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INTRODUCTION

"Developing a Job Club Curriculum" is the third in a series of four workshops funded by Region V, Health and
Human Services. The goal of the series is to improve the skills of refugee service provider staff.

Programs have been recently seeking innovative and creative approaches to job development and placement. The
"job club” has been one of those. The job club is designed for refugees with intermediate or advanced English
language skills. 1ts purpose is to provide refugees with the needed skills to find a job by themselves. The
job club is a blend of job-seeking skill instruction and supervised job-hunting.

The job club is viewed as a very effective job development and placement method for several reasons. First,
clients are given the responsibility for finding their own jobs. This leads to less dependence on program
staff. Since these clients are involved in finding their own job, the job developers have more time to devote
to finding employment for the other clients.

A second benefit to the job club is that clients are developing skills which they may need in the future.
Should they find themselves unenployed at a time when they are either ineligible for services or when there is
no program to assist them, they will have the necessary job-seeking skills to seek another job independently.

Refugee programs in Illinois have shown a great deal of interest in organizing job clubs. This interest
resulted in N.E.C. providing the workshop. The workshop goals were to provide participants with a definition
of a job club and to facilitate the development of a joint cooperative job club curriculum. It was felt that a
combined effort to develop a curriculum would lead to a timely and comprehensive product which cauld be used by
a variety of programs. -

This handbook was developed as a result of the workshop. Its contents include:

1. @ summary of the workshop presentations,

2. workshop handouts, :

3. a bibliography of selected resources for use in the job clubs, pre-employment ESL classes, or world-of-work
cultural orientation sessions,

4. the job curriculum and sanple lesson plans,

The Northwest Fducational Cooperative hopes that readers will find these materials a useful resource to
occupational staff, administrators, and other refugee service provider staff,

Interested readers who have questions or would iike further information about this publication or the workshop

seriles are welcome to call Linda Mrowicki at (312) 870-4166.

Linda Mrowicki '
May, 1983 -] - ’



AGENDA

DEVELOPING A JOB CLUB CURRICUIM

Ppril 21, 1983

Objectives - Participants
Topic ____will be able to;

Day Overview of a Job Club List the components of a job club
One

Overview and review of existing Identify relevant topics and materials

raterials for a job curriculum

Curriculum camponents Identify the sections of a job club

' curriculum
Student job search/maintenance List student competencies
capetencies
April 22, 1983

Day Curriculum Developnent Write the curriculum for the job club
Two '

Write sample lesson plans
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JOB CIUB OVERVIEW

Sve Barauski
Sherry Segal

Both Sue Barauski and Sherry Segal have experience in planning and leading job clubs for limited English speaking
refegees. Outlined below are the main points of their presentation.

1. Job Club Definition

A job club uses an approach in which the client actively seeks a job by him or herself. The activities are
focused, concentrated, and limited in time. A better title for a job club is Ewployment Skills Workshop because
it better represents the actual activities.

The term "job club" emphasizes the actual getting of a job and, in many cases, this does not occur. More than 50%
of the time is spent on learning techniques for getting a job. These skills are used during and after the job
club is finished to find a job. Tt is a fallacy to think that the job club results in an immediate job. The
title of Employment Skills Workshop enphasizes the process of learning skills as mich if not more than the actual
job-getting. With this outlook, the job club leader feels less management pressure,

2. Time Frame:

A job club lasts about 3 hours a day for 8-10 days. The time is split between class instruction and actual
job~-seeking.

3. Student Language Proficiency

Intermediate to advanced,

4. Job Club Camponents

a. Job Readiness - Students prepare themselves for finding a job. This includes analyzing one's skills, setting
goals, and writing resumes,

b. Job Research - Students identify and use various resources for finding jobs, as the yellow pages in a phone
book and newspapers.

¢. Te'ephane Usage - Students use the telephone to call employers and other sources to locate jobs and get
interviews. ,

d. Job Search - Students actively lock and apply for jobs.

e. Job Survival - Stadents learn appropriate information and skills for keeping a job. 'This includes calling

in sick, understanding your paycheck, etc.

O Mers comerer i cie foune Lo the model on tae folliowing pet . 1

IToxt Provided by ERI
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JOB CIUB OOMPONENTS

JOB Jas
READINESS RESEARCH
Reference: Sherry Segal, 1983
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PROGRAM OVERVIEW

The comprehensive refugee program with an employment focus has three components: pre-employment ESL,
cultural orientation and the job club. The pre-enployment ESL class focuses on the language necessary to get
and keep a job. TIt, therefore, teaches vocabulary and grammatical structures in the appropriate skill areas
of listening, speaking, reading, and writing. Students are thereby able to write personal information, ask

and answer questions about employment, etc. Pre-employment ESL can be offered to students of all proficiency
levels.,

The aim of cultural orientation is to provide students with information, skills, and cultural awareness to
understand the world-of-work here in the U.S. It is best conducted in the students® native language. ‘Tbpics
such as setting realistic career goals, the concept of self-improvement, and job up-grading, etc. are
included.

After clients have intermediate language skills and have completed the cultural orientation, they are ready
for the intensive activities of the job club, In the event that a student is having some language
difficulties, such as pronunciation problems, the student is referred to the ESL teacher for remedial
instruction.

e proagram modex is shown on the following page.
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STAFF ROLES

* Workshop participants brainstormed the tasks of the pre-employment. ESL teachers, cultural orientation
teachers, and job club leaders. ‘Their roles are summarized below:

Pre-Ewployment ESL Teacher

Bilingual Qultural
Orientation Teacher

Job Club leader

Builds vocabulary

Teaches pronunciation
and grammatical structure

‘Teaches literacy skills
Language is taught in

context of pre-employment
tasks

— e em e e e e e em s e e o wme cms e

- e e e oW we am s et = e e em em e eme

e e e o e e s s am e e e e e oms

Discuss differences and similarities
between U.S. and native country

Counsels students in setting
realistic goals

Discusses work standards

‘oordination - -
Assessment - -

Hlucation - -

— A e e an e e e ee

Assesses, coaches, supervises, and

follows up clients in their “ob
hunting .

Contacts businesses and dces
follow up

Applies and cawines language and

cultural infonmtion to job-
hunting skills instruction

= e em em oam e e B e e em e o e vy e e
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RESOURCE MATERIALS

The operations of a job club are further discussed on the following pages. First, the article “"Comparative
Evaluation of the Job Club Program with Welfare Recipients" presents statistical data on the effectiveness
of the job club, Secondly, the article "Building the Bridge to Employment® contains suggested content and
activities for pre-employment ESL, job clubs and cultural orientation. T:irdly, the Operation ABLE Job Club
brochure is an example of a job club publicity tool. Fourthly, there i: a description of the job clubs
offered at Jewish Vocational Services.

~10~
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Comparalive Evaluation of the Job Club Program with
Welfare Recipients

N. . Aziiny, RO A, Puiae, P, Tienes-Honvos,
AND V. A, BESALEL

Anna Mental Health and Developmental Ceatee und Rehabil-tation
Institute, .S‘qullu'm Hinvis Umversity

About 1000 WIN wellare clients were selecied in five citics: Harlem, New
answic!&, Milwaukee, Wichita, and Tucoma, and halt were randomly assigned
10 the Job Club piogram. OF the continuing clicnts, B7% of the Job Club spmple
obtaned jobs vs 59% of the Contrul sample st the 12-month follow-up and 80 vs
481 at 6 montls. The Job Club wis more etfective in ench of the five cities, for
men und woien, {or high school gradunies or dropouts, for blacks, whites, and
Spanish, for handicapped or nonhandicapped, veterans or nonvelerans, the young
and the older, and fur those redured 1o panticipate as well us those who volun-
tecredl. The jobs obtinned by the Jub Club clients were comparable 1o the Control
clients’ jobs i terms of mean silary, full-time stitus, und 1ype of job, and were
more likely to bie enduning, nonsubsidized, and obtained by the jub-seekec’s uwn
efforts. Job Clib members obtained employment in a median of six sessions bincan
of 11 Nt obtained jobs within 21 sessions. Follow-up questionnaire dita indi-
cated comparable jub retention in the two samples bul shighily greater advance-
aent and job satisfuction tar the Job Club chients. The method appeiirs 10 ussure
emiployment 1o vitually all paricipating welfare clicnts,

The Aid 10 Familics of Dependent Childien (AFDC) Program of the
U.S. Government is the principal welfare agency for providing support for
the dependents of unemployed persons and included 3.5 million amilies
n 17T (Dept. of Labor, 1978) and paid about 10 billion dollars, one of the
Largest welfare progeiuns in this country. Some of these welfare recipicits
e judged unable 1o work because of such reasons as o medical impair-
ment, or the need o care for their preschool children. Otherwise, they

The materiad m this project wits prepared under Grant $1-17-76-04 from Ve Emplayment
st Yoo Admnisteanon U S, Department of Labor, under the authoriy of the Social
Mourty Act, as wimended Researchers andertiahing such projeets under Governmenlt spon-
svrhipoare encouraged 1o express ticely their professivaal udgment. Therefoe, puints ol
Ve acopivons stated i this documen do not necessirily regpresent the olficial position or
fobcy of the Depantosent of Labor, No L Azem was the principal investigator R Phalip

] . . b i i
sived us the projeet coordmator. P Thicnes-Hontos and V. A. Besalel served as site
LT Y RN IYFT AN

133
) QOO 1-B791780,0201 3312502 (/0
() Loarynight ) 10 by Avademie evy g
A Al fogert o 1z proddacnan vn v e 000y

©o

U

134 AZRIN ET AL,

must register for the WIN (Work Incentive) program which attempts to
find employment for them by counseling them regirding job-secking and
employment, subsidizing their training as students in a new vocation, and
very recently by subsidizing their employment by the CETA (Com-
prehensive Employment Training Act) program. In 1976 ? 17,000 per-
sons were enrolled in the WIN job-placement progrim (Dept. of Labor,
1977) and 1,541,000 in 1977 (Dept. of Lubor, 1978). The WIN program
may include an IMS (ntensive Manpower Service) prograns designed to
provide intensive job-secking assistance. The specilic details of this IMS
counscling were usually left unspecified except for such details as provid-
ing $1.50 per session plus transportition expenses.

The need in the IMS component of the WIN program for an effective
job-finding program was vie example of the general societal need. Yet, as
noted earlicr (Azrin, Flores, & Kaplan, 1975), virtually no controlled
research with an adequite control group has demonstrated the elfective-
ness of any standardized job-linding nssistance program in spite of the
large varicty of existing programs. One such controtled eviluation
(McClure, 1972) provided few procedural details and an apparently
nonstandardized format, but nevertheless stands almost alone inits use of
a statistically comparable control group.

One type of job-secking program, the Job Club method (Azrin et al.,
1975), which is standardized, has been shown to be effective in a con-
trolled experimental evaluation. The method is based on a behavioral
analysis of job-seeking us a social interaction (Jones & Azvin, 1973) in
which obtaining job lead information is the initial response of o chain of
hehaviors. The method utilizes motivational procedures, materials, fucil-
ities, and intensive daily instruction of o small group of job-seckers. 1n tie
initinl evaluation of the Job Club with a sample of general job-seekers
(Azrin et al., 1975), 93% obtained full-time employment within three
months vs. 605 for randomly assigned job-scekers not utilizing the
method. Jobs were obtained more quickly by the Job Club clients and paid
a higher mediae salary. A second evaluation of the Job Club method
(Azrin & Philip, in press) counselled only clicnts with severe job-linding
handicaps such as persons having physical disabilities, mental problems,
police or prison record, alcohol or drug problems, former mental hospital
paticnis, and welfare recipicnts, almost all ol,whom were clicnts of other
helping agencies. The 154 handicispped clicnts were randomly assigned
either 1o the Job Club method or to a fairly standard type of counseling
involving lectuies, discussion, and |'ulc-pluying‘. The 6-month follow-up
showed that 955 of the Job Club clients obtained jobs vs 28% ol the
comparison group and their jobs had a higher median salary, were ob-
tained sooner, and generally were retained ns well o the jobs ol the
Contiol clients.

The encouragiog results obtained with the Job Club method indicated

0.
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that the Job Club might seeve as the suitable standardized method of
counscling job-seekers needed for the IMS job-search program for the
AFDC wellare clients. A proposal was made to the U. S. Department of
Labor to estadlish a lest program in several cities and provide a controlled
experimental comparison with the existing WIN Agency Program in each
city. The present report bricfly désciibes the study which has been only
recently completed and is described in greater detail in the report to the
Labor Department (Azvin, Philip, Thicnes-lontos, & Besalel, 1978).

METHOD

Study period and location. One WIN office was sclected by the De-
partment of Labor in each of the following five citics: Harlem, New York:
New Brunswick, New Jersey: Tacoma., Washington: Wichita, Kansas;
and Milwaukee, Wisconsin. The program was initiated in these citics in
the sequence indicated above from QOctober 1976 for Harlem to October
1977 for Milwankee. The national unemployment rate was unusually high
during that period, 6.6-7.4%, and the unemployment rates for four of the
cities were above the national level, 15% for Harlem, 9.6% for New
Brunswick, 9% for Tacoma, and 6.9% for Milwaukee. Wichita had a
lower than average unemployment rate of 4.6%%.

Subjects. Nine hundied seventy-nine clients were blindly selected by
their Social Security number and randomly assigned 10 either the Job Club
or the existing counseling program at each site (Control group). Because of
the sequence i which the dilterent sites were initinted and the varying
client availability aveach site, the number of clients counscled at each site
varied at the time of this report: 211 clients for Harlem: 227 for New
Brunswick: 265 for Tacoma: 176 for Wichita: and 100 for Milwaukee. Of
the total sample. 54% were female, 48% had not completed high school,
359 were blacks, 15% were Spanish, 22% were veierans, 11% were
handicapped. 17% were not required to participate in the WIN job-scarch
(voluntary), t0% were 21 years of age or less, 18% were aver 45 years, the
mean age being 35, with a median of three dependents. The Job Club and
Contrel samples were not signilicantly different according 1o statistical
analysis for any of the above demographic dimensions except for a greater
pereentage of Spanish clients in the Control condition than in the Job Club
(18 vs 119%).

The initial pool from which chents were selected varied across sites.
One site. considered only Cabeready® clients formally designated for an
ntensive job-search program (IMS Component): one site included all
WIN clients, aud thiee sites Included all clients except those designated
for formal education, counseling, or on-the-job triining.

Comselor selection and traming. One counselor served as the Job Club
leader in each ity 1hit persen heing an existing stall member selected hy
Ul agency, Cthrne o were womer, and o ane owes ek

W MIE e e g
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(Harlem site). The first Job Chib group was specilied belorchand as a
counsclor training group, the data for which were not intended or Gsed in
the outcome analysis. The agency counsclor was responsible for all
clients therealter and was observed by the experimenter lor the hirst few
sessions of cach of the initial groups in order 1o assure general adherence
to the program, but phasing out entircly by the later groups.

Data retrieval. Information regarding client characteristics and job
status wis based on the data routinely maintained by the agency so thit
the present results woald be more meaninglul to the agency. An appar-
ently random omission oceurved of demographic data regarding sex, race,
disability status, ctc., for individual clients, this omission being fess than
1% for most categories. A questionnaire was sent to the clients in two
sites to obtain an independent estimate of employment status as well as
data regading job satisfaction and pay raiscs,

Job Club program. A description of the Job Club program has been
given in previous studies (Azrin ct al., 1975; Azrin & Philip, in press;
Azvin, Philip, Thicnes-Hontos, and Besalel, 1978) and in o recent guide to
the job-sceker and counsclor (Azrin & Besalel, 1980). Thercfore, only
a bricl description is given here. The clients met in a group of about 10
clicnts each day, in a structured meeting supervised by i counselor using
a “lesson-plan® schedule of daily activities. A new group was started
about every 2 weeks. Hall a day was used in obtaining job leads and
interviews in the ollice: the other half day was spent in going out to these
interviews. The counselor closely observed and supervised as the client
was cngaged in obtaining leads fiom the telephone dircctory (yellow
pages), examining want ads, calling employers and fricnds. and wiiling
letters. The emphasis was on the yellow pages, lviends, present and past
Job Club members, and former employers as sources of job leads. The
counseling used standavdized and prepared scripts, self-recording guides,
charts, and reminder forms for the activities of the client and counscelor.

Control method. “The clients in the Control group received the usual
type of job counseling and services provided by their agency and could
inchude direci referral 1o ngency listings, counscling for job-secking or
special problems, vocational evaluation, subsidized job plicement, and
Job development. These services were often provided by several staff
members for a specific client unlike the Job Club clients wlio weie served
exclusively by the Job Club leader.

Follow-up duration. Siuce the five sites were initinted successively over
a one year period, the duration of lollow-up data available at the time of
this writing varied [ ditferent clients and sites. Measued from the
starting date of counseling, o 3-month follow-up was available for 860
clients, 6 months for 574 clients, 9 months for 266 clients. and 12 months
for 138 clients. ' A subseauent veport is planned which should inchude a
Bempnth for'ewene foe glb yiteg
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EVALUATION OF THE JOB CLUB PROGRAM 137

RESULTS

Table 1 shows the job-finding success of the Job Club and the Control
clicnts, The dati is based on the entire sample for which data was
available at all sites and regardlels of the follow-up duration available,
Job-finding success is alsu presented separately for several demographic
varinbles relevant to employability. Job-finding success was sdefined by
the WIN criterion of & job held for at least 30 days, either part-time or
full-time, ' ,

For the overall sample, 3357 of the Control clients obtained a job vs 627
of the Job Club clients. Greater success of the Jub Club clients was seen
for all of the job-relevant demographic variables: men or women, high
school graduates or dropouts, blatks or whites or Spanish, all age brack-
ets, each of the five sites, the handicapped, veterans, and mandatory or
voluntary enrollees. Two by two x* tests showed a greater proportion of

TABLE 1
Job-finding Success of the Joh Club and Control Sample for Several Job-rclevant
Clienl Characteristics”

Job club clients Control clients

Per- Per-
centage cenlage
N of N of of job Nof Nl of joh
clients wbs success cliecnts  jobs success
All clients® 487 3 62 490 163 B} )
Mcn* 215 146 o8 229 3] 2
Women* 266 154 58 264 90 3s
Completed high
school* 254 170 57 247 16 1]
Dl not complete
high school® 224 128 43 ~4 86 »
Blacks® 168 99 59 i} 54 32
Whies® 291 188 65 . 102 M4
Spanish 53 i . 60 Ty Jo 46
Other (Oriental®
and Indian) 19 12 6] 22 1 12
Mand oty tWINY® 1.1 260 67 363 135 n
Volunteers (WIN)* 14 M 18 80 i? 21
Velerans® CE] 59 67 93 Is 18
Handicapped® 19 4 74 26 10 34
Sclecied age Urackets
20 years and under® 40 N 48 48 12 29
1210 44 years* 150 126 65 339 i 32

45 years and older® By

48 ) 9s 40 42

Moaty gohs tagtog o Tnaer MY nvs e ongluded. Foliow-up viined from b 37 months,
o< 0%,

l)’" - -
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successful Job Clb clients Tor each of the subgroups (p < .05) except for
the Spanish clients. For both progrims, 895 of the jobs were full-time,
i.€., 20 hr ov more per week. The occupitional citegory of the jobs were
about the same: 4% of the Job Chub jobs were professional-managerial vs
3% for the Control jobs. Similarly. the Job Club jobs paid as well as those
of the Control jobs: a mean starting salary of $137 per week (median
$120).

The two programs dilfered in that 21 of the Controljobs were tempo-
rary vs only 10% of the Job Club jobs (p < .05). These temporary jobs had
not been included in Tuble 1. The jobs obtained by the Control clicats
were more likely (p < .05) to have resulted from a job lead supplied by the
WIN agencey listing. 14%. than the jobs obtained by the Job Club clicnts,
8%. Also, 25% ol the jobs of the Countrol clicnts were subsidized vs 1667
for the Job Club jobs.

The above results included all cliznts initially sclected for inclusion in
the two counseling programs. but not all participated. ln the Job Club
program, fo1 example, 19% of the clicnts were “no shows,” failing 10
altend even the intake session, Similarly, 10% of the Job Club clienis
reported that they were working prior to the date of their first scheduled
session vs 5% of the Control clients on the equivalent date, the clieats in
both programs having been selected at the same time. These clients did
no! participate further. of course. The WIN program permitted clients to
be “‘excmpt’’ from required participation in WIN for many authorized
reasons such as medical disability, having preschool childien at home,
lack of child-carc facilities if children were at home, or lick of reasonable
transportation to the WIN oflice. and yet to continue receiving AIFDC
welfare payments. Except for such cases of authorized “‘exemption,”
nonpatticipation was often accompanied by procediires known as “*sanc-
tions'' for tcrminating the client’s AFDC welfure status. Clients also
could lose their AFDC welliwe status when their dependent children
achieved adulthood and. ol course, when they obtained satisfactory em-
ployment, The data were examined to ascertain the eatent and basis for
this nonparticipation by analyzing the number of jobless clients ~* devegis-
tered’ (terminated) from the WIN job-secking ‘progiam. Seven percent
(796) were excused because they weie formally exempted, this percentage
being the samce for both progriams. Another 7% of the clicnts received
sanctions for nonparticipation, the pereentage being slightly higher fov the
Controls (8 vs 696). In all, 315 of the Controls and 225% ul the Job Club
clients did not attend, or discontinued attendance., without having foumd a
job. Inaddition to the Tormal dercgistration, the Job Club vecords showed
that 5% af the clicats were inlormally excused from attendance because of
such reasons as temporary medical problems, or lack of child-ciwe, elc.

A mare valid eviduation of the two progeams would he 1o consider the
sol-finding suceess only for these clients whe were not deregistered, Le.,
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who continied 10 be formally enralled in the WIN program. Eighty

percent of these contimting Job Club clicnts obtained jobs vs 46% of the

Controls, the pereentage of successful continuing clients in the Job Chnb

being as high as 93¢ in Tacoma and 865 in Harlem, but only 37% lor

Milwaukee, probably hecause of the very short follow-up at that site.

Figure | shows the job-finding success for the continuing clients at
various fotlow-up durations 10 control for the sbove-noted variations in
duration. At all follow-up durations, a gieater percentage of Job Club
clients obtained jobs. At 12 months follow-up, 87% of the Job Club clients
obtained jobs vs 599 of the Contyols,

Even if clients were formally: registered in the WIN program, they
might have attended the sessions irregularly, or been excused informally
from any attendance requirement. Figure 2 shows the relationship be-
tween Job Club session attendance and job-linding. Data regarding ses-
sion antendance was not available for the Control clients. Job-finding
success contined o increase Tor as long as the clients continued attend-
ing the sessions. Nincty percentof the clients obtained jobs by the 23rd
session. The maximum number attended, by one client, was 35 sessions,
by which number 95% of the clients had obtained jobs. The median
number of sessions was 6 (50% point in Fig. 2), and the mean number was
11 sessions. -
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Fis 1 Camparison of the job-linding success of the continnn,, ciients in the Job Club
and Controb samptes at varous tine penads since the date of the first session, Each duta
puint by based on cients who had been enrolled inthe WIN progoan for the designated time
penad and designates the percentage of thase chients who oblamedremployment on or belure
he oSt e e gt o e Based on b EE chenty, the b months on 206 ¢hents,
months an P83 clignsy, wad 2 ey e OB Clrenls.
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F1a. 2. The relutionship between session altendance and jub-finding success by he Job
Club cliemis. Euch duhum point designites the sumber of clicits who obtained emplayment
by the spectlied number of sessions eapressed as w percemtinge of the clients who iiended i
leust thit aumber of sessions or found u job ufter fewer sessions. Sessions were scheduled
cach weekday,

Questionnaire data. ‘The questionnaire mailed (o the client in two sites
was returned by 24% of the clients, . return rate fow enough 10 make
genernl conclusions based solely on the guestionnaire somewliat hazard-
ous. Yet, the results can serve as corollary dita regarding conclusions
supported by the other data. Filty-seven percent of the Job Club clients vs
27% of the Controls reported they were working after 3 months and 620
vs 28% after 6 months. For those clicnts who had obtained i job, about
the sume percentage of Job Club clients reported a pay raise after 3
months as did Control Clients (20 vs 1997); but alter 6 months, 307% of the
Job Club cliemts reported o riiise vs 23% of the Controls, Slightly more Job
Club clients reported that they were *satislied’” with their jobs than did
the Control clicuts (84 vs 78%). '

Costs. The cost of the Job Club was tubuliated from actunl expenditures
at the three sites where the cliemt load was great enough for the counselor
1o be assigned All-time to the Job Chub, ‘The cost per placement was 354,
including all supplics and services such as the phones, photocopying,
newspaper subscriptions, relreshments, postage and oflice supplics, and
the standard WIN payment to clients of $1.50 per session, tncluding the
salaries of the full-time counselor and one-cighth time typist, the cost per
ptacemen! wis $107, Stiter! in arogram terms, the ¢ost of the Jub Club
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wits $7100 per year for supplics and services and $22,000 per year il the
salaries were inchaded with 252 new clients served per year. The above
costs do not include the cost of oflice rental or furniture,

DISCUSSION

The Job Club was more clfective than the alternative methods in
obtiming jobs lor every dimension measurcd ol the job-secking context.
Job Club clicpts were more successful in each ot the five cities, at all
follow-up durations up to 12 months, in high and low unemployment
locales, and for each subgroup of clicats such as high school dropouts or
graduates, blacks or whites, men or women, handicapped or nonhand-
icapped, Spanish or non-Spanish, young or old, and volunteer partici-
pants as well as mandatory participants. These results extend the .lndggu,s
of the two previous Job Club evaluations which wlso found greater elfee-
tiveness but with voluntary participants, and in the one locale thit was a
small college rown in Southern Hlinois.

The Job Club clicats secmed to maintain, as well as obtain, jobs to a
greater extent than did the Control clicnts. A slightly greater percentage
of Job Club jubs tasted at feast 30 days than did Cor trol jobs, and ot the
questionnitire follow-up, more an Chib clients were vorking than were
the Control clients.

The guality of the jobs in the Job Club seemed as great, or greater, than
the Control jobs. The starting salaries were equal and the same proportion
were professional or managerin) and of full-time status. Move Job Club
cmployees reported being satlstied with their job and having received a
pay raise alter & months, and a smaller proportion were subsidized.

The resolts indicate that victually all welfare clients who participated
actively in the Job Club program were successful in obtaining cmploy-
ment. For example, when the analysis included those who continued to be
registered for the program, the two sites with the Jongest follow-up had
sticeess rades ol 93 and 86%, 1espectiully.

Achial atiendance at the sessions appears to be the most meaningful
dimension for specilying whether a client was an actial and nctive partici-
piant. The results were that 959 ol those who attended for 35 sessions
were successtul, and 90% Cor 23 sessions attended. One might speculate
that the Contro! clients would have been similivly successlul under such
special analysis, but the cesults suggest otherwise. For cxample, only 50%
of continuing Contral clicnts were successiul by the 12-month follow-up
va 879 of the correspondiig Tob Club clients. Accordingly, the results
supgest Uit vintoally all wellure clients who continue their required pie-
terpation in the fob Club will be snccessful and to anextent substantially
greater thon the success achieved by continuing clicnts inother progriuns.

Siee the job status data was not complete, one should consider what
2lect e cenieay centd v egooding the observed dilferences
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between programs, The job status data were obtained primarily from the
WIN agency records which were very complete so long as the clients
were registered with only 37 omission, When clients were deregistered
without having a job, the dita was not normally maintained. The dilfer-
ence in deregistriions bewteen the two progriams was found 10 be 9%
(3 1% for Connols vs 229 Tor Job Club), which is less than one-third 1he
observed dilTerence in job status found between the two programs and,
therefore, cannot account for the greater success of the Job Club. Also,
the questionnaire data which was not based on WIN E\gcncy records and
did inchide deregistered clients, showed a superiority of the Job Club
comparable 10 the agency data, _

The results obiained here and in the previous Job Club studies may be
more mcaninglul if expressed in terms of the more usual designation of
rate of unemployment rather than of cmploymcm In the present study,
with welfire clients, the “unciployment rate'* was 13% for the Job Club
program alter 12 months vs 41% for the Control programi. Similarly, i
Azrin ct 4, (1975) the unemployment rate was 7 vs 400 after 3 monlhx.
andin Azrin and Philip (in press), the unemployment rate alter 6 months
wirs 5% for the Job Club vs 62% for the comparison progrim. In these
three studies the Job Club cliemts had unemployment rates ol about
onc-third, one-sixth, and one-tenth, respectively. of the Control clicnts.

The results indicate that the Job Club program is feasible and applicable
in & variety of settings. ‘’he citics selected were in diverse parts of the
couniry and were selected by the Libor Department, not by the ex-
perimenters. One was a ghetto area of substantial uncmployment (Har-
lem) whereas another (Wichita) was predominantly white and had below
average unemployment. The counselors were selected primarily by the
ageney, wot by the experimenters, and had no previous familiarity witl
the Job Club methods, All appeared very capable of conducting the Job
Club in the positive and supportive style required, except for one coun-
selor who scemed to hive great difficulty in reinforcing the clients for
their every elfort and relicd excessively instead on instructions and criti-
cism. This incidental observation suggests that additional tritining lor
counsclors might be desirable.

The Job Club method appears 1o be faifly cconomical relative to the
alternittives. Subsidized employment such as in the CETA progiam and
tax benefit programs 1o employers require several thousands, or tens of
thousands, of dollars per clicnt s does also a vocational training program,
Supplementany prolessional testing and counseling services require pro-
fessional persons whereas the Job Club progrim did not require these
services. The actnal costs of the progrim were $167 per placement.,
including salaries, which is a small fraction of the costs for the alternitive
Progrisns,
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‘The success of the Job Chub program has been evidenced by its continu-
ing wtilization and expansion in some ol the states where it was tested. In
addition. the WIN progiam has recently initiated steps lor éxlensive
adoption of this type of program in WIN agencies (personal comnwnici-
tion),

A greal concern al llu. start of this stady was that the required daily
attendance might lead to great tesistance and hardship ol the clients. An
objective indicator of such resistance was the need for *sanctions,” the
method of disqualifying clicnts for nonattendance. The results showed
that such concerns were apparcatly groundless: sanctions were in fact
initiated for a stightly smaller proportion of the Job Club clients than lor
the Control clients (6 vs 8¢4). In general, the clients seemed to accept the
legitimacy of daily atlendance requirement, after a few sessions, as a
condition for the weltive payments, although some did object initially,
largely it seemed becanse of their knowledge that other clients had o
such requirement. Similarly, an initial concern was that second- or third-
generation welfine clients woald be unable and unmotivated to obliin
cmployment. Again, this expectation was fairly groundless in that almost
all clients, even in the ghetto community of Hatdem, obtained employ-
ment. Apparently, the clients had the potential for employment bul had
lacked the continning assistunce necessiry 10 maintain a job-scarch.

Of the Job Club clicnts who were initially selected, 10% reported that
they bad Leer working prior 1o the lirst session vs 5% of the Control
clients on the corresponding date. Such employment should have been
repurted by the client. This greater “discovery' of the Job Club clients’
cmployment may be atributable 1o the incompatibility of maintining
employment while attending the Job Club sessions every day. If so, the
Job Club program provides greater assurance that the wellare recipients
are not concurrently maintaining unreported full-time employment. Simi-
larly, the attendance requirement by all welfare ngencies would preclude
unauthorized aid from more than one agency.

To what extent can the present method be considered a general solution
to the problem of welfire? Certainly upper limits to its success are
imposcd by the stite of the economy and by deliciencies of the job-
seekers, but such obstacles may well hiave been overemphasized. ‘The
previous study with job-handicapped clients (Aziin & Philip, in press)

found that 95% of such chients were success ™l and the present finding of

about Y0% success in Harlem with a 15% uncmployment rate indicates
that both obstacles can be overcome. Many of the AFDC clients were
excused Bom the job-search regquirement inherent in the WIN program
becanse ot factors which seemed to prechude employment, such as medi-
cal o1 psychological probiem, transportation problem, and inndequate
child-care facilities. To what extent might the Job Club program be
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applicable 1o all welfare recipients, including those excmpted under cur-
rent regulations? Vhe present results showed that the Job Club was abont
twice as cllective as the Control procedure in obtaining employment for
the “*voluntiry®' clients who did have this forma basis for excmption.
Similarly, the previous study with job-handicapped clients (Azrin and
Philip, in press) found that jobs were obtained lor 95% of the clients who
were handicapped because of physical, emotional, and other reasons.,
Thesc two lindings support the conchision that all persons might well be
considered cmployable, given that they are provided the means, such as
transportation and child-care, of participating in the Job Club. This view
suggests that all persons, except those having extreme disabilities such as
being bedridden or severely retarded ar psychotic, are employable and
might reasonably be required to engage in the Job Club intensive-type of
job-search as a condition for receiving unemployment or welfare benelits.
Perhaps the job-linding difficulty has been with the nature of the job-
finding nssistance offered and not with the job-secker. If so, a remedy for
the welfare problein would be to intensily the job-finding assistance,
transportation and child-care programs and 1o discontinue the characieri-
zation of persans as disabled or not job-ready and requiring subsidized
positions, lax exemption programs, or indelinite welfare,

Perhaps the present method achieved success for its clients at the
expense of other clicnts competing lor the same positions. Only large
scale application can provide definitive evidence but some evidence exists
that this “displacement'* perspective is nol entirely valid. In Jones and
Azvin (1973), it was found thit only 45%6 of the jobs held by the respon-
dents had been publicly advertised; similarly, the present results showed
that the Job Club clients relicd only slightly on agency-supplied listings.
Rathier, many of the jobs seemed to have been created. or made available
sooncer by the intensive job-search. Evenif no jobs were available locally,
the present method assisted clients in relocating 1o arcas where positions
were not being fitled even in the present period of extensive employment,

Although the present method did not utilize existing types of assistance
such as subsidizing positions (as in CETA or tax benelits to employers),
these expensive programs might usefully be combined with the Job Club
method in future applications. Since funds are never sulficient to provide
such subsidizition for all job-seckers, u reasonable plan might be 1o make
the subsidized positions available only to those job-seckers who have
attended a speciliced number of sessions without success. This type of
strategy would provide intensive assistance to all job-seekers in obtaining
cmployment largely by their own efforts, but systematically provide such
additional assistance as subsidies, tax exemptions, job development, gen-
eral psychological counseling, testing, ete, 1o those who have been unsuce-
cesslul and evidenced genuine need of such services.
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Building the bridge to
employment

Janna Fox and Regina Jones

Manpower ESL courses, in Ontarlo, are sponsored jointly by the
Canada Employment and Immigration Commission, on the federal
level, and the Ministry of Colleges and Unlversitles, on the provincial
level, to provide a maximum of 24 weceks of language Instruction for
newly-arrlved adult refugees and Immigrants who are unable to find or
hold employment because they lack the necessary language skills. The
mandate for Manpower ESL Is very specific: “to remove language as a
barrler to employment.” The question has always been, How, How
does an ESL teacher remove language as a barrler to employment?
How does a teacher connect what happens in a classroom situation
with what Is happening in the world of work? Fow does the teacher
bridge the gap between classroom experience and employment
experlencep :

The Willis College Pre-Vocational, Pre-Employment Module Is a
response to those questions. This paper will discuss Its design,
development and Implementation. Though students work with
vocationally-orlented materlal throughout their language course, the
finsl four weeks focus exclusively on getting a job, holding a job, and
getting ahead on the job. .

Of course, ESL teachers, when first confronted with a Pre-
Vocational Module, may respond as one of my colleagues did: *I was
trained to teach English . . . I'm not a vocational counsellor.” This
same colleague had held four different part-time jobs while attending
university. The first he located at Manpower sworldn in Northern
British Columbla cutting trees): the second he located by canvassing
bicycle shops until he found one that needed a blcycle repalrman with
“no experlence necessary”: the third he found with the help of a friend
(starting as & kitchen helper and later becoming a walter at a
restaurant); the fourth he located In the classificd ads section of the
newspaper (working as a bartender— capitalizing on experlence he had
galned while working In the restaurant). Now, having completed
university, my ESL colleague responded with distress at the thought of
working with the pre~empfoymem module. o

My reply to his distress was that while he was not a “vocatlonal
counsellor,” his work experlence reflected his ability to use the system.

I
52 TESLTALK

Pre-vocational module Willis College

Tell me about yourself|

{Identlfying skills, aptlltudel and experlence|

, " |Writing the résumé|

| Locating Job prospects |
1

\

{Application forms]

Yellow pages Manpower
Classificd ads Walking

{Cetting ready for the inl: :vlewl\
Cultural expectations . '[ Simulated Interviews

onthajob .
Rights and responsibilities , 7

| Preparing the job search package|
| Teacher assisted job search]

Face to face Telephone

He was, therefore, a valuable vocationtal resource for newly-arrived
refugees or Immigrants whe have never faced the Canadian
employment market, and who don’t know how to use the system.

In addition, a background with varled job experience reflects the
“ladder response” to career objectives. Most of us had faltly defined
-career goals when we entered university, In order to attaln our career
goals, however, many of us had to accept employment—often menial
amployment—to survive economically. The Idea of “working your
way" to a career goal by accepting employment outslde your fleld Is an
allen one for many refugees and immigrants. The “ladder response” to
employment goals is a Canadian reality. It Is highly appropriate in the
Canadlan context. What better way of demonstrating the success of the
“ladder response” than to present an ESL class with a lving
exumple—thelr teacherl

The success of the module

The performance report Is submitted at the completion of u course. The
sample form on page 54 was selected for the following reasons:

1. The ratio of males to females Is Indicative of the ratio as a whole.
(Generally there are approximately § males for every 2.5 females
overall.)

2. The students listed are adicative, as well, of the wide range of
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educational and employment backgrounds of students sponsored by

Manpower for language Instruction:

) student 1 had an excellent ediicational background with no

work experlence. His career objective was to continue studying

electronle engineering on the university level. He accepted two
part-time jobs (unskilled) (at present he is a full-time student at
the University of Ottawa; he continues to clean part-time at the
library—~see “ladder response.") . :
students 2, 3 and 4 had marketdble skills and good work
experlence. They found employment In their skill areas.

students 5 and 7 had little or no educatlonal background, and no
marketable work experlence. They were older than most of the
other students (48 and 52 respectively). They both found work

In restaurants, the latter being fortunate enough to locate a job

which provided him with training as a cook.

student number 6 had bath an excellent scademic background

(university-level course work In accounting) and good job

experlenco is a bookkeeper In his father's business. He found a

job first as an assistant cook. (At present he Is the assistant

manager at this same restaurant and s dolng all the
bookkeeping-see “ladder response.”)

3. These students completed their course ori December 10k, They
were all able to find work In spite of the seasonal problems
associated with finding employment In December.

4. These students were part of the Influx of Indo-Chinese refugees. It Is
'nteresting to note the kinds of employment they were able to find.
The overall effectiveness of the Pre-Employment Module Is

demonstrated by the following statistics which summarize the

employment informatlon taken at the completion of ESL courses.

Note particularly the column titled “Employed at time of
graduation.” We view this percentage us the mark of success of the Pre-
Vocational Module. It Is Interesting Lo note as well, the ability of
Immigrants and refugees to find emproyment even during very difficult
seasons (e.g., completion dates: January 1080; December 1080).

Though these statistics are based on the employment status of a
student the day he completes his language training, three-monih
follow-ups indicate that all but a fraction of a percentage point of

- b)

d)

" students find employment withia three months of completion of their

ESL course.

-
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A breakdown of past student enrollment by employment status at graduation

Total Employed employmaent at o::ngmpby-
e a .
Courne sudents time of Continuing time of ment at timeof | No information Unable to
dates graduated ; education graduation graduation eoailable complete course
—_ % of % of % of % of % of % of
Ne, total | No. total | No. No. total | No. total | No. total
Nov. 76
May 77 2% 2 80% |1 4% 4 18%
6HO30F003
June 77
Nov. 77 25 20 BO% |1 4% | 1 4% | 3 12%
7THO30F002 e o°
Nov. 77
May 78 ] 17 68% |1 4% | 1 4% | 5 20% | 1 4%
| THO30F001 ) (18)*
June 78 .
Nov. 78 25 19 76% 2 8% | 4 18%
8HO30F001 ® .| @
Nov. 78
May 79 28 23 82% 5 18%
B1030F00) | intake25*° | (8)° (33)°
Jan. 79 -
June 78 2 17 85% K] 15%
81030F002 *}. s | (@s°
April 78
Sept. 79 27 19 84% 3 11%] 5 N 19%
91030F00] | intake20® | (16)° | (70)
TOTALS 175 135 | ™% |3 2% | 14 8% | 2 12% | 1 1%
“45° | (33)° N

A breakdown of past student enrollment by employment status at graduation

Actively seeking | Notactively
Total Employed at employment at | seeking employ.
Course students time of Continuing time of mentattimeof | No information Unable to
dates graduated graduation education graduation graduation svailable compiets course
% of % of % of % of . % of : % of
No. total | No. total | No. total | No. total | No. total | No. tota]
May 78
Oct. 79 Serviced 20 | 15 7% 4 20% 1 5%
91030F002 | Intake20 | (12)° (60%) - ) ese
Ang. 79 ol N R
Jan, 80 Serviced6] | 38 62.5% 6 10% 10 165%| 5 8% g N 2 3%
01030F071 | Intake80 | (8 | (13%) ' :
Oct. 79 .
Mar, 80 Serviced 82 | 45 RE% | 2 35%| 4 65%| 6 95% | & 8%
91030F004 | Intake60 | (3) 5%)
Dec. 79
May 80 Serviced41 | 31 T8.5% I 25%| 6 45% | 3 | 7.5%
SHO30F001 | Intake40 | (13) | (@2%) . i .
Feb, 8D . < - .
July 80  Serviced 88 { 68 TI8% 5 55% | 7 8% | J 3.5% 5 S5%
81030F005 | Intake80 | (D) 10.2%
TOTALS | Serviced 272 | 187 2% | 8 3% A 9.%| 24 2% | 11 4% | 8 3%
Intake 2680 | (45) | (16.5%)
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Tell me about yourself e

This Invitation Is often given by prospective employers once you've
filled out the application form and made It past the reception desk.
This Is “the Interview” and It's crucial to make a good Impression,
Native speakers often lose thelr composure In this situation. Imagine
how much more difficult this is for newcomers, After only six months

15

“e’a \t w w ® of language training, they are abtuptly Introduited to an employment
" v M - - market where they have no network of friends, relatives or references,
and where they must cope with an employment system and a set of

. 'g cultural do's and dnn’ts alien to them, - BRI
s | 2| o X ~ ~ B So this friendly imperative "'Y'ell me about yourself* seemis to require
= [ that they bare ti\'elr souls td a person they don't know, In a IanFuage
5 ‘8‘3 S w i ® g they are not secure in. How should they answerP This Is definitely not
-E‘ES' w = a a the nioment to panic, look at the toes of one’s shoes and mumble,
i | “Thank you very much” or *I don'’t understand.” For this reason we

2| w ] 2| |

usually begin our vocational module by giving our students a model
paragraph as a gulde, and they first write and then tell the class about
themselves. Of course they have been dolng this in bits and pleces from
the day they entered Willis College but the responss at the interview
should be well planned, brief and appropriate to the situation, l.e.,
what Interests the employer and what the student has chosen to tell.
about him/herself. : S :

Experlenced tradespeople, techniclans and professionals know their
Interests, aptitudes and skills, New workers, young or mature, tend to -
be modest about thelr skills and often dor't recognize as experlence
such activitles as repairing blcycles for friends, caring for il elderly
grandparents, helping out in the family business, maglng clothes for
self and famnily or helping to build temporary housing in a camp.

Ouir stud=nts are very surprised and become much more confident
when they look at the list of useful tasks they have performed. So when
they say, “I don't have any cxperience—how can I get a 'ouP”, we
answer, "Look at all the things you have done, the respon Ii)llity and
znlll'utlve you have demonstrated. That’s Important to an employer
00."” - '

“I will do any job,” Is a phrase to discourage. It's not enough to be
willing. Along with interests, skills, aptitudes, and experlence, it’s wise
to be aware ogthe kind of environment where you function best, and to
recognize your physical limits. Even at a low entry level this is
lm‘por(ant. An 85 1b. person who can't stand nolse should think twice
before applylog for a job In a student pub or & hotel kitchen.
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campletion date.
** Because of advanced level of language capability,

the program.
©*¢ For reason of bealth, pregnancy, etc. ..
***¢ Percentage based on thase looking for work. Does not include those students who were

A breakdown of past student enrollment by employment status at graduation

gr—c ) 8 , =
§ g§%§ 3 g g._: 2 gqﬁ’i_ Writing the resume ,
g g <&léa ? S :-s-.g 30 ?:J At this polnt, we are ready to Incorporate all the Information regarding
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work experlence or educational quallfications Into a resume. At Willls
we have a form which the students use. It Is concise, makes the most of
any related experlence for new workers, and serves as a reference sheet
and gulde for those who wish to present a more detailed resume. The
actual writing of the resume doesn’t take very long if the students have
completed the first steps of the Pre-Vocatlonal Module. When the
resumes are In thelr final form, they are typed and returned, with
coples, to the students. '
Once these three profects are compleled we can proceed to any of the

. - [
remaining ones. The order in which they are presented and how much

time Is spent on them depends on the level of the class and the
preference of the teacher. Usually we are working on two and
sometimes three at the same time, during different J)erlods of the day.
The order In which the steps of the Module are discussed here Isn't
necessarily the order in which they are presented with every group.

r

Locating job prospects

At Willls we concentrate on four ways to look for jobst newspaper ads,
the telephone book, Manpower and walk-ins (knucking on doors).

Use of the telephone books Using the telephone (and the directory)
have been Introduced earller In the course; they are now used for the
specific purpose of locating potential employers. If the class language
level Is low, we begin with an exercise In aiprnabcuzlng a list of names.
With other classes we would begin with the telephone book itself. The
way to use the white and blue pages s demonstrated and students are

glven varlous names to look up. It Is the yellow pages that we

concentrate on. Index, categorles and sub-headings are explalned —
then a practical assignment Is glven. For the rest of the vacational
erlod t?m yellow pages are used (together with a clty map) to locate
usinesses that might need another employee; e.g., a barber will make
a list of shops to telephone, cr call on. e can do this by area, checking
all the shops I the east end of the city foi example, If ho lives there,
before applying for a job In the west end where he/she might spend a
long time getting there. When you still have difficulty in lalidng it
really Is a good Idea to let your fingers do the walkingl
Use of l%w classified ads: Job vocabulary sheets are the Introduction
to the newspaper. Counter-man, short-order-cook, “be your own
boss,” experlence an asset but not necessary. These terms and many
others need explanation before the students can tackle the newspaper.
Then we take the newspaper Itself into the classtoom — find the table
of contents on page | — turn to the classificd ads page — look at the
Index and become famillur with the different hcaJlng numbers, e.g.,
J86 — Nestaurahts, 103 — Construction. We present a paste-up of
actual job ads along with an exerclse, e.y., §24 what (s the job, do you

60 TESLTALK
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' Manpowert

need experlence? How 1o Joll apply? Whom do you ask for? Follow
this up with a class set of hewspapers liitd do an oral quiz. Examnple:
lock at page 73, column 2, 4th ad down — what's the jobP Do you need
experlence? Or — find heading 200. What kiinds of jobs are advertised?
From here on newspapers aro ast Integral part of each day.

We comb the ads for sultable jobs and follow them up by phone or In
person. Reports on how It went are talked over In class. There Is na
substitute for the real thhig. Knowing that their teachers and
classmates are rooting foi them takes the edge off the panic. Students
need this assistance from us before they can do it alone. (I'd need itin a
strange country, wouldn'tyou?), : v+ 1
A famlllar \naine to all our students, but as the -
Employment Centre it assumes new-sigilflcance. A representative
from Manpower Is usually luvited to speak tb the vocational classes to
explaln C.E.C.'s services and to atiswer stidents’ questions. We follow
up on this by taking the students to the employment centre, locating
different categorles on the job Information buards and picking up
application forms which we il but In the classroom. We qu glve the -
students a facsimlle of a Job desorlption and a job request form. We
talk about it. Wedo it, oo, ¥

Knocking on doors or ibalk-Ins: 'This Job-search technlque Is really
terrifying to many of our students, It seems presumptuous to them to
walk In and ask for work, but It has been prpvaJ one of the most
cifective methods of flmllng, employment; It takes courage and
confldence to walk inta an office or restaurant you've never seen belore
and use the new language to ask for employment. That confldence Is
something we can help them acquire through classroom practice and
actual ¢xperlence as an assignment while still sheltered by the school.
Getting the job Is not the miln objective at this point. Getting the
experlence Is. The first students to try this technlque are heroes. “How
did It goP" “Were you nervous?” “Did they underste.nd you?” “Did you
get an application form?" The student s usually surprised and pleased
that he/she survived. The next time will be easler — confldence has
been galned. ‘That was the objective, =+

Ay Al .

Application forms

Learning to fill In application and TD1 forms Is tedlous but of
tremendous Importance. The lovel of the cless determines the number
of forms presented and the amount of time spent on them. We begln
with the basic form from the Introduction to Canadlan English Bk, 11
workbook as a review — first name Christlan name, last name
surname. These are easy for us but can be confusing to students. The
resutie fs a good Information sheet to refer to when faced with a
detulled form such as those from Towers or Mitel. Forms such as these

Bridge to employment 6}



request alot of Information. The content, the vocabulary, the
abbreviations and the reasons for some of the questions all nced to be
explalned. We present the form on an overhead first, go through it step
by step, and then each student completes his or her own application
form. It’s time consuming but It’s worth ft. Once out of school the
students must be able to do this alone.

Cetting ready for the interview

The soclety you are born Into you iake for granted. You respond to its
demands coufidently and automatically. Once you enter a different
culture all this changes. You can't rely on Inborn responses. You inust
learn the new rules as quickly as you can.

We aro & multicultural soclety but we are also a North American
Western soclety and where work Is concerned, we have a falrly rigid
code of behavlour. Qur soclety expects us to be on the job and on time
every day, to call in If we must be absent, to give notice If we are going
to quit,

In some cultures fatigue Is an acceptable reason for belng absent; so
Is a visit from an out of toewn friend. 'Thne s not so important. If you're
20 minutes late for an appointinent t’s not a disaster. To people from
these socletles we must appear to be obsessed by time. They know we're
obsessed by the wenthetrllowever — to succeed on the job here, they
have to adjust to our standards. As teachers, we have an obligation to
help them adjust. '

Cultural expectations on the job
In our program we discuss rights and responsibilities, appropriate

dress, grooming, employer/employee relationships, minimum wages,

overtime, benefits and deductions. Talks by members of the
community on subjects ranging from consumer affairs to
apprenticeship traluing and the job Interview are provided by the local
iminigrant service groups. '

Simulated Interviews: we listen to themn and we produce them — we
have "questions you may be asked” and “questions you should ask.”
Everyone Intervlews sveryone else In the class — they really know each
other by the end of the four weeksl The responses should be automatic
by the end of the four wéeks.

IR L]

Preparing the job search package

All students are provided with a manilla envelope. Inslde aret & bus
route map, four coples of thelr sesutae, several completed application
forms (including o ‘YD 1 form), and un emergency telephone number to
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call if assistance Is needed. 'Mt_ai:hi:d 'to' the envelope Is a *“Job Search ‘
Record.” This form is filled in by students as they are looking for work.
It is a record of thelr effort fo get employment. ‘The “Job Search

Record” consists of the follow headingsi .. . .

ot ...'"j,'"‘-. L

Posltlo;;-" Nameof: ’Addré&sls . Tels Numnber
Date Applied for Company "~ - . :

. Approach e
Used Y Coments” - Ui
(e, "Walk-fn” " TR S
Class Ad Telephone ~ * " - oo o 2, 2ol 0

Now, the students are ready td go. Most of thend &an do It alone, but
some nay need & lot of help . particularly if they have never worked
before or if thelr language reV'e‘ Is lowi As teachers we are prepared to
comb the ads and phone factotlés and businesses to lay the groundwork
for an Interview. 1f necessary we'll go out to a shopping centre with
those who lack confidence and wait while they apply at different
stores. Sometimes we accomnpany a student to an interview. This Isn't
coddling. It's a worthwhile Investment bf timie that really pays off. We
know that it does. We have the statistical evidence of its effectiveness
and, more importantly, we have the visits, telephone calls, and letters
of former students who hre nd\".v tontributing niembers of their new
country. ' oo . .

NOTE: A list of vocaticnal’ r(ésdurc&‘ iised to “dévelop the Pre-
Vocational Module is available upon request fromi Janna Fox, Willis
College ESL, 177 Nepean Strcet,.pt.ta\.va, Ontatlo, K2P 0B4
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For the dale the next Job Club
FOR OLDER WORKERS

starts—or for more information—
wrile or call one of the following:

|
l
|
‘ Operation ABLE ‘
‘ Job Club Counselor ’ '

|

|

36 5. Wabash - Koom 714
Chicago, Il. 60603
782-3335

South Suburban Council on Aging
Job Club Counselor
15300 Lexinglon
Harvey, Il. 60659
~ 333-4988

Jewish Vocalional Service
, Job Club Counselor
! 2020 W. Devon
| Chicago, Il. 60659
! 761-9000

i

‘ ; ) N T e ey '

South Austin Job Bank [ _.—] x'
| |

:n Job Club Counselor
b 5082 W. Jackson

Chicago, li, 60644 W@ Wi:u, l]@lp

f [ ﬁ e }fﬂu dﬁm!@p
- “EQBF UR job-finding
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Whul Is Iob Club?

VWhat Job Club Will Do For You.

[ LA i} B WY v
. - [ ‘e . R S . -

Job Club is an intensive job search pro-
gram for people 85 and older who are
looking for full-time or part-time

employment.

In this program, job seekers spend
part of every day:

¢ obtaining job leads

¢ contacting employers

* practicing interview procedures
® going on interviews

¢ helping each other

You will learn and practice up-to-date
job-finding skills from trained coun-
selors.

As a member, you can continue in lhe
club until a job is found.

Job Clubs meet 2-3 times per
week—for schedule, contact one of the

Job Clubs on the back of this folder.

——— KV pepey vy voy
. . i
. o em e e ee [ [T ..!
.

e Help you {ind job leads.

* Provide you with interview training.

* Provide a telephone for your use in
actually calling employers.

* Provide typing and photocopying ser-
vice for resumes and letters.

* Provide newspapers, telephone books

and lislings of job openings from many
sources.

- @ Provide you with specific statements

you should make on the telephone
when asking about a job.

* Help you to write a resume of your job
qualifications.

® Assist you in writing to people about
jobs.

* Provide a work space where you can
write letters and make phone calls.

® Provide you with a counselor who will
hegp You every day until you have a
jo

® Provide you with continued help if you
xetum alter havmg lost a job.
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JEWISH VOCATIONAL SERVICE

JEWISH FEDERATION BIIDGET PRESENTATION
1983-84

PEOPLE SERVED
JO8 CLUB

The Job Club, a new concep. in job seeking development in the late 70's, was initially aimed at
serving the economically disadvantaged public aid recipient in a self-help framework to help
himself find employment, The technique operating in a group setting, offers motivational
resources and support to the job seeking participant who quickly recognizes he/she is not alone
in trying to find a job. JVS has expanded the use of this self-help approach to other groups
including the middle class unemployed, the senior adult, the handicapped, and the refugee. The
success rate of clients securing jobs has been remarkable, ranging from 50-80%. Clients
participate in an intensive job seeking process, using the skills of the JVS staff and the
resouces of the agency available to them. JVS is now working with the JFCS and JCC in expanding
the support systems needed by menbers of the Job Club, dealing with issues of financial stress,
family pressure, and physical as well as mental trauma. Over 400 clients will be served in Job
Clubs this year. JVS hopes to expand the availability of the Job Club to others in need of

employment.,




BIBLIOGRAPHY OF SELECTED RESOURCES
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Workshop participants evaluated a wide variety of materials that were relevant to job-seeking
instruction. Their reviews are found on the following pages.
All materials are housed in the NEC library,

Readers wishing to know the materials should call
the library at (312) 870-4113,

o1
S~
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BIBLIOGRAPHY OF SELECTED EMPLOYMENT-RELATED MATERIALS

Instruction Camponent
Job Cultural Jab Job | Telephond Job Job
Title, Author, and Publisher Club | ESIH Comparison | Readinesq Researc Use Searh survival

CAREER OCOUNSELING MATERIALS AND TECHNIQUES
FOR USE WITH VIEINAMESE, P. Katz, San Josqd X X X . X
Community College Dist,

A CURRICUIMM GUIDE FOR PRE-EMPLOYMENT X X X X X X X
SKILLS, State of IL

DON'T GET FIRED (13 WAYS TO HOLD YOUR J0OB), X X X
Anenih, Janus Book Publishers

EMPLOYABILITY SKILLS - CURRICULUM PRQIECT X X X X
VOLUME I and II

ENGLISH THAT WORKS, K, Lynn Savage, Scott X X X X X X X
Foresman and Co.

FORMS IN YOUR FUTURE, M. Goltry, Learning x | x X ' X
Trends

FUNDAMENTAL FORMS SKILL TEST, Special X X X X X
Service Supply

GETTING AND HOLDING A JOB, B. Schneider, X X X X X X
Frank Richards Publishing Co., Inc,

GETTING READY FOR PAY DAY, M. Hudson and X X X X
A. Weaver Major, Frank Richards Publishing
Co., Inc,

GETTING READY FOR PAY DAY, PART 2: SAVINGS X
AOQCOUNTS, Hudson and Weaver, Frank
Richards Publishing Co., Inc.

GETTING READY 10 WORK, Text-Workbook, X X X X X
J, Mchugh, EMC Publishing

-29

91

)




2iBLIOGRAPHY OF SELECTED EMPLOYMENT-RELATYFD MATERIALS :

Instruction Camponent
Job Cultural Job Job | Telephond Job Job
Title, Author, and Publisher Club | ESI] Comparison| | Readinesd Researct Use Searchl Survival
GOOD WORKING HABITS, Dr. Mulvey X X X X
(Bducational Publishers/Program for
Achievement in Reading)
HOW TO FIND A JOB, Dr. Mulvey, (Educational X X X X X X
Publishers/Program for Achievement in
Reading)
ITS ALL IN A DAY'S WORK, Draper & Suther, X X X X
Newbury House Publishers
ITS UP T0 YOU, J. Dresner, et.al., X X X X X X
Longman Publishers
JANUS, JOB INTERVIEW GUIDE, A. Livingstone, X X X
Janus Book Publishers
JANUS, JOB INTERVIEW KIT, Tew & Tong, ' X X X X X X
Janus Book Publishers
JOB ORIENTATION UNIT: ENGLISH VERSION, X X X X X X
Wasselius, et.al. Wisconsin Board of
Vocational, Techn__al, and Adult Ed
JOB SEARCH, L. Locketz, St. Paul Public X X X X X X X
Schools
JOB SEARCH/ESL, G. Crabtree, X X A X X X X
Black Hawk College
MY JOB APPLICATION FILE, C. Hahn, R. Tong & X X X X X X
R. Jen, Janus Book Publishers
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BIBLIOGRAPHY OF SELECTED FMPLOYMENT-RELATED MATERIALS

Instruction _ Caomponent
Job Qultural Jab Job | Telephond .Job Job
Title, Author, and Publisher Club | ESI| Comparison| | Readiness] Research Use Searcly Survival

CCCUPATIONAL SAFE1Y, Dr. M. Malvey, X X
(Bducational Publishers/Program for
Achievement in Reading)

OCCUPATIONS 1, C, Blakely,Bd., New Readers X X X X
Press

OCCUPATIONS 2, D. Schroeder, New Readers X X X X X X
Press

PROJECT LINK APL/ESL PROGRAM: VOLWME 3, X X X X X
H. Alkasab, et,al. Kishwaukee College

SURVIVAL SKILIS WNITS, Mjirheid, (IL Office X X X
of Education)

SOCIAL SECURITY, Providence Adult Fd Dept. X X X

13 WAYS TO HOID YOUR JOB, D. Anema, Janus
Book Publishers

TIMGOCARDS, PAYROLLS, CHECKS AND BANK X X X
STATEMENTS, New Jersey

IWENTY TRADES TO READ ABOUT, Dr. Zanzibar, X X
Vocational Technical Curriculum ILab,
New Jersey

UNIONS, Dr. Mulvey (Educational Publishers/] X X _ X
Program for Achievement in Reading)

USING THE WANT ADS, W, Jew & C. Tandy, X X X X
Janus Book Publishers i

St ~f»
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JOB CIUB CURRICULIM
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Participants divided into groups and brainstormed cbjectives for the job club. They also
identified the prerequisite cultural information and language skills that students should have,
The cultural information should have been taught in Cultural Orientation classes and the
language in the Pre-employment ESL classes. Students who have the prerequisite language and

cultural information are ready to successfully learn the job-seeking skills taught in the job
club. .

-33-
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JO3 READINESS

Job Club Clients will be able tos

Prereiﬁsite Qultural Toplcs

Prerequisite Langquage

1. Express clear expectationa of the
job club

State the purpose of job club

Realize the laportance of independent
activity

Express expectations

2, List their skills

Compare skills fram native camntry to
job skills '

Identify skills, tools, materials
and machines for different jobs

3. Assess and list stranyg and weak
points which begin the process of
developing speclfic job goals

Discuss cultural values

Be assertive and aggressive as needed

Describe attitudes and qualities
of selves and each other

4. State what kind of job they want

Bulld a concept of informed cholce
and decision making

Specify job wanted in enmloyer's
terms

Vocabulary -~ job titles

Jab titles

Ny




JOB READINESS

ﬁio_b Club Clients will be able to: Prerequisite Qultural Tupics Prerequisite language
5. Asaist and coordinate their 8ocial service availabllity

individual needs with the job
goal (salary, school, day-nite) Salary expectations

6. Link skills, interest and trainind bDiscuss simlilarities and diE£ferences Identify skills, tocls, materials,
to appropriate job openings of people's past Jobs and possible and machines for different jobs
skills
7. Use several ways to Eind a job Coipare ways of getting a job Read ods3, alphabetize

Flexibility - uge more than one method Read maps

8. Fill wut an applicatlion Definition, purpose and content of an Write backgraund {nformation
application

‘ £




JOB READINESS

Job Club Clients will be able to:

Prerequisite cultural Topics

Prerequisite Lanquage

9, Write a resume and cover titles

What is a resums - purpose, length,
timeliness

.

Describe education and work history
specifically and concisely

Write a cover. letter

10. Get references

what is a reference? Why do we need it?
How many?

Request assistance and specific
information

11. Explain benefits, campensation,
unlon teoms, pension plans

Purpose and linportance of keeplng
records

Read check stubs and identify
deductions

Payroll vocabulary necessary for a
worker

12, Read a map

Use publlc transportation

Concept of diatance and time and money

tiow public transportation works

Ask for directions

Send a schedule, map

..36...
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JO8 READINESS

Job Club Clients will be able tas

Prerequisite cultural Toplcs

Prerequisite Langquage

13. Demonstrate effective interview
behavior and presentation skills

Campare interview behavior in their
native country and U.8.

Purpose of interview/dealing with
enployer cholice and values

reetings,

Interview vocabulary;
interests

enploymnt history
Request information about the fob
State personal goals

14. Keep job search records

Importance of documantation

Need to organize and follow up in job
search activities

Concept of functioning independently

Names
Dates

Mrbers

-3 -
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RESEARCH

[ Jab Club Cllents will be able to:

Prerequisite Qultural Topics

Prerequisite [anquage

1. locate appropriate industries and
tools (Use the Industrial Guide,
etc.)

Matching skills to industry

Specific job goals

Awareness of skills

Iransportation system

Read job duties
Terms and abbreviations
Read maps

locate information in telephone book

2. Use several methods to find jobs

Necessity of using mary cesaurces

Independent gearch

Biployment terms and abbreviations
Pescribe their skills and experience
Alphabetize

Synonyne for specific jobs

Kinds of work

Titles

3. Use yellow pages and want ads

Vocabulary ~ classification of
industries and services

leons and abbreviations

Alphabet

...38...
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| RESEARCH

Job Club cﬂats will be able to:

Prerequisite Qultural Topics

Prerequisite Lanquage

4. Write a resume

Speclfy experience and skills

Note times involvad

Describe gkills

Decribe work experience and
background

5. List and use selling techniques

Positive assertiveness
Praud presentation
Appearance

Body langquage

Descxibe one's skills and experience

6. Get references

locating individuals who will give
positive references

Asking for same

Requesting assistance

7. Plan job search

Need to plan and schedule time for task

Bploywent terms and abbreviations

Vocabulary - kinds of work, job
titles, and synonyms for specific
jobs
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TELEPHONE USAGE

Job Club Clients will be eble to: Prerequisite Qultural Topics Prerequisite Lanquaqe

1. Call a company to give and get Need to assert onegelf Introduce gelf
information about jobs
Need to be direct about subject of call | Give information

Approximate tine to call Resgond to and anticipate questions
and caments

Persistent procedures and manners .
Ask for the appropriate person
Infonmation

Ask for appointment

Ieave mesgsage

Respond to changes in agenda (script)
for positive results

2. Identify their miatakes Value of constructive criticism | alve specific criticiam
Others mistakes and correct them Accepting other's opinions
‘ Performance criteria

Value of mistakes
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JOB SEARCH

Job €Club Clients will be able to;

Prerequisite Qultural Toplics

Prerequisite Lanquage

papers under different titles

1. Have a specific job goal Availability of different options to Vocabulary of job titles and skills
people with similar skills
2. Assess appropriateness of a job Realistic expectations of entry level Vocabulary of job titles and skills
opening for each client in the jobs. An entry level job is not
class forever
3. Use various methods to find a job Explain the varlous resources for Read want ads and yellow pages
finding jobs
Alphabetize
Vocabulary of ads and enployment
service
s Ask questions about job openings
4. Find job openings in newspaper Possibility of finding jobs in news- Alphabetize

Reading want ads

Vocabulary of job title and skill
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JOB SEARCH

Job Club Clients will be able to: B Preregisite Qultural Topics rerequisite Tanquage

5. Write a resuma Inportance of personal and work history | Resume format and vocabuiary
. . and background and numes and dates

Describe their work history and

Brployers reactlons to good or bad backyraand

reswna

6. Contact the right person for a job Structure of Lusiness and organizations | Names of job titles and their
(personnel office, etc. ) reaponsibilities

Ask questions about job openings

Request to speak to certain
individuals

7. cCall at’ appropriate times Know office haurs Ask for information about jobs

Ask an individual about. the best timd
to call and discuss a job

8. Set up an appointment Inportance of having an appointment Introduce thenselves
{not just showing up)
Ask questions about job
Assertiveness

Make an appointment

Dates and times

~42~ .
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JOB SEARCH

Job Club Clients will be able to:

Prerequisite Qultural Topics

Prerequisite Ianquage

9. Follow up a job contact

Importance of perslstance, assertive-
ness, and timing of £ollow-up

Introduce themselves

ask questions about jobs

10. Get job leads for others

Cooperation helps the individual

Ask guestions about job openings

11, show up at an interview

Importance of being on tima

Time and calendar

12. Obtaln and bring inportant
documants to an interview

Importance of docwnents In this country

Read salient information on
doaments

—-43~
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JOB SEARCH

Job Club Cllents will be able to;

Prerequisite Qultural Toplcs

Prerequisite Lanquage

13. Ask questions about company
policies In an interview

Assertiveness

If they don't understand, they shauld
ask

Ask questions

14. Send follow up letter after
interview

Importance of specificlty and brevity
in letter

Selling your good points to,campany

Write a letter expressing interest
in the job

15, Ask for a job at the close of an
interview

Need to be assertive

Ask questions for information

16, Keep records

Importance and necessity of records
and noting specific information

-4 4.... e~
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JOB SEARCH

[ Job _Club Cllents will be abla to:

Prerequisite Gultural Toplcs

Prerequisite Lanquage

17. Support each othes

Supporting cthers will help each
individual

Describe emotions and reactions

| VIR

Planning actlong {n advance

G

~Z

18. Coach each other and provide Thig behavior helps the cllent - Jawving directions
positive reinforcement to each especially meeting with different
other ethnic groups Provide poagitive reinforceament
19, State the fnportance of keeping e individual benefits from sharing Sumarize and describe events and
repart and sharing results of information actions
activities
20. Be jpunctvail Inportance of being on tim Time




JOB SEARCH

Job Club Clients will be able to; Prerequisite Qultural Tcplcs Prerequisita Ianguage
21, Get supgort of friends Stress that an unemployed person needs Ask questions of "American® friends
encaurageament .

Get support of families
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JOB SURVIVAL

Jcb Club Clients will be able to:

Prerequisite Cultural Toplcs

Prerequisite Ianquage

1. Be responsible: (Punctuality,

Punctuality ia essential in America

Time

2. Explain vayroll system and benefitg

conplicated in the U.S.

BEnphasis on acocauntability

appearance) as well as appropriate appearance
Follow instxuctions
Mike a schedula
Balary and wage structure la Math skills

Vocabulary for paychecks and other
related formg

3. Follow conpany procedures and
requlations: Tardiness, Safely,
sick days

Capitalistic systan is more demand!ng
on the company procedures

h

Vocabulary - Safety signs and
languaga, etc.

Call in aick
Explain tardiness or illness

4. 1ldentify rights of worker Appropriate ways to use various and Conpletion
numerous Institutions and agencies
avallable Request lnformation
S
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JOB SURVIVAL

Job Club Clients will be able to:

Prerequisite Cultural Toplcs

Prerequisite Lanquage

5. Ask for help on the job

Ask supervisors and enployers
questions

Questloning is expected and practical

Request assistance

JAsk for clarification

6. Maintain good interpersonal
relationship on the job

Value of: open comunication, team
work, and free canpetitican

Initiate and maintain a conversation
on social topics - “small talk®;
Anerican sports, etc.

7. Understand American slang and
and use workplace idiam

Importance to realize there are more
similarities than differences

Speclfic vocabulary

8. Make a plan for upgrading

Upward mobi lity

“'4 8"’ 1y




SAMPLE LESSON PLANS AND JOB CLUB CODE
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LEARNING ACTIVITIES

The facilitator led a discussion of various types of learning adtivities which can be used in
job club instruction. The procedures and participant camments regarding the advantages and
disadvantages of the activities follow. Also included is a handout describing the various types

of questions which can foster discussion in the job club.
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LEARNING ACTIVITIES

Activities Procedures Commentg
1. Lecturette l. Give information Mvantages: Refugees are used to it
2. Check comprehension Essential for setting the stage
a. Closed questions Disadvantages: Passive
b, Open questiona ‘ Overused

Must develop conprehension
1. Questions to ask
2, Can be lengthy and boring

2. Demonstrtalon 1. set the task Avantages: See others do task
2. Denonstrate Iearn by imitation
3. Demnonstrate with the participants Disadvantages: May feel uncomfortable
4. Participants demonstrate alone Refugees may not take it seriocusly
or may not be willing to participatd
3. Role-Play 1. Introduce Mvantages: Active, motivating
2. Give specific information Disadvantages: Can be threatening
3. Select players or ask for volunteers Students may not take it seriously
4. Keep the role-play going. Interrupt and see the relationship to real
if necessary life
5, Conclude and discuss Hard to control
Needs planning
4. VFormal Brain- 1. Introduce the task Mvantages; Active participation of everyone
stouming 2, Participants each have a turn until
all pass Disadvantages: Students wust be trained in
3. Pparticipants clacify procedures

4. Participants vote as many times as
they want on the itans

5. Participants discugs and lobby

6. Participants vote - 1 person, 1 vote

5]~
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1.

DISCUSSION QUESTIONS

A Closed Question*

The advantages are that it can focus discussion on a specific point. We can check whether
or not the student understands the content. The disadvantage is that it may limit
disucssion by discouraging expression of attitudes related to the topic.

A Open Question

The advantage of this is that it stimilates thought and makes people want to give opinions.
It is a good way of getting ideas out in the open for the group in discuss.

A Redirected Question

Focuses attention away from the teacher and returns the responsibility of prdblem-solving to
the group. When a student asks a question it is sometimes a good ideas to ask someone in
the group to answer it. A disadvantage of this technique is that the person to whom the
leader redirects the question may not be prepared to answer it. Discomfort is a more likely
result when the redirected question is also a closed one that demands a factual answer.

Exercise

Identify the open, closed and redirected question.

l. ___ Wwhat shoudl a resume include?

2. ___ How did you feel after your job interview?

3. ___ What kinds of problems did you have in making today's phone calls?

4. __ VWhat welding companies are located here?

5. ____ Nghia wants to know how long it will take to find a job. What do you think?

75
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SAMPLE LESSON PLANS

After the curriculum was developed, participants turned their attention to lesson planning, The workshop
activitiy consisted of first identifying various learning activities. Then participants commented on the
advantages and disadvantages of each. Finally a group of participants designed three lesson plans using the
activities which were discussed. '

While one group of participants wrote lesson plans, a second drafted a job club code. The handouts, discussion
summary, lesson plans, and code follow.

(i~
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JOB CTB LESSON

Students will be able to: FOLIOW PROCEDURES WHEN LATE OR ABS T

Activity _ Teaching Steps
1. biscussion Agk: What do you think is a goad reas'ons for not coming to work?
2. Demonstration 1. Teaching Assistant calls teacher

Teaching Assistant calls in sick
2. Students (with Teaching Assistant's help) call in sick

3. Evaluation Student calls teacher

Call in late - car broke down

Baby is sick

Baby sitting arrangement

Emaergeiicy (personal)

Got lost

Death in the family

Accident - car, bus, el

» Unexpected - go to traffic cairt, etc.
9. Heavy traffic

10. Flat tire

11. Snow - can't get out of drive, etc.
12, Transportation delay

4. Vvariations

OO N e b N
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JOB CLUB LESSON

Students will be able to: FOLIOW PROCEDURES WHEN IATE OR ABSENT

Activity Teaching Steps
1. Discussion Ask: What do you do if you are going to be late?
2. lecturette State the purpose of the lesaon
3. Lecturekte - 1. List appropriate procedures

Phone calls - foreman

Tima - 2 hours before

What to say for exaiple
Sick/tardiness policy

Medical excuse

Effects of frequest {1lness/tardiness

4. Bvdaluation 2, Ask coiprehensive questions

How do you know who to call?
When should you call?
Yhy should you call?

5. Discussion Ask: What are examples of excuses that you should not vse?
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JOB CIB LESSON

Students will be able to: READ A MAP

Activity ) Teaching Steps
1. Read a map Ask: What maps have you used?
2. lecturette 1. Explain what the lesson is all about

2. Explain the area the map covers

3. Demonstration Show a map
1. Select a destination and explain how to get there
2. Select another destination and group explains

3. Teacher gives destinations. Students select and explain how to
qet there (palrs),

4. Evaluution Student glves direction
(Student - Graup and ‘leacher Asscsgsges)

(Student - leacher)

— — e e
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JaB CIUB CODE

After interviewing each student, the teacher should make a list of camon student expectations about, the job
club. The list should be presented to the class on the first day and the teacher shauld ask for verbal
agreement about the code. The list should be displayed prominently.

NOTE: Some items in the code may be negotiable, while others are not. Compramise items may be: starting
time, ending time, swoking manners during class.

However, the following are the basic non-negotiable camponents of the code.

1. Expectations of the purpose. The major goal is to provide the student with skills for self-job search
and placement, '

2. Standards of dress, punctuality and attendance.

3. Students will contribute by particioating and asking questions. They should speak up if they disagree
with the teacher or fellow students. ‘'his will bring discussion items into the open.

4. Students should pe goal oriented and stay on task.
5. Students will support classmates - they will interact, share classroan experience and pramote teamwork.

6. Teacher will encourage students to participate in additional activities which are necessary for student
success, e.g. conaurrent ESL study.
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