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ABSTRACT T . ‘ .

' This text is the second.in a series of advanced
career education materials which, with an elementary segment, form a
career e&qu;xo curriculym for elenentary—secondary migrant
sfudents. Complgmenting texts on careers and roles and on work.
exploration and work experience, the text uses activities, poems, and
cartoons to focus on self-awareness and decision making. The text"
begins with exercises that lead high school students toward

&

. self-awareness and valyes clarification. Next, the book focuses on

four work readiness skills (appropriate dress, promptness and
reliability, helpfulness, and job performance) and on completing
forms for! job applications, work'ﬁernxts, and social security cards.
The tept also discusses readily available job information resaurces, .

for job information. Next, the book contains exercises designed to
heip students organize and present facts about themselves; using fact
sheets, ]ob applications, resumes, skillsS checklists, and letters of

appl tion. The text covers learnxng about the working world through
the'zzz of help warited and positipn wanted ads," telophone calls, and
apprénticeships, and discusses job interview techniques such as being

positive, ansvering questions, ba:ng prepared, and practicing. A
section on career advancemanb and Job changes concludes the textw\
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. explains 15 career clusters, and digscusses writing letters of inquiry
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CHOICE curriculum materials were developed at
Mid-Hudson Migrant Education Center and jointly’
funded through Career Education Incentive Act,
CETA, and Chapter 1, Section 143 in cooperation
with Ulster Coynty BOCES Putnam/Northern - .
Westchester BOCES, and Hid-Hudson H!grant
Education Center, New'Paitz, New York.
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CHOICE 'materials are available at cost through .
Auxi jiary Campus Enterprises, care of CHOICE,
P.0. Box 250, New Paltz, New York 12561.
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Training and consultant services available.
For lnfbrmatlon, contact:

'\‘

Connie tans, Pat Hoppe, Etisa Ross, or Margaret Taylor
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CHOICE deve lopment begah in 1979 as a result of a study indicating
that, whereas migrant children and middle class youth had similar
career aspirgtions in the early grades, the career. information,
T self awareness and decision making #skills avdilable to migrant
children in the later primary school years were severely limited.
Although the devélopment and overall design of the curriculum was
done with migrart youth in ‘mind, use of the curriculum has baen by
migrant and non-migrant yotth. Funding for the dévelopment and
production of the materials has come from a va§1ety of sources
including CETA,the Gareer Incentive Act, and Migrant Section
143. There would appear to be an overall need for the type of
. information CHOICE provides on the part of both mlgrant and non-
migrant youth. Therefore at present the !intended audience would
. be all of our school age youth (including hlgh school dtopouts).
]
‘The CHOICE curriculum is built on the three strands of career
education: (1) self awareness, (2) job and role informationy and
(3) decision~making/goal attaining and is designed .on two levels.
(The materials have been_successfully used, however, in the upper
primary and lower secondary in a non-absolute fashion crossing
over the indicated level’ boundarxes ) -

The first level, Basic CHOICE, is for students in grades K Tof
throughmzf Each unit, Bl-B7, includes: (1) a pre- post test, (2)
a consum@able studént. log, (3) a teacher log, and (4) a set of a
®inimum of 20 activity folders. i

The pre- post-tests for Bl—Bd are in picture format for the .
student witll an accompanying “teacher administration guide which
indicates the exact wording for egch question. The tests for B5-
B7 are in a written format with .an accompanying teacher
administration guide which indicat directlons and the exact
. wording for each question should thd teacher decide to read tha ..
"questions to the students. Answer keys for all tests are.availabie
and included with the basic set of CHOICE materials.
~ . . .
The consumable student log and accompanying teacher log contain
. the Job and Role information for each unit. Each unit, B1-B7,
contains information from two of the U.S. Department of Labor
defined career clusters. Each log covers at least five .
occupations of careers from each of the two clusters. The
. student .1og contains worksheets related to language arts skills -
using.career related information. Worker stories in B1-B4 are
found in the teacher Yogs and designed to be read to the .

. students. Worker stories in B5-B7 are contained "in both the
studeﬁ?}and teacher logs. The teacher logs contain all the student
log pages in addition to’ the stories, for B1-B4, and ‘additional
suggested activities and career related vocabulary, for B5-B7.
All the teacher logs contain suggested answers to the student ¢

{ exexclses, but it is emphasized that any logical student answer
. is to be accepted. A . 1 _ \
? ( M

The activity foldess on each level are divided ipto three sets,

one ‘for each of the career education strands: (1) self awareness,

(2) Job and role information, and (3) decxslon-making/goal

\Z . ’ . _.-" “4 . ) ‘/
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attaining. Rach .set of folders contains actiyities, stories:
poens, and game-type actxvxtlgs all designed to help the student
learn about career education and himself or herself.,

The Advanced level of "CHOICE matedials consists of three :texts.

Again the organizational and developmental format was based on -

the three strands of career education and the 15 career clusters.
. . -

. The first of the three texts is OCCUPATIONAL RESOURCES. This is
the job and rale information text. It contains 60 selections, four
from each of the 15 career clusters, written in story, cartoon,
interview, fact sheet, and poetfy format. Each selection contains
information on the tasks, skills, training and tools necessary to
the career or occhpation as well as the reading and mathematical
requxrements for the ,job. Selection of the.qareersfcovered was .
‘based  on two factors. One, bo&h entry level and advanced training
level jobs were chosen within each cluster. Two, actual
practicants of the job or occupation were interviewed asd to
their tasks, skills, training and tocls. After the selections
were written these same people were’ .asked to review the. stories
for accuracy. OCCUPATIONAL RESOURCES has been rewritten on both
the third and fifth grade reading levels as well as in the

. ’ original high school reading level. The information and technical
- vocabul-ary*has been maintained in the third and fifth grade
reading levels but other parts of the stories, cartoons and
P 'ihtervieus have been adapted ,to make reading easier.

-

- . 2 L

The second text of the Advanced materials is CAREER NOTES. This
volume containg.the self awaremess and decision—making/goal
attaining information. It is designed to be used in individual

¢ sections depending on the ed.of the student. Again various
formats have been used, intluding poetry,, cartoon, and game
~ act1v1t1es_&o provide interest for the students. The sections

included in CAREEB NOTEi re described in the Overview booklet.
The }third text of the Advanced materials is MISSJION INFORMATION.

~ MISSION INFORMATION'is a manual designed to accompany work

‘ exploration'adh experienge programs. There are three sections; _
they are ‘designed to be used 1ndependent1y of each other. The
tirst is on interviewing a worker to obtain information about
his/her job or career. The jecond is a "shadowing®™ guide to legxa
students.through a worker shadow experience. The third section is

-« 2 guide to a work experience program. Fach section Jlepds the

student and Heacher step by step through a discovety process. The:
student learhs where and how.to acqui:e information and how to
‘organize his/her self knowledge and job knowledge in order to
make effectivé decisjons.

L4

Al of the Advanced materials arxe presently availablefin Spgnisl\r
as well as inmn English. The Basic materials are in the prosg
' being prepared in Spanish. The Spanish editions are NOT ai
- translation? of. the English, rather we have tried to produce a
parallel vefsion which makeg, sense in,Spanish.
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We destoned the workbook so that students can be givéi'a few

pades at a time--preferably only as much as they can sucCessfully

' X

" complete in one instructional session. We suggest that, wherever

' qucticul, students promptly return coﬁpleted pages to'ihe instructor,
when studénts finish the courée of instruction, they should be glvén_
the entire, tompleted workbqok in a loose-leaf binder. |

»  We hope that using our workbook according to students’ and
" {nstructors’ fieeds will motivate students ond promote growth in
career education skills. ..
- | N ,
, el L P
’ _ Curricultm Staff
. . , = ..Connie Gans
> T, : M. Dolores llajosy
- Pat Hoppe

Clisa Ross
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CAREER NOTES TABLE OF CONTENTS

-

* SUGGESTED NUMBER -
**PRE- POSTTEST TESTING CAREER NOTES GRADE OF CLASS
, -8 CODE TIME UNTT TITLE LEVELS STUDENTS WILL. .. SESSIONS *
CM1, Foltm B-1 ko {K) Know Yourself ’ 7-9 Explore and write about personal 1
' minutes character!stlcs : .
. Chapter 1
h ]
(V) Values 7-9 Relate personal values to 1
cﬂapter 2 career goals. )
Payes, 1-A 107 (WK) Work Readipess 7-11 ’ Review appropriate dress, atten- 1
. minutes Skills - twgdance, punctuality, getting along
. Chabter with others In varied work
apter 3 environments.
-
. _[ .
Social Security Applicatlion 10 . -
and minutes | (F) First Applications 8-9 FI11 out applications for soclal 1
Working Permit (included chapter & : security card and working papers.
in Career Notes text) | pter
€D!, Scale B ~ 10 (V) Use Resources 8-10 Make use of reading materlals, 1
minutes |. _ people, personal experlences to
Chapter 5 . help reach goals. ' ;
A' A - \
D!, Scale A 10 B (c) Career Clusters 8-11 Learn about the 15 career 1
minutes T e clusters. .
. _ Ehapter 6 . o
. N (W) Write Away 9-11 Write letters requesting career 1
A Chapter 7 related informatfon.
.k' 15 - (0) Organize And Present 10~12 Make a re@ord of personal facts, §
minutes The Facts About YOU fi11 out job applications, write ' _
Chapter 8 a res and cover letter of. :
pter. . ’ introduction. : 8
R ;‘.
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’ . SUGGESTED . | NUMBER
*#PRE- AND POSTTEST TESTING . CAREER NOTES GRADE - OF CLASS
CODE TIME UNTT TITLE LEVELS | STUDENTS WILL.,. SESSIONS
. - -
D1, Scale C 0 (L) Learn About Yourself 10-12 Take aptitude t tgst and 1
minutes Chapter 9 ‘ record findings.
' Payes, 11-B 10 (WW) Know About The 10-12 .‘Learn-‘where to look for “jobs 2
. minutes Working World (emphasis on employment
‘ Chapter 10 agencies, newspaper want ads).
\ J_ i i < - . .
CDI, Scale A _ 10 (A) Apprenticeship "10-1 Read about apprenticeship, ‘and 1!
N ' minutes Chapter 11 e write. for more lnformatfon.
* - - : X - r4 . ) r
PT-1 : + 10 (1) Job Interviews To11-12 Prepare by reading about ( B
minutes Chapter 12 ' Interview protocol and by o
\ - practicing with a script.
NM-CD éo (CA) Career Advancement 11-12 Review work readiness skills 1
minutes Chapter 1 | and learn career advancement ,
‘ . . . skills and attltu‘des._
\J? \ " ”L
) . . 1(J) Job Chang,ehs 11-12 " Read Informat!on preparing them 1
N L : . Chapter for suctessful job changes.,
A

-
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" EXPLANATION OF PRE- AND POSTTEST CODES

CD!

+ Career Dev\elom:ent Inventory:
TeacFErs College, Co!umbla Unlvnrslty

Scale A ("'Career Plannlng") r .
Scale B (''Where To Get Career information')
7 Scale C ("Nhat to Consider And Bo")

Career Maturity lnventory N

c1978 CT8/McGraw HiV1

Coynsell‘ng Form B-T ("Attltude Scale')
g : : Y '

-« .
- . | -

Baslc School Form

NM=CD

+#

Payes

PT

New Hexlco Career /‘evelopment Test

.

ro%;m For ASSQSSIJ_ Youth Enployasent Sk“ls
cl

Payes 1-A ("Job HoldlngeSkllls")'
Payes 11-8 (*'Job-Seeking Skillis") &

Project Transitfon ' - "
8roune-be1mvare-ﬂoga am:ss { ‘

PT-F

PT- job interview skills)

.

Job applications, resum(,f cover !ette!i)
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EXPLANAT 1 ON OF PRE- AND POSTTEST CODES
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Career Development Inventory: Basic School Form

Teachers College, ColumbTa University

Scale A ("Career Planning")
Scale B ('Where to Get Career Information't)
Scale c ("What to Consider and Do)

CMI

Career Maturity Inventory *
c1978 CTB/McGraw HIT1

7
Counseling Form B-1 ("Attitude Scale'')

NM-CD

-

New Mexico Career Development Test
c1973 Monitor

\

-

» Payes

Program for Assessing Youth Emplézment Skills
- ¢1979 ETS

" Payes {-a (*'Job-Holding Skills™)
Payes 11-B ('Job-Seeking Skills*)

= a4

e

- . +
Project Transition - . (\_f
_Broome-Delaware-Tloga BOCES -

PT-F (job applications, resumes, cover letters)

,.i PT-1 (Job interview skills)




KNOWING YOURSELF con .heTp 'vou decide whot klnd of person you wont to be,
and what sortﬁof life you want -to live. ,
o ¢ a .
KNONING YOURSELF gives you more.controlbover your 1ife, because it’s
much easier. to GET WHAT YOU WANT when you KNOW WHAT YOU.WANT.

" .. . ‘ R | -‘ .
! ‘ K-1- : _ .' _ . 1.
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.
- ~ e




Q
ERIC

. N

- AS.__

et

mekimes T feet Vike T ao@ .

Iscém +a a F
Aifferenti
So, how-
$hé redl me. 152:

There are iots of ways to find out about yourself.
One year, or even one week from now, your answers
‘But your answers will give you a clue as to who

And that’s whot’s important. .

questions below.
may change,
you are right now.

1.. One thing I really like about myself is

': -. 6:“, who 1 ot gakw
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Answer the
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*"2. The qualities I look for ia a friend are

P C

«

3. The things that make me dislike a person are

af- ewﬂcSS |

-

The thing that bothers me most in>this worldsis .
/
. — . : L
" 5. One place 1 tfyld love to live is. ;
because ) 2 — .
. . ® .
6. The thihg 1'd most like to accomplish’ in life is N~
«  because v ' . 1.3 - - .
» I - =¥ ] z
ft . V| X ]
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YOUR PHYSICAL AND MENTAL QUALITIES MAKE YOU THE PERSON YOU ARE. |

. i . . \ .
 Your PHYSICgfaqualities include everything you see when you “look in the.mirror.

The color and texture of.your skin, hair, and eyes are physical qualicies. are _ .

your height, welght,-and shape. Your physical qua%}tiés include your healsh too.

I?'S YQUR BODY!. : T - ~ T L7

S

-—

- o B - . * -
Your MENTAL qualitiies include your feelings, thoughts, ideas, ydpf ;ikes and
dislikes, your beliefs, your memories, your enthusiasm. IT'S YOHR.?IND! . w

- *

* A -

YOUR PHYSICAL AND MENTAL QUALITIES HELP YOU REACH YOUR GOALS. - <

A T .
, Liston wants to get really-:good at playing soccer. He's a fast runner with
quick reflexes, and he's very résponsible when it comes to things like being on time. ¥
He'll never miss a practice if he can help it. These physical and mental qualities .
will help him get what-he wants. cL ) C .
. * A . N

. | . L .
HOW WILL YOUR PHYSICAL AND MEN%‘AL QUALITIES HELP YOW. REACH YOUR GODALS? 2

'se the spaces below to name two of your gofls (things you'd I'ike to have or to
accomplish). Then, describe how some of your physical and mental qualities will
help you reack those goals. \ .

-

GOAL:

PHYSICAL QUALITIES: - : 3 v

MENTAL QUALITIES: ¢ ' - .

*

i

.GOAL:

THYSICAL QUALITIES:

MENTAL QUALI'I’II:‘.S:Wv ' \
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0 “1:1’11{18 a good way to make your .ideas and thoughts clearer to you. Now S

that. you've t ht about some of the 'things thas are important to you, .use this - /
page to write a‘ﬁett:er describing yourself to someone who's never met:you. Incdlude
- some of youx ‘thysical and mental qualities in your description, and mention pne j

) “of the things you'd like tp accomplish soon.
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‘The Things You Believe In... «
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., Your volues are ‘the things
'you belleve iny They reflect

* who YOU really are. ' Knowing your

values can help you make decisions. .-

Knowing your values can help you

~ KNOW -YOURSELF. * A

* L. -

CHOOSE

. SY
A value is something you choose because it is
meaningful to vou., Othrs mov try to influence your
values, but only YOU can choose. .

_ACT

, A value is somethifg you act on. Your actions.
(the things you do) all reflect the values you have
chosen for yourself

-

The CHOICES you make (including the friends you choose)y
~and the ACTIONS ‘you take reflect your values and show who

YOU really are.

¢
2 : e »
- -

. . e
' Read the cartoons on the next two pages carefully.
" Theu,- answer- the. qustions which follow. ~

5 . ’ - T . V""'2 . 17 6.
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PETE'S ?{OICE Lw

In my, home, every family membér .
- Played clarinet, regardless of gender. _.
.'Regardless of, age, or size; or shape, .,
We played clarinet -ea'ct_g?.gyeni_'n&--gt' ,eiﬁh_t S

> Oy N L NI
" @yl 've played cla¥ixet gince: T was W tot.

Like I gaid, we Hipe gid play afob, .=
But sints' I was _yowhg, add dida’¢ weke ...
) The rouhds, "‘;:fid’:w Lt
I vasp't’ aware, that yherd weie different "¢ .
. Sounds. RS ’:‘:""“s:-:‘"": e o
Then I heard a band that wasa't my folks,- L
And said to myself, "This group really smokes!'
p There-was a bass and a piano, g_a_gfl_ even a fiddle.
1 could do that,” I thought with a giggle.
Well, I went backstage and looked/at that f:!.ddlg./
They let me touch it, tune it, make music a little. ,
I saved to get one of my very pwn, -t
But I was alwost afraid to Pring it home. o
My family said, "That foreign'thing!" _ . _
~ "™ou've no right." “It's no good.” "Might as well &ing!"
) . - -But they're used to me now, o A
’ / oL T - ‘1 play alone and with others..
" "I'm even teaching my sisters and brothers. °

7.
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" Gar tobzl QuestionS”
- A 7y |

* In "Pete’s Cholce” (page W-3), because of Peteds values, he chose .
to do something that was not expected of him., Deseribe a situation
where YOU chose to do something that Wwas not expected of vou.

Y

If Andy had really valued ‘11s car, what would he have done
differently? -

L -
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| ASK YOURSELF - SRR

Reud the 1ist below carefully. "“Then check the thlngs whlch You
-value. - You can add another one of your values at the boﬂtom of ,

‘Q

| the liSt. - Y . ‘ . >

Hl 1. Doing fh*ngs alone.

2. Doing things with others.

o 3. Thinkinﬁ carefully before acting.

"4, Doing things on the spur of the moment.

5. Finishing things you start. ,

6. Being hones't.

| 117. Being treated with respect.

8. Doing things indoors.

7
9. Doing things outdoors.

110. Taking charge of things.

11.;§ecid1ng things for yourself.

12. Foilowing directions.

—p-

13. Bxpressing yourself.

“|14.. Helping other people. . ;_,;_‘i?; wh '~}11__J;7

15. Meeting new people.

. 16.‘1earn1§?lhsw.things.

17. Getting really good at something.

18. Being creative.

19. Cetting lots 9f axércisg.

20.

/

Think about the things you checked. What do they sdy-about you°
' Did you learn unything about vourse1f° ‘

EKC' ( N . V-6 21

..
JAruntext Provided by ERIC * Lhd - .
: : ‘ ‘ : 105 7
: . . ) -
T o , o -
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.CHECKLIST S

¢ "CHOICE

Look over the items on the checklist on page V-6.

t

From that 1ist, state the four volues\which are most'
lmportont to"you In the spaces below.

ACTING ON YOUR VALUES

Now, wrlte down two of. the va
W you could dct on each value,

values, describe how yon did.this.

lues you Iisted, and . describe
If you've already acted on these

ACTION: -

- VALUE:

ACTION: s

22

. e
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PHYLLIS AND JOHN PUT VALUES INTO ACTION =~ -~ o
> . -+ - AT WORK ~. -

. .
S

+ ]
-

: The poems below are about people who put their values into .
action through the work they do. Below edch rhyme, list tWO valyes .

of .each chafacter.
» “' ’

1 love my job writing stories and poeas. ;

I'm a free-lance writer, so I do my work at home. ’

1 make my own hours; I'm independent, you see.

Thinking up characters, plots, and moods, my imagination's free. _

Imagination and language are the tools of my trade;

Time flies as the words I choose fill up each page.

1 send my writing to magazines.
Sometimes I get paid plenty; other timés I live on beans.
There's not much security in the free-lance field,

But creative satisfgction is the greatest yield.

*

_‘Phylllsf values are:
and . " . ]

L4

1'm happy being around young folks.uhilé,helping people t°°‘£;2ﬂdL'
As a high school guidance counselor, this is what I do...

I help students see solutions to their problems,
And I help them recognize their strengths. :
If someone needs a friend during troubled times,
To be of assistance, 1'1l go to great lengiis. .
I work with t ers too, to invent programs

Which help students see things in new ways.

I use kindness and my imagination oo

.To prepare students for future days.

John's .values are:
and | -
' F
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Now, describe an occupotion (Job) at which you could put all four
of these volue§ into action. Use your imaaination. You may have

tq ”lnvent" oqfoccupution

“Job title: . . o
Job lotation: e
- T T ‘
Hours: . _ e ,
Pay/Salary:__, . '
what you do on the job: __ ; N
? : )
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' 7% Think of the work tasks yoﬁ do at houme am;l at school.

-

‘Namé one o/f the tasks that helps you put a value of .yo'urs into action. N

-

.« . TASK:__ VALUE:
’ ’ N . " ~ - .“‘ -

\2 Think of the things you enjoy doing in jou'r spare time. -
Name one, and-then name the value it helps you to act on. '

' C. Co . . X %
ACTIVITY: . " VALUE: -

. ' . 1‘ 4 ]
- A
|\ ‘ v ) ' IS :

3. How wotld you feel If you got a job where you had to do things which conf]l.ie(ted- .
* with your values? ’ '

“

"'l

]
LD T

Faye values being outdoors, getting lots of exercise, and learning
photography skills. She wants to buy a good camera and darkroom equipment,
which is very expensive. ‘ . .

. "A neighbox offered Faye $2.50 an hour’to cut wood and clear brush on a farm

. after school. Then, Mr. Gleason at the lfbrary offered her $4.00 ‘an hour to do
typing and filing in an office. , :

4

'} Which job do you-think Faye will choose?

Which job would you choose?
E .: - . ‘. s . .'-, . .‘..' . } ‘. “ . ‘ ) ;' '_. . « ‘ .o . -
Why? ¢ £ : ' L ‘ -

<

,‘ . Helping j)"eqpla sndiianns care of animals are very important to Jason. He
&  valip dogs for som handicapped neighboxs each day after ane doesnlf get.

paid for it, but it's satisfying work. , . 3
Last week, he was offered a job as a dishwasher at a restaurant. He doesn'g

need the money desperately, but he thimks it would be nice to have some extra cash.
If he takes the job, he won't have.time to walk dogs for anyone. ; :

b

What do you think Jason will chocse to do?_

What 'wopld you do? . . - . . N

. Vhy? . : _ 25 S
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. L " WORK READINESS SKILLS are just-common .sense,. and
~ | they will be very helpful to you at school, In socal -
.7 | sriuations, and when you want to odvance In your Coreer. -
¢. . | HORK REABINESS SKILLS should be pructiced before gomg DR
EQMANYMMMM. THey includé e
dressing appropriately for: the job, ‘ e '
i .being prompt ond relidble, ?

' gekting along with and bearg helpful m ohhas) b
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. K [,‘&\‘ \- . ) T . . -.‘:uh! itronal v.n:pies

i gj ‘ﬂ‘f’ [
k o T DIRECTIONS
3' 1) Chetk outzthe rhymes, which:tell how it SHUuLD be. "
U z) Then, ch out the cartoons. Most show Deoole who
v . .. are NOT ag&kiready. | ' ‘
5) De* Lbe how YOU would act in each sltuntxon ' -

o St o unau@m____m B

oooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooooo

v

Don T hess up: don’ t_dress down.
Dress like everyone else around.

m)f' read)/
E:;o/a/n_, L

- ..,_._.,.. . v. P Pl . . Lo . - . ,

B e S ..<’£>v.s U e e e PPN e . e e
¢ -

/%e You Work- re,:za{y e .
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-3 | : You'T1 be sick or Tate,
g A.Hendance m"w%thesitote

et them know as soon as vou can,
.................... , mvn then: time to revise the Dlan
6 g f’F.s IQG30°AM 1 .
- HQS '70/' "eady-/ ¢+ Bauess 1 should have
S _ ' ‘ called wor_i[( olc‘i‘:a\f‘ /
‘. ) - ouldn'
Explamn____ .- |}

be tn on
[} . .
time...

é6d
—d

9’3"7"‘;')

f

—— e . A - .- . e e s

What would .)/Q‘U do oin . me

place’%- o '
. ’ ’ ' . - -

' ; - ' .,' .

Are You work-ready? . . B b -

.............................................................................
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On Sunday night, don’t party lmo ®
Go' to work; it’s an important date. | fX,OmM%

Wlmt ww/d )fagf c/O

n }Ier place?
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Dhsrley, will you, punch

oul for me, at 57

1 know it's”7 early,
’\g.} i

but 1
% daote
Tomghf

N

3 : S
[
, §Aﬁ‘endance‘“
PV ?'."?‘??’."?’.":”.’ 2
. “Ipon‘t lrave Work early; arriveon time.
. You aareed to these hojw whon you
& [|Sianed on the line, y
A deal’s.a deal, s,
. - ]

Sﬁ/r/eys frlend /5 /701" rgady / ‘?

 Explam . -

. ‘. ' ' . (
What would you do i vou were
Stirfey s Freend 7

) o~
Are you work-ready ?
L Y Y R Ty e Y A TN T z.».).)?????’??
i We N)h(:’u‘(i Ve, b?en \ ] r—-.,-...‘.,.f....,_‘_
<~ | back t5 minutes R ADPrUCTUTe Yot i b hredks.
\e qn. But this sun 7 po T e gout
~ for angcdness<sole

s wonde rful!
. ul..

- ““‘“W , -
) < ﬁ? 4 / rel y .ff,. i'.‘.! :"—/t’.’dy' /
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N==c"Have anothe v sipy | | ) o
’ s l{\ /7

CEbe capies

1

What  would you do 10 thewr rpisce: a B :

—

Are you work-ready?
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= Thegauality of your work says more about vou =
o = Than where you work, or what vou do, -
= Good workers always stand out in a crowd, p
- And a Job well done will make you feel proud. =z
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FIRST APPLICATIONS

A\l

/

‘Filling out forms and uppliéotions becomes important
as you get further alongfin life. Whether you're
| going for a Job, cetting a driver’s license, aéplying
" t0 a school, .or even getting married, forms and
“applications are @ must! They can help you get what

you want,

. a ‘e’
-
Vg

So...it;s«fhmdrtunt for you to know how to fill them
out. Often, d job application will be the first
contact you'll %ove with an employer. So maoke

o good first impression by filling out forms and
applications neatly and correctly. -

On the following pages, you’ll see some forms you’ll
be needing. Look them aver, follow the directions,
“ond practice. . ‘ - !




You must get a Social Security number before you get

a paving job. Sqcial Security is a kind of insurance

all working Americans pay for. When workers get paid,”

emplovers tqké g certain amount of money out of their

salaries. This money is sent to the government. Then

when workers retire, or {f they’re disabled and can’t
~work,” they get Social Security checks monthly.

B . expected to last a year or more. -

1] > are 62 or olBer—to ask about retirement checks.
ia » are within 2 or 3 months of age 65, cven if you
i} don't plan to retire—1o sign up for Medicare.
HEY U.S. Department of Health, Education, snd Weifare

» i Social Security Administration
nepee VN - rpmesrne.  Fprm OA-T02 {4-76)

In order to get a Social Security number you must
~ f111 out an application. - -




a HERE'S HOW

Y : : <.
. . e
If you need a Social Security number

card, look up "United States Government in
the white pages-of your phone book. There you'll
» find the telephone number of your nearest Social Security
Administration Office. Call and ask to have an épplication for

a social security number card mailed to you.

On the_next two pages You'll find a "Practice Application" and "Instructions'
for filling it"out. Before you fill the application out, read the instructions.
Then fill out the application carefully with a pencil. Go over it with your

teacher. Finally, make any corrections.

When your applicatibn arrives in the mail, copy the information from your

) | upractice. Application' onto the YAPPLICATION FOR A SOCIAL SECURITY NUMBER CARD."

Use blue or black ink.




. ."/

Y4 ._' L 1]

INSTRUCTIONS FOR COMPLETING THE APPLICATION FORM

2
'.r‘ .

If you do not kihnow the answer o a Question and cannot find the answer, w.rite‘unknqw"hthemforthc answer.

If you have any questions about how to complete the form. what papers you must submit with it or whether a personal

interview will be necessary. please call your nearcst social security office at the Number listed in your telephone dircctory. -

Aftcr your completed application and all necessary evidence are received. your local office can tell you approximately

how long it will take before you get your social security card in the mail. The instructions below are numbered to
¥ correspond with the numbered items on the application. y

10.

'ln

A

13

14.

- Enter your date of birth by month, day, year.

Picase enter your full name as you use it for work, school. or other official business. If yoyhave a middic name, enter
itin full in the space provided. Your entire name will be recorddl in our records; however, only your first name.
middle initial and last name will appear ga the card itself. unless you specifically request that we spell out your
middie name. ' '

af your name has changed, show the name you were given at birth on the second line.

If you have used any other name during your lifetime, show it on the third fine. Do not include nicknames unless
used officially at school or work. More than one such name can be shown.

. Enter the address where you want your social security card mailed. If mail under your name is not normally

received at the address which you show, use ap “in care of™ address. Example: c/o0 3. Doe, | Eim St

- Check the block which applies to you. If you checked “Other.” please submit a statement cxplaining your situation

and why you need a social security number. {(You mafamch a separate sheet.)

. Check the block to indicate your sex.

- While your failure to complete this question will not affect your obtaining a social security number, this

information is important to find out how Social Security programs affect different groups of people in our
Nation. It is also essential for preparing statistics. to determine compliance with Federal civil rights laws.
When used for this purposa, statistics are presented as susnmaries or other forms of information which do not
reveal the names of individuals. . ' ’

L 4

. Enter your age as.o[ your last birthday.

. Enter the city and State where you were born. |f you were born outside the U.S.. show the name of the city and

country. Please do not use abbreviations. '

- The names of your parents, even if-they are no longer alive. are very imporfant in establishing your unique and

individual record with social security. Be certain to show your mothers{ull name at her birth. If your father™s last
name & different from your name at birth, please explain by writing. for: mple. “step-father™ or “adopting father™
after your father's name. Use whichever name you prefer. If. however, vou have ever requested a card betore.
use the name of the same father. step-father. etc. you used when you first applied. o
If your answer-to item 10a is “No.” or “Don Knpw." go 1o item 1 1. If your answer is “Yes."answer questions 10b
through 10e.1f you applied for a social security number card before but never received it. draw a line through item
10b and try to answer both questions of item 10¢ as carefully &s you can. ‘

Enter todays dim by month, day. year. _ ) ' )'

r

If we must contact Yowfor any reason, we would prefer to phone you. Please indicate a phone nymber wheré we can
reach you or leave a message for you.
/

Sign your name as it is usually written. Do not print unless your usual signature is printed. If you are applying
on behalf of someone else. sign your own name. If you cannot write your name. you may sign by an~X"mark,
Two persons must sign as witnesses to your mark, ’

Check the block marked ':':elf' if you are completing the form for yourself. If you are completing the form for
someone else, check the “other™ block and show your relationship to the applicant; for cxample. “father™ or
“guardian.” : - :

FORMSSS og | . F-4 ’ ' 36 25.



' 2

- SAMPLE APPLICATION

) T .
INSTRUCTIONS - Befors completing this form, please resd the instructions On the ppposite Page YOu Can tvpe o7 Print, using pen with dark dlue
T0 APPLICANT or black k. Do not use pencil.. ] PA

INAA] NAME TO First Middie / . Last

;;'s::a‘ BE sw%wn
s ON CARD
NAD 4‘ Middie 7

¢a- FFULL NANME AT Fust Lot

¥4 Y1 BIRTH (IF OTHER

Al THAN ABOVE) . _
Sl CIOTHER - ) 7
K/ 1 NAME(S)

X q

v s msdoann
oo = w oo w »

2 USED
STT | MATLING
§‘2’ ADDRESS

o
4

.
_(Street/Apt No, P U Box. Rurai Route No}

STATE - 7P TOUE

- w4

RACE/ETHNIC DESCRIPTION {Check one only) [Voluntary)
a Asany Ruasn-Amencan or Pacelc Islanger {includes
persons of Chinese. Fiping, Japanese, Kwn}b,.&mm.
1t . ancestry Or descent] .

(] v Hispanic (includes persons of Chicana, Cuben, Mexican
or Mexican-Amarican, Puerto Ricen, South.or Central
American, or other Spanish ancestry or descent)

D ¢ Negro or Black {not Hispancc) * .

D¢ North Amencan Indign o Alpskan Native '

De White {no1 Mispan)
YEAR AGE » P8 . - Cny

CITIZENSHIP {Check one only}

D 3 WU.S. citizen
[ b. Legat airen attowed 10 work

D <. Legal sleen nat sllowed woru
D d, Othar {See nstructions on Page 21

MONTH ' DAY STATE OR FOREIGN COUNTRY
oui’ )

o e
-~-aaow

\ &
?
]
1
Ll ! L
]
]
]
L]
i
[}
]

H First ¥ Muddte Last {hgr mascen name)
J .1 NAME AT 4 M ‘
;’9.. +HER BIRTH N y : ’
;.'_:.-:':' FATMER'S Farst - s - Msdte Lt
“rna | NAME ! . ' \ : 1 _
FPNO | 3 Have you 0r someone on your behalf apphed for & socal security aumber before? D No D Oon 1 Know D Yn
-1. It vou chccked “ves” complete iteins Ch through De” below otherwise go o ftem ] r
‘gsN { D ENter 10cial security number ~ ¢ in what State did you apply? TWhat ves?
. PNS ' ]
! L PNY '
e [
‘:NLC . Enter the name shown On your Mot recent satrad ) . = If the DirIh date you used wasceiferant | MONTH , DAY 1 YEAN
S secunity card ‘4 trom the date shown in item 6. enter it ' .
#X : . here '
e ' :
el o8 !
T ¥ . T
pon1vopay's MONTH — T DAY | VEAR T.. JTVeirohone number HOME T OTRER
11 DATE 3 . 12 where we can reach '
s ] »Ou during the day t
ASO { WARNING: Dehbarataly grovacing fatss information on ihe applicaton is punishable by a fine of $1.000 or one yeur in jaid, or both. .
22 YOURSIGNATURE - = [ - | YOUR RELATIONSHIP TO PERSON IN ITEM }
13 ) . - Setf Other — .
‘;“*. - 1 4 P D {Spec:ty)
' 7. [ WITNESS (Needed only if ugned by mark X WITNESS (Needed oniy of pigned Dy mark " X1
DO NOY WRITE BELOW THIS LINE [FOR SSA USE ONLY) OTC | SSA RECEIPT DATE
SUPPORTING DOCUMENT- ; SSN ASSIGNED OR VERIFIED T -
EXPEDITE CASE PR
DUP ISSUED - SSN NPN &t 7 1
. ) BIC |SIGNATURE AND TITLE OF EMPLOVEEIS! REVIEWING |
Vi N AN N [} INTERVIEW,
poc wre lean - £VIDENCE AND/OR_CONDUCTING INTERWIE
TYPE(S! OF EVIDENCE SUBMITYED
. MANDATORY| DATE
IN PERSON ’ #
) . _ INTERWEW . . ’ |
4 . CONDUCTED —BATE]
O8N ] 1TV DCL : . ) 4|
FORMSSS Q.B) PRIOR EDITIONS SMOULD BE DESTROVED ‘ -
£.5 . 26. 4+ *V

- | ‘ T ._ .. |
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A “document’” is

(1) anything that’s printed or written, and
(2) is used to prove something.
Birth certificates, passports, and driver’s licenses are examples

of documents. . . .

-
-*

After you fill out the application you get in the mail, check the
“HOW TO APPLY FOR SOCIAL SECURITY NUMBER CARD” section of the
application to find out what documents must be with your applica-
tion. The "HON TO APPLY...* section Will also tell you whether
you can mail in your application and other doqumenté, or whether
u must take them to your nearest Social Security Administration

ffice in person,

...After You Get Your Card ,
Keep your Social Security number card in a safe place. Ydur,sbciol
security number will never change, so memorize it. You'll be

" needing it often, - _ i -

L F-6 38 | 26-A.
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Working Papersﬁ Work Per\mit

(

2

If you are unger 18 vears of age, you are @ "minor.” There
are laws. governing winere minors can work, and for how many hours'~
per doy. OUne law states that yéﬁ‘need "working papers” or u'
"work permit” pefore you can work. "After you have been promised
g Job, go to your guidaﬂte office and ask for'bn opplicotlon for

working papers. (You may also nedd-proof of your health, -which

~can be obtained“at the nurse’s office.) When all the hecéﬁsurv
forms have been filled out, you’ll recejve a permit. Give the
permit to your employer. "
| -
Look over tie "Application for Employment Certificate” on
the next page. Notice tnat there are 6 parts to it, and that
the SPpliéont (tnat’s you) is supposed to fill out only,one part.

MWno fills out the other parts?

- Fill out the application in pencil. Check for"heutness,»
\" - blanks, and mistakes. You may want to ask your teacner to look
it over. Then, use blue or black ink to fill it in,

"

]
..
- &

39 | .




THIS_ APPLICATION DOES NOT AUTHOFRIZE EMPLOYMENT

»”

L4
AT.17 452-F w-B Revised 11-78 .
THE UNIVERSITY OF THE STATE OF MIW YORK
THE STATE EDUCATION DEPARTMENT R
- ALBANY, NEW YORK 12214 ’
. APPLICATION FOR EMPLOYMENT CERTIHCATE
- . “ i ’ - -
See reverse side of this form for information concerning employment of minors
Al signatures 1nust be handwritten in ink, and applicant nunt appear pcrﬁ»\ belure the cortificatmg sdheial.
. : ~— :
PART I — Parental Consent — (To be cumpleted by applicant and parent or guardian) .
Patent or guardian must appeat at the schoul or issuing cente} to sign the application for the first corti for full-time
cmployment, ualess the minor & a graduate of a four-year high sclund amd presents evidence thereof. For all other certificates,

Home address ... )
[Nuwber and Street) {Place] -

! hereby consent to the required medical examination and employment certification as indicated abme. P

the parent or guardian must sign the application, but pevd Bul appear i prrson W do we

-

-~
Date . /Y—-\

. ~ — Y
erecsascacs. atesa so-bac site a-eta eaME. ciie @ie & a0 l\m’ Vas s e w e+ we g O
b {Nomsal S::itrg‘ly_ Numier}
, apply for a certificate as checked below:

cmrecsene

7] Nonfactory Employment” Cevtificate — Valid for lawfu! cmployment of 2 minor 14 or 15 years of age when scbnul "

nat in session and during vacation periods.

] Student General Employment Certificate — Valid for Lawful employment of a minor 16 or 17 years of age when school
is not in session and during vacativu perivds. o ‘

"} Full-Time Employment Certificate — Valid for lawful employment of a minor 16 or 17 years of age who is not atiending

day school.

PO

s avocdernsoammiiins maova

[Sipastnre of Favent o5 Guardranl

~

_ PART I1I—Evidence of Age— (To be completed by issuing official oaly)

aes onnonase

T i Date of Mitk)
Birth Certificate

v = Check evidence of age'accqttcdml)«:m‘ntv s (if any) ... o .o

Schooling Record ) Other.

15 pecifo

-

'PART KII — Certificate of Physical Fitness

-

Applicant shall present a
been given within 12 mont

LR

ificate of Physical Fitness from a school or pri\;zte physician.  Sanl examination must have
to issuance of the employment certificate.

If the Certificate of Ph 1 Fitness is limited, the issuing official shall issue a Limited FEmployinent Ccmﬁnu: {valid for 2

period not to exceed 6 months), and enter the limitation om

the o mylnymem certifcate.

v -

, PART IV — ge of Employment — (To be tompleted by prospective cruployct) )

Part 1 t be completed onlywor (a) a fwinor with a medical limifation and (b) fur a minor 16 years uf age whe is kaving
school, and resides in a district ¢ New York City and Buffalu) which require a minor 10 years of age whe is mt employed torattend
schoot, according to Section 3205 of the Eaucation Law. .

_The untdersigned Will enloy e et . resHBRE Al . s rover wemetms emaarane vimenn tmraemres 25 —
(Drseriptivn of Applicant’s Work) {1ed 1 uguhiom}
7% SR L . SR hours per iy, begmting e e e AT, - pm.
- ) . Factory ) " ending ant.... ' p.m.
T Py T i oz e i e e meneens e e aamemat
. Nonfactosy e vevermeenesat sesssaisarbee b sepees |+ st -
) ¢ . L dddvess of Firm}
deerenens et . SOATUAE AME  wooooooiiessomsramroms o bt i g e e s R,
{ Teicphonr Number] . . [Signatuey of Emplorer)

PART V — Schooling Record — (To be completed by school official) :
Part V must be completed only for a minor 16 years of age whn is feaving schoud, and reswles in a district {New York City and

" | cerntify that. the records of

show that ... vouen

35t geake ..

Certiticate Number ...

" Buffalo) which require a minor 16 years of age to attend schoul, according to Section 3205 of the Education Law. °
. Wome of Schwol) . TAddress)
e e e Whinge date of birth is —
. {Name of Apphicont]) - .
: . A} . s saceastrewe .--...-A..'.:‘.:..--.--u ;.-:;--.'ﬁ..-;“..‘w.'..:;"br .‘ .’
PART VI - Employment Certification — (To be completed hy isntem official only) !
e e VRt Iasucdd ' -
: » .
eaeas  BAsesemesstueecdiescaaacnics '.‘m’“‘ Bamame o emras lg;&:&.ﬁ.zﬂ...‘--..‘;. -.-—.-'w-

1S kol wr Deswins Cemtrr)

40 '
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“APPLICATION FOR EMPLOYMENT CERTIFICATE .

. .

Al} signatures must be hmdwxittmﬁin ink, amd applicant must appear in person before the certiticating otheal.

PART I— Pyrental Consent — (To be cumpleted by applicant and parent or guardian) ' :
Parent or- guardian must appear at the school or isswing center to sign the application for the first curtificate Jfor full-time
employment; unless the minor is a graduate of a four-year ‘ligh school and presents evidenge thiercof. For ull other certificates,
« the parent or guardign must sign the application, but nerd not appear i persan to do so. ,
~" i : : N RS
« . R
o e e e ARE i . S
) : {Socisl Secwrity Numberl
Home * address ... R eeeeeee et eeee e e st beseeeb e b aae et et et , apply for a certificate as checked below : /
[Number and Streetf] . [Ploce) . - >
. Nonfactory Employment Certificate — Valid for lawful empluyment of a minur 14 or 15 years of age when schoo! is
not in session and during vacation periods. . : .

' | Student General Employment Certificate — Valid for lawful employment of a minor 16 or 17 years of age when school -
is not in session and during vacation periods. { ) . ‘
N Ful‘l;'l‘ime Employment Certificate — Valid for lawful employment of a minur™16 or 17 years of age who is not attending
y school. .
1 hereby consent to the required medical examination and employment certification as jndicated above. -

=,
T T T

‘e . -lSqm.rrpIP_cmlm . S

PART 1] —Evidence of Ag::i:"o be completed by issuing official only)
..— Check cvidence of age accepted ~- Document § {if any) .. ... . . L e

Birth Certiﬁca;tr . Schooling Record : OMer. . o e e
A . . _ iSpeciinn )

PART III — Certificite of Physifal Fitness” .
Applicant shall present a Certificate of Physical Fitness from a school ror private physician. Saitl cxamination must have
heen given within 12 months prior to issuance of the certificate.

If 3-: Certificate of Physical Fitness is limited, the issuing official ‘shall issve a Limited Employment Certificate (valid for a
period not to exceed 6 months), and enter the limitation on the employment certificate. v .

\

TS p—

PART IV'— Pledge of Emplagment — (To be completed by prospective :t::i;loyrr} e
Part IV must be completed only for (a) a minor with a medical limitation (b) for a minar 16 years of age who is leavi

schaod, aipl Fesides in a district (New York City and Buffalo) which require a minor 16 gears of age who is nut employed to at -

school, acwmu to Section 3205 of the Education Law.

The undersigned Wil employ ..o oo e e e TESHIRR @U i e e oo

.) " Drscription of Applicant’s Work) - . tlob §wmatim} )

THIS APPLICATION DOES -NOT AUTHOFI!ZE EMPLOYMENT

: for . . e dlays per week heurs per day, begomnng . L L e AFL e T
{Nowe of Firml . . ’ -
ontactury 1.Address of Fism]
e SRR AR e e e e e e
{ Telephonr Number} . L\'ér-d.n of Ewplever)
PART ¥-—Schooling Record — (To be completed by school oflicial) . . ) .
. Part V must be completed only for a mmor 16 of age who is leaving schoul, and resides in a district (New M
Buffaio) which require a giinor 16 years of age ttend schou!, acvording to Sectivn 3205 of the Educalion Law. :
- [ cerlify that ‘. [Nawme of School) _ {AM"u] ‘t

show that ... t g eosbe .. whuose date of birth i e

' _ : T AR
&-‘, . lm- wf Princiml o Desiuncel

PART Vl——Emplomt Cer;iﬁcltim—(To be completed by issuing officisl only) T

{S‘Mwlmmg “..Jﬂ ,. e

Tidddvess) T Smatnre of [soong Oficisl]
b

‘\ o L K ‘ ,"_i‘. " ~41 | ‘ . -"
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» . = l .- . .
First Applications , ' ‘ .
Name o : - o : . .
Date ‘ School I
N Fill out.the application below as if your were
applying for a Social Security number card.
NAA|NAME YO ' Firnt ' Middte H Tt
© L. |BESHOWN : :
FULL NAME AT - First . - Middis . Last .
BIRTH (IF OTHER 4 ' ‘
1 | THAN ABOVE) » i 1 s —
t . NAME(S) .
USED - 2 N
STY | MAILING v TSirent/Apt No PO Bdx. Rurel Houte No ) :
2 ADDRESS - . -
crv fCITY ‘ SYRTE = ~ZIFCODE
‘T‘ t ,' Al
114 — e __
CSP | CITIZENSHIP {(Cneck one only) 1 SEX RACE/ETHNIC DESCRIPTION [Check one only) {Voluatery}
L, -t al [Ja Ausn. Auen Amerscan or Pacit tslender (includes
f] D a US. cruzen’ oo o persons of Cunese. FLpino. Japeness, Koresn, Samaeen,
3 4 : D ogc.nu‘mvormn o
owed - ‘9 b Hispanic (tncludes persons of Chicano, Cuban, Mexicen
! i x . . .
D b Leg dmal’ 10 wor ‘,; . Female iy, 3 or &nmmnan Puerto Ricen, South or Cantral
[ ¢ Leg steen not atiowed to warn ) . ¥y, American, or other Spemsh ancestry or descent)
S vl LA Y D ¢ Negro or Black {not Hipenc) . .
E] d Other {See instructions un Page 2) o ¥ Dd, North Amernicen Indn or Alsshan Native
L il:. ) - De White (not Mispans)
oos MONTN 'DAY 'YEAR AGGIPRESENT | PRE. . Ty T STATE OR FORBIGN COUNTRV
DATE . : AGE  Fw "L*M:ﬁ Vo
F . . ]
6 BiRT ; ‘ 7 R IBirTH : : .
* 4 ] o .
MNAI MOTHERS T . Farst v N Wddle 1 Last (har maden name)
NAME AT ' ]
9 HER BIRTH ' '
" FATHER'S Farst : M<die : Last
'N ~AME . A . : . . ;
PNO | 2. Have you or someone oh your behal! apphed Tor a social secufity number belore? -DN, DW""‘?“ Dv“‘
1 0 ot vou t‘hﬂ'li\l Cvet complete gems Ch troneh e helow othorwise go do ittem 1 .
gsy | D EPTer S0C181 Nty number C In what State did vou apply TWhat yswr” :
PNS . "
* NY e . . ! *
A : ' .
NLC | o Enter the name shown on your most recent ol \ e 11 the brth date you used was chiferent WNTH DAY ' VEAW
security card ° . ¢« trom the date shown in 1tem §, enter ot - ' '
. i here 1 :
]
i A oy L) ]
DO | yopAY'S MONTH T DAY | vEaAs Yeteohone number HOME T OTREN — .
11 DATE N ' 12 WhETe We Can reach '
ﬂ ' ’ 1 § o] vou guring the day ‘ P 4
250 WARNING Detibaritaly providme faive information on this apphicstion ts punrhebie by 8 fine of §1,000 er one yeur in jal. ov both.

YOUR SIGNATURE N you&wrrousmv TO PERSON IN ITEM 1

13 : _ | k’d_‘, D seir D?s::.m

WITNESS {Naeded only if signed by mark “X"') _‘ TWITNESS (Needud only +f signed Dy mark XY
. i 4

. - { s
DO NOT WRITE BELOW THIS LINE IFOR SSA USE ONLY) Tovc | SSARECEIPY DATE . N

SUPPORTING DOCUMENT- SSN ASSIGNED OR VERIFIED H }--

EXPEDITE CASE - | o -

DUP ISSUED SSN N " NPN , |

4 » ’ } 7 . BIC |SIGNATURE AND TiTLE OF EMPLOVEES) REVIEWING o
boC e icaw | 'EVIDENCE AND/OR CONDUCTING INTERVIEW.
TYPE(S) OF EVIDENCE SUBMITTED ‘ ,
. | MANDATORY, » DATE
. | IN PERSOM | -
4 . bl H
: . LQN 1Ty .__Joct

n IFER & Vie apnlicalion oun the next pace as if
‘ | vou wexre applyipe for  work pernit. ' _

: ' o - 42




SE RESD

onr GUALS are the THINGS YOU WANT. . :

(Thesg goals of yours magy be things you want to own, or t.hiﬁgs you wvant toe do.)
RESOURCES are the things that can HELP YOU GET WHAT YOU WANT.

A; "/””5 Waltnials (\

- - By f

Three important Lypes of‘ resources which can help you reach gétnr goals are !
B | | READING |
’ ' other PEOPLE
_ i v EXPERIENCES
. ) N ‘ our OWn
< lCcHOICE
- YT ' ’ | -

« o Vﬂ‘}.’.‘()ﬁt fé? 8{3 : .
| - - i COPY AVAM ARIE



» | . READING

{- You can learn more about ANYTHING by reading.
R y
As long as there’s a library around, there's no excuse for not knowing more about

something you're Interested In.

-

CARD CATALOGS tell you where to find films, books, magazines, and anything else

N that's in print.
o . o N
.' BULLETIN BOARDS can help you find out about rentals, local sales, available jobs,
and social events.

MPS can help you get where you want to go.

YELLOW PAGES in your phone book include addresses and telephone numbers tor most -
places of business. If you want to learn about a subject, look it
E up In the Yellow Pages.‘L You ¢an call .emd ask to spreak to someone who

khows about what you're Interested in.
{

TRADE MAGAZINE AND NEWSPAPER WANT ADS can tell you whici; fobs are available,

' how much experience 1is needed for jobs, where to call for

information, where to apply, and how much can be earned.

REFERENCE. BODKS #uch as atlases, dictionaries, and encyclopedias are chllections
’ of useful facts. The Encyclopedia Of Careers, ‘the Q&l_’:ﬂ)ﬂtiﬂ;‘m]

L]

Outlook Handbook, and Otcupatlional Resources can teld you about
#—M -

——

: e A 4 various occupations: on-the- joh tasks, training needed, tools

it fonal copies
. -\ and equipment used, salary ranges, advancement poss ibilities, and

job demand.

PyRT o R g Py AVAHABLE.
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.. PEOPLE ARE A RESOURCE

&

Fd
tTake advantage of the resources available to you in vour commmity. Most

§
COMMUNITY WRS are experts at somethlng. Check out yoyr neiphbors, people at

work cverywhere, people you find interesting. Ask them about their jobs, their .

“

hobbies, things you want to know more about.

. o e
One person who will become more Important to, you in the next few years is your

GUIDANCE COUNSELOR. GUIDANCE COUNSEL®RS in schools ave trained to help vou

chonse and prepare for all kinds of occupat fonal and educational experiences,
fhey can arrange for you to take courses to train you for the job you want. ¥

. They keep a library of information about various training schools and '

occupal ions,
They keep you Informed about apt itude and Interest tests which can help vou

n-vm;nlgé your own strengths and preferences.

. They may give you advice that can help you make decisions.

4. ‘They keep records of jJob openings to help you find work.

5. They can mike personal recommendat lons.

w AN A

additjounal mipies

-29. |



additional édbies*

EXPERIENCE IS A RESOURCE * ,

-*“".
No one can take your experiences away from you. They're your most valuable
possesion, and they can help you get what you want. Your experience includes -
everything you've ever done until now. Make an ettort to pain expericnces that -,

are meaningful to you. '’

When you decide what you want, go after experiences that will help you~ré§ch
your goals. 11, for iastance, you'd like a paying job as a performer, start
pfartiving and perferming for small proups. This sort ot gnnl~rvf$tod experience
will help you see if you'd really be happy dning‘this sort. ot work. And since
employers know that your work experfences are impurfnnt trnining‘steps, work ‘

related experiences canhelp you reach your occupational gosls.

are interested in working with led

v Phil and Katrin? r and opening a leather shop

one day. In the spaces below, describe some of the experliences they should be

-

caining now as preparation for reaching their goal.

e e A im e mmde e i e = A hm mamalm ik cm s et e a8 e e e = m e e

et e miem e s e M e e e e S e . Mg e e - e B = “ e = e =m

P )
. Experience takes effort on your part, but its revanrds (leamingr and getting
what you want) are grest! R
R-1
Q ; ‘46;
ERIC ) ' 30



. y ' .
THINK ABOUT THESE Y

-

1 4

Name one goal you set for yourself and reached in the past year. .(ﬂu,,); Of something B
you wented for yourself, and then worked at getting).

Whet riseumas did u use to help you reach Your goal?
How' did each resource help yout

-
&
-

vi’ &
Name one of your preseat goals. .
How can each of the following types of resources help you Yeach this goad? .
READING: e e
e e e e e e L
OTHER PEOPLE: e )
YOUR OWN EXPERIENCE: . e e e .
, . - e ‘

RS . 3L




=

o

A bame of Experience

C 2,

3.

This is a fun way for you to report What you
know obout using resources.

DIRECTIONS: 1. Before you begin, read about

resources on pages R-2 - R-4.
p&ﬁn' i yourgﬁluzotgiﬁeigm
ollgtha ﬁgﬁf‘sy o

You may cpmpete with Other

udents by comparing your
"times.” |

7

B
» ~
[ PPV SRR e .

STEP THIS WAY

48
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#1. Wont ads are
sources of information.

Move 1 sgquare for each
kind of
mation you cgn ngme.
a.._ ... . .

b,
C.

d.

#2. Miss | turn. Go
back to R-2 and
find out what you can
§ learn from want ads.
Fill in the blanks

in square #1,

| #3.{ 0?1¥ 2 kindgiz' ’

b GO back to e R-2 an
find out whg?gyou can

{ learn from want ads.

§Fill in blanks
in square #1.

c and d

-
~ PR
et N . ——
— . -
- - -
- .- ®
e
—— ———— . _— o e -
——"
—_— — sy ot

. . .

el e

additional copivg — -= - - =+
" - .
o

e A ——r g

/

awvad lable at cost

EAIS copy AVARABLE

nt-ad infor- |

*#5,  SHORT CUT to #
Your friend Sam tell
you about Q taxi
dispatcher’s job,

i
‘*:.',{

+
ot b

’!‘."::

Y
IR
2

LB
1'.“1 ,j!

511 RN

[
f

#4. 1f you Can 115t 3

| reading resources ve
qheggvl.s PR T Ay

sqQlare #o.

o

#6., Name |
resource that w
you the skill

f occupat

49
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ﬁ) You ve r how
f" 1} out J QPPl 1Cﬂ“' .
gceusnmumum‘. |

j You’' re on your way to
success. |
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- addit tonal copies
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<< {CHOICE [=>

o CAREER CLUSTERS Znes

What do yo)u enjoy doing?
How do you fit in?

°

Fifteen CAREER CLUSTERS are Nsted on the next page.
along with théir definitions. The United States Department of Labor
has divided all jobs andgoccupations igto these fifteen clusters or

falls under qt least one of
r mre. Spend some time reading

categories. Every Job yWu can think
these categories;.some may fall und
ubout these clusters, and see which ones interest you. *

. o ' . ' y »
| 51 T
Lo SN BEST COPY AVALABLEs.




15 -
CAREER CLUSTERS

Wworkers from the AGRIBUSINESS cluster remove and prucess natural re-
gsources and they use land to rafse and pfotect animals and crops.
Occupations from this cluster Yaclude cooperative extension agent,
wildlife biologist, animal inspector, dairy farmer, agronomigt,
grounds kueper, migrant worker, gardener, tree farmer, and {Jorist.

Workers from the l&?ﬁ_&wﬁgﬂAﬂyf{és cluster use their creativity to
teach, write, perform, and study the af?s and humanities inclu-

qing Jiterature, dance, music, and historical subjects.

0 cupat lons trom this cluster include book fllustrator, art restorer,
nntrunopﬁffpgtsician. radio announcer, offset printer, archeologist,
kphntugrupper, poet, conductor, architect, puidance couiiselor, and actor.
| .

Workers from the §y§1§§§§“§_ggglgg cluster usually work in office
settings to record, store, and distribute Intformation.

Oecupations from this cluster include stock clerk, librarian,

Lank teller, typist, payroll clerk, actuary, stenographer, mail
clerk, receptionist, switchboard operator, and accountant.

* *

Wopkers [rom the COMMUNICATION & MEDIA cluster use various wedia to
cfreulate Information. They may work with telephones, radio, tv,
buoks, magazines, and film) .

il occupations trom this cluster include data procesdor, author,

; bookbinder, reperter, commercial artist, telephone line worker,

|

telephone operator, television direwtor, and newspapédr editor!

®rkers from.the JONSTRUCTION cluster are_involved with designing,
building, restoring, and demolishing structures.’ .

Geyupations from this cluster include highway road worker, mason,
plasterer, bridge builder, cabinetmaker, welder, satety inspector,
diafter, heavy equipment operator, architect, and demolition servicer.

[ 4

workers from the CONSUMER & HOMEMAKING cluster help to produce and .
improve food, clothing, home furnishings, and care of family ‘members.
Occupations from this cluster include nutritionmist, real estate agent,
appliance repalrer, day-care worker, waitress, janitor, landscaper,

{ fashion designer, butcher, hotel cook, and tailor.

L9

Workers from the ENVIRONMENTAL CONTROL cluster help to protect
land,. water, and air. They also encoyrage hehlthy physical rel-

at fonships among all living things.

necupationg from this cluster include ecolopist, pest exterminator,
sanitation engineer, game warden, chemical nnalyst, zoologist, fire
fighter, congervation officer, meteorologist, and forest ranger.

'y

v

ERIC . c-2 02 )

36,



CAREER CLUSTERS (cont.),

‘ ] Workers from the HEALTH § SAFETY cluster help care for and repair the

tiuman body and mind. Some care for animals too. : e at
Occupations from this cluster include schodl nurse, optometrist, ‘. d V N
‘dance therapist, surpeon, liie guard, psychologist, ambulance Jdriver®
inhalation therapist, dental hygienist, medic, and pharmacist. .

.
* .

Workers trom the HOSPITALITY & RECREATION cluster improve the qual ity

of people’'s leisure time, or,sSpare time, activities, Their work .
often involves sports, resorts, hobhies, or amusements. . . N
Occupations from this cluster include recreational therapist; hotel ‘
clerk, flipght attendant, chef, usher, scout leader, puppeteer, -

camp counselor, dance “instructorn, tour guide, and film projectionist,

Workers from the MANUFACTURING cluster design, assémble, and produce
processed goods which are not in their natural forms.

vccupations from this cluster include machinist, weaver, welder, ©
machine tool operator, mechanic, millwright, Loilermaker, shipper,
optical techniclan, production supervisor, and tool and dye maker.

Workers from the MARINE SCIENCE cluster study; grow, explore, harvest,
and care-for life and minerals in and around bodieg of water. »
Occupations from this cluster include figh retailer, coast guard . -
quartermaster, research biologist, scuba diver, lockmaster, navﬁxtor.
. salvager, sailor, fish hatchery technician, and seafood processo

- ! 4 - ~ -

workers from the MARKETING & DISTRIBUTION cluster package, advert Lse, Lo
and transport goods and services to.make them avallable® to customers.
Occupations from this cluster include markel researcher, stock clerk,
sales repreaentativé, insurance. salesperson, model, commercial artist,
stock broker, truck driver, freight handler, and advertising copywriter..

L

Workers from the PERSONAL SERVICE cluster perform a wide variety of
tagsks from drycleaning to dorg grooming in order to make life more
comfortable for individuals. . . .
Occupations from this cluster include animal groomer, chauf fer,
minigter, caterer, cosmetologist, mortician, barber, tailor, jeweler,
waiter, interior decorator, housekeeper, and shoe repairer.

Workers from 'the PUBLIC SERVICE cluster -protect the rights, property,
and general well being of community members. : '
Occupations from this cluster include state senator, researcher’,
town mayor,'mail carrier, police officet.'couk"mporter, national
guard, public park attendant, parole officer, and sanitatton worker.

. - Workers from the TRANSPORTATION cluster heip to move people and gbods
- from one place to another. ‘
Occupations from this cluster include airplane pilot, avto mechsnic,
gecurity agent, railroad engineer, bus driver, freight handler,
inspector, diesel mechanic, dispatcher, merchant mar_‘ine.,.ana reservabionigt.

93
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(1]

4 »

.

Read the 1ist of occupations below. Then write the name of the

-

8.

.9,

[
PR SN

TAXI CAB DRIVER
CHEF

OPERA STINGER

§9LA§ HOME DESIGNER
DAY CARE WORKER
NAVIGATOR

COMPUTER PROGRAMMER

X-RAY TECHNICIAN

TRUCK FARAER

10. SIGN PAINTER \

-career cluster(s) that you think each occupation belongs to. .

—— -

- — P

-
11.° SHOE REPAIRER \

12. FIRE FIGHTER

13. DISCG JOCKEY

Y

vr
».
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>

| l N
~ensews s HEL P YOURSELF --ccceeencenese.

Now that you know what CAREER CLUSTERS are, do some personal- avallah
research. Think about the things that interest you: your
favorite activities in and out of school. List three of
these activities in the spaces below,

"y

L d

Lo
~2 ]

ol - e —— i = S 4 A At 1 Y WA S S S Sm s Sy e e

&

e e e . s e e ki Mt S e mema e - e Arm A= 4 b A mn e N i | o 4 e i & — S e
. - - . - - —

C cmme e o w e - e« eta——— = mo——n § o ¢ A & e ¢ by mmmman L= A e ht e e = p——

Think of one occ®pation“that is reloted to each of these act-
| ivities. (Use your imagination.) List them below.

| ~ OCCUPATION " CLUSTER

L)

i e ererRa e A A o e - ——— - - ——hee e mem . - .»-_._'-, -— PR —
¢

2.

e b ¢ —— ——— —— e o e e — b i A s i < A e e o e e

5. .. )

e e i faman b e s meo et hem———— e vt n e . em e 4 ema e cemem e e erm—ee o e

Then, next to each job or occupation you’xe listed, name one
{career cluster to which It bewgs. |

Use Occupational Resources. Exploring Careers, Encyclopedid

of Careers, the Occupational Outlook Handbogk, or other career
related resources to find out more about the career clusters

ypu've listed. , _
Next, identify an occupation that interests vou. Look up-. . |
specific-information about this occupation: Jjob requirements . .
(training and education), on the Job tasks, tools & equipment, |
{ chances for advancement, job demand (number of future openings -

and competition for jobs), salary, and beneTits available.

Use the Reséarch'Sheet on the next page. to record _your findinos,

¢5 - 9%
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- addi t?nng\l Qpie’s

AN

Cluster Title i : ’

Job Title_ > . / _ -
) Job Reduirements - : .

)

L

—— e e

Job Pescription

Tools a;;jlqulpment

5
Chances for Advancement_ . -~ ' - | .
Job Demand ’
salory and Benefits S | — v
- | ® 56- .
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. WRITE AWAY

After you’ve researched an occupotlbn
that interests you, write away to find )
out more : .

k OR | *
1o | {
N Write away to find out about ggLoccupctlon

you know nothing about.

Follow these directions. N




WRITING AWAY for information
is a valuable way to find
‘out about jobs.

The United States Department of Labor, trade unions, and professional
associations are all good sources df career information. Each type of
organigation offers facts about hundereds of occupaéions. Just write to

one of them and ask. You can learn about: job tasks,. training needed,
advancement possibilities, necessary preliminary exams such as civil service

tests, job demand, and othe){ helpful facts and statistics about onme oro' ,
more occupations. /

On the following page( twvo addresses are listed for each career cluster.
Other addresses can be found in the Encyclopedia Of Caréers at the end of
each occupat:lona’l descriptit/::: 1f you are already interested in a specific

- job in your atea, look for an address in the Yellow Pages of your phone book.

Uhen you find an address you want to use, look at the SAMPLE LETTER OF INQUIRY
" on page W-h. Read it over and note the formst as well as the content of the
lettdr. Follow the same format when writing your own.




T SOME HELPFUL ADDRESSES

(All sddresses' are listed by cluster.)

ACRIBUSINESS CLUSTER ARTS and HUMANITIES CLUSTER

3
U.S. Department of Agricujftre - * National Assn. of Schools of Art
Washiogton, D.C. 20240 | _ ’ One Dupont Circle, N.W.

Washington, D.C. 20036

Fish and Wildlife Service

.

U.S. Department of the Interior American Guild

Washington, D.C. 20240 of Musical Artists, Inc.

) : : 1841 Broadway :
“ ' New York, N.Y. 10023

BUSINESS and OFFICE CLUSTER COMMUNICATION and MEDIA CLUSTER

National Assn. of Legal Secretaries American Newspaper Publisher's Assn.
(International) PO Box 17407
1574 East 2lst St. . ) Washington, D.C. 20041

Tulsa, Okla. 74114 v

\ . The National Assn. of Broadcast
United Business Schools Assn. . Ehployers_anci Technicians
1730 M St., N.W. 80 East Jackson Blvd.
Washington, D.C. 20036 ' Chicago, I1l. 60604
CONSUMER and HOMEMAKING _CLUSTER . CONSTRUCTION CLUSTER
National“c'o;:tﬁtéef on Housghold Employnenr. | National Assn. of Plumbing-
1725 K st., N.W. Heating-Cooling Contractors
Washington, D.C. 20036 ' | 1016 20th St., N.W.
- Washington, D.C. 20036

Council on Hotel, Reséaurant and
Institutional mzution Associated General Contractors of |
15522 K St., N.W. Agerica, Inc.
Washington, D.C. 20005 o 1957 E St., N.W.

| ' Washington, D.C. 20006 )

- . . W-3
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_ENVIRONMENTAL CONTROL CLUSTER

Association of American-ceographers

1710 16th St., N.W.

Washington, D.C. 20009

Anerican Geological Institute
" 2201 M St., N.W. |

Washington, D.C. 20037

[

HOSPITALITY and RECREATION CLUSTER

HEALTH and SAFETY CLUSTER

American Dental Assn.'l
Council on Dental Education
211 East Chicago Avae.

Chicago, Ill. 60611

The American Dietetic Assn.
620 North Michigan Ave.
Chicago, Ill. 60611

MANUFACTURING CLUSTER

National Recreation and Parks Assn.
1601 North Kent St.
Arlington, Va. 22203
National Industrial Recreation Assn.
20 North Wacker Dr.

Chicago, Ill. 60606 '

MARINT SCIFi:E CLUSTER

United Steel Workers of America
1500 Commonwealth Bldg.
Pittsburg, Penn. 15222
International.Assn. of Machinist
And Aerospace Workers .
1300 Conneticut Ave., -N.W.
Washington, D.C. 20036

0 i

MARKETING and DISTRIBUTION CLUSTER

American As:n. for Oceanography
1730 M Sst., J.W.
Washington! D.C. 20036
American Fisheriles Society
1319 18th St., N.W. &th Floor
Washington, D.C. 20036

W-4

60

Sales and Marketing Executives
Internatiocnal )
630 3rd Ave.
New York, N.Y. 10017
American Trucking Assn. inc.
1616 P St., N.W. )
Washington, D.C. 20036

-

.
» 3
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PERSONAL SERVICE

PUBLIC SERVICE CLUSTER

Journeymen Bérbers, Hairdressers,
Cosmotologists, and Proprietors
International ﬁnioﬁ of America
4755 Kingsway Dr.

Indianapolis, Ind. 46250

Shoe Service Institute of America
222 Yest Adams St.
. Chicago, I11. 60606

[ 4

TRANSPORTATION CLUSTER

. National Assn. of Letter Carriers

of U.S.A. .
100 Indiana Ave., N.W.

Washington, D.C. 20001

National Assn. for Social Work
Careers
2 Park Ave.

New York, N.Y. 10016

International Airline Pilots Assn.
1625 Massachusetts Ave., N.W.
Washington, D.C.. 20036

Automotive Service Industry Assn.
230 Michigan Ave.
Chicago, I11. " 60601

61

R ST Y




‘ﬁ\’ LETTER QF INQUIRY S
?’ 2y | :
| . R.D.7 Box 20}

- ,, Wilere, New York
B : 14192
April 20, 1981
Mr. Jack Warren :

Assodfated Air Workers
| ast Avcnue | o

" Wellmont, New )ersey o?n: ’

ﬁear Mr. Warren:'

T am pn:sany a sophomore at Fairlane High
School The sophomore class 15 involved In researching
cupations Hhat inferest us. T am mnadmng{_u
mr Traffic_controller as an occupation for my Fubure .
. Please send me all Yhe . intormahion \/ou have
ghout on-the - yob tasks of dindraftic Conrollers as
well as the -h*mm -}he heed , Chances: tor advancenlcnf'
and +he demand Er ’n:m‘ﬁc controllers in the
Northeast during the neud' five ears.
. Thank you very much for your MP

| B S 5_|hce;ély, |
L ey
| | 62
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A -' LETTE‘RS OF INQUIRY -
\\\ . S )

: Let’s talk about format and content.

4

Use a business letter format for a letter of inquiry. Study the sample

letter on page W-6 before you begin. To be more sure of a helpful reply,
.it is best to find out the name of the person to whom you are writing. If

‘this is not possible, there are several other greetings §ou can use, such.
as: Dear Sir:

Dear Madam:

Dear Sir or Madam: ] ' '

Dear Interested Person:

Dear Gentleperson:

To whom it may concern:

I/’ '
i
/ Usually, a letter of inquiry has three paragraphs. You can have more if necessary,
r/but try to keep your letter short amd to the point. '
In the first paragraph, identify yourself and the purpose of your letter.
In the second paragraph, ask for the specific information you want.
r The last paragraph is the place to thank Ehe_persqp,you've gfitten to. Yqu-
may also want to say that you are looking forward to a reply.
The closing of the letter should appear on the right, in line with your address,
beneath the last paragraph (see sample on page W-6). Use an impersonal . g

closing such as "Yours truly” or "Sincerely” with your signature beneath fr.

|

¢ | : Type it if possible.

Business .letters should be typed to keep them short and iegible. But even
with'a typed lettér, ybug haridwritten signature must appear at the end, with your'
_name typed beneath it. If it is impossible to have your letter typed, be sure
that it is e;pecially néap and legible.

W-7 63
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It's impor::ant. to %our letter. Use a pencil to fill out
the letter of inquiry GUIDELINES on the next page. Fqllow a business letter
format. ) o ‘ ' )

. Once your rough draft% completed, read it over and correct any misspelled
words or grammatical errors. Make sure your letter is clear and to the point.
Then, ask your teacher to read your letter over and suggest any changes needed.

When you are satisfied wichlidur letter, copy it or type it onto a cléan .A
sheet 6f‘white unlined pape%. Type or print the destination of the letter #nd

your return address on the front of the envelope. I

- i 64



" GYIDELINES FOR |
A LETTER OF INQUIRY
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KEEPING TRACK

It's a good idea to keep track of the letters you write and the responses
you get. The names and addresses of the people who have contacted you are
useful for future correspondence. Keeping track is a way of recording 1mpor¢ant
inforvjation that you may want to use in the future

Below, list the name and address of the contact you’ve made by wniting away .

Then list the important information you gain from their response.

-

LETTER SENT TO:_

DATE H . . . i 2
LETTER RECEIVED FROM: , -
- DATE:

INFORMATION RECEIVED: (Write Rflow ornottoch letter.)
ON-THE-JOB TASK§:

TRAINING NEEDED:

/

ADVANCEMENT POSSIBILITIES

JOB DEMAND:* \

OTHER: | \

50.
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FACT SHEETS

ax\ggﬂ§on?l '
agtion
Activities ond Interests

Work Experlence
~_References . . |
JOB APPLICATIONS : 5 )

- RESUMES
@ - EYPLOVABILITY SKILLS CHECKLIST -
- COVER LETTER OF INTRODUCTION -
EWPLOYABILITY CROSSWORD .
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- PREPARE FO’RGET'I’INGAJOB |
RECORD THE FACTS ABOUT YOU

[ 4 . -
This is the time to start a record of tacts about yourself. This
record of facts {in the form of fact sheets) will help you answer ques-
tions that employers will ptobably ask. The fact sheets on the next
few pages will also help you to fill out job applications, write a
resume, and enjoy successful “job interviews.

1. Fi1l1 in the fqvt\sheets carctully .and keep them in a handy
-place. That way, you 11 have the Intormat lon you need
whenever you need it™Answer all of the questions.

2. We've expldined some job gvtting l!nvu (ipecial terms) in
parentheses. Make surc you know the lingo because it's
very important that you “understand the )pp1ications you'll
be filling out.

.-

3. Keep your personal records up-to-date. Add to the fact
shects whenever you gel a 10h or have other new Infor-
o matlion you'd like to record.

"PERSONAL r_Acfs |

e . ————— e o = = [ PN -

Birthdate (month, day, mdyear)' 7 a

-

CAddress: - ... . . P
Telephone #: ___ _ . .. Soclal Security # S -__-A._____'
Marital Status lare you sihale, married, widowed, divorced?):

In case of emergency, notify .(call): '

Naome:. L
Telephone #:_ N Relationship-
Position Desired (the name or title of the mb you want:

N
additional é:%ies-*w - P s e
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' WiGh School: T e
. Address: ool
W Datés ot tended: Fron. m_ to... . .
o fmghe.st arade completed: .1 e
.. it 4al courses (including shopJ voC.. ed \ S i
l“" . ’ -
' Vacakioenal Training Or Other Educational Programs
fnutes atgended: fr-omw_‘,,_’__*.m_ to . ,
Conrses or c'j’egr,ee, completed: " O D S —

P ﬁ‘ 1

i {:i‘“l’:l 5
\ . s

oples

FACTS ABOUT YOUR EDUCATION _

erte down the names and addresses of all the schools or other
ecducational programs you have attended. Recall the dates you attended
each place and recond“the months and years you attended. For example,
9/71 - 6/75. Finally, write dowyn the highest prade level and/or the
names ofe the courses you've coﬁﬁgetcd

L 4
* .
~

This ib an important. section because it tells an employer -Somer
thing" uhout your values and your personality. List the pobbies, clubs,
and activities you really enjoy.,” What -do you like to do in ybur free

timq? :You may also wanc to list school sub}Ects that 1nterea\\:ou.
e e e e i e Bt e g ¢ e e it i
] . ) ' -

: - v - Tk et e e . e
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1

Employers want to know where
work responsibilities you've had.

(Your supervisor
¢
2. Position: Name your job t
"waitress," etc. ’

worked.

3. Tasks, dutleé, responsibi
4. Hours: For example, "20 h
"$3.75/hr.," "$100

year?

» state an accurate, POSITI
_reasons include "1 was la

L.ist your workfexpeiiepces s
including the job you have now.
position you held right before yo
been paid for your work, practice

tmployer: _ )

YOUR WORK 'EXPERI,E,NéE RECORD

£111 out the fact sheet whicle,begins at the bottom of this page.

1. Employer: List the names and addresses 'of: the places-where );olx've

gpuns;ble for, such as “yashing dishes," "selling Jewelry, etc.

. Wages, salary: How much’ woney did you earn per hour, week, or
6. Reason for ieaving: NEVER PUT THE BLAME ON SOMEONE ELSE. Always °*

"] left to spend more .time on my schoolwork."”

<uch as "babysitting," or "yardwork."

you've worked before, and.uhaﬁ_kind of
Read the guidelines below, and then” °

is your boss.) ’

itles, such as "mechanic’s assistant,"

lities: Describe.the work you were rel

rs./wk.” .
“~

.00 wk," etc.

.

VE reason for .leaving a job. some good
id off," "I got a betier paying job,”

tarting with your mbst recent position,
The next Job on the l1ist will be the
ut. most recent position. If you've never

by df::gig;ng unpaid jobs you've had
)., ‘ tt N ’

-l P

.:Address.of business: __

-

Supervisor:

Position:

(List blg

~

;Responsibilftles:

~.

™.

responsfbllltleé)flrst),

‘

LE I N

+

-

. to

qates-employed:. . from:

e

Salary: _ L BN

HpurS; s

Reason -for leaving:

SN 4
additidénal doples

¢
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" WORK EXPERIENCE (cont.) -

Employer: - .
Address of business: @
supervisor:_ ' Position:

‘Responsibilities: (List bjglresponéibilities first).

.

C e ——— —

/

Dates emDiOyed: from , ‘ﬂ _to_ ' .
Hours: _____ | .- Salary: o
1 Reason for leaving:

. REFERENCES -

' * Esployers want to make sure that you are rel iable. and trustworthy, so
_they often comtact 1@ who know you. These peoplc are your‘ﬁEFERENCES,
Nrite the names, titles, xidressés, and telephone numbers of the people
who can put in @ good word for. you. 'If you can, name people, who have
responéig:e jobs in your community such as teachers, shop Managers, of
police officern. Nevex yee a family member as @ reference. Always check
with the peeple you want to use as references before, using: their nanes.

. * - " Lygt three rcferences below. . $

-. , ’ . ’.

Name: ___ . ' . Position: ‘

Wddress:___ L Telephone #: ’

, '« Name: _ .+ Position:
Address: _ . Telephone #:.
f  Nome:__ : . Pposition: L
| Address: _ ' __:Telgbhone #:
Q ‘ i ) A © o - 71 - » ~ »
0~5. L B - VR



4

" USE YOUR FACT SHEET TO HELP YOU.FILL OUT

0B APPLICAT!ON,S

¢

Now "that you've completed your employability
fact sheets, you are ready to fill out a sample
job application.

‘1. F111 out the ‘sample application on pages 0-7
and 0-8 11ghtly In pencil first. .-

2. Check for neatness and mistakes. Ask your
teacher or counselor to double check.

3. Then, use blue or black ink to fill the
application out, -

4, .Don’'t leave any blank sections. If o.ﬁues~
_tion doés not apply to‘you, write “NA¥ (which
‘means Ydoes noi‘cpply”) at the beginning of
‘the space or draw a line campletely. through

the space. |

\

K ¥ :u 1101 N '.::'.;.55‘_1
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, : | NN 7
., . . ad_ditional coples
— x SAM PLE N ' .
B ) A

o JOB ' APPLICATION ;

e a

- - . S AR

PERSONAL
NAME . ) *“ TELEPHONE # -
(Last) . . (First)
ADDRESS | ‘ : )
(Street) (City) . (State) (zip Code)
SOCIAL SBCURLTY # .~ DATE OF BIRTH _ .

(Month/Day [Year) —

CITTLENSHIIP | | MARITAL STATUS~ |

i/ VETERAN STATUS , NO. OF DEPENDENTS _

ANSWER THE FOLLOWING QUESTIONS BY CHECKING "YESY QR "NO.' IF YOUR AWSWER TO ANY IS
YES, GIVE A DETAILED EXPLANATION SRLOW,

WAVE YOU ANY PHYSICAL DEFECT, DISEASE OR PISABILITY? YEs[ ] .wo[ |

.| HAVE YOU EVER HAD ANY MENTAL OR NERVOUS DISEASE, OR

. BEEN A PATIENT IN AN INSTITUTION FOR THE TREATMENT )
OF A MENTAL DTSORDER? | yes [] wo[ ]

HAVE YOU EVER BEEN DISMISSED (FIRED) FROM ANY JOBY ves[ ] wo( ]

HAVE YOU EVER BEEN ARRESTED FOR OR CONVICTED OF ANY .
VIOLATION OF THE LAW EXCEPT MINOR TRAFFIC VIOLATIONS? YES[ ] ®o [ ]

¥
REMARKS : . e
4 —. —— e ammr e nm - e s+ e — .-
‘ . "y
IN CASE OF EMERGENCY, NOTIFY
NAME . L . _ TELEPHOMNE # —
‘m}.m - ot - [ - w— o ——
@ | o . L
| 7 e » 57.
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E‘ﬁFéATld’ii"”“

NAME AND ADDRESS OF SCHOOL __ DATES ATTENDED _LAST GRADE COMPLETED  DEGREE/LICENSE |
FLEMENTARY SCHOOL __ T .

HIGH SCHOOL

H

VOCATIONAL SCHOOL, COLLEGE

OTHER SCHOOLS, Tscumml. - :
TRAINING, SPECIAL COURSES

WORK EXPERIENCE

NAME, ADDRESS, & BUSINESS OF DATES WEEKLY
EMPLOYER, NAME OF SUPERVISOR. EMPLOVED TITLE & DUTIES OF YOUR POSITION  SALARY
NAME o FROM
ADDRESS ) N .
BUSINESS N _ TO ' C . .
‘ Pl Vg v
SUPERVIIOR— . - . :
NAME . . FROM -
ADDRESS .
RUSINESS . . TO . ,
SUPERVISOR X _
NAME A ~ FROM
+ | ADDRESS____ ' . . <
¥ ' . |
: BUSINESS : ) TO d : -

SUPERVISO

« . INTERVIEWER'S. REMARKS | "

./ ) _/ 1 ‘ - ' '.

e an i @ WAR S L AN e A \Rh i b ekl e s e ot e o

. 0-8 74 ” ) 58.




%%2/‘05 A Fogume'”

A

A resume is a sumgary of your experiences and employability strengths. You
will give It to a préspecti\(f_ (poss'itﬁe fut:nre) employer when you ave interested’
in a job. Resumes are requ.iz"ed for many jobs, and preparing a resuné which is
not required shows an employer that ybu Ci;l'e about getting the job, and, that you

are willing to spend some extra time working toward your goal. This makes a good

-

first impression!

v
A\

.
-

If yoy gre filling out a job application, why write a resume?
Job appl icntions’are designed for the employer's convenience. Every appli-
catieh is the Same, and job applications leave little room -for individuals to
show how they are different or special. You design your own resume to present
. ybur best qoalittes end assets in ways that show your empluyer why YOU ARE THE .
RIGHT PERSON FOR THE JOB. A resume should tel]l your employer these four things: .
1. what you have done, ' '
2. what you can do,
. ﬁ. what you are interested in, and
o ’ « 4, uhat'kind of job you want.

-
L]

Since a good resumé emphasizes experiences you've had which make you suited
for 'a particular };ype of work, you may want to write a different resumé (to

emphasize different experiences) for each type of work you mpply for.

——

Read the sample resumes on the next two pages. Then read the instructioms

. . on- page 0-12 to prepare you for writing your own. .
0-9 59,
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-

Geneva Dobbs

Rt. 3, Box 72

Wallkill, New York , 12589
Telephone: (914) 895-8773

POSITION DESIRED:

PERSONAL INFORMATION:

WORK HISTORY:
Part Time:
3/79 - present

Full Time:
summer 1980

L]

EDUCATION:
1977-Present

HOBBIES AND INTERESTS:
SPECIAL SKILLS:
CAREER GOALS:

REFERENCES :

SN A

Yéuth Counselor

Birthdate: 3/17/64 >

" Marital Status: Single ‘
Height: 5'3" ‘ .
Weight: 105 pounds
Health: Excellent

Volunteer at weekly Girl Scout meetings:
Supervised gawmes and activities.
Counselor for Handicapped Children:

Assisted in recreation, food, and evening
chores of 10 wheelchair-bound teenagers.-

Wallkill High School, '
,Hallyill, New York 12 .
General Courses: Math, 1ish, Science, Social

" Studies. \

Reading, swimming, crafts, 4-H Club member,
. photography.

Typing, Junior Lifesaving 'Certificate,
Basfc Firat Aid Certificate

Work with. children in a teaching capacity.
College education.

Ms. Virginia Hamill, English Teacher

Wallkill High School -~

Wallkill, N. Y. 12589 (666) 354-2121
. . ' )

Mr. Jamés Padmer, Cuidance Counselor

Wallkill High Scheol

Wallkill, N. Y. 12589  (666) 397-9964

additional copies



: - . UNE .
ot | . “gs Samuel B. Veoks
. | s‘hﬂv\'e ' ';:vm!’:lm York 12561

o — \\ ! o - Telephones (914) 255-2314

OCCUPATIONAL GOAL: |

Automotive Mechanic\. . ‘ CoT
. . EDUCATION: ‘
New Paltx High School

New. Palts, New York 12561 -
Graduated 6/79 .

. COURSE WORK:
English’ JMV@ Shop
Social Studies Viechanical Drawing 1 and 1J
" Mathamgtics , . Metsl Shop -
Wood Shop -~ ° ‘ Electrical Shop
CLASS RANK:
T Tog't.hitd of class in st;op_» courses. \
EXTRACURRICULAR ACTIVITIES:
Track Team K | .
. Soccer Tean . ‘ ' ?
Photographer for school newspaper, Ihe Ragle.
HOBBIES: -
"Photography
4-H Cludb, Tractor Division
i WORK_EXPERIENCE:
. " June 1979 - Present " Marvay's Barvice Center, 22 Main Streat,
‘ New Paltx, New York 12561, . ’
| ¢ _ Cas Aezonémt 1 . .
. , : . ‘ ]
1 Summer 1978 . " Wagt Street Autosvtive, 43 West Strmet j
. . New Paltx, New York 12361 ' ‘ -
x v-" Car Washer and Genaral Rrrand Boy /
REFERENCES: ° | / : e .
Mr.. C. P. Harvey, Manager
‘Hatvey's Service Center
22 Main Street
New Paltz, N. Y. 12561  (452) 331-4577 : .

.  Ms. Joyce Kellogy, Owner -
West Streat Automotive

45 West Strest -
New Paltz, N. Y. 12561 (452) 355-7888 .




1. Before you begin writing, decide on a job cm. want d1
fact sheets carefully. ’ y }. and look over your
| )

Z. Begin writing your resume. Include your name, address, and phone number in
the heading of your resume. ‘ ’

3, Name your "occupational goal" or "position desired" (the jo‘b you w'ant).

4. Describe your experiences Include categories from your fact sheet like Edu-
cation, Work Experience, Special Interests, and Hobbies. .

5. Lisy categories such as Special Training, Travel, Volunteer Work, or General
Career Coals which will help you show how you are special emd right for the
job. Include skills you've learned which will help you perform the job
well, and 1ist any honors you've been. awarded.

6. List references, including job titigé and phone numbers, or state that
references are “gvailable upon request." N )

7. Write a rough draft of your re:e;me' on the next page. Check it over for mis- ~
spellings and mistakes, and ask your teacher or coumselor to double-check.

8. TYPE YOUR RESUIME or have someons else type it for you. Typed information
is easier to read than handwritten information, and it looks better. Em- : .
ployers will look first at what looks best,




k..‘

WRITE A ROUGH DRAFT OF YOUR RESUME

*t
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"4 Check Yourself

. Now that you ‘ve written a redumé, use this checklist of employability
b skills to help you evaluate (judge) how ready you are for success in the
working world.. If you are honest with yourself, you may learn about your
employability stréngths, and about the skills you need to work on. Use’
this book to help you work on these skills.‘ . e

& ‘. Almoet | - Never

This is .
How OFTEN DO YOU PRACTICE THESE * lone of . |Sometimes| L. need to

. Lov- : {work on
. EMPLOVABILITY SKILLS? ability | - ki1,

strenaghel - T | . .

1. I dress approptiately for the job I'm doing.’

! 2. T getfto school, or vorkvregularly and on time
~ unless T have a good excuse. . . » p
. - 3, 1 call paop{z whaq depend on me when I'm going " B
- - ] to be late, or if I'm not going to show up. '

, T 41 keep my word. ‘ ' {

N

‘5. When people ask me for help, I lend a hand if : '
I can. » ‘ll’

6. 1 say "thank you" when someone does me a favor. | | v »

L

7.1 ‘make sure I understand what's expected of me ‘
before I begin a job or project.. :
’ 4 *

8. When I m working on sqlething. I try to do my
: best. - {

9. T ask ‘people to helé me when I'm working
toward ?Qfoal.

10. I. tend about’ thinss I need to know in order ,
to do ‘good work. . . .. )

- '

11. I think about my past experiences when making '
a decision or setting a goal for myself. Y

12. I keep my personal fact sheet up-to-date.

a

13. I £111 out applications and forms neatly and . .
accurately. .
14. I can describe the skills I use, and the basks : B
I perform at each job I do, vt&n asked. - .

15 I learn all I can fro- each job I do. . T : .7 f

- 0-10 T o s
s -0

e e -t -va o N - v el - . . .
. . . - L. -, Nt . L™ “ a2 -
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A COVER LETTER'™
OF INTRODUCTION

-

P ’ 'Y

.

-NAN
dditional copies

A “"cover letter" of 1nt%oduction should always accompfﬁy a resumé which is

sent through the mail. Your cover letter will let an employer know'a little

‘There are two types of cover letters: {

" more about you, and it's your oppdrtunity-to ask for an Interview. , \f

. Send one type to an employer who has advertised an available position.

Send another type to a place which interests you, but which is NOT
advertising for employees. You can find the names of such work places

in the Yellow Pages of your phone book, in libraries » in guidance offices, °
.on-bulletin boards. Keep your -eyes open!

Rudy Martwmas
M9 Jamsn 5P,
Masisan, XY W

L

Ms. Kathleon Woloh
Persenne! Dirsctor
Kiverside hﬂmwr
Riverside Road
Maditen , New York
. #9506

Your cover letter is usually your introduction to an employer, so make this

first impression a good impressionm. Afpeat cover letter shows an employer that

you have‘good work habits (that you're careful about appearance and detail), which

is an important employability skill. ’Read the sample cover letters on the next

‘ .
two pages, and follow the steps below to prepare your own cover letter of

‘in;roduccion.

1. Find out the name of the person who does tpé hifing. Address your letter

2.

to this person.

Write neatly in ink, or

3

]type,‘on unlined paper: If you choose to write
_the letter by hand, put/lined paper underneath the paper you're writing
on, so that you can see¢ the lines beneath.

That way, your'handutiting, <
will not tilt up 6r doum. » '

Ask someone to check your letter carefully for spelling and grammar
mistakes. This letter should be perfect.

Use correct business letter form.

Make sure your letter doesn't ramble onm.
businesslike (to the point).

. »
K

‘." . '0*15 c |
v ™ 81

e

Use the sample letters as models. R

It should be short and

L

65,
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Doxham, Missouri B6642 '
R LETT teniet 3, 1981
. " IEBR .
Mr. Frank Webelo .
Webelo Farm Equipment
471 Lucas Avenue Turnpilke _ :
Doxham, Missouri 86642 - . .

Dear Mr. Webelo:

L

I'm appling for the-job of "farm equipment salesworker" which you advertised
in the Doxham Free Press on September 3rd.

1 recently earned my high school equivilency diploma, and as you can sée

¢

from my‘résumé; 1've been.using and repairing farm equipment for more thgﬁ % .
.years. i have been an active member.of the Doxham 4-H club for 5 years. ‘1
believe that this &—H experiencq will be helpful to me in sales, as I have
given ma:y presentations ahd demonstrations yearl; at County-Fairs.

I enclose a copy of an ariticle from a local newspaper which describds an .c
award ceremony in which I recieved a blue ribbon.in 198§ t

1'm sure I could do a good job for you as a 'farm equipment salesworker."

I would appreciate an interview with‘you at your convenience. 1 can be reached

"by phone at 558-8893.

]

"Sincerely

Skw Handace

The;esa Findall

0-16 . - 66. S




S \ S {ER 499 FimStreet .-
o 0 e cONER T Madrson, Nework -
@ . p SMPLE T Teh (42)469-9113

b  Swemnn
~ 7 - MsKathleen Welch- R ’
 Prsonnel Diector -

T RvasideWiney T 0N
- Rweside Road .. . - S
R ‘_,Mad{spn,,Ne\V‘(orK» . T ‘G
~ ' Dear Ms. Welch: g R
S, T am VS.years old and have. just completed my ©

S < Jiniot year.at Madison High School. 1 very inferested

. i WorKing &t our inery”as a hour gude This sumimer. .
la 1 s you €on see from the. vesume’ attaded do His
® ter, e 'had sales experience. And +haugh o

)

L nor-gided furs before, Ve been told. e "goe
o wikh ?:zoplc."'lh fact that | spegk Spanish’ may
© also be an assek 4o your-wWinerys- - - 0
.. Besides qﬁd\vg +our§, lam very, mierested .
in learriing. gbout wiie making and storage . If you , -
g, @ operiing, | would appréc.

. '

\ | ate an wtemew: ot -
. your cmveriince. | can be' reached by telephone - -
| af-(‘ﬂz_) %‘1?’!!3 . | R

7 Siheerely,

L

- .

- 4 .
y . 6 ...

Ny

. .""

0-17 83 . e
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. e e _cdnf Letter 'Continue’ o ' k L
B ~ DID YOU NoTRCE? - .

» » ]
The first sample cover letter wgs written 1in mponse to a HELP WANTED id. .
Theresa mentioped

Ll

1) the title of the posititn she's inte,reated‘ in, gnd | . ..
. o 2) where she saw the all . _— Y

-
-

‘ ‘ﬁ\e second sangle letter shows incemt in a job at a.winery which’ has not
advertisad for a tour ,guide, so Rudy . R

o 1) expresses- his inoe,reg.t in wbrkina at the H-inery, and ¢ ¢ )

.

. . o 2) mentions the ppsit;iun he. fee'ls qualified te f111. . . A

fcm' 'e; written
Zounds ﬁﬁﬁ“‘%ﬁﬁgﬂ
,d!g'w op mﬁ?méﬁ g

-

| Now IT'S TIYE FOR vou TO WRITE A COVER LETTER OF mmowcnm

’ ) . .
L] .

v
-

- . 2 . -
P v

Lo over your résuﬂe and bring it up tor daté. Then use your reﬂume to help .

v you write a good cover letter. Use your cover letter‘ha enphasize the atrong

. points of your resune, the parts which show that you are qualifiedafor THIS® jobt

b ‘Write a réugh draft -of your ‘cover letter.on the next page, and ask someone lo
correct the mistakes, - Then copy it over or type the ]ettet' aud attach it-to
your h draft. You can use it. as a mdel for the cover letteM_you write in

-

the future. L ., .
Don't forget to, ask for an interview, and leave your telephone nuqlber if -

1 -
.

- ~ -«

-, possible, ’ - . _ . : N

vf ) - - ot

L N . ‘ . ‘ B N - .
| additional copies ' . e : ' . . ' . .'
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( Inh‘odx}bihg: the
one and only

EMPLOYABIITY
] CROSSWORD
PuzzLE/

, EMPLOYABILITY CROSSMORD - .
D B : E T T 1T 1T
. 1 Thle crossword puzzl oln t ant three pag]es]
L ) - wWill help you 'r ‘l rs olf the things .| |
' . you've learned in ttlnsl workbook, Most of v

|
the answers can .be found_ ln{ tJhis boak, SO
| lh\vqur reading skills, and enjoy this

-k .’pttzz‘llef 11
\ A _ AL .




. ACROSS . - | ' S
, 1. Something you need before you apply ‘for a job. It comes on a card. (3 ‘words)
11. A note that says you owe money. ' : ‘
12. A small child, but not a baby goat.
. 13. Three types of resources are readlng, qtpenmce, snd -
15. The opposite of yes. ' e
16. Not on time. -
17. One's work or professlon . .
{ 22. One who Is worshlpped -
24 Punctual. .
25. A can write you a letter of r,ecomcnda%ion. ¢
26. A holds back water. °
* " 28. A newspaper. job listing. '
: 29. A list of facts. {2 words) .
31. A reference book whioh shows maps of the world. _ . L
34. May be a nanny or a billy. - [ .
35. Another way of saying "aptitude test." : o
.37. Family; _ folks. :
38. Two, too,
2. Past tense of 18'0 DOWN.
“4Y4. A form Fllled out- when seeking employment . (2 words)
47. Physical education class is held here.
49, Brian Royce's Initials. o _ .

! 51. Money pald on a regular basis for work done. . -
: 52. Special school office where sfudents can get advice.
55. A golfing term: for the course.

5% Ursula tand's inftials.
< -58. Dressing appropriately for the job you re.doing is &
- skill. (2 words; see page 15, WK-1)

. ' 59. A fact sheet which describes your past work and edvcat:onal c)ipgrsences
' . You'll use it when looking for a job. .
61. Same as #15 ACROSS. . s .
66. Belng somewhere every day. (2 words) : : .
ot 70. Initials used in filling out forms. They mean ''does not apply." L
72. Past tense of lead. ‘ . .

74. The place where one is; one 's Jjob.
76. A reference book full of facts, usually In sets or wolumes.
80. Use the phone.
83. Former, before. .
.86. Black gold. -~ T - - o
88. _ .re,mi. : _ .
89. Same as #57 ACROSS. ° e T,
90. An upper 1imb.
92. Knowledge or_facts; where you.dial to find an unknown phone umber .
94. A unit of measurse equal to 5,280 feet. .
95. A soft drink or type of ceal. JLIN | - ,
97: ‘Employers want workers with good work '
99. A'man's title of respect. ' Rhymes with " R
100. Tumble over and over. : .o
' 102. A series of classes.
/ 104. Speclai schoo! for occupat!onal tralning /

-

o N A N
105. Finale. (2 words) ' . ° additional copies
. ) . i . | . . . " . 5

- - . 9 .
’. pOwN ST | - ’

" 1. On- the Job abilities anJ dut!es (3 wrds) : L / ' .
| 2. Card ~ . A place to* look:up-duthers snd titles. -

. 3. Another name ?or "interest’ test See 3 ACRQSS @ words)

© k. One who tires. . . L8N :
C .

021 .‘87 SN



5.
6.
7
8

9.

10.

1h,

18.

19.

20,

21.

23.

27.

. 28.
. 29.
30.

N 32,
33.

36.

. 39.

ho.

4.

43,

. . "5'
* T h6.

47.
48.
50,
53.
54,
. 56.
- 60.
62,

. 63.

) 64,

65.

67.

68.

M 69.

‘ 7.
73.

75.

L0 0.
| 102.

s Guldance counse}ors can glve you good

' _ DowN {cont Inued) . <\¥jj

A tear. In ‘'your pants. R
Something to wear with a sult.

. "I" in Spanish.
. A squirrel eats this.

‘A useful resource when lost.

#25 ACROSS can give you a good one. .- N
This can be crescent, new, or full at different stages.

Short for ''raccoon.” <.
Walk back and forth. ' .

Same as #38 ACROSS. .

Book which lists words and their defin:tsons |
Tobe  not to be...

It makes bread rise. ‘
.Abbreviation for "weight.'

Another word for '‘application.”

Where you work is your work

Sgecial language, slang.

Article; a, , the.

Dorothy's dog In The Wizard 0f.0z.

Striped is a good fish to eat.

Where many ny books are kept.

Past tehse of "eat.V’

Opposite of P.M. . .

Oppos i te of "push."

When ‘tears fall, .

What you aim for.

Everything that' s ever happened to you.
Something you do every morning.

A type of mop.

.Someorte who gives advice. Goes with ‘P92 ACROSS.

Strange. . :

Angry.

Blgger thar a mouse. .

Aid.

Oppos%te‘of Hsubtracts."

Rat Nolan's Initials.

Short for 'advertisemgnt.''

Gives you light. :

Gas lights used in ‘advertising signs. U
A reward of working. Wage. : . .

A bone that rhymes with "pr " : .

Opposite O'Short." ‘ " . . .

-~

» Ahat

. a: chools offer students. ] B
. éﬂpty spaces ron an application. ‘
. Most villages, towns, and cities have a Chamber af

Two vowels; npt e, o, Or u,

Faster _than a jog. "o
One of Santa's hglpers.
A kind of marital status.-

. Hr!te down Information. SOmeth!ng yoi play on a turntab‘c

. Used in pens for writing.

. .Recording Company of Amerlca's Initials. - :
. And so on, abbreviagtion. T : v

A cap. . .
“Sun'' In Spanish. ' ' .
Same as # 84 DOWMN.— .« 88
Linda Smith's Initlals. .

Ollver Ellis’'s Inltjals.. S WY

-k ¥
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LEARN
ABOUT

YOURSELF

yourself, When you know what your ‘

_ It really pays to learn aboub
N Jy good thance of finding work you enjoy.

interests snd values are, you have a

" ASK YOURSELF THESE QUESTIONS:
WRITE THE ANSWERS BELOW . .

. ' &

which of my skills am I proudest of? .

L

pr N e L o ——

e e e e e e e s e § e s m e s

. Which skills would 1 like to practice daily by working at a paid job} Name job(s).

- - b ———— e @ A - e e e mm et wme — mm D 6 % e assmm s s e SR SR S S eSS e o e o

£ [y i,

[T A - e o e e - -
\‘} . ~ e "
What are my favorfte things to d@?
, -~ - . .

. ‘ - .
UQaL are some things. T'd 1ike to learn A¥¢ about during the next few years?

— ———— , e ——————

e ¢ e A o e o el v ¢

-~

—— 8 e i+ g = i S —— .

/x'
What would I like my 1ife to be like 10 years from now?
. ‘

-
. .
—— e e e ———— e e i St o Aahfty b S TS P e i o m———— = e gt b
’
e e v o mrameme o i e m A eman B mmema o S 4 Sesm menbeds S % S et SRS
- - — ~ - e e o b . — -
. ~
- b v
.
-
[ —— e o e il S 3 e A o= 4 e o e e me me ammm am 4 meme anses e ot e STt A S s ememes s Sl SERETE
N ¥ IS .
. » .
'
: N | —————a —— —— L e e e e e e ——— et A s s A S s mg s
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WORK- RELATED VALUES ™
wi? o

AN

NUMBER THE WORK-RELATED VALUES LISTED BELOW IN ORDER OF THEIR IMPORTANCE TO YOU.

" security ____ having many responsibilities ' ___. money
prestige . being atpund other people _ ____ being busy
learning new skills ____ independence __ Jersonal satisfaction

b :

CAN YOU NAME AN OCCUPATION THAT WOLULD HELP YOU PUT THE THREE HIGHEST RANKING VALUES

- Grv—— — = e o = = 4 m e = e e e = e P e e e moan m—m— e e ——

INTO ACTION? . | Y

‘Learn More About Yourself: Take An Aptitude Test ®

One way of learning nmore about yourself is o take an interest or aptitude
test. Ask your teacher or guidance counselor for one of these tests right now.
On the 1lines below, write down some of rhe things the aptitude kest helped you
learn about yourself, or just write down some of the things. you thought about -
(in relation to your career) while you took the test.  --

e . 9 [T - oo s - - U UIEUUU ISP SIS SRNEENRIDRIE P
L]
_ ) ) .
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7 When you know what you want from a job,
start 4obking in lots of different places’ for the type
~ of work that will satisfy you. ’ L .

@. . L . . 93 . : L, 17,
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-

Yellow Pa ﬁfs of your phone book to find the*names, oddreasea, and phone
numbers 0 employera.

Microfiche containing information agont available jobs in iour ;ommunity.~
Microfiche (pronounced my~kro-feesh) is fbund at employment agencies and at’
job 1nformatiop centers in schools and’libraries.

Trade and professional journals (magazines) such as Ceramics Monthly or Pop-

ular Mechanics to find out about employment trends and of opportunities ‘in your
field of interest.

”r

Civil Service announcements in newspapers, town halls, post offices, and
employment agencies., (Civil Service work is'government work. First,; an
exam ig taken, and those with the highest scores receive’ available jobs.)

Reference pamphlets and books such as Fq_zplqpedia Of Careers to laarn about
various occupations. s

b
L]

£ : ;
Newspaper HELP WANTED ads. S .

Work placég\in your area. Walk the pavement ‘and aok qﬁestions for first=
;hand information. N

»
T
e

£ H

D ~

Y
»Job information centers in libraries and s;hools. !

Enlistment representatives from the armed forces.

Labor union offices, especially if you're inteérested in learning A trade
through an apprenticeship program (a chance to earn while you learn) See
~ section A of thid book. -~ : , . '

2

Emp loyment aggncies. -

To learn more about public and?priva;e emplofﬁent agencies.
To learn more about newspaper HELP-WANTED and FDSITION WANTED ads.

L]

[




.+ * . 'EMPLOYMENT AGENCIES

) -available
Public and private employment agencigs are important job-getting reSources. Job . _—

Counselors wocrk at both types of agencies to-help you find work that's right for
Counselours do this by asking you questious about yourself. They may also

you.
give you-forms to fill out, or aptitude tésts similar to the ones that guidance
counselors offer o . ,

y . . o . L -

r/’;;e job-getting services we provsde include glving aptitude
t

ests and keeping a personal file on each of our clients. .
* {1 We charge a fee for our services. o~ i PUBLIC .
Tell us what job you are,looking for, and when EHPL_ \ :
we.find one for yeu, you pay us a-small ,-T
rcentage of your first year's salary. A
pereem o | AGENCY

State taxes pay for |
the job-getting- )
services we offer., So
"when you come to us for

help, you don't pay anything

-

JOB COUNSELOR |

~ PRIVATE “
_EMPLOYMENT ) ' !
*
AGENCY Counseling is available, and qur clients can do some research .
on their own' by using microfiche (pronounced mz;kro—feeah) v
y readers. Microfiche readers are like TV screens, where you can

read many job descriptions. When people read about a Job that
Interests ‘them, we help them contact employers.. o ' ‘//

-~ B e

o .MICROFICHE | | | .
- P e . -

Below is an example of one of the hundreds of job descriptions ava;lable to yon
on microfiche. Notice that the description includes 1) $ob title, 2) whether the
job is full-tiwme or part-time, 3) the .number of days ‘te be worked, 4) hourly,dage,

§) training and experience needed, and 6) on—the—job tasks.

1) STOCK CLERK - 4) $5.75 PER HOUR b) ORDER STOCK -

2) FULL-TIME, NIGHTS 'PAID WEEKLY g . _PRICE ITEMS | .

3) T,W,T,F,S | 5) EDUCATION: HIGH SCHOOL SET UP DISPLAYS -

: . EXPERIENCE: 2 YEARS % - ,
-WN-3 . 79,
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NEWSPAPERS

§

O A dh: eXTRA: READ ALL ABOUT IT: JOB-GETTING INFORMATION: EXTRA!(@.

L}

Newspapers are an inpbrtawt job-getting resource.

. ~
Get hold of a newspaper NOW, and turn to.the “'classified' °
section.' a

Notice the two different kinds of job-getttng ads.

HELP WANTED ads are paid for by emp!oyers who are looktng for
.new workers.

POSITION WANTED ads are- pand for by peaple like you who are
looking for work. . .

Slnce the cdst of newspaper ads depends on Lh& number of words
per ad, the people who pay for the ads try to be as brief as

ssible. ,
po . N J . . :
' 4 -
. in order to save space, newspapers abbreviate the words in ,
these ads. . ) ’ 'A

’

. D
- .’ . . - » '
* ° .
' . P : .
‘ 1 ]
. - . . .
.

. Look below. Read the:list of words which are u5ually abbreviatcd in want ads.

v
.

Then check out. the cro rd puzzle on the next pagc.. Hqu many abbrevnatrons can . :
you recognize’ without l ktng back to check your answer§? ¢ ‘
R ‘,; . . ] ¢‘ . . .
» P . . : 3
) ’ ‘ ) ' ’ . "" ' ' . . r o *
N -t SOME WANT- AD ABBREVIATIONS. ~ o
- N )
: . » ! - '
a.m. morning . exp. erperience S - pec. .necessary
ans. answer L. © ftr. future - ‘ oppt. OppOrtunxty
appt. appointment s, gd.sal. ‘good salary pd. paid
asst. assistant . . - grad. graduate p.m. afternoon or evening ,
attr. attractive . *  hosp. haspital - ST perm. permanent '
bkgd. background , - hr. hour. = pref. prefer ,
bldg. building - hrly. hourly . refs.. references S
bus. business h.s. high school, , rel. feliable . P
v ‘clk. clerk * . *  hskpr. housekeeper, - . sal. salary . : ot -
‘ co. company . - hswk . housework o secy. secretary . e e
.. coll. college ind: Industrial : shgzshorthand s
Lomm. commission - uv-rvw interview - - -stdnt. student S o :
Jcorp. corporation ~1t. Vight - - ' swhd. 5witthbdarJ - T
dept. department ' " mach. machine , - tech. technical S
*+ dir. director . _ manuf. manufacturlng " temp.- temporary - ‘ Ce %
drv.lic. driver's license - mech, mechanlc, mecharnical * . trans. transgortation . s
« eqpt. equipment . MF, male or female - trnek. tratnee < . )
etc. and so on ° c N-F ' Monday through friday typ. typing . o
~ eves. evenlings mgr. manages ; . wk. ‘week - .
' exc. excellent . “*mo. month " - . . wpm. words per minute
: s ¢ ) ) ‘ . . ? ) . -
Q * ) _ v -1 . . - - S R
ERIC . - . S W ge SR N
pesas . .« Lt .- e e - ' . 5
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- S 1k bldg. 1) bked. - | e
g;, h;S; }z; intrw, .,
a - -
7) i:;g. R ! .. &) ::Pr: B
9) etcs | - 3) .
. 10) wk. - . 1H eqpt.
., : . 12) nec. 13) wli. _
", 17) fte. o . 14) sal. . .
19) pref, ¢ - 15) ref. ~
. 20), rel.  16) sh.
. 22) p.m. —Z 18) od. sal, -
‘ N ¢ 23) dir!-- ‘ 1) mo.. .
. , 24) hrly. ‘. ‘ | . : '
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\
| \ © WHATYOU'LL FIND N THE HELP WANTED ADS
loyers use HELP HA)ITED.ods to déseﬁbe. th& positfous kh_ey wvant td f{l1. :

-
-

N

3

¥ . * b .
Theré at;j Sgur diffgrent parts to most HELP WANTED ads. These are; 1) job title,
i é{experience requirements and sa~the~job ¢asks, 3) hours, wyges, deécr:lp-

2) train

tions of wo k place .and' bencfits, and 4) how to contact employer. )

.' .t\ k . ‘ \‘ . R \ R " ) ) t
. 1} \Look at the MELP WANTED ads below. Write the names of the occupations or
the "job .ti\t;les" of each in these spaces. You Mm@y heed your abbreviatton list.

[

o . y S SR 7 2O S
| SN . .
, . \ . . ’ . 8
BUSINESS & OFFICE , .o HOSPITALITY & RECREATION
. - SELY T TEOURSELDR
|‘ . ‘ - ‘. . ' .
» F typ 40 wpm. _Sh & swbd | - . [for boys 9-13 at attr summer ‘camp .
Hl xp.nec.  Exc refs nec. Gdf ~ -~ 2 . Eu yrad- drv lic & outdoor sports } *
Slfer.  $150 wk start. ~\Apply _ :xp nec; &d sal. Meals free. _
in person AM. 118 Polhause Send res(me to Mr. Tomast PO Boz
rive Fellowtown. B856-9576 |64 _Sandors New York.%}-'ﬂw-]h A .

. R
2) The requirements and on~the-job tasks are, 11sted next‘dn order of their
importance.. Requirements are things 1ike ‘treining, éXperience, or pexsonal qualities -
needéd on-the-job. Tasks are sometimes limted oo, but often, wa must use  the re-

quireménts listed to help us "lhfer” or "flgure out” what the jod tasks are. For
exadple,- 1f a Job requirement is “switchboard ‘experience,” we can infer that one, on-

the-jbb task will be to operste a Switchboard. . . ~
S 7 ‘Look at the HELP WANTED ads ‘agove. Rame three pqu}fm_t_e for job #1.
| ' . , J ., o
‘ - - : Ao B R 2 “"""‘ ':"*
*. X What can you infer about the-on-the-job %_a_kg at job #17
Thrée wequiirements for Job #2 are: . . . -
S U YNN - R e e

NP UUIDRIEP YT RIE A S PR Y

T I~ Name two onithe-job tasks y&u've inferved from the ad ¥or job ¥2. .
v , . ‘ s . : ;
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HELP WANTED ADS (csetd * - L R

i

3) ‘Sometimes, employers will also describe the job, especially things like - ... "7
hours, wages,vand work place. - In order to interest potential emplayees, they-may . ’

also list the types of benefits (special advantfges) qwailab\c‘on the job. <
. T R B \ - ' . - .
) Desgribu the salary and one benefit of the job listed in ad #1. d
v . ! a
___--~.;w_*_*_m“--___-r--_‘_--~,;@mm"_* ..... b e e e e e e e '

e e om0 .

"Deseribe ﬁhalgégg location and two hencfigs of the job noad 2. r

*
.
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e e e et m o e i 4 e e e e s ae e m e amhm s e m o e am i s M amm mamA e i bl m e o e e e e o ke e i ———— M,
-
- -
- -

&»

. - o , y . C
. 4) The last part of a HELP WANTED ad #elis you how tu contavt the bmp!uycr: C
IS 2 T TR N
and names -the person 1o contact as well as the address and telephone nunber you 1}»
neeg. .. .

, . T " ‘ . .
In ad #f, should am interested person-apply tor the position in person or
N N ' T .
by mail? e What othier information dis given %B": r
. ‘ ‘
help people apply? 2~ * e i i e e

dn ad #2, how should an interested person apply for the position? '

] . , .
L s Hhat other intormation _ia the ad -
L RN ' K ' ' S .
will help people apply for the job? - A
< ' o "
’. .
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K - . Read the HELP. WANTED ads. You .chn *find out a lot about the requirements and
T . e e , ' .
bénéfits of many jobs, and you can aiso learn about the kinds of work available in
your community. Read the ads ;égﬁlarly to -learn how rapidly some positions are. filled
Are’they still listed i the HELP WANTED scction after a few days? gne week? )
> gure you check Q;t the Ynday papers! That's where you'll f Ind the most HELP W
. ads. . ‘ ) ) o < : $ . ". . .
‘ .
v Now,'bring the HELP WANTED section of Qouf local nedspape’r right over here.

. You'l]l be reading the ads carefully, and using the phone to . find out everything you
can about a job that interests you. First, find a HELP WANTED ad that interests you

and can be answered by phone. Paste it in the space below.. . .
- f - ° '. ' . r
S A ' ;
1]
- '
- ~- - -l
\ ' .
SN . . . .
. \ - , .
p) .\* ~’ [ .. ]
e .

- .. "Now, use the informatioﬁ provided fn the ad to t111 in as much as you can.

; B WL LA U A PP
. -t !
"ROSITION, TITLE . 3 e e e e -

a . ) . ’ .

* WORK PLAEE TESCRIPTION , R — -
REQUIREMENTS s PR I R
ON-THE-JOB TASKS L . B L I
HOURS _ - - CMAGES e

( T - . =T - = ) , . Y
WHOM TO CONTACT ' . [ . RN, |
- - . \ . ; »
 HOW & WHEN TO CONTACT , . _ﬁ;~ku.mmww:*__,:-mlg,“-WL.JW_,“”;;_"Mﬁ_
“ - . R - . > . " 7 .
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Talking on the phone to learn about a job you're interested in is an important skill®

1)

4)

3)

' . “The steps we ve'outlined her®

TAKE YOURSELF -SERIQUSLY::

»

After filling in as many blanks as you can on the chart (page WW-8), call the

number listed in the ad and ask to speak to the person named in the ad. If

a name was not mentioned in the,ad, ask for the name of the person whe does the
hiring. In a small busingss, this may be the manager ‘or, the' owner. In larger
businesses, the person who hires employees is calledrthe “"personnel manager." .

When you hear the name O6f the person whb's hiring, learn to pronounce it .
correctly. 1f necessary, ask to hear the name again. .

- .

Say that you are interested in the positfon advertised in the newspaper. (Name
the positian and the newspaper.) ‘Expl‘ain that you have a few questions about
the job. ASK QUESTIONS TO HELP.YOU FTLL OUT THE REST OF 'THE CHART ON PAGE WW-8.

4Writ’.m the names‘of the, people you speak with in case you have to call back.

-+

BE COURTEOUS.. Thank all thé people you speak with for their help. o

NOW STOP AND FILL OUT THE REST GF THE INFORMATTON NEEDED ON-THE CHART ON .
PAGCE WW-8. ARE THERE ANY BLANK SPACES?  CALI, BACK IF Y“fﬁli[r MORE INFORMATION.

t

addi t ional coples

Aful to you when you begin looking for work.

Finding atd ofganizit;‘g facts will help you get a job, and they are useful skille in

most types of pald work. ) - - .
P Y P g5,
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POSITION WANTED ADS

-

‘People who arée looking for work use POSITION WANTED ads to help them find

N\ : ‘ - ¢
employers. Now, you'll be writing a POSITION WANTKD.ad fox yoursel f. Choose work

~ . XNOU'RE INTERESTED in AND CAPABLE of. Before you decide on an occopation, think

L

about your own experiences. What klnds of tasks do you perform it home? at
¢ i
school? 1in your community? Use your imagination. What kinds of work do you

LY +

e'hjoy doing? Sometyes the things you uujoy doing may not scem like work, but

things like "preparing food for parties’“or *fixing farm equipment” dru;certainly

-

useful services, and people are willing to pay for them. ' s
S~
. Remember: The idea is to let employé{l know that YOU ARE RIGHT FOR rm -JOB. . ‘e
So describe x:he Job you want by ansering the following gquestions in the spaces
below. ) . -
»,
1) What special skills, training, or erperience do yoit have? -

‘ b e .
. .
) * s N ' N ' <

2) Where and when are you willing to work?

3) What do you expect to be paid? .

#

-
v anamir s m ma emme im . e R e e e Amame b m s eree ot [V e s - o —————— — ettt

o
L4 :

4) How can you be contact¢d? (Leave a plwone # for the quickest. rgsponse).
; . ’

/
i

/: e A e A -
5) wWhat's the job tit]ﬁ: or name of the at.fon fmu re jntevrested in?
. (You may want to l,bok at othen POSTTION WANTED ads for idmm)
N g .
additional copies - 4
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Q9. PLACE
- /\. ) . . ) @ . . -
: You must pay for this ad by the word, so state the answers to .all questions
" briefly. A_typewritteﬁ ad will look official. Try typing your ad on another

‘plece of paper, and paste it below. If you wish, use apbreviations. Remember to -

. gpite the job title at the top of the ad. Refer. to the samples on page WW-10 if
you need help on your first try. . s 0 ‘

o’ o ° v DR
YOUR POSITION WANTED AD HERE )

L}

L )

o

. . . o, . .
Now, if you want this job, call your local newspap!‘ office to find out how
much you'll have to pay for the ad. Decide how long you'd like: the ad to runm.
Then, go to the newspaper of fice with{ your ad and the money, or send your ad to
the newspaper along. with a check or mOney order. Next, wait for the phone to

ring. If you're not ready to iqu for paid work yet, this ad will be a guide for
‘you in the future.

. ’ - ¢
. . '
. .

-

N
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3 lP! DING t) UT o
, Bruce and Carla are both inécrested Ain leaming nerades.” A “trade" -ds

N

nn occupation which raqnim ﬁnderst.anding M perfoz;mce of a v:lde __a_:}g__ of

skillo. Bot.h Bruce and Carla want to. uae\e.r minds and their hands to perfors .

U

. many ferent. ¢ skills, and they want jobs whi.ch are in denand Their gu:l.dance

counselorx ueo_ended that :hey find out about. appr;nticeship :rade training
by viai.ti& "t:adn ahopn (phccs whcre ukilied r.rademrhers wrk) qx by
- m:ir.ing my to: m-w Apprenticeahip m‘rnmms for miomti.on. L
- Bruge dccidad to wrm away for apptenticeship :l.nfomtian Yon'n set.
. to read the l.et.:n: he mte. loon Caxla dec:lded to visi: a trade chop (a

general mstructi.on co-pmy) to leatn about. appm:iceship ttnining She

. ;. talked with Jos (a ald.llad ca:pntar) and Mactha (m qpp:mtica carpente:). on
e ‘- 4

. thé mr. tvo pasu; you'll rud qban: what she lea.tnad d.t. the shnp. <
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* . Apprenticeship is a way to earn nnney while you learn the skills of a
trade. - Apprenticeshipe are available in hundreds ofr occupations from many work

‘clusters including Constructiom, Manufacturing, Communication and Media, amgd
Transportation. Labor Unions often join with employers to sponsor,

. apprenticeship programs. These programs must meet high standards set by the
U.S. Bureau of Apprenticeship and. Trainlag (BAT) or by. State Apprentices?fg
‘Councils.

-

. " . a

'm'r HAPPENS DURING. AN Appm'ricssutp?

-

During an apprenticeship, you learn by watching and wntking side by side
vith a skilled worker at an actual Work site. For every year of on-the-job
traiming, you also get classroom training in a nearby vocatiomal school or in
classrooms at the work site. As an apprentice, you fugt observe, follow direc-
tions, practice, and learn about the required skills of the trat\ til you can

.' perfom ‘each one quick y and accurately. - s . e' ' '
/

program is that the program is desigmed to give you a broad understanding of and °
experience  in, work at your trade. During an ap ticeship, you get a chance.to
work at many different work stations. This gives you a chance to learn many - .
different skills, and to use _your skills in new situations. When you understand
how each skill relates to other skills, you have the background you need to help

' yon solve problems on your own. This enables you to do more kinds of work, so that
you're a flexible employee. Woxking in'many areas of a trade gives you a chance = = .

. " to see how your job fits in with the work of ofher people in your career field:
- " . Any way you look at it,’ Apprenticeship offers you a BRBAD VIEW of your trade, and
'PRACTICE 1n a WIDE VARIETY OF SKILLS.




HOW ABOUT PAY? - N R .

. '?hen you start out as an apprent‘lce, you earn about ! of whafxa skilled .
tradeswprker makes. (Skilled tradesworkers are often called "journeymen.") »
As %oy’ learn and use your new skills, your pay increases atcording to the appren- *
, ticeghip plan for advancement. When you've finished your apprenticeship, you
eard a certificate (a sort of diploma) which says that you've completed a . oe
registpred appredt;ceship program)v and that you've learned every aspect of your

trade. ‘ s ° t
‘ . . » tkhhﬁkufﬂ”’
v SamPte Salary Seale .| 2y ‘ ]
‘ R . | 318000, X
a ‘ .
. - SR 37 year
' ' - | Fr 280,
o - .. 2™ yesr | -
- . | Sy 500 - .
AT ~ - 15 yeoy ,
hopreatice | #8750 '
’ / 800. i
starting Jlﬁﬁﬁy )fz s / 3 / .
—~— ! - i - ’ .
PR HOW LONG DO APPRENTICESHIPS LAST? - ‘ {
. , . ‘ ] o , E
- Some. apprenticeships last only two years (cement mason, forAéxample). .
But mogt apprenticeships last for three - five years {(carpenters, plumbers, .
. elewvator repgirers, tc.)e * ‘ . | o
- / ~ ! ' . ’ “A
. . R T . : ' L
;o WHAT ARE THEf REQUIREMENTS? T . %
. You must be at least 16 years old, and have the physical ability to )

perform well-at the trade you learn. . Many apprenticeship programs also
require a high school diploma or a high school equivalepcy diploma.

» I ) ) . . . ' -

. 2 ) - . .
~ : AND WHAT ABOUT EMPLOYMENT? ‘ . .
. .. ’ . ' . a . ’

Fmployment is always more likely for.a skilled tradesworker, If you've
: ;' ¢, completed a registered apprenticeship progran, you'll be able to do any job
_that's required in your cra@e. Employers value your thorough training, and "
the problem solving expbrience you've gained -on the job. Besides all this, ’
they know that the training yo 've received is up-to-date. : //‘
' * Some apprentices tempted to leave their apprenticeships before their R
training is completed, because they may not be earning as much money as they ' '
coyld elsewhere. The important thing to remember, though, is that it's worth
the extra time 1t takes to complete “an -apprenticeship. -As a certified journeyman,
you'll have more career optioms, and more independemce. o _ o ‘
*

“\SKIPLED TRADESWORKER 1S. VERY VALUABLE ON TODAY'S JOB MARKET? . .

. . - . e

oAy 107 A . ' _.'91.‘_0
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I CWntc ‘Away et T
P for' morc information about ’
"_ apprcn tzceslups
. . - ! - ‘ © N )

ms available in
- stome naaom:y. He wrote to the Bureau of Apprenr.iceship md 'rraining 111 New York
to find out about monry appren;i.ceship prograns in his stat.e. " Read his eanp‘ie
- lq;:ter on page A-6% and then use pag; A-8 to grite a lettet requesting infornation" :
about an apprenti_.ce\sh:lp .progra_n you're’ 1nterested.1n. Copy your letter neatly
{ onto-unlined paper, im.ddmail it as soon as possiple.‘lf you live 1n New\ York or |
New Jerse)'. .use, the aﬁdie's's s'ivéfl,i'n thé' sample l_e:tex;. e C ‘_ | . .
. LT e ' ' '

an
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IF YOU DON'T, LIVE IN NEH YORK OR NEH JERSEY
\ { ~ F .
— Write your lett:er t:o the BAT regional off'ice nearest you or to your stgte

4

- apprenticeship asencz Ask your, mnidance coundelor or look in che library for a

copy of a panphlet called 'rhe National Apprenticeship Prograu This pamphlet lists Sy ,

_ the eddresses of all !he regional BAT offices ae\we‘ll as the' state apprenticeship )
- . ‘
. agencies in the v.S. 1f you can' \: find this pauphle‘t anywhere, write to the
. .
L 7 Bureau of Apprenticeshb and Training
_ ' _ U.S. Department of Labor -
, . ' - 200 .Constitution Avenue, NW
- : Washington, D.C. '20210. , -

\'.'

- " ¥ -
. L 4 L ! Fl L4

. IF- ¥OU - DON'F HAVE A~ mewm"rmm BIND: 1t e

They'il send you a ‘fx:ee‘copy

Write a letter asking for a list of apprenticeable occupations in your state.
£ H
S \ He re betting that you'll be surprised at the mmber and variety of apprenticeable ’

: ' 0 ' /0 ”5‘%’ ™ }2"0‘
[ -
@Q“‘ Immess maker T T oy

occupations

nm ‘pany Amﬂhm}r R
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" " . WRITE YOUR OW® LETTER | -

requ‘nitins mfomtiol;.abbnt an‘ 9ppre1;at1cgship. prog'rau ybu're interested ig. .
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" Read these pages carefully and learn about
- How to Succeed at Job Interviews |

N
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JOB INTERVIEWS:

'MORE THAN RJ'UST THE FACTS  * .

The -care you've taken in-filling out spplications and writing a good resume -

d -
*

. and- cover letter may pay off by helping you get a job interview. A job interview

., 1s the lasg (and maybé nosb important) step yoqfll take before sctually getting‘?
ob. - . .
J o o T | | .

- The. 1nterviewar (often the employer) 1is already interested in you because of !
the facts-you've written in your res , cover letter, and job application. You

will be asked to .discuss these facts during your interview, but facts aren't

- everything. ' Your employer is interested in hiri:s somdone with good work habits

and a positive attitude. A job interview will gi¥e you a chance to show your
enthusiasm for the job as well as your mistery of work readiness sk{lls.

‘Besides, an interview will give you a chance to learn more about the job you 're

‘interested in. Then, you can decide vhether it's the job. for you. N

,
: . . Gf
-

Youli 'Be Ready For Succpssfﬁl Interviews If You:

I) Put Work Readiness Skills 1nto action

) 2) Talk in a positive way about yourself and others.

3) Answer questions to show that you'll be an
.asset to the employer’'s business or agency.’

\~ a

/~,

“protocol” means the manners and
behavior. accepted among people in an
official group. From time tq time,

" C.Py (short for Correct Protocol) will
polat out some imbortant interview «
protocol

» -

c .

113 -

9. .
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.. REMEMBER THESE WORK READINESS SKILLS? / .
. AN - | - | L
aididgpal goples . o< 1) DRESSING-APPROPRIATELY . I
2) PRACTICING 600D ATTENDANCE HABITS -
N7 7' 3) GETTING ALONG WITH PEOPLE  © .
8t . . 4) GATHERING THE FACTS- ~ - s

-

Well, each one of theée skills will be useful to you when you go on & job interview.

-

" » 1) DRESS APPROPRIATELY.

. I ) ~
When you arrive at an interview, the employer's first impression of you 1is based’ .

on youk appeatanc'e.'YOUR;'POSTURK and THE WAY YOU DRESS say a lot about your

»

ATTITUDE TOVARD YOURSELF and THE JOB. So...
Take a: shower; prepare to \lpok.regionsil;le and smart., ° ' e R
Interviewerp observe closel$, so glve yourself a good start.

How you dréss says a lot about you; dressing neatl'y shows that you care. .
' Look ready for work at your intérview. Avoid heavy jewelry and faddish-styles.of hair.

‘ ' .
Good poature shows that you know you're up ‘to par,
' That you feel good about who you are. |
- 8o look interviewets in-the eye, and sit pp straight.
Let your "body language” shoy that you really rate.
LS . : ’ :

Shes ne;af
~ and confident:
I like that:




< 2) PRACTICE 500D ATTENDANCE HABITS -

~ -

e Get to t-he' interview on tinq, of course, and call 1if you must b{a late, or ™ . . .
\need to reschedule»your appointment. AQP remember...leave your friends qt ‘homie.
" This s YOUR-interview. o e
"‘ 1 \& ' . .
_ Arrive a few minnces edrly or" right on time S o _ . -
- Do, evarything you can to heed this rhiyme. ) . «
. 1f ‘you'll be late or can't wmake it, call in advance g ’ ) . - )
Remember, if you don’t show up, ybu may ‘lose your chance. L
‘ A

Go “alone to your interyiew. .From friends, make a separation.
Your only conpanion should be careful preparatiomn.

Being completely prepared isn't really hard;

Bring a writing pad, a pen. and your Social Security c&rd.

Bring your working papers and your certifiecate of birch

Along ®ith references from people who know how much you're worth. .

Carry a sample ‘of your werk, your fact sheet, and an extra resume.
- These steps of preparation will really pay.

. ™ Vs R
additional copies .
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| . 3) GET ALONG WITH OTHERS (SPEAK WITH RESPECT)., . -
‘. V‘.g‘: ' ' '_ s ‘ ‘ E 1 ' '
Langyage is /inportant{ The imy you speak and what. you say can ;311 an .

s 1nt.erviewer whakher YOU ARE RESPECTFUL OF OTHERS and whether YOU ARE A POSITIVE
P;RSON (somodg who-tries to make the best of things) . If you 'say negative things :

- .about your lu,‘r. work experience or.boss, the mterviewet'uay feel.r.hat. you'll
-] T ) . : |
be negative alpout your rew job too.

Jive has no placa at a jbb intarviw.’ Speak clearly, and use titles of raspect. .
Because of a lie, or too much slang, many chances for jobs have been wrecked.,

'Spaak the tryth; don't try to fake it. If you don't know an answer, be straight.. °
Pon't compl about your old job or ex-—boss. Be POSITIVE wvhen you communicate.

Show that yon can get along with people, by being polite.
Show that you can tolerate different points of view.
" This is an Mortant Monability skill, one that says POSITIVE things about YOU,




| T W GATHER THE FAcfs, - 3 .
. Enthusiasm is one of the qualities that employers value most. But enthhsiaam .

.!

about: a job peans more than aeting eaget.r You can showd 'your enthnsiasn and interest

. in the job you ta.interviewing for by ASKING QUESTIONS that gyma YOU'RE PARTICULARLY

xfmmaszrxn in THIS job. - o Ao v i
you. learn some facts before you begin, | | B ‘ | -
Employers know you've taken steps to join gpight in. : o B '

' Show enthusiasm and interest by the questidns yoy ask .
'About vork responsibilities, or on—the-job skills and tasks..

s

» i ' N

. .
If you're being intéryiewed for aFSob, you alreally know the title of the

position you're applying for. You also probably know sumething about the work.

You may want to use resources like reading, other people, and your ‘own. ex~

perience. to help you find out’ more.

-

Use the form on the next poge to help you ORGANIZE THE FACTS
' about @ Job you re lnterested 1n. '

¢ - -

1) Before going for an 1nterview, look over the form on the next page
carefully. Then, £fill in as much as you can.

2) During the interview, keep in mind the topics listed on the form.

3) Toward the end of the interview, ask any questidns which will help
you fill in the form.

-

&) After the interview, f111 4n-the blank spaces. - L

. N N
additional coples
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TITLE OF THE POSITION YOU'RE ‘

'BRING INTERVIEWED FOR ___ - _

ON~THE-JOB T . )

SKILLS AND TASKS . : SN N e

- Y Y

'woRK COMDITHNS |
. (Will you vork alon®, or as part of a team? Will you work in en office? Are
thexe dress requirements? What tasks will you work at most often?  ete.)

\ : - re

WORKING HOURS ’ o | .
(Is overtime requirgd? Do you have your choice of shifts?)
TRAINING ' \’\
L ]
ADVANCEMENT
»
a._g - - [
OTHER , N




' N 'd)
additional copies.

One problem you may encounter as you look for work is that employers often
want to hire people with "experience only." Most young people looking for paid.
work hive had litsle paid) experience in the working world. THIS DOES NOT MEAN
THEY HAVE HAD NO EXPERIENCE! | v

& Ty

»

When you ove Job hunting, consider \
ol the work-veloted experiences
o ok e Yo aken.
. aken
classes n Schoot. dhat ove. job
rdated? How about the things

y ot , or speciol *
- 33:;& you have Worie: “on vithh -
your friends? |

Andy Frome wants to work for The Star, a local newspaper. He ‘ms never
worked for a commumnity newspaper bhefare, but the employer wants someone with
experience.’ -~Andy _1_1_9_9. written articles for his school paper and he has taken
journalism classes at school. He has also written “letters to the editor” which

, have been published in The Star. So even though Andy has ‘never been paid for
his work, he has had sope experience in the newspaper field. When Andy writes
his cover letter of introduction, he'llflist all of these experiences and will
include samples pf his work. He'll emplasize the experience he has had, and
say . that he is eager to learn new things. When Andy goes for his interview, -
he'll bring alopg a copy of his school newapaper and examples of items he has
written for journalism clams. Andy will be ,put:ting his best foot forward.




. : . . \ ' : . . :
’ © Nanita Martin applied for a job as a counselor at a childrgn's summer camp.

: . Mita has foup brothers and sista’rs, so she babysits often.” She plays the clarinet

L3

- in her high*sch‘ool Vand, and is on the school swim team. -  _ °

~
.

- -

Hhen"’ﬂamit.a f‘irpi; heard about the job, sha ;as tolnd ﬁnt the cs;np was’ 1ooking
& for pe.pplg with "experience mly'." Na.nita really wanted the j‘ob:‘ She could :have .- /
written a good cover letter qnpha‘sizing her expeiiencga with child t:are,'msio. .
and sports. Bua'becaus‘e'she'd neiér been paid to do; any of theaé_ _things,' she
didn't think of them as "experience.” . Instead, cked, and‘; decids;d' to lie.
When she wrote her cover letter, -she said she had been a comsqloi' the s.t-fner p
before at a cm which didn't exiqf. Nanita nieéver got called in for amn 1ngewi¢v,

A

" Employers can often tell when you are making up a story. Rven if Nanita had
been hired, it would not have been long before everyone realized that she had
never worked at a camp before. : , »

, 2 . . .o .
: Do not lie when you write your cover letter, £111 out an application, or go .
. for an interview. It's always safer to TELL THE TRUTH, even if you haven't had

experiences which relate directly to the job you want. Sometimes, employers are .
more impressed with an enthusiastic attitude, which shows that you're willing to

try hard, and to learm.

Use the gpaces below to write down some of the TRUTHFUL and POSITIVE things
that Nanita could have said abdut herself in her cover letter. '

b

- s 120 .
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Must have 2 Yeirs
Experience

a ]

" :

Sometimes an_employer will not hire you unless you've had work experiences

which are directly related to the job you want. I1f you are really interested in
an occupation and you need experience in that field, GET THAT EXPERIENCE. Use

. the l4st of sugfgestio{ns below
. - 1
-~

H

2)

$ R .
to helpryou choose a way.

¥

Do volunteer work at a place that is similar to the ;;lace you want
to work ag. & '

'Ask your' guidance counselor and workers in your community about '

Yentry level”™ or “starting” positions in the field you're interested

o fAn. If yoh're willing to work your way Jup to more desirable

3)

positlons, entry level work offers opportunities for advancement
as well as experience. o’ ' "

Look for temporary work in i:he field you're interested in. Often,

_employers of temporary workers don't require any experience. -

Find out if gﬂucgtion ‘can replace 'expe%ience.‘ theh,'\ technical
school and college courses can five you the "gxperience" you need.

»

S 10 121 e
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0 o . ANSWERING TOUGH QUESTIONS

, . e . N N
. o
. L4
.
- . . - .
] . ‘
- . . .
. . .
. N - - 3 .
- . .
‘ : ’ ) *
.
. - )

A R - - .

Sometimes, e-i)loyets will ask quest::lons you hay fiot want to answer, 1like: , .

"1) Have ,you ever been fired from a job? | ) o .
> : . " . . . . N . ' -

2) Have You ever been arresr.ed? / s * .
3) why have you been une-pldygd for so lcﬁ" -
- 6) Have you ever been und&t psychisr.tic care? t. T o .'

P ~
. ~

_S)thhaveyouhadsomyjobs? T /
/

Enployers ask these questions 'ﬁgcause the‘y» want to hire someone who ia
dependable and responslble. - And they want to kﬁ%w if YOU Are- dependable and~
reeponsi'ble. Be prepated to answer these questions bonestly so that your ~ S
‘answers wrk for you, and not against ryou.,. : B _ Y.

Expla ur situation BRIEFLY. LEAVE OUT DETALLS. Then, explain HOW ' .
THE EXPEM HAS HELPED YOU. Most people understand the value of learning
from miftakes. ‘ : ‘ R *

. .
. * - . -
. ) .
. ) . . ..
N -~ ‘.
. . . .

N N
additional copies

8 - ‘
When Randy bell was 18, he stole a bfcycle from a high school parking
lot, and was arrested. Now, Randy is twenty-one and is trying to get a job as ot
, ‘a8 _cab driver., When the employer asks if he has ever been arrested, Randy says
- "yes" and explains why. Then he goes on to say that he has never stolen anything
since then, because he realizes how stealing affects other people.

L]

A , An employer cam respect a person who admj,té to ‘mistakes, ‘especially if this
' ‘person is sincere in telling how the experience has had a POSITIVE affect. o - b

<

e . e
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A question like "th hhve you had so many jobs?" can be Qeswered honestly,
and on a positive note. . S - . . v | ~ .

- Willard Cone expleins, “ﬂh@n 1 first got out of school, I was willing to .
take any job that' came: aloyg, whether I was interested in it or not.. Those first
job experiences helped me realize how importamt it is to work at a job that is R
meaningful to me.' I think that this job would-be very meaningful to me because....” '

. And a good answer - to,” “Well, Hs Bronstadt, I sed you've been out of work for
a year and a. half," might include an”éxplanation 1ike:

) . "At* the time, T didn t need the money and I felt it was more important to r
- » spend time with my family" (or .traveling, or studying music, or whatever she '
: values). Then, Ms. Bronstadt should describe the kinds of things she learned .
as a result of theae experiences. .

-

L4

‘. if you think tth sbme of your‘experiences%}ight keep you from getting a job,

* thihk NOW about how you ¢an presept the situation in a positive way. Discuss .
these experiences: wich youy teacher or counselor and USE THE REST OF THIS PAGE

to write about -these experiences as if you were talking about them to a future

employer. Make sure you- describe the GOOD-THINGS that have happenéd as a result-

of these experiences. ‘

. .

-

. - BE‘PREPARED. BE POSITIVE. -
.. v 2 * . .
- ) ‘ - .‘
Y * ' ‘. ‘ R \
v
L . | '
- .' . -; . . ) ( v . LY .
P o PUT voun mzsr FOOT FORNARD'
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* ANSWERING QUESTIONS -

.

.. : L Y
. - . . [
. : - [} .

At interviews, employers want to find out whether you'll be an asset to /
their businesses, agencies, or companies. N -
They want to 'know whether“you'll be’ | .
the kind of worker they can depend en to do

- a good job. One way they find out what they
want to know is by asking you questlons.

-

- When ‘they do, take advantage of this
opportunity to talk about why YOU AKE
THE RIGHT PERSON FOR THE JOA.

. R .

* ¢ - ’ ‘
On the next few pages, you'll find seven "topie questions” in large print.
. Preparing answers to these questions will help you succeed at job imterviews.
The questions in small print beneath each, topic question may help you answer

the topic questions thoroughly. ‘ )

1) Think about all of the questions. ' o ) -
2) Talk about the questiofs and possible answers with your family, friends,’
' teachers, .and guidance counselor. ‘

3) Use the spacés provided .tgn;answer the topic¢ questions. Use the' sub
questiohs to help youganswer the topic questions thoroughly. This shonld
prepare you well forvthe queations you'll be asked at an Interview. '

. Answer the first four topic questions how. Once you have an appointment for
an interview, you can prepare yourself to amswer the’ last three topic questions. -

¥
- . - 3 * -
. . ‘

.

€
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. - .
1. What kind of career do vou wnnt°

What are your career goals? Do you plan to further your educatmn or tralning?

Are you willing to do extra work in order to be promoted? What activities

do you enjoy the most? What motlvates you? Do you have any bobbies? L
A 2

- ) . -
»

.2, What kind of worker “are you?

you prefer uorklng on your own or with others? Do you wor 11 under p'ressure?. o

\Can you follow directions well?. Are yoy prompt?. Are you trustworthy? Are you - €
‘dependable? Are you prepared for prompt and régular attendance?. How is your o

health? Will you make sure that" outgtde presswes do not Interfere: ‘with. your
Job performance? . .

e
3

boo. .

L Y ‘ :
L3 . :
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- More 'I'Zplc Questlons

. 3, What about money and fringe beneflts? .

How much money do you expect to earn? WHow much money do d to tive on] .
Po you work only for the money? Wwhat are your thoughts r::f;hlng raises? -
" How do you feel about vacations? Can ybu.-brk overtime?

r d ls L . > (3 )
’ ¥
. < -
' v
P o * - — - £
A N oy -
) ] A\ T T
: 2
4>
————y— v ~
. _
' ) /

Where have you worked before?
When? What did you sio? - How
" much money did you mahg?

why did you~leave your, last,
position? "Have you ever been lald off

- or flired?  What did you learn from that
experience? -Have you ever begn arrested?
Will you make sure that thls won b5t happen
again?

»
VR
el
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A ( | M
. ’ i . ‘ - ' . . | a‘ . \
- More Topic Questions S
. . ) r . . . a ) \
o : MMSMMM |
. M ew' . ‘ A\ .
5. Why 1s this job important to you? | o
., Why do-yoq»want this job? \ﬂ‘y did you go Into this field:l What do you sce“ .
as the disadvantages of this field? what do you like about this field? '
‘ . LY . . AL '

)

\ | / ’ ... | . . ¢ ‘._;a.

’

. . |
. 6. Why dor you want" to work for this company?

How much do.you know about the company? How do you think you would fit in
with the company? How long«‘,u?uld you stay with Che company?

. N
. ‘»
’ - .
~ ) - . .. .‘
> . . Y .

* . - -
' ‘ - ) . )
7. Why is this the job for you? N
why do you think you're suited for thls"job‘i What did you learn in schopl thé%a/ .
will pelp you on this job? What special training or experience have you had that -
will help you on this job? What do you know absut the actual job responsiblhities? .
e Do you think you can handle these respopsibilities? 2 ‘ A
\ | |
—e & A . . . . . .
d ‘ o
- % - o - \ .
116 127 M.




) l) Dressing

' 5) ¥hen filling out job ap

" 9) When you meet the.

Read each 1ncwp1ete sentepce in caluma A and choase the best amswer from

column B.
.page. Give yourself ten points for each

COLOMN A

LY
~

__«will make a good
first mpreasion at an interview.

2) If you're going te be late for an
interview, be sure to * .

3) Even if you didn't ‘get along with
your last employer, don't - .

»

4) A good way to show your enthusiasm and
interest in a job is to _ .

e et

is best :o .

[ .
6) One way to getv experience:in & job
'you're interested in is to -

~7) An interviewer wants -to know 1f Youw
R ;

W
. et “e-mptte

8) while answering inf.ervieﬂ qnestions,
don't .

b o n ® ¢

nterviewer, it’s

correct to . . »

10) One way to make up for a lack of exper—

ience is to show the’interviewer that
‘'you . p

lications ’ it

The correct answers ‘are ligted upside down at the bhottom of the
torvect angwer. . :

L 4
COLUMN B
a) do-vo-lu'nteer work
" b) shske hands
‘ c)‘ beg for the job
.. d)

are eager to learn new things

e) give only "ye:;" or "no"
sngwers -

'f) ask what the. pay is
g) be hanesc

h) call

1) say négstive tl!:lng .

j) sppropriately for the job
k) m quajified for the job

1) ask questions about work re-
spongibilities ¢ -

m) offer t.he interviewer a
hpreete. ' ‘

SBOL (6 o(8, AL (9 S Ur FE 4 PO

‘/
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It's human n?tuﬁc to he.neIVDuL at jpb‘tnt’fvieva, but job seekexs who are -

pregred for interviews are more confident, amd do much better at interviews
than unprepared job seekers. The practice assignments described below.will,

prepare you for successful job interviews.

¥

‘ wary office el
Imrrt\:d‘;hw?‘:

‘ 1) Practice saying what you've written
in answer to the "Topic Questians™ on
pages I-14 to I-16. Use a mirror and
watch yourself as you speak. Use a
tape recorder and listen to yourself,
Keep practicing unthl you feel comfort-
able with your enswers apd good about

yourself.

o At g——

2) Ask gsomeone with experience in
interviewing to role-play a job .
interview with you. Use the “Em~
ployer's Script” on the next two

- pages. Ask your friend to listen
carefully te your responses to : N
the questions. Use a tape '
recorder to tape the practice
interview. Listen to it togethér.

Look for ways to improve. (If
you have access to video equip-~
ment, use it. You'll learn a lot

abput how others gee you.)

H

3) Have a "dress rehearsal." Dress
appropriately (as if it were a
real interviey) and bring the
' papers you'l¥ be needing. Practice
again, agk someong to chserve
you and fill out the "Interview
Checklist” on page I-21.

| I-18
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Use - thia script with someone wﬁo‘has had intervitw experience Let your friend =
read the employers part (E). You will be the Job seeker or "applicant” (A). ‘Answer
each question as well as you can. Your answers should be direct and "to the point."

- 5

E: EMPLOYER (INTERVIEWER)

A: APPLICANT
.E: Hello, ‘ . Gome in gnd 31t down. .
A: oo
’ . . L 'S \ »f..-.-
£+—Your—resume—Isvery {ntar@sting. B
A:

- E: (Ask one or two of the questions below.) ' )

-t A ny do you want bhi_s job? , ..
e y did.you go into this field? - ’ ' : : -.
what do you see as the disadvantages of t,hss field? .
What do you like about this fjield?
A: } L ‘-
. E: (Ask one or two of the questions below.) o ' A . - .\
How much dq you know about the company? :
: o How do you think you would. fit in with the company?
) | '  How long do you plan .-to stay with the company?
A: . | i — -
(Ask one or two of ttf que.sfims below. ) )
. , o ’
Why de you thinl.yot)‘msnlt-l fo(thlsm ‘ -
what did you laarn In schoo! that would halp you on this job?
What training and/or experience have you had hat' would
help you on this job? -
What do you think a person dogs in the job you're applying for?
Do you think you can handie the job? , |
A: »

E: {Ask one or two of the questlon's below.)

what kind af work do you. Sea wm’self doing five years from now?
‘What Is the most Important aspect of any for you?

Do you have plans to further your education or training?

What are your thoughts regérding promotions?

Do. you have any hobbieg?

What kinds of act!vlﬂcs do you enjoy do)m in your Gma time?

| sddunal coples
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{ . ~ additional coples
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.E: (Ask one or two of the questions be low. )

' - Do you prefer’ﬂorking dn your own or with others?

T ‘Do you work well under pressure? . : .
S ' Can you follow directions ‘well? '
(/’Are you prompt?
' Are you.trustworthy? .

Are you dependable?

Do you consider yourself easy to get along with?

How is your Health?

Do Outside pressures !nterfere with your job performances?

A: e

E: (Ask one or two of the questioﬁs'belou.)

How much money 'do you expect to earn?

How much money do you need to live on?

Do you work only for the money?

"Do you expect to be earning raises in pay?
How long a vacation do you expect to earn?
Will you uork overtime as. often as possible?

A: : ' " 1"’

"E: (Ask one or two of the questions below. )

wheie have you worked before? When? What did you do? "How

= : . much money did you make? .“
. : why did you leave your last positlon? B . '
. . Have you ever been fired? * -
Have you ever been arrested?

A:

E: Do you have any questions?- .

A: . | . * .

S " ) -

- E 110 be intervwiewing other appllcants for the next few days. 1'1] let you know .

next week about the company's decislon.

e o . ‘ 1-20 .. 131 = s
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'lnterview' ‘Chec!ui'st. ,

4' Ha;wy emsployers. use checklists like this one to rate job applicants'

performance. Have g dress rehearsal’ or "mock interview' with someone with

interview

Interview experience. Ask your friend to rate you. Use this rating sheet to

tearn about yourself. Which of Your interview skills needs improvement?

e
’ * -

F |

Asking Questions: The applicant

showed interest in mderspanding about the job.

showed prior research.
.

asked too qﬁny questions.

 didn't ask enough questions. = N

Other comments:

Answering Questions: The applicant

listened well. ' ' .
r.

. . presented positive information.

- . spoke clesrly‘and loudly enough.

talked too much.

didn't talk enough.

Other ecomments:

-
4
X

Appearance and Behavior: ﬂ\e applicant

: dressed appropriately.

-
¢

spoke with respect. .

. _ e,
brought necessary papers (working papers, .birth certificate,
and resumé, Social Security cawd, writing pad and pen).

references

‘Other comments: —

n AN A
ional copies
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|n'tervie‘v|.r_ Follbw-Up: Keep Leaming

After each interview yoﬁ go to, ask yourself these questfpnus:

1) What seemed to interest the éuployer most about what I said?
2) Did the employer seem offended by anything I said?’
3) Did I learn all I need to know about thé job? '

4) Did I tell the employer all I wanted him/her to know about me? |

5) How can 1 prepare for a moe successful interview next time?

-
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. Hhen you practice’ Jbb-&eaping skillg m(:il hhe, are khabits, you'll have a
good.start tovard CAREER ADVAVCEMENT! ]
Use maoumes to find out what you need to know.

e careful sbout attendsnce and dress.

N A A
additional copies

Show mmidemt:soﬁ of othexr workers.
v

>

Do your best, and check your work.

ATTITUDES AND AcmfaS'-

Know Job~Keeping Skills gnd practice them too.

This will ‘surely be rewarding to you.

A job well dome can give you lots of satisfaction,

And makes you ready to put cmzn ADVANGEMENT steps into action.

The things that all workers shauld Jeamn to shag : N
) If they want their careers to successfully gow
Are AC'PIOIS bnsed on CAREER ADVANCEMEKT ATTITUDES. .

CAREER ADVANCEMENT usually comes to those who @re eager to do the best they
can, who are cooperative and helpful, whd show that they want to learn more about
' their worR, and who are willing fo on new responsibilities. These work
! attitudes lead to the actions vhich can MWalp you to sdvance.

\6
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- Take INITIATTVE: S

(Do gour job without wéiting to bhe told.)

Before you can show INITIATIVE on the job, you must know what your respon-
sibilities are, Always ask if you're not sure. It's also important that you
know the responsibilitiés of others. 1It's not a good idea to do other people's
work unless they ask you for help, or your supervisor asks you to. So...

¢

When you're finished with your own routine of work tasks, | i
Find out if someone else needs help; it never hurts to ask. e
If you really want to get work dome, your supervisor will see

- That you're willing to take on hew. responsibility.

.+ Now, more responsibility may lead to more work satisfaction,
Which i1s a reward for CAREER ADVANCEMENT attitudes and actions.

¢+

‘e

LY

\

Use the spaces below each cartoon to describe how the ‘workers shown can

. take inifiacive in their ﬁorking_situatiﬂns.
e . .

| gwhm ,
a
L ]
" .
—_— .
9 . .
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= ' SHOW A SRECIAL INTEREST I§ YOUR WORK - @
;\?f’i h . When you shoﬁ a-specnirnﬁ'ér& in your work, the INTEREST shows IN YOU! ’

S 'If you went to make "learning wore” a goal of your.own,
: .. .- . You cap get extra schooling, or do°reading at home.

- You can talk about work with co-workers at lunch,.

\ . . Or attend conferences where people meet by the bunch. ° ol .
*  Al] of these steps show that you've got what it takes S N
To make CAREER ADVANCEMENT a pert of what makes . ’ oo
. ' YOU a SUCCESS. : e . -

- N *
a A
a .
x )
|
‘4
»
* o
-« N . . )
r . |
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s
.
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Education continues to help you after you find work. Many employers will

pay you to take courses to learn more about the work you do, including new techniques.
This "ls one path to CAREER ADVANCEMENT. When you know wore about what you do, you're
a more valusble employee. Ruployers know that people who understand their work are
usually the ones who do better work. And if you take steps to' learn mwre, you're
putting CAREER ADVARCEMENT steps into actiowm. ' A .

. . ' Of course, all employers don't pay their employees to go to school. But don't®
~...7 . let that stop you. You can also take courses on your own at COMMUNITY COLLEGES,

. . .
.. s
. * N . * . N .
. . . . N 3 . S
’ s * . : X .
. : . . : : v
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, TECHWICAL SCHOOLS, or at home with CORRESPONDENCE COURSES.
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N B ~ SHOM YOU'RE INTERESTED
Reading will. kive you » better undersﬁnding of-your career fleld. .
Read TRADE MAGAZINES. md. muim mll} feature mquy aspécts of one occu- LI
| o~ “potion or field of occupstions. They include articles about
new disecoveries, techniques, and stories about people who B
work im the career field. ‘i‘l\ay also include help wanted
and position wanted eds. » ,
. | | .
Read BOOKS written about ybufocéupation. Practica or technical books -ay help you . 4
'. , . do .your work tasks. Others may simply -
. . help you become familiar with your finld
: B - . of eqlomt' .
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, e Conferences sre large gatherings of people who vant o share what they koow. '
- . At a conferesce, you ¢as talk t» maay diffecen pmdwnt your field of work. So

if you find out sbout 8 cpnference you'd like to y let your supervisor know.

This will show that you're interested in learning sore AND that you're willing to v

_ Lundh breaks' bre often good times bo tall about work-ralated experiences with
others. Informal memtings with co~workers end othey Workers in your fileld are chances
to exchange information gnd ideas, and to learn gbout gther people’s responaibilities.
Talking with other werkers will algo help Xpu see how your own. Job 1s part of a large
career field or cluster. , T . _ : .
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K - - USE RESOURCES |
. . : . > . . . : €
* Make use of yeur JOB-GETTING skills to find more satisfying work in your field or in a
related field. '
A QUIGK REVIEW:
- .
TALK WITH PEOPLE
Comnmunity members in 31} occupdlions
Friends and velatives
Guidance counselors
Teachers . y
| . Job counselors st pyblic
5y : and privgte employment
agencies
~ . ‘
. " Bulletin boards B
| Civil Service announcements
: Microficha
Trade magazines
Maps ‘
Newspapers (want ads)
) Pamphlets . |
‘ Reference books (atlases, dictionaries,
. encyclopedias) .
"~ . Telephone directories ‘
L] j '
. N 'A. ' N . ,
Write avay for informatton gboyt cccupations thet interést you.
Place position wanted ads.. ‘
~ Answer ads by telephone. LT .
: . Take aptitude tests. . :
’ Keep, an up-to-date resume. !
Fil1 \put job applieations. , '
Write cover letters (inquizy and answer).
Go on job imterviews.

124. .
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Hexe's your é.hance to check out what you've been reading about CAREER ADVANCEMENT. .

First, make an appointment to interview someone who has advanced in a career

- (@eck Tt Out

field. This person can be a friend, relative, teacher, or anyone else ip your

coamunity who has made CARE

»

the blanks blloy. : .

A

ER PROGRESS. Ask questioms that will help you fill in

~

Present job title or pasl{ion
First position you held in this field
How are these jobs different? ‘

Now ask the person, "What steps did you take to advance to your present
position?" Check off the items Jisted belap as soon as they're mentioned.
spaces below the checklist to describe an

advance. ¢

Use the
y other steps the person has taken to

-~
CAREER ADVANCEMENT CHECKLIST
’Here you U careful abéut attendance and dress? o
[J helpful to other workers? -
[] caréful to do good work? (Did you check your work?)
[J willing to take on new responsibility?
Did you D make sure you understood your tasks before you-began working?
’ r
[] show special intere$t im your work? (Did you get extra
training, read on your owm, talk with other workers about
their jobs, or go to conferences to learn more about' your
field?) ‘
—
[} ask for a ralse?
U use resources to find other employment opportunities?
Other steps ) , »
<& o - .
Now, go back over the checklist. Ask about each item which was not ment loned.
(We're betting thst by the end of the intgrview, you'll have checked off most of

. the buxes.)

ca-s - 141
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HAVE CONFIDENCE
ASK FOR WHAT YOU'RE WORTH.

-~

. If you practice CAREER ADVANCEMENT skills like:
practiciné job keeping skills wtil they. are habits,

taking initiative on the job, and’

showing a special interest in your work,

you are putting CAREER ADVANCEMENT attitudes into action. You may be worth more
than you are being paid. ‘ ' ) )

Have confidence in yourself. Ask for a raise by describing what'you've done -
to put CAREER ADVANCEMENT skills .into action. -

!
"

If you get the raise, you'll be rewarded with nd(gﬂ;oney. 1If you don't ﬁ:f
it, 1listen carefully to the reasons. You may learn something about yourself. ybe

you need more practice in CAREER ADVANCEMENT skills. You may also learn something SREIR
about your work place. Maybe 1t's not the kind of place where people can'advance rd
easily. You may want to look for aﬂpther job in a place where CAREER ADVANCEMENT 1s .

more of a poasibility. 7 _ : »
" In that case, read about JOB CHANGES in -the next section of this book.,

‘ .
4 2 | | ‘ : ’
1 | . ]
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....BE PREPARED FOR

. JOB CHANGES !

_ You hay be w_ell-—trained for a job, and you may be happy with your wr‘t, but -
ssetines, even the most qualified people find themselves out of work because of
cH®cumstances beyond their control. - ‘ '

In the past, the average working person chose one occupation and made it into .
a 1ifé-long career. A son often did the samé work as his father, grandfather, and
. great grandfather. It was practical for a young person to learn a trade from a
« parent or craftsperson in the community. Learning from a skilled worker in the
community insured that skills were passed on from Reneration to generation so tha
' there were always knowledgeable and capable people in every profession. :

: I
. ” .
Nowvadays, old jobs are "phased out™ and new jobs sre éreated each year. People
who expect to work at one occupation for the rest of their lives often come up against
serious obstacles. In fact, the average person can expect to change jobs several -
times during a lifetime. So people who are flexible and able to adapt to change
have the greatest chances for success. Mastering gemeral work readiness .and

employability skills will help make you flexible, and will prepare you to make
rewarding job changes. '
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LAY .OFFS

A

1f you are asked to leave a posttion, find out why. ) Sometimes employers must
let workers go because they can't afford to pay them.. This is called "laying off"
workers. Layoffs are often temporary, and may last only until the employer can
afford to re-hire workers again. Sometimes, though, layoffs . are permanent. 1f you
are laid off, ask your -employer for a letter of recommendation. This will help you
get a new job. -

*

- UNEMPLOYMENT INSURANCE

2

»

, If you are laid off, you'll be able to collect unemployment insurance benefits.
Unemployment insurance payments are not equal to your working wages; usually, payments
are about half of your working pay. The government sets a 1imit on how much unemploy-
ment insurance you can collect. While you're receiving unemployment benefits, it's
your responsibility to look for work. X ' .

s

| _ ' :

BEING FIRED / QUITTING ' '

If you are fired from a job because of your unsatisfactory work habits, you -
will probably not be eligible for unemployment benefits. Sontet imes, employers may
give employees the opportunity to resign or quit their jobs instead of being fired.
Even if you quit a job, you will probably not be eligible to receive unemployment
‘dnsurance. But you should always apply for this insurance. After you’apply, &
claims examiner from the unemployment service will study your individual case to
determine whether or not you are eligible. . : '

1f you feel that you've been fired unjustly,.discuss your objections with your
employer. Explain your side of the story to your employer, but avoid namke-calling
and accusations. It's important to stay on good terms With your employer if you can.
Remember that in the future, your present employex may be ‘asked about your work by

someone interested in hiring you.
L .

: : &
1f your employer is not eoopara.tive, you can take other actions to help youx—

” self. If you belong to a union, contact your union representative. If you doa't % .

belong to a union, contact the Personnel, Affirmative Action, or Human Rights office
in your county. These are organizations designed to protect your rights. The
people working for(& organfzations may be able to help you directly or they may
send you to another organization which can help you. ' : ‘

¢

Before resigping from a job because of personal problems, do everything
possible to solve your pxoblems. Ask your employer for help, if you feel comfortable
doing that. Don't quit Because of a pexsonal problem uatil you've done everything :
in your power to solve it. Quitting a job should be your last resort.

. A : | 28.
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Gwosing To (hange -

A GIVE ‘NOTICE

. You know what kind of work you are looking for, give yourself plenty of time to fing
it. visic employment agencies, read ,about job opportunities, ‘make phone calls, and

Before you leave your preseat position, it's your responsibility to “give -
aging your present employer that you'll be leaving.

& poor recommendation from your employer. And a bad recommendation may keep you
from getting a job you really want some day, so ALWAYS GIVE NOTICE. It's important
to stay on good terms with your employer, 1f you can. ,
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. +5q. phether you CHOOSE TO CHANGE, or the CHANGE IS MADE FOR YOU.....

- ¢ ) N

.y

’ <. . : . - - -

HOW CAN YOU PREPARE FOR

-

" 'A CHARGING FUTURE?

®

t -
.
.

1) Know your own.enlues, needs, and abilities. Think about what is important to you,
your likes gnd dislikes, your strengths, and weaknbsses. Review your experiences.
What are you looking for in a working situation?

- . '\
Y . : .

2) Know about the working world. ,/Use resources 1like your own experience, other
people (like friends, relatives,’ employment counselors) and reading resaurces
(tike trade magazines, newspapers, yellow pages, school catalogues).

3) Make decisions and take positive steps toward what you want. Base your decisions
and actions on what you know about yourself and the job market. ‘
C . |
* 4) Be prepared to change your plans and even your direction along the way.-

5) .Be open to new areas of employment and training. You may find that a completely
new field of employment will be most rewarding to you. i
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Circle *7* or 'F' to lndlcate whether

| eacn statement is True or False. .

1. Luyoffsfﬁ?élsoﬁéfimes temporary.

2, "Giving notice” mgans telling your employers that
© You Won’t be working for them any more, . '

4

5 It's lmportant to stay on good terms with your

" employer,

4. Quitting your job should be your. last resort to
solving Dersonal problems. ~

5, Failure to give notice may result in a pdor recom-
mendation from your employer.

6. If you are laid off, you wiil be eligible to collect
. unemplayment insurance.
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