several places in Tallahassce. -

The Florida State Employment Servicepro\ndes both

free counseling and job referrals: The employment
interviewers there can help you locate a job-that meets -
gour needs and requires the expetience and training that
vou _have. In addition; the employment interviewers -
have the latest information -on federal, state, and local

siacanctes The employment service also ope:ates a 24.

is 487-2929
The. personnel offices at Florida State Universlty and

.Florida A&M process ,applications for positions on
-campus. The number of the FSU personnel office, is

644-6034. Tl'js office also- operates 2 24-hour job line
that’s updated every Monday. The number is 644-6066.
For iniormation on job opportunities at Florida A&M,
call 599-3611.
The City of Taﬂahassee Personnel Gfﬂce, adverttses new
openings in the Tallahassee Democrat on Wednesdays
and Sundays. A list of job openings is posted daily For
more information; call 599-8215. .

A list of job openings is also posted daily. at the Leon
County Personnel Office. The number of the office is
487-2220. .

i you're looking for a state job you must submit an
application -at the Applicant Services Office in the -
Catlton- Biilding.- There, an employient counsglor will

evaluate your trainihg and work experience; then
determine your eligibility for ;obs. In the same office you
can obtain a list of personnel offices for each state -
agency, along with their telephone numbers and ad-
dresses.. -

Two state agenciesl)ave ;ob lines which list openings in

Iallahassee ‘and around the state. Tie number of the
Florida | ent of Education job line is 487-2367.
The Labor and Employmem Securityjob line number is
488-5627. For more information on state jobs; listen to ~

" Tape 6.

The Tallahassee Urban League offer; yob geférrals and

connseling to all members of the community 63%222
6111 for more information. o

To summarize, job lists for local agendes are. posted at
many locations throughoiit the city, including: the-Leon

* County School Board Office; City and County Per- -

_'sdnnel-offices,-the Leon Couiity-Public Library, public

schools; and the FloridaState Emphpment Service:
Check these lists regularly if 3 youre looldngfor a job.

¥ you've completed a trainlng and would like a
job in Florida, “CAPS,” the Compu -Assisted

s Placement Service; may be the answer..CAPS links

employers who need skilled workers with-graduates « of

ng programs.This service is available to you free
ment of Education. Call 488-

0400 to register or to get more information.

1
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TAPE 11: EMPLOYME

-

RESOURCES FOR

There are a number of agencies-in Tallahassee that
provide employment assistance-for people wieeting -
certain requirements: These agencies are listed on this
tape; along-with a-description of the services they

provide and the clienits they serve. Many of the services
are.nrovided free of charge. lfyou think you qualify for
help through ong of the agencies, call the agency at the

' number provided to-get more information.”.
The Work Activity Center offers trainifig and work

experience for persons with mental or-physicald
disabilities. For more information, contact the Leon

Association for Rctarded Citizens at 385-2138. ‘
The purpose of the Senior Employment Program is to

help persons-55 years old or older-obtain employment.

Call 386-2195 for information or to make an ap-
_pointment - ..l S
Vgcational Rehabilitation provides evaluation, counsel- --

ing; education and training, placement and follow-up ser-

IR

vices for persons with mental, physical, or emotional
disabilities. For more information, call 488-5931.

The Muscular Dystrophy Association works with ——-----
Vocational Rehabilitation to-obtain services for persons

with neiiro-muscular diseases. Céll 222-0129 for more

information. ... . T -
Apalachee Community Mental Health Services provides

employability skills training and work adjustment-

programs for individuals who have or have had
emotional disabilities. For more information, call 487-
2930, extension-71.. . ... . . - .. °
“The Division of Blind-Services provides career coun- -

. for persons who-are blind or are in danger of becoming

blind. Call 488-8400 fof more information. _

The Centey for Creative Employment offers information,

referral, and placement services for women in an in-

formal,-supportive setting. For more information; call
222-3824. @ 3

The local CETA office ﬁiab’iéé; counseling, training; and

placement services for persons who-are unemployed,
hnderemiployed, or economically disadvantaged. For.

more information, call 488-2205, or listen to Tape 2i. -

TAPE 12: GETTING A
JOB THROUGH
VOLUNTEERING

Getting involved in volunteer work can help you leam
- aboiit jobs and it may lead to a paid position. Asa
volunteer, you can gain valuable work experience and
in the job - -

learn job skills. You'll also meet people
market—people who may be able to help you find the

~

job.you really want..

Alnfost every agency and business will accept éﬁ,imﬁér
help. So you need to decide what you would like to do,
where'you would like to do it; and how your skills

seling, job training, job retention, and placement services )

wold be useful to the organization you've ctiosen. Then
you must make an appointment with the person who -
hasthe power to accept you as a volunteer. . _

S

satisfaction and solid work experience. o
Most hospitals have a Candy Striper program _in which
volunteers deliver mail and flowers or read to Bﬁéhts:
Public and private schools also welcome volunteers.
Often volunteers in-schools act as teachers’ aides. They
. grade papers, prepare materials, read to students, or

supervise play and other activities.

Some

clients. o S ]
schools - and recreation centers use

ommunity organizations use voluriteers to assist

4

Many churches, j recreation cent
voluniteers to instruct in arts and crafts and recreation -

programs. _ .

In Leon County, tne Voluntary Action Center matches
volunteers to services needed in the community. Call
the Center at 877-3111 to find out how yoy can

" become a volunteer. RSVP, the Retired Senior = :
Volunteer Program, also recruits volunteers. Call them
a877-7187. . . B
Be sure to keep a careful record of your volunteer

. experience. Include a description of the duties you

performed, the skills you used; the number of the - -

people worked with; and the dates you worked. This
record will be -usefil later, should you decide to apply

for a salaried job. -

'TAPE 13: GETTING

. OCCUPATIONAL -

INFORMATION -

Choosing a career is one of lifé's most important _

decisions. To make the best choice, you must have -

accurate information about job-duties, requirements for

* “ . entering the field, chances for advancement, and the

* employment outlook.
There are severafl'technigues y

There are several tech que: ou aﬁ\iiié,i&‘ééi oc-
cupational information. You can talk to people em--

- ployied in the field you're considering: You can observe

" workers on the job. You can do research on your-own.
Or you can talk to professional employment counselors:
If you choose to interview people who are employed in

the field you're considering, you'll probably fine that
they're pleased to talk with you. Intérviewing for in-
formation serves several purposes: You learn from a

person who's really “been tkere.”. You can polish your
interviewing skills.-And you meet people you may be -
- able to contact later when yg’u start looking for a job. .

If you chioose to observe workers on the jobs ypu will
prabably get a-realistic picture of what the work is like.

lunteer wosk is another way to “try out” an oc-

‘,",ﬂ X q:,jj oo T T ZC -

If you deq't know anyone to contact for -an interview or -
to observe;\you might be able-to- learii-of people from

your family and friends, professional associations and

unions, colleges, community agencies, or the vellow
pages of the telephone directory. - a
Occupational fnformation is also avalable in many bodks

and, magazines. The Occupational Outlgok Handbook, '

- There.are established programs that offer both personal

phuat _fhu X -

Al



of hundreds of ¢ occupatnons inclddmg what workers do
b the-trafning:
thefield, working cortditions; and the employment
outlock.

The Drctlonary of Occupatronal Titles, also at most
libraries ~describgs 35,000 jobs,- using-a code number to
ldentlfs, the type of work; worker requirements; training

. Tequirements, physncal demands. and worRxng con-

* ditions.

Many trade associations; professlonal associations, andz....
unions will provide occuffational information; most o

them will send you free literature upon request.- The

addresses of Thany of these groups are listed ini the
Oceupational Outlook Handbook. The librarian will be

able to Help you gét the addresses of other groups.
Career counselors and occupational speclal}sts can also

provide. the: latest: information on careers: Many of these
* professionals work in guidance offices of high schools,

career planning and placement offices of colleges,

placement offices of vocational schools; counseling
“services offered through commumtyorgamzatlons and

the Florida State Employment Service.. .

...In addition; you can get information at the career

“resoiirce center. located at the Leon County Public

Library: And at Florida State- Umversxty. the -Curriculum-

Career Information Service; called CCIS.; provndes
occupatxonal mformatlon

TAPE 14: FLORIDA VIEW

“l want to be an_auto mechamc but do l have to. bup,,,
my own tools?”” “What does a surgical nurse really do?”

“How old do you have to be to become a registered ~ «
apprentice?” “How.many environmental careers are
there in Florida?” -

You can find the answers to these questrons and many

others from:Florida VIEW. Florida VIEW is a series of
600 career mfonnatton'cards and 600 training locator- .

cards on microfilm. The career card contatns informatior

on job duties; personal requirements; aptitudes; training
requirements; wages and fririge benefits.,workmg condi-

tions; employment outlook; required tools; advance-

ment Gpportunities;grelated occupations; and addmonal

sources of information:
In addition; the training Yocator cards describe traxmng

opportunities-at- public ‘and private postsecondary Florida
schools, admission policies, tuition-costs, -availability-of

- financial aid. and the name and address of someone to
contact for further inforfnation. -

Florida -VIEW is available 3¥ all local middle schools and
high schools; as well as Lively Area Vocational- - -

echmcal nter the Florida State Employment Ser
CountsL ljuﬁlic Hbrarj In addrtion ‘most guidance
counselors and occupatiogal specialists are familiar with
the programi. ..
¥ you car't find the lr?l‘ormation you need onihe;w; -

0}

microfilm cards, don't. giye\up The Career Bevelopment
. Center provides a toll-free telephone number you can -
call at any time for caregr inf tion. The number is 1-

800-342-9271. And don't feel ﬁ.\m\yom question is too

+
. -

-ediication necessary fo enter -

—_ . r-,

blg or too small The people who answer the phone
want to help, and they've answered questions on
everything from the duties of_the “medical photographer._ .

fo training programs for the interior design of churches.

_TAPE 15: CHOICES:

CAREER EXPLORATION

__BY COMPUTER

Even if you've "riéifer seen a terminal, you can_now-
explore careers with the help of a computer: With the
CHOICES computer system, you can get ihformation on
more than a thousand -occupations in Florida.

You-can explore-broad groups of occupations. You can

. relate one occupation to another: And you can compare
two or three occupatlons at once. If you prefer, you can
even ask for*specific information on just one oc- !
cupation=-all of this in less than one hour. _

]

In the CHOICES system; 12 variables are usedjo relate o

your likes and dislikes to different occupations. These
variables are: interests, aptitude, temperament.
educational level; enviropmental conditions; em: - -

" playment outlook, earnings, hours of work or travel, -

physical demands; physxcal activities; and occupatlonal

fields. -

You ")rog!‘am CHOICES wﬂh your preferences i each
.area: Then CHOICES sifts through the information in its

" memory to create a printout listing up to 25 occupations

that seem to suit-you. If an occupation you're-interested

in doesn'’t appear on the printout, you can a% the
computer why the job was eliminated, .

If you're interested in a particular occupation} CHOlCES
thl provide. you ‘with detailed lnformatlon on c'iaréc- - -

characterlshes of two or- three occupatlons at the same

time. Anotheg feature of CHOICES allows you to -
dxscover,mmxlarﬁccupatlnons - This feature 'is-especially
helpful if gou are already.traired aid woild like to look

into different jobs that require the same training. __.

CHOICES won't make your career decisions for you—
~ you're in charge of that—but it can give you lots of

* career mformatlon ina shorNime
" Once you've narrowed down your career cholces you

can get additional information on these:careers from
Florida VIEW and-other sources. Déscriptions-of these

- sources arg ipcluded on Tape 13 and Tape 14:

Locally; you can use CHOICES at the Leon County
Public Library, the Florida State University;, and the
Ce iter for Career Development Services. For more u

information on CHOICES; call 488-0400.

TAPE 16: WO
THE SKILLED TRADES

S
Do you know the .- the typicalzs-year-old woman, wﬂl ’
marry, have two children, and work for 34 years? Most-
women who are working today work because they must:
They're -either supporting themselves or- children or -

they're contribuﬁng &’ niecessary part of the famlly tncom&

W@MEN IN

ERICS

Aruitoxt provided by Eic:
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Vet thost working women are-found In low-paying -

occupations; such as secretary, nurse, or retail sales

. _;___S_!ﬁjki, e e m e =TI Tal. Lo ITTTITRL R R
If you enjoy-working with your hands, if you like the
kind of job that leads to a finished product;: and if you're
looking for high earnings and advancement, you should
a: least consider entering a skillea,ﬁédé.,' .
The skilled ffades inctude construction jobs such/as - '

carpenter, -electriciai-and mason, industrial jobs such as
machinist,. pressGperator, and el echnician

and service jobs such as. auto mechanic, small appliance
repairer; and truck driver. . - - oo
There are many reasors ta constder the ﬂ%lled trades:
Money, for example. Even entry-level positigns pay
more than most traditionally female becupatigns. ToR

wages are much highe fringe benefits are ofien bertel
Althouigh local pay scales vary; the U.S. Department of \
Labor reports that the average ‘houtly wage for a welder

'is $12.00, for an electrician, $10:33; and for an auto

mechanic, $7.76. .

“The employment outlook fof the eighties in many-of the

skilled-trades is very good, with ogenings expected to
increafe faster than average. ..~ .. .. .~

The skilled trades also offer Eljzri";irceé-f& advancement;’
the: opportunity to work independently, and the charice

1o keep learning new skilis. Women who are successful

in the skilled trades often report that job satisfaction

over by machines.:In many-trades, the work is n6 more
physically demanding than housework.z: ~ <
: When given the opportunity, wormen have proven over
| .and over that they can successfully carry out jobs that
1. have been ﬁédiﬁénaug.iégry@ﬁgmen; TR
| Training for the skilled trades varies, depending on the
trade, the job market, and your experience. You can
learn a skilled:trade through on-the-job-training, at
vocational-technical schools, and in apprenticeship
pregrams. For information on training opportunities, -
fisten to Tape 22, which describes apprenticeships, and
‘Tape 19, which describes Lively Area Vocational-

Technical Center.

An excellent source of information o the skilled #ades ~

is the Occupational Outlogk Handbook, a book available

at the Leon County Public Library. Other sources of -

occupational information are described on Tapes 13; 14,
and 15".— Do DLl DI IIimITis ;'
<} But don't forget the most important source of in- —

formation: people who are working in the trades. They -

can give.you the “inside” story.- You should be prepared |
for the fact that some people will try to discourage you. °

So be sure to get your facts from as many sources as
possible, make your own decision; and create an op-
portunity for yourself! .

ry

]

TAPE17: ADULT

EDUCATIONIN LEON |

.COUNTY ~

Everyone's had a bredk somewhere in their education,

but'gou can do samethiiig about-it. Adults from all walks

§’gult basic eduocation; or “A-B-E,”-
The classes are free, and they're jfist dults who
want to learn basic reading, writipg, and arithmetic skills -
or brush- up on the skills they already have. The classes |
are divided into small groups, and-participants work at

their own pace.-Classes are open to adults whp are at
least-16 years old and who are not already erfrolled:in -
day.school. All materials for classes are provideéd free of

of fife, all over Tallahassee, 3re taking advantage of -

for adults who

\_ charge to-participants. You can enroll anytime you like.

Bast of all, classes are held all over the £ity so there's

>ably one near you.

\E" is-taught at Fort Braden Elementary School on

' Tissdayevenings irom %Al 10. For details, call Craig

%6:1895. . o

ting is offered at Godby High School on
Tuestlay evenings\rom 7 till 10: For more information,
call 481325 . ;

L “ABE" is offered a0 Griffin Middle School on Tuesday

outweighs the fiiancial benefits. .. . .. .
Some women aren’t sure they have the physical strength
and stamina to work-in the trades. Due to therisein .~
automation, many of the heaviest tasks are-being taken

eveflings from 7 til 10. For details, call 487-1414.

Corcord Elementary offérs “A-B-E” classes on Monday

at 893-2558 for additional informatien._ __

.and Wednesday evenings from 7 till 1Q. lel Jim Dodd
-

Pineview: Elementary Scho 71;6?(&5:?‘53@15',; ‘oh Monday
and Tuesday evenings &m ym 7 till 10. Fornore in-
formation call 487-1414. © . "

Beginning reading is taught at Woodville Elementary on_

" Monday and Thursday evenings from=7. till 10 For mord”

" “The Mount Zion Church, on North Meridian Road,

_for-more information. -

Beginning reading-and “A-B-E" classes are also held at
the following locations: _ Dot

The Leon County Public Library offers beginning

information; call Sylvia Mulliris at 421-5330. . -

reading on Monday-and Wednesday mornings from
am till 12 noon, and on Monday and Wedniesday

evenings from 6 till 9. Call Sara Johnson at 487-2665

.

O \D.\ :

r I

offers “A-B.E" classes on Monday gnd Tuesday -~ _
evenings from 6:30 till 9:30. Cag 187-1414 for more
infomgﬁd",, j . S - Com T Z o

Adult Basic Education fot the blind is offered at Fairview

M}ddléSchootorLMBiidéQ and Wednesday evenings
fom6:30819:30. - __. - - .o .-
Reading tutors-are also available to work on an in-
dividiial basis with petsgns who need this service. For .
detals. contact either the Leon Cdunty Public Library at
487-2665, ot the Adult Basic Education Office at 487-
1414. . S

If you_have Qhestions; call the contact person given for
the location you're interested in, or call the Adult Basic
Education Office at 487-1414.

\, o ~
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TAPE 18: GETTING A '

HIGH SCJOOL =

¢ ~

Congratulatlons' You've just taken the flrst slep toward

obtaining the G E.D. “G.E.D."” stands for General*
o Educational Development, and it serves as the

equivalent of a high schpol diploma.
Fot a variety ‘of reasons, many adults have been unable

to. complete a regular high
tnean, however, that their-e

when they stopped going to school A - psrson.can make

cational growth stopped. -

provlde a way to evaluate and glve credlt te these
experiences. - * - N

You can use the G. E D to gualey for a job get 2s
promotion; for militarg sewiée to enter colléges and.
vocational-technical schools; or for your own satisfac; ;

tion.-A high-school educalion is-needed-in-most. fields so

deziding to complete lfmag be the wlsEst decisnon yogll
,ever make.

The 'G.E.D: is a series of flvefests that 1 measure general
educational develppment. The tests cover reading,

Writing social studies, science, and math. = -

ool program._This_ doesnt }

"

You must pass all five areas to get your d.ﬁéﬁi it

you don't pass one or-two areas the first tin on't
Worry\You can take the test over until you pass all:
areas.’ Test results are mailed to you about two weeks
after you've taken the test. The G.E.D. is offered twice
a month durlng the day and in the evering. ' _ . :.I,
Yo take the G.E.D:; you must be at lzast 16 years: old”
and you cannot-b2 enrolled ina regu}; -day school. If
you are enrolled in schod), you must ask the guidance

counselor at your scl'yk:l for permission to take the test.
The G.E.D: is offered in English; Spanish; and French.
There aré also special tests for the visually impaired.
To take the: G.E.D., you must-attend a registratién -
session, which is held every dther Monday at 2:30.at ~

Cobb Middle School's cafeteria; on the Miccosukee
Road. You'll need to bring $14.50 in cash, and two

forms of identification; one with a picture: A-driver's
license and social security card are acceptable.

Befqre taking the G.E.D., you can attend ‘a preparation
course at either Rickards or Godby- High Schoot. For

specific information; call either school. =
If you have other questions about the G ED; call 487-
2872 That s 487-2372.

L
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| TAPE 19 TRAINING
OPPORTUNITIES AT

"“’E:QUIVAL NCY DIPLOMA LIVELY AREA ~ .-~ - %- 1+

VGQATI@NAL—TECHNICAL
CENTER = = - :

Lively Area Vocatlonal Technlcal Eenter offers 48 .

_ occupational programs that g ;:an lead to |nteresting. well
* paying employment. .

H

\

such asQata processing; and laser electro-optics to. more:
tonventional areas like commercial foods, masonry, and °
automotive mechanics.- All of Ligely's programs have
excellent job placement records; with’some 83:percent
of the graduates finding jobs in tHe fields for which they
were trained. In addition, arrangenients have been
made with severa} colleges for some. Lively“courses to be

transferred for credit.
Mogt training programs last one- year although

. The prﬁrams run-the gamut tof challengtngtechnologaes .

o

two years. All are competency -based—that is;- you can

progress as fast ‘ps you learn the necessary skills.. '
Books and tuition generally cost from 150 to 200~ ~
dollars. Some financial aid is available in the form of

loans and Basic. Education Opportunity Grants: A *
placement officer is available to help students find part~
time jobs while they are enrolled in schooL .

To atténd Lively during the day. you must- first tak the

Test of Adult Basic Education. Test results are-used to
help- students succeed in - “eir training programs.-The'

test is offered Monday thrc  Friday at 8:00 a.m..
Once you have gour test resuis; a counselor will asslst
. you in getting placed in a program-that’s right far-you.
Then you can register, get an-identificatiori card, pay
-your tuition; and begin classes.
Whe’n you graduate from l:lvely, a placement offlcer will .

help you find a job '

TechnlcalfCenter call 5@181 and ask for the registrar.

.

TAPE 29. ALTERNATIVES

TO COLLEGE - -

lf you want speciallzed tralningbut you dont want to

spend four years in college; there are still many aptions
available o you.Of the 26,000 different jobs in the
U.S., four ot of five do.net require a college degree

Tralning opportunities exist at Yocational schiools and

community colleges; in home study courses; and’
through the military—to name only a few. - -

+ Both public and private v?cational technlcal scheols offér
training for: many careers.' Programs last from a few:

Q)

weeks to several years; and ysually involve practical;-
hands-on experlence.- Most. Vocational-schiools-help:place

graduatés in jobs. But beware of schools that promise .
you a job==no school can guarantee you that. - . -
Tuition costs and training facilities vary from school to
schiool.-Generally,- private schools are more expensive ;

Q
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Aruitoxt provided by Eic:
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_compare. prog
‘right for you. FEEIRE e

Home study <ourses,-also known as correspondence

. eourses,. are another avefiue to_specialized training. _

Home study courses offer certain aavantage

+  study in your home, set your own.schedule, and e

_ at yaur'own pace. To successfully complete thjsype o

;- program, you must be able to-work indepengéntly. Be
siire to read any contract carefully before yghu sign. If
you drop out befere finishing,-you may sl have fo pay

" for the enfire cosyse, S
- The military offers ﬁéﬁ}??égigﬁ;k;raining programs. A

number-of programs requir that yoly have a high = -

. schiool diploma;-and some require a coltege-degree. If
you'ré PSrested in a particular job. gou'll be given a test
~tjc;¢s"e;e;g ether you can qualify. If you enlist, the service

- will train you ifi-that field. The service pays ydu a salary

- while you're_training, and after training you'll be assured

of wotk: Once you enlist, you must stay in the military

for a specific length of time. A

Your plans to prepare for a good job could include

- attending adultieducation classes.. Througjy these classes,

' gou canléan new-skills'and briish iip on old ones:
. Adult-education classes are offered at several convenient

 Jocations,«and many of the, classes are frée.\For more
- information, call 487-1414. - N
If youshave a high chool dipiomia, you mmight\consider
sfurther education at a comniunity college. Community
~ cotlgges offer one-.and two-year programs in oc-,
istional and a jic areas. For more information,
obiain o catalog g:)rmthe ‘community college you're- - -
interested in; or call Tallahassee Community College at
576-5181, - L )
Appreniicaship programs combine onfibe-job fraining
with classfoor 1 inetruction. You earn-v-hile-you learn!!-

# Most apprent Zeship, programs take two to four years to

-complete. ['o,qualify, you must be at least 16 years old,
have a high schocl diploma or the ‘equivalent, be able to

+ commirtee before you're accepted- into a,program.

_ For more informatior o apprenticeships, listen to Tape

1 22, e

NCETA, 2 federal emiployment program: offers 160
training to people. with restricted incomes. The-purpose
of EETA is to help unemployed-or underemmployed:

- persons acquire marketable skills.___ L
"ape 21 gives a more detailed description of CETA" |

grograms in the Tallahassee area.

-

TAPE 21: T

1APLE RAINING AND
EMPLOYMENT =~

- OPPORTUNITIES .
THROUGH CETA = ..
i s et ~
If*you -are economically a:sa'aaaa}sgéa;aaéaaagéi &

. underemploycd, you may be:éligible for help through

. CETA; CLTA is-an-abbreviation for Comprehensive:
Employment and Training Act, and its purpose Is to
help eligible persons increase their income, L

- . o

: . ®

ed fraining: -- -, -

“ou-must pass a test and be approved by a screening '

type_#f program is rig

s 16 be sure you chioose one that's o ~The CETA

C

Qrt

iu

in for Leon and-Gadsden counties
er of training programs for citizens-in the

a fraining program, you must

uss your situation- with a-counselor and take:

Onie is vocational clas
classroom frs
~daily vocational tramning

e are ihi'gé' igpes o

ht for you..

-

training programs. - :
13l classtoom training—a combination -of
ining and %work experienice. In addition t.

, you learn basic educatiop »nd -

" employability scl's. Alllparticipants are paid a wage and
travel expenses. = '

y + arereimbursed for thei
The second type of tra
training, alsg known as|

strained while they workifo

; yers often offer CETY t

iod is over: Rarticipants are paid full wages

ent, or “PSE,” hird

. Public:Service Employment

mployment for persons who

rafing pe

during the tr
Public. Service Empl
of CETA training progrdit
is intended as transitional
have a skill but-cammof find a j
itions that ar¢ a
e{ ,

ra

in pes
experience< . __
~In addition to thes

- - geveral youth programs in-L.

g7

oym

hing prorarn is on le-job -
“OJT." OJT participants are

{ clierits regular jobs after the

i
I

ining P

SE," is the third tgpe

ob. PSE clients are placed

s clos ly related as possible to their

rograms, CETA operates

eon and Gadsden counties.

AR S S o T
To-find-out more about CETA trzining in Tallahassee,

call 488-2205, or go by 603 North Martin Luther King,

Junior; Boulevard. In Gadsde

the CETA %ffice at 215 West Jeffe

“work with your hands. and be in good physical health.  _ TR

job training with job-reid
allows you to learn a ski
wage: An apprehtice typigally works '

. . perienced journeyman during th
- a few nights a week. Apprentice
only when there is-a nee

AIN

In Florida there’ are over. 100 careets you can enter as-~ -
:ship traipihg combines on-the-
ted classroo e
lled trade. wh

or call 627-9581:

G

an apprentice: Appre

PRENTICES
ING

d for miore sk

the competition s tough! =

5 To become a registerdd

18 gears old a

.equivalent. You must

ad have a

apprentice; you mift be at least ...
high schiool diploma or its

+County, you can go by

rson Street in Quincy, o

instruction=-1t ~

vith anmex-i. ...

v -
DR T

be physically able to do the work’
of the trade; pass a job aptitude test,and, be recor-
. mended by a selection committee. - i

In Florida, registered appreriticeship brograms are set up

and financed ip many ways: For example, iap-- = " -
dminisered 1hrqugh labor-

-pre

. management committees, loc

ggéghﬁp ‘programs are a

— porations, and small businesses.

3l assodiations

-

cor- :

.. A% an apprentice, you will atteqd at least 144-hours of ™ -
job-related classes per year an

d have @ probationary

U
' Every six months—or 1,000 hours—you must| - -~
dgmonstrate that you
you canit show that you
3

have leared certain tracle skill. If

have acquired these skills, you

lle.you earn a good _ -

-

" somie fests” The test téjmts are used to determineg Whigh— ~—

7/

e dayand attends class..z-
s are hired by industyy. ;-7
lled workers. 56 7.




will be-kept at the same level until you learn them: You

.can move up more quickly if you show that you already
have the necessary skills for a certain level because of...
previous experieiice or-training. When you complete the
apprenticeship program you receive a certificate from

the Florida Bureau of Apprenticeship. 7
 Apprentices usually receive one-hatf of the journeyman's
.- wage for the field in which they train. Raises are

awarded at Six-mqnmjngggvals; - .
Since Florida’s apprenticeship programs have been

designed to- accommodate employers’ needs; a fully

trained apprentice—or journeyman--should have little
trouble getting a job atagood wage:. ==
For information on who to_contact for ach registered -
appreniticeship program, call the Florida State Bureau of
- Apprenticeship at 488-4422. .

TAPE 23: FINANCIAL AID
EGE

Today, the cost of college 1 Yolng-up—just like

everything else. But don't let this situation keep you
from getting a college education, Many forms of - °
financtal aid are available for college, and you stand a -
good chance of receiving’some money to apply to your
educational expenses. ' - ST
All-forms of financial aid-are based on need; and are
intended to supplement the resources of the student— _

not to replace them. / _ - -

‘There are four basi forms of financial aid: grants; loans,

scholarships, and employment. S

repay agrant. . | ... R
A loan is borrowed money, which you miist repay with
interest after a certain length of time. Often, educational

loans Tiave lower interest ratés than other kinds of loans.
Scholarships, another type of financial aid; zre usually
given to'students who shiow proriise I an -academic or

 athletic area. If you're interested in a scholarship,

. conttact the schools youi're thinking of attending to'find
_~ out which scholarships are available and how to apply
(" for them. o o

The most common iorm of financial aid is employment:

. Most colleges have work-study programs, which

guarantee you.a job while you attend school.. "
The United States Office of Education offers the Basic

Educational Opportunity Grant; the Supplemental -
‘Educationial Opportunity- Grant, -the-College Work Study

Program; and the National Direct Student Léan
Brogram. Guaranteed Student Loan Programs are

A grant is an butright gift of money. You don't have to - -

—offered-at-m6st collegesT In addition, the Healik

Education. Assistance Loan Program offers federally
insured loans fo’graduate students in the medical and
‘healthfields, .~ .

Fa’riunhex,lnfohnaﬂon; contact the financial aid office of
the school you plan to attend. For information on
financial ald progiams administered by the Florida

" Department of Education; call the Florida Student
Financial Assistance Commission at 487-1800. ¢
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