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“Strong claims are beinz made for career education's efficacy.
To the extent that the concepts are not untried, there is already evi-
dence in experinent and demonstration. 3ut given the hish mortality
rate of panaceas in recent times, it is wise to leave room for uncer-
tainty. Some of it may not work because of being invroperly done. In
such a broad concept some applications are likely to be unsuccessful.
" But the experinent is sufficient to promote reasonably hizh success
probabilities to major asvects of the notion where they are carefully
thought through and well administercd".l

o

Yenneth 3. doyt, Rupert Y. Bvans, Edward F. Yackin, and Carti
L. Mangun, "Career Zducation: Yhat It Is," Caresr Bducation-that 14 is
and _hcw to do it. HSalt Lake City, Utzah: Olynpus Publishing Convany,
1972, p. 16.

O
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FOREWORD

.

A new emphasis is being placed on the'developnent of technical-
VOca;ional programs in the Cleveland Public Schools in line with our
goal of providing quality education fo all Cleveland children.

A reevaluation of programs is being nade, existing prograns are
being upgraded, and new prograns are being offered.

This- "five to twelve" Career ﬁevelopment Curriculun Guide outlines

the Cleveland progranm of training in Career Education.

Faul W, 3riees _
Superintendent of Schools
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PREFACE

This curriculun zuide has been develoved by the co-ordinzting teach-
ers of the Jevelovnental Vocational Zducation Program which is funded
under Part D of the Vocational Education Amendments of 1658, This pro-
gran is being adninistered and implemented by the Cleveland Board of Edu-
cation in cooperation with the Fodel Cities Association of Cleveland.-

The material and information that is needed %o implement this pro-
gram has been gathered by the Co-ordinating Teachers and Vocatlonal Aides
fron the local business world.
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STATENENT

This Exenmplary Project in Vocational Education is conducted under
Part D of the Vocational Education Amendments of 1968, P.L. 20-576.

The schools in the iodel Cities area in Cleveland, Chio are presently
bounded by East 55th on the West, Tast 79th-on the East, Superior Avenue
on the North, and rinzsbury Run on the South. This anendment was desizned
to assist the cities in raising the standards of living for those locked
into the target areazs of selected cities.

During the sumer of 1972, approximately sixty classroon teachers,
devartrent chairnen and guldance counselors prepared curricula naterials
and selected visual aids that formed the nuciei for this Career Develop-
ment Curriculun Cuide. ’

The purpose of this guide is to sirengthen the students' ability *o
select and acquire a vositive attitude toward work, toward all levels of
occunational choices found in society, and toward thewnselves as pro-
spective enwloyees and their employers.

The results of these individuals during the sunmer of 1972, war-
rants our thanks and appreciation. 4

¥illian I, Sins

Project Director

Developnental Vocational Education-
Frogran
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PHILOSOPHY

. Cleveland Public Schools

It is through education that a society not only traﬁsmits to indi-
viduals, but also reinforces for them, the values, skills, vnderstandings,
and standards of behavior through which society renews and repairs itself.

The responsibility for education is properly viewed as a partnership
featuring a complementary and supplementary relationship among such agencies
as organized religion, social and'welfare agencies, culiural institutiocus,
governmental agencies, and mass media as well as the schools. All these-
agencies support the family as the basic unit of personal and social de-
velopment.

In a democratic society the school should create.an environment
in which young people will receive an integrated view of their culture,
come to accept the basic assumptions of democratic behavior, and acquire

a body of common knowledge essential for effective citizenship.

PHILOSOPHY

Developmental Vocational Education

Through the concept of career education all educational experiences,
curriculum instruction, and counseling should be geared to preparation
for economic independence and an appreciation for the dignity of work.

DVEP embedies the main thrust of career education, that is, to pre-~

rare all students For a successful life of work by increasing their options

ERIC !
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for occurationzl choice, by elinminating barriers, real and inagined,
to attaining job skills, and by enhancing learning achievement in all

subject areas and at all levels of education.




- PROGRAM DESCRIPTION AND OBJECTIVES

In cooperation with the Model Cities, the overall goal of the DVEP
project is to create a bridge between school and earning a living.
This 1s done through a career development program beginning in elementary
schonl and continuing through high school. It provides students with
a broad base of vocational infbrmation and exploratory experiences on
which to base career decisions, with skill training to enable them to
secure employment or undertake future training in the field of their choice
and with actual job placement. Thus, the program is designed to increase
options for making occupational decisions; to eliminate real and imagined
barriers to attaining job skills; and to enhance learning achievement in
all subject areas and at all levels of educatiOn for the youth in high
poverty Model Cities area schools.

The program is developmental in nature and pyramidal in design.
It begins Wwith a broad infsrmatiOnal/organizational approach at the
elementary level, and is narrowsd to an exvloratory/premarational arpproach
at the senior high level. Such aﬁ‘approach is designed to put the étudent
at each level in a position to make informed decisions as to the next
step in his career development 2nd successively narrow his vocational

preference.

..... -
.....

Beginning at the upper eleuentary sdﬁ%ol level, students in grade

five and .six acquire reiiiile and valid inf

ormaztion on on the broad

range of availabdle occunations and “thair requiveients.

Q | 3
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The progran is worked in conjunction with the Social Studies classes.

The emphasis is on occupational clusiers rather than on specific jﬁbs,
including future occurational areas which are expected to emerge as a

result of new technolosy. The students are to become oriented to the
world of wor: through nulti-faceted experiences including field trips,
work sinulation ganss, and role playing, and are to obtain experience

in basic job skill operations.

WA :

At the junior high school level, the orisntational-explorational
aspect of the progranm involves learning the functional'interrelationships
between the production, nanagement, and the service areas of business and
industry. Siudents also sample the operations and skills required in
a nurber of occurations through work-site tours and experience.

Finally, at the senior high level the prozran orientation is to-
ward explorablon eud prevaration for actuzal joo placement beyond school.
Students nove from exploratory experiences in a nunver of occurational

areas to intensive traininz in one skill area of their choice. High

school students get on the job experience in work study progra=s.

=
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PRCGRANM DzSCRIFPTICN 4ND OBJZCTIVZ=S

I. Specific Cbjectives For The Teacher

II.

O
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A,

B.

E3}

e

To assist students in identifying a variety of jobs in the 15
occupational clusters (elementary school level),

To cause an awareness through 2 description of various occupa-
tions (elementary school level).

To teach and demonstrate the relationship between specific
vocaticnal activities and “real" occupations (Jjunior hizh
school level). .

To inerease knoviledge and functicnal interrelationshins betvreen
management, oproduction and servics areas of business and indus-
try (junior high scheool level)

To foster positive attitudes tovard self, others, and the... .
world of work (scnior high school level). o

Specific Cuicome Objectives For Students

»
dag
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tions in a broad array of occucational areas (element.ry school
leve l’) . -

Increased knovledge of equipment used in various occupations
and their utility (eleme:tary school level),

Increased knowledge of the operations of a functional interrela~
tionship between management, production and service arcss of
business and industry (junior high school lev:zl).

Increased ability to describe the relationship between svecific
vocational activities and "real' occupations (Jjunior high school
level). _ .

Increaszd positive attitudes toward vocsticnael education (senior
high school level).



TNTRODUCTION

The Kodel Cities Develommental Vocational Education Program is
dirzcted tov:ard servins the occumaiionzl needs 'nd asvirations of those
youths in the Cleveland ilodel Cities area, This vocational education
project embrzeas fowr basic compenents:

1. 4n informational-orientation progrom at the elementary school,

2. An orientztional-exploratory cammonent at -the junior hish school
level, ' :

3. &n exploratory-preparational phacze at the senlor high school level,

L. An e:tensive short term job progran,

The figzure balow illustrates a clearer victure of the above mentioned

corr:onents

Somior Mok 12\ CARFER PRIPARATTON /
11 Short Term Job
10 © Ixplorziion ~ Freparaiion /

) CAREER / -
EXPLORATION /

~O

Junior Hirch

()

7 \ Orientation - Exploration |
l.’
6\ CAREZS ,7

I

» AIARTHESS /

Elexentaors 5 /

Elexenta

Infermation

Cyrientation /
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INSTRUCITONS FOR UK OF PHIS CUIDE

A1l unite in this rulde have been developed around the Fifteen
occupational clusters as have been identified by the United States (ffice
of Education's Bwreau of 4duli, Vorational and Yechnical HEducation.

The Tevelopnental Vocational Educetion Program has nade a con-
centrated elfort to assist lModel Uities area disadvantaged and handi-
capped youth who have becn turrad off by bdvo stion. Since it is prob-
able that nany of these inner cily youth will never leave the city of
(laveland, it bacomes necessary to make these individu“1° aware of the
many carecy ovrontunitias available in other areas in general and the
City of Cleveland in pariicular.

ne
ious Tif h and 51xth grade 8001a1
chools varticimating in this pro-
curationsl clusters is no%t possibis
ve all of the social stuliec units
clusters, Certein clusters co-

. - 3
$o usz in ::; f“""“ unit on +h

Wegrate wloin sadd wilc, and the intoacoio Lud

il i =Y
auuluUQCu or rls )C% ztudents. The use of tne ﬁuiue nece%sl tates the
ivi o)

e

The tine allotad to cover a regular scelal studiss wnit variss

fron two to six weel's. 1In schedulins the time allotad for +the "clushexr"
AN 3

o] =

Tro s
naterial., Lhc teucth nay ’1nd that & certelin cluster ¢azn hest be pre-~
sented in o - cly e enhonced by ine
jection bit vesular social
studies scn

At th= 2 concentunl avpreacn, Followed by a
lict of ape tives is usedr., 'U'o ausmens ,J~>,
vocaoulary ii lences P outconen, and insirus-
tional and 18 awa list Preesding cach unit is a
brio? slateld 4o the clustor under consideration.
In i = ' at 5070 noind
the present cocums

and uns

EelertT‘“" intersatl

varied moans of

~J
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On the secondary level, each unit is vreceded by a list of general
objectives, followed by speciiic wehavioral objectives. General dis-
cussions, information and stuly shaets, ard in sone cases pre tests and
post tests are nrovided for the najority of the uniie in the secondary
section., 1In many instances, ansvers are trovided for pre tests and post-
tests. On ozcasions where ap swers are not given, 1t is surgested that

1

x
and

teachers refer to their basal and suvplementary textbooks used in the
clagsreen, and the array of oc h?ational resources avallable in the
school's carcor 1ib“~“y and suidance office, At all levals, instruectional
ani resourcs nat Pilmy, clide

2 s, tenes, books, raavhlets, ete.) are
indicated and ava¢_hb] in eithzr the school, the DVEP ofTice, or the
Audio-Viswal Services office provided by the Cleveland Zoard of Bducation.

The tecacher, vocational aide; or any other resource person is not
expectnd to use 21l of the learning activitics listed or to achieve all of
the objectives and gorls listed in any one setiinz; only those which are
applicanlie and eppronviate should be uged for a paruicular class., Houever,
the teachar ls encouraged to use his/her own objectivesn if he/she feels
the nead to do so.

In sueznary, for each
bean nade uo suprly the 4
such ag 13 1nn taves,
and figl LCe.  Ta ad
senool 28, the 1 3 any other o
gorzmniti megoures vwho mav be nore effective in aiding he %Ludenﬁo in
GEverlOu LLise oltitudon tatmnyd onlf, others, achool, and the
werld of

8

O
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OUTLIVE OF PROCHDUREY

A. Elemeniafy (Informationsl -- Orientztion Component)

i

1, Involve or inject the 5 o unatlonal cluuterq 1nto fifth
© and ‘sixth grade social sStudies.

2. Relate occunational arezs to the subject metter.
3. Iuphasize cccupations? arcas rather than specific jobs,

L4, Introduce future occumaticnsl aress,

5. Develop anprorriate ¢la sroom activities:

a., role playing

b. simlated pamos
c. tiwe organ’zation rroblens

6. Secure films, slides and other visuzl aids for reinforce-
ment,
7. Secure spzcixers for informaitionsl murposer
€. Orgenize {ield trins: '
a. Zlocal companics end busincoces
. D. Junror nigh end senior nign schoor vocatlonal

education facilitiesg,
B, Junior Hizh (Crion'“tionali—é Fxnloratory Comronent)

1. Inject the 15 occxv;t1~n32 ciustars into all junior high
high classes, (21l cladses and cubject areas are involved)

4

cccunational renuiremsmis, onnror-

3., Bstablish o wodel industrial srstem:

a. managenent
b. production

1, vroduction line

¢c. serviece caanonents

1. related concepts to actual opurations
2, managing the vreduction

a1y
e THQlREANS -
Loy CREE Tasnp e mmigm? dd . e e
Coe G’lch SyALLenT Lo nous DGR (P = T [ SR S S A e
ok
MenT

O
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L. Arrange field trips to 1och1 business and industrial work
sites.,

a. Time spent by students talking with employees in
different areas:

1., get a feel of actuzl duties verformed
2, working conditions
3 ¢ W4agES
- 4, Jjob reruirements
5. advantages of he ocgupation

5. Encourage student reactions to the field trips.

a. Individual counseling sessions

1. discuss reactions to field trin-

2. discuss ani relate roles students play in the
model industricl system (Vocatlonal course of
study will be an eleculve at grades eight and
nine).

b, 3Bc¢clf-evaluation

1. analyzing own abilities
2. aptitudes
3. interests in future cmployment possibilities

6., Ffrovide sp801aL instruction and exveriences in narrover work
areas,

a. Build commetence .in a numbesr of skill areas

1. weodwork

2. -Gchwnzc&l drawing

3. oprinting

L, matal shon

5. typing

4. home econcmics .

7. Instruct and teach by direction.

a. Junior high students instruct elementary school munils

1. tools
2. machinery
3. sh

L, operaticns

8. Establish ¢ carecr informotion canter

b. namhlets
¢. brochurss
d. filns

e, Tilumstrios

ERIC
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C. High School (Exploratory-Preparational Conponent)

i. Zstablish a Career nformation Center

a, informetion on job o~2portunities
b, post zraduste training program
¢, Job rcquirements

d. carcer nlanning

2, Counsel for ccreer and occunaziional choices

a, students analyze their interest-

b. eaptitudes

¢, abilitize

d. discuss the next step in career development
e, select a2 small arca to work in for onc year

1. visit work sites

a, observe overativns involved in related
oc.apations

b, demonstration by tradesmen
3. Selection of one mzjor occurational skill br student

2, intensive train'ng
b, continue to maks work--ite visits
c. Obssrve and tzllr to the advanced students in the

ot lahas) {v.nr\w?_’ "ﬂ"’ r-é-,*lA-.,-\
F ol A [ - - Teriie L g

d. enter work-study mrogran (% day school -- % day work)

. earn money
. vut training tc use in real work situsiion

N

;. Flan for post griduation

a, finding & Job

. 1, employment office

. work orientation teacher

. high school vocational couselor
. NCWSHADCrSs

I~w

b, Ffurthering vocational training“(CIeveland Board of
Education)

Tiae, Q In-
1. ax S, Hayes

e, for males ,
b, knors svecific indusirizl czreer he wants
Lo trzin for

2. Jane Addams High 3chool
1

2, for fcanla:
b, know soccific industrial career she wints
to train ior

ERIC
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3. Martin Luther King High School

a, for males _

b, vocational training for intercsted and
qualifisd students

c. high school dinloma :

d. acadenic instruction geared toviard related
occupational goals

o
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OCCUPATIONAL CLUSTERS

1. Business and Office Occupations
2, Marketing and Distribution Occupations
3. Communications and Madia Occupations
;e Construction Occupations
5. Manufacturing Occupations
6. Transportation Occupations
7. Agri-Business and Natural Resources Occupations
¢, Marine Science Occupations
o Envirpunmental Coutrél Occupations
10. Public Service Occupations
1Ll. Health Occupations
12, Hospitality and Recreation Occupaticns
13. Personal Services Occupations
14, Conéumer and Homemaking-Related Occupationé

15, Fine Arts & Humanities

%* The ebove clusters have teen identified and cedified by the United
States Office of Tducation’'s Buresu of Adult, Vocutional and Tech-

nical Iducaticn.

ERIC
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ELEHENTARY

FIFTH AXD BIXTH GRADE BCCIAL STUDIES



An attempt has been nmade to relate the fifteen occupationsl clusters

devised by the Unit

fifth ani sixth grade units presently used in the Cleveland Publie School

System:

Unit XI:
Unit III:
Unit IV:

Uni% VIII:
Unit IX:

Unit II1:
Unit IV:
Urit V:
Unit VII;
Unit VIII:

Unit IX:
Unit X:

ERIC
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Grede 5

How Africans ani Europeans Settled fhe COqSt Colonies
A dew Arerica Grows Up

Iadds and Peoprle of the Southern and ¥North Central
States o

Ohio

Iand and People of +the Yestern States

Crade 6

How The Country Craw - A Yew Anerica Crows Up
Gitizens In A Chenming Anerice

Canzda, Our "0 to the Horth

lerico querv to Ilatin Anerica

lznds of "he Caxritean - Uentral America and the
3outh Anerica

The Anericas In A Ghanging

‘ewc

Horld



AGRI-BUSINESS & NATURAL RESOURCES--AGRICULTURE

General Discussion

The United States is in the middle of an agricultural revolutionm,
that is having an effect on the employment outlook in agriculture. The
reason is simply that each farmer today is able to produce far more than
his predecessors. Management is the key to success in modern farming.
Agriculture still offers challenging and rewarding careers with larger
incomes and better living conditions tharn before. Although the number
of opportunities in farming is shrinking, the number of jobs in farm

.

related induistries is not.

PRE-TEST : -
1. Name three types of farmers.
2, Extension service workers are engaged in educational work in agri-
culture, home economics, youth activities, and community resources

development. (TRUE OR FALSE)

3. Tﬁere are more farms in the United States today than ever before.
(TRUE OR FALSE) '

4. What is the job of the dairy farmer?
5. What is the job of the poultry farmer?
6. What types of animals are raised on a livestock farm?

7. What are some of the facilities that are available on a private
outdoor recreational farm?

8. What are some of the duties of the corn and wheat farmers?
9. In what area is most of the cotton raised?

10. In what avea is the most tobacco raised?

RIC o 6 V
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MINING
AGRI-BUSINESS & NATURAL RESOURCES

General Discussion

The mining industry is a major supplier.of the basic raw materials
and energy sources required for industrial and consumer use. Few of -the
products exacted from mines reach the cgnsumér in their natural state.
Nearly all require further processing in one or several of the manu-

facturing industries.

POST -TEST (Miningz)
Answer the following questions True or False.
1. Petroleum is one of the fossil fuels. (Trug)
2. Exploring for oil is the first step iﬁ petroleum production(?rue)

3. The palecntologist study fossil remains in the earth to locate oil-
bearing sands.(?rue)

4. Mineralogist study animals and how they evolve. (False)
5, Draftsmen assist in surveying and mapping operations.(fru@)
6. Biology is another way of searching for oil.(¥zlge)
7. The chief duty of the pumpers is to regulate the flow of oil.(True)

8. Treaters treat all the workers well. (Falsg)

9. Natural gas as it flows from the ground is easy tc transmit through
pipelines for long distances. (Fa]se)

10. Drilling for oil and gas is done in about three fourths of the United
States. (?ruG
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AGRI-BUSTHESS AND NATUZAL RUSCURCES
HATURAL GAS AND TRIRCIEUM
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PRE-TEST (¥atural Cas and Petroleun)

1. Is the United States the lended in petroleun marketed by the gasoline

)

“

sorvice statlion?

2. List Lwo or more jobs in the velrolicm field,

is & roustabonht?

*
b J} - . - 2 - - bl - R < .l s
5. 1nt Gesz a chenist in the uwelroleun field do?
6., Tihet is a lond men?
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HORTICULTURE

AGRI-BUSINESS AND NATURAL RESOURCES

General Uiasuacion

“Horticulture is the science of cultivating plants. Horticulture is

one of the principle branches of agriculture. This vast field deals with

the cultivation and utilization of fruits, flowers and ornamental plants.

Today horticulture offers young pcople as many interesting and exciting

careers as the space industry, Horticulture is a science, an art, a

business and a profession.

10.

O
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What are some of the tools used in horticulture?

What doas the word horticulture mean?

What plants or vegetables have you grown at home?
What is a greenhouse?

what grows inside a greenhouse?

Name four kinds of plaunts studied in horticulture.
Is borticulture a part of agriculture?

Is horticulture a science?

A greerhouse is always green. (TRUE OR FALSE)

Describe & home garden you have had, if any. .
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RUSTNESS AND OFFICE OCCUPA:ICHI

General I ecuz. lon

In every industry you can imaéine, there are certain people that the
company cannot do without. This is the group of people who perform the
business and clerical tasks. The group is made up of millions and millions
of people who keep businesges running ;moothly bv keceping correct, up=-to-
date records. The skilis of these persous are often important factors in
a2 business’ success or faillure. Some titles iucluded in this category are

accountants, cashiers, typists, secretaries and persounel workers.

PRE=TESY
1. -Multiple Choice

1, This person gives and receives information to people who call.
(a) accountant (b) cashier (c) receptionist

2. This worker keeps track of goods being transferred from one place
to ancther. ‘

(a) shipping & receiving clerk (b) vholesaler (c) distributor

3, This person keeps records.
(a) clerk (b) accountant (c) secretary

4, Company products are displayed through them.
(a) advertising workers (b) personncl workers (c¢) distributor

5. You may be hired bty thisg persom.
(a) public relations (b) personmel worker (c¢) marketing worker

II. True or Talse
1. A secretary does not answer phones.

2. An office machine operator works on ons michine only.__
29
O
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3. Marketing research workers are fact-finders.
4, TPersonnel workers interview peoplec for jobs.

5. Advertising workers try to persuade the public to buy a

product,
KEY
1 I
1 c 1. P
2. a 2. F
3. b 3. T
4, a 4,
5. b 5. T
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BANKING.

General Discussion

Banks have been described as. "department stores of finznce' because
of the vaviety of financial serxvices that they offer. Thelr services range

from convenient individual checking actounts to letters of credit that way

be used to finance worlid trade.

PRE-TEST
Match the lettered definition to the matching terms.
1. Proof Machine Operator
....2. Tellers
3. Sorter
4. Bookkeeping Machine Operator
5. Transit 61crk
6. Bookkeebing clerk
7. Trust Investnment Clerk
8. Reconcilement clerk

9. Exchange Clerk

10. Interest Clerk

A. Routine typing, calculating, and posting related to bank trans-
actions

B. Separate bank documents, checks deposit slips, and other bank
items

C. Cashes customer's chaocks and handles deposits and withdrawals
from checking and saving accounts

33
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BANKING

PRE~TEST
Sort bank items such as checks and drafts of other banks, list
and total the amounts involved, and prepare the documents so

that they can be mailed for collection

Use equipment, sort items, and adds, and records the amounts
of money iunvolved

Process statement from other banks to expediate the auditing of

accounts . .

Post the daily investment transactions of bank customers

Maintain records relating to interest~bearing items which are

~due oi; payed

Serve foriegn deposit accounts and determine charges for cashing
or handling checks drawn against such dccounts

Type legal papers affecting titles to real estate upon vhich money
has been loaned, and wmaintain records relating to taxes and in-
surance on such properties

Processes mail which comes in daily to a city bank and determines
vhich items must be held at the wain office and which should be
routed to branch banks or out-of~town banks for collection

Uses conventional bookkeeping machines or electronic posting
machinz especially designed for bank work

“
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** COMMUNICATION ~ TELEVISTON

General Nirscusaien ‘

Television ig one phase cof communication. 1In fact, it is one of the
most wide spread phases of commumication. Tt is very educational and
it tecches much about vorld wide affairs, Televised are all sorts of
programs which arc all helpful to one person or another.. There are
various pesitions ayailable in television and they arve good positions.
Many emplioyees work behind the scene and ave seldom seen by the public,
some are never scen. But we know that if not for those people we wouldn't

have a good program.  Their work affects onr do

ikl
|-
~%
tomd
tate
“
3
N
£2]

PRE-TEST

DIRECTIONS-~Answer each question in a coempleie sentence.

1. VWame tewn diffevent types of jobs in television.

2. VWhy does scenary have to be buvilt for television?

3. VWhat is the nawue of the device the control room staff uses to observe
floor activities, _ ‘

4. That is the cost of a color television tube?

5. What is the cosi of a black and white television tube?

6. What is a control room? '

7. Vhat is the job of the Floor Manager?

8. The cards that the camermen use to tell the actors wvhat to do are called?

9. What are the uses of television in which we studicd about,

0. Write a short paragraph on what you lcarned about television.
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STUDY SHEET FOR COMMUNICATIONS

The first English daily newsnaper did not appear until 1702,

In 1690 EBenjamin Harris published PURLICH OuPUPFPCPS BOTH _FORTEGN
AND DOMESTICK.

Not until 1704 when John Campbell published the Boetnn Nevs~T,etter was
a colonial newspaper published regularly.

Freedom of the press in the United States is one of the rights guarantecd
by the [irst Amendment to the Constitution,

A newspaper is a publication usually issued daily or weekly to report
current events through news stories, photographs, and illustrations,

Some of the different types of news found in most daily papers are:
2, general interests and sports

b, busiuess awl social

c. mnews of death of prominent people

d. editorial and entertainment

e, advice columns

f. weather reports

Some qualifications for obtaining an editocrial position are:

a, Preferably a college graduate, with a study of .Euglish,
History, and Sociclogy, Political Science, Economics,
and Psychology

: b. A writing ability
c. A knowledge of grammar and spelling

The galaxy of the editor dc“ﬂuds on _the tvpe and size of the publication.

Editors of a large publication may receive from 5600 to HN,OOO a monch.
While editors of small publicatious wmay recceive From $400 to $800 a wonth.

The Managing cditor is the head of the news staff. UHe is responsible
for the werk of writers and editors undev his supervision, as ﬁell as
coordlnatlvg thig work with that of the artists, typesetters, and

advertising wen. He works with all these people to dedide what will

a man in charge of the news happening in the town.

[N
7]
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11. The Copy Bditor is a man that checks for mistakes in gramwmar or spelling.
They also read advertising and everything else that is printed in the
paper.

12. The Make-up Fditor arranges things exactly as they will go on the pages’
of the paper. ' '

13. The exact arrangement of all the copy as it will appear in the paper is
called a lav-out. :

14. The reporter (newsman) job is to gather information of current events
and write stories on many subjects for publication in daily or weekly
newspapers.

15. 1In gathering informatioun, the reportery may interview people, review
public records, attend news happenings, and do research.

16. Some requirements for becoming a veporter includes a college education,
preferably degrees in journalism or liberal arts. Some feature writing
had

Covrsey ronulre reading and convorush

nzlraodlity in a Torelsn lan-
- A
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The Newspaper pressman in charge salary usually starts at $4.19 per hour.
The Journeyman newspaper pressman salary is usually $3.86 per hour.

Some of the benefits of the newspaper occupations include a Unionm,
pension plan, part payment of hospitalization, protected long service
with job security, granted sick leave, and two weeks vacation for
employees with one year or more seniority. Three weeks for three
years or more seniority.



COMMUNICATION = NEWSPAPER

PRE-TEST

1. What is a newspapen?
2. Name some of the different jobs of a newspaper?
3. Why do we have newspapers?

4, 1Is a newspaper a form of transportation, public service or comnuni=
cation?

5. Have you ever been £o a newspaper company?

6. What are the different types of news found in the daily newspaper?

2

7. When did the first newspaper appear?
8. What is the job of the editon?
9, What are the benefiits oL iewspaper QCCUpailions?

10. WName three newspapers in our city,

Q . ' Ly
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COMMUNICATIONS ~ RADIO

General 7. ssussich

Radio broadcasting is one means of sharing information in the United
States. YWe have the largest system of m2ss communication in the world.
The United States has more than half the worl@fs radin and television,
sets.

Disec Jockev ~ To succeed as a disc jockey one must have a pleasant and
well-cuontrolled voice, a good sense of timing and excellent pronunciartion,

YHe is responsible to the program director, is responsible for presenting

a good station image while on the air and cutside engagements.

Radio Announcer = An announcer .usl have a pleasant and well~controiied
voice, a good sense of timing and exceilent pronunciation. He must also be
a convincing salesman when presenting commercials.

Music Director - Responsible for music co-ordimation for overall

policy in connectioun with recowd distributors and promotion.

Breadcast Tochnician = Iroadecast technician sets up and maintains the

electronic equipment used to record radio programs.

i
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COMMUNTICATIONS = RADIO
PRE-TEST

1. What is a Radio ! mouncer?

2. VWhat do you think would make a person a gobd Dise Jockev?
3. What are the most important duties of a Disc Jockey?

4. that would be the duties of the Music Directon?

5. What is a Byxoadcastirz Technician?

6. Who pays for the radio »rograms you hear?
7. List some of the other uses of radio besides in your home.

8. Why do you think Advertisers choose to place their products oin progZrams:
that ave popular?

Y. What iz a Commercial?

10. Would you rather listen to radic or look at television? Why?

-
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CONSTRUCTION

General Description

The activities of the construction industry touch nearly every aspect
of our daily lives. The houses and apartments we live in, the factories,
offices and schools in which we work, and the roads we travel upon are
examples of some of the products of this important industry. The business
encompasses not only new construction projects but alsc includes additionms,
alterations, and repairs fo existing structures;

‘The énptvant construction industry is dividgd into three major segments..
About half of the work foice is employed by electrical, air conditi&ning;>
plumbing, and other special trade contractors. Almost one—third’work in
the general building sector where most residential, commercial, and indus=-
trial construction occurs. The remaining one-fifth are engageﬁ in building

dams, bridges, rcads, and similar heavy construction projects.

O
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CONSTRUCTION

PRE~TEST

True or False

1. A man who fixes sinks and faucets is an ironworker.

3. A sheet metal worker uses wood.

4L, Plumbers fix all broken windows.

Matech the definitions to the correct word,

5, A man who paints your house

6. A person who puts a top on a building

Ot et e e ) B

7. A person who makes things of wood

A person who lays bricks

(o)

Brickiayer
Rovfer
Painter
Carpenter

(e No Wi g

Till in these spaces with the correct word.

2. A painter's main tools are a hammer and nails.

9, TFather called a to fix the sink,
10. A came and mzde some new steps for the porch.
_— por . i
KEY
True or False Matching Fill-in

1. F 5. C 9. Plumber

2. F 6. B 10. Carpenter

3. F 7. D

4, P .8. A
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: CONSUMER AND HOMEMAKING

GENERAL DISCUSSION

Consumer and iiomemaking occupations deal directly with the well being
of the home. These occupations may go on inside the home as well és outside.
In today's ma;ket for jobs, the service industries represent an important
source of employment ﬁo new, as well as.experienced workers. These indus-
tries offer opportunities to those with varying degrees of education and
training, and various levels of skills. Hotels and motels provide travelers
with a home-away-from-home, More than 750,000 oeople worked in these hoteis,'

motels, and other related businesses in 1968.

PRE-TEST
1. What is a Consumer?
2. What is a Homemaker?
3. What are vitamins?
4. How often should you take vit;mins?
5. Do cooks only prepafe foods?
6. Why do some people make their clothes?

7. Will you need a good credit record for purchasiﬁg goods and products? .

§. 1Is there such a thing as "Safety in the Home'?

(o]

What is meant by adolescence?

10. What is meant by nutrition?

A\
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ENVIRONMENTAL CONTROL

General Discussion

The environmmental cciences are concerned with the history, composition,
and characteristics of the earth's land, water, interiof, atmosphere, and
space, Many scientistsin this field explore for new sources of mineral
fuels and ores. while some perform basic research to increase scientific
knowledge. Still othears use.the science we know of te solve practical
problems, such as the meteorologist, who uses his scientific know-how to
forecast the weather. Some of these scientists teach in colleges and

universities. They also may administer scientific programs and operatioms.
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ENVIRONMENTAL CONTROL

- -~ PRE-TEST
Match lecter to number
A, Climatoiogist D. Geblogist
B. Meteorologist "E. Petroleum Geologist
C. Oceanographer F. Geodesist

1, Studies the structure, composition and history of the earth's crust.

2, Studies inveolve the ocean.____

3. Weather satellite is of value to him._____

4, Specializéé'in the discovéry and recovery of oil and natural gas.

5. Measures the size and shape of the earth.__

6. Analyzes past records on wind rainfali, sutishine, temperature and other
weather data.

Answer the following True or False

7. Weather forecasts are always correct.

8. Geologists never work inside.____

9. The ocean covers more than two-thirds of the earth's surface.

10. Oceanographers have to be fishermen.

U
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FINE ARTS AND HUMANITIES

PRE~-TEST

Matching

1. 1I'll make a character come to life for you on television or in motion
pictures. '

2. 1I'11 entertain you with my voice.

3. 1I'll teach you how to entertain with your voice.

4., 1 create the artwork you see on billboard poster, commercials, and
magazine advertisements.

5, 1'll use my artistic talent to improve the appearance and functional
design of machine-made products.

6. 1I'll use my artistic talent to make your home more attractive.

7. 1'ii play my instrument and entertain you.

8. 1I'11 entertain you in the ballet, musicals and sometimes you use my
talents. ' B

9.. I'll take charge of the set and tell the actor and actress what to do.

10, 1'l1l make the role of a girl come to life for you on T.V. and motion

O
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Aruitoxt provided by Eic:

pictures.

A, Aétorl F. Industrial Designer
B. Actress G. Coﬁmercial Artist
C. Singer H. Musician
D. Siﬁging Teacher I. Dancer
E. Interior Decorator J. Director
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HEALTH OCCUPATIONS

General Discussion

Health services rank third behind Agricultur; and Construction in the.
employment field. TFour major reasons for rapid and continuiug:gfowth of
.the health field include enormous écientific advances,vgrowth in.health
conséiousness on the part of the American public, the nétion's prosperity
and increased earning power, and the increase in population aflthe rate i
of two million persons per year. To put scieﬁtific and medital gains
kiﬁtg wider applications and to assure that all citizens receive ample
héalfh care, more young women and men are needed in this field. Médiciné‘Sg< 

F-

strouscol appoal is that 1t ig dedicated to safe-guarding human 1ife.
=] o o o
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HEALTH OCCUPATIONS

PRE-TEST

List four major jobs pertaining to hospitals and clinics.

Circle the hospital that you are most familiar with: Mt. Sinai,
Cleveland Clinic, University Hospitals, Forest City

Doctor's duties consist of what?

A. leader of heulth team

B. guardian of nation's health

C. prevention and cure of diseases of mankind

D. a person with a high intellect and alert mind .

E. research and understanding of the anatomy and functions of the
human beings

Does a doctor have to go to school for a great period of time?

Wnat is the difference between a Licensed Fractical Nurse and a
Registered Nurse?

What are the duties of aides and orderlies?

What are the duties of the dietitian?

' What is an X-ray machine?

Do most hospitals have an emergency entrance?

Does the emergency department stay open 24 hrs. a day?

Os
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HOSPITALITY AND RECREATION

General Discussion

Hospitality aud recreation workers contribute to the leisure and
comfort of the public. Hospitality occupations usuvally involve res~
taurants and hotels. These establishments attempt to replace those com-
forts one usually enjoys at home. Therefore, the employees must make

_extra efforts to please. Recreation, of course, is important to most
peoprle, vhether it is a night at the bowling alley or a week of skiing
at a fancy resort. Many millions are employed in these two arcas, and
tﬁe need for good workers is increas{ng.‘

PRE-TEST

Fill in the blanks with the proper job titie.

1. At the Brown Derby Restaurant, the _ ' served our dinner promptly.
2., The carried our 1uggage to the rooms.

3. The at Joe's Tavern mixed all types of drinks.

4. The | supervises the children's playrooms.

5. We talked to the to reserve a hotel room.

6. Whan the film broke, the fixed it.

7. The ' was very pleésed as he greetcd us at the door of

the hetel. ' '

8. The kept the bowling pins set up.

9. Without tﬁe‘ we eouldn't swim safely in the pool.
10. The' helped him learn all the new dances.

N
\O




HOSPITALITY AND RECREATION

PRE-TEST KEY

i, waitresé

2, bellboy -

3. bartender

4., recreation leader

5. reservation clerk

6. wotion picture projectionist
7. doorman

8. bowling pin setter

9. 1lifegurad

10. dance instructor
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MANUFACTURING

- ATRCRAFT, MISSILE AND SPACECRAFT

General Discuisicil

Aerospace industry, Che manufacture of aircraft, miksile, and spacecraft

is ameng the largest and most rapidly changing industry in the country.

Because this industry's products are complex and changing, scientist,

engineers and techmniclans represent a larger proportion of total employ-

ment, the workers will account for a higher proportion of the industry's

work foice througlh the 197('s.

10.

O

ERIC

Aruitoxt provided by Eic:

PRE-TEST : True or False

Alrcrail is ovne of the 1. rpest and wost rapidly changing industries in
the country.

There are two million people employed in the industry.

Some private planes cost about the same as a car.

Missiles have more complex guidance and control systems than aircraft.
Special tools are.not needed to fix these vehicles.

Aerospace jobs are very important jobs.

‘Acrospace factories branctr off the large factories.

Technical Occupations are the most important jobs.

_Professional Occupations are the second important jcbs.

There is only one kind of engineer employed in the aerospace work.
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MANUFACTURING

"ALUMINUM INDUSTRY

" General Discussion

In the past ten years the aluminum industry has gone from a limited
speciality ﬁetal to a wide~spread commodity, second only to iron and steel.
Aluminuﬁ is used in cars, homes, food packaging, and a thousand other things.
Because Lhis is a relatively new industry, tbé potential job situation is
boundless.

Some of the jobs are: castine operators who have charge of the pouring

station in which molten metal is cast into molds, ,scalper operators who run

the scalper machine which cuts the metal into four inch layers, goaking pit

operators who manage the furnace and sets controls to adjust tomperature

and heatiug,'rolling mill operators who run a machine that flattens the

‘strips of metal into the desired thickness, coiler operator who runs a

machine which takes the strips of metal and pdts them on a coil or roll.

é‘
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PART T

ALUMINUM INDUSTRY

PRE-TEST

Match the definitions to the correct jobs.

A. Casting Machine operator . D. Rolling mill operator

B. Scalper operator I E. Coiler operator

C. Soaking pit operator

1.

_PART II

He manages the furnace and sets the temperature and heating

- controls.

He runs the machine that flattens the strips of metal,

He rolls the flattened metal on coils.

'He runs a machine that cuts the metal into four inch layers.

He pours the molten metal into molds.

True or False

1.

The aluminum industry is a closed field for job opportunities.

Aluminum is the second largest metal industry behind irom and
steel. T

P

Aluminum was always such a widespread commodity. “

Alunminum is used in housing, cars, food packaging, etc.

]

A campaign has begun to recycle aluminum products. (BONUS)
KEY
PART I PART TI
1.
2.
3.
4
5;
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1.
2.
3.
4.
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MANUFACTURING

APPAREL INDUSTRY

General Discussion

The apparel industry-dealé with the making of garments. The garment

styles are created by designers; Afterwards a master pattern has to be

made by the pattern makers. The patterns are marked and cut, then put

together and sewed. Some garments have to be fitted or altered. After

the garments are completed they are then preséed'by_theipressers, and

ready for sale.

O

ERIC

PAruntext providea by enic [l

Designers =« create original designs for new types of apparel.

Pattern makers - construct a full-size master pattern.

Markers - trace the pattern pieces on large sheets of paper,
Cutters = cut out various garmént pieces from layers of cloth.

Sewing machine. operators - Specialize in a single operation such as
sewing shoulder seams,

Hand sewers - use needle and thread to perform various operations
ranging from simple sewing to stitching.

Inspectors and checkers - examine garments for proper workmanship.

Tailors and Dressmakers - make personalized clothes, fitted to cne
inwividual. '

Allerntors = alter clothes for a perfect fit.

Pressers =~ persons who press a finished garment.

80




APPAREL TNDUSTRY

* ' - PRE~TEST

-

Match the definitionms with the word that it defines.

1.

2.

Des{gners_" ' . " 6. Hand sewefs.
. Pattern makers . 7. Inéﬁeétéfs and éheckers
_Markers | ' 8. . Tailpfs and dréssmékers
Cutters | ' . ' 9. Alterators

Sewing machine operators _ 10. Pressers

Definitions

creates original designs for new clothes.

trace the pattern pieces on large sheets-of<paper.

constructs a full-size masfer pattern.

use needle and thread to do'simple seving or stitching.

cuts out various garment piecés from layers of cloth,

examine garments for proper workmanship.

specialize in-one area like sewing shoulder seams.

person who presses garments,

make personalized clothes and fit them perfectly to one individual.

alter clothes to fit perfectly.
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MANUFACTURING

INDUSTRY ~ PAPER AND ALLIED PRODUCTS

General Discussion

The paper and allied products industry yearly employs thousands of
prople to produce many paper products such as newsprint, busipess forms,
facial tissues, building board, péper'bags, writing paper, and pabér-board'
. containers and boxes. The industry employs wofkers in occupations‘ranging
fromvunskilled to highly specializgd téchnical and . professional jobs, many
found only in the paper industry. Many women work in this field working
as machine operators and inspectors in the plants, and some in office jobs.

Workers in the field are employed in a Qide variety of occupations,
requiring a broad range of training and skills; Many operate special
machines while others install and repair them: Truck and tractor dfivérs,v
guards, watchmen, janitors, bookkeepers, cleriéal persognel, sales and

administrative personnel, are employed in the paper industry.

8l




INDUSTRY - PAPER AND ALLIED PRODUCTS

. : PRE-TEST

PART I - Matching P

_1. This machine cleans the bark from tree ldgs.

2.  These workers maintain, install, and repair the machines used to
make paper.

3. This man cooks wood chips.

4, The quality of the paper depends largely on him.

————

5. ' The machine he operates gives paper a glossy look.

Millwright
Paper Machine Operator

Barker

Supercalenday Operalor
Digester Operator

HYOQOWE P

PART 11 - True or False

1. Women do not work in paper plants,

2. Pulp is a baby dog.

3. P;per workers are all unskilled.

4. The paper industry is highly mechanized.

S. ©Paper mills are found only in California.

KEY

PART I-Matching PART IT~-True or False
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MANUFACTURING

INDUSTRY-IRON AND STEEL

GENERAL DESCRIPTION:

The nation's high and rising standard of living depends on its ability

to produce great quantities of steel. Also its military strength depends

upon this industry. It is one of the nation's largest employers. Employee's

work in a wide range of jobs requiring a variety of skills-from unskilled to

technical and professional jobs,

PRE-TEST

MATCHING

1. TForms dies by using ‘nachine tools

7. Ranavde shipninag and raceivina of 2 comnany,

3. Operate welding equipment to join metal parts in repairing and rebuild-
ing plant machinery.

4. Has responsibility of checking orders received and orders shipped out of
a company.

5. Supervises the operation of electrical and elctronic equipment and facili~.
ties that provide the power needed. in modern steel mill operations.

6. They make and repair metal parts for machines and equipment.

7. Assist chemists and engineers in research and development work and in
quality control.

8. Hands out assignments also, responsible for distributing materials.

9. Works in a laboratofy, using chemicals,

10. Operates within an assigned area, and coordinates schedules.

0
co




IROI AWD STEEL INDUSTRY

Chemist

Maintenance Mechanic -

Die Makers

Engineer (Eleccrical)
Maintenance Welderx
Disfribution Clerk
Shipping Clerk |
Order Checkers
Laboratory Teclinician

Dispatcher

&)
(3)
(8)
(2)
(&)
(N
(10)
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MANUFACTURING~INDUSTRIAL CHEMICAL

GENERAL Discussicn

Thé Industrial Chemical Industr&ris made up of plants which manu-
facture industrial inorganic and organic chemicals, plastic materials and
synthetic resins, syntﬁét{c rubber and other man-made fiberz, except glass.
These chemicals are used mainly by other companies in the chemical industry,
aﬁd by other manufactﬁring industr&es as raw mgterials or as processing agents
to make their own products.

Industrial chemicals unlike other chemical products, such as drugs,
soaps, detergenés, cosmetics, perfumes, paints, and fertilizers, are not
sold directly to the consumer without further processing.

Inorganic chemicals come from nonliving matter, such as salt, sulfur,
mineral ores, and limestone. They are basic ma;erials for making, of help-~
ing to make other chemical; as well as finiéhed products, such as steel, glass,

paper, and gasoline.

PRE-TEST
MATCHING
1. Make and repair parts for machines and equipment.

2. Maintain and repair wiring, motors, switches, and other electrical
equipment.

3. 1Install and repair electrical and electronic instrucments and control
devices.

4., They lay, install, and repair pipes and pipefittings.

5 Work in wreseszrch awl developnent laboratories.
.
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Key

* A. Instrument Repairmen . . (3
B. Pipefitters : (4)
C. Maintenance Machinists | (1)
D. Chemist ' (5
E. Electricien ' | (2)

6. Name two types of engineers.

7. IList several duties of a chenmist.

8. A 's job is to control the various pieces of
equipment which convert raw materials into chemical products by sec-
ting dials or devices that measure the exact amount of material to
be processed and control temperature, pressure, and flcw of materials.

9. work in research and development labora-
tories.

10. Describe the duties of the pipefitters.

Qo 93
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INDUSTRIAL CHEMICAL INDUSTRY

STUDY SHEET

Maintenance Machinists - Make and repair parts for machines and equipment.

Electricians - Maintain and repair wiring motdrs, switches, and other
electrical equipment.

Instrument repairmen - Install and repair electrical and electronic intru-
ments and control devices.

Plant Worker - Omne who operates or maintains equipment and performs a
variety of other task in industrial chemicali plants.

a. Truck and Tractor D{1J§rs
b. 1Inventory
C. Guards

D. Unloads and icuads

o8]
e

E. Watchmen
F. Janitors

Chemical Operators & Helpers ~ They control the various pieces of equipment
which convert raw materials into chemical
products by setting dials or devices that
measure the exact amount of material to be
processed and control temperature, pressure,
and flow of materials.

Pipefitters - They lay, install, and repair pipes and pipefitting.

Chemical Engireers - Apply their knowledge of both chemistry and engineering
to the design, construction, operation, and 1mprovement
of chemtcal equipment and plants.

Electrical Engineers - Design and develop electgical and electronic
machinery and equipment such as control devices and
instruments, as well as facilities for generatiung

_ and distributing electric powers.

Iab Technician - Assist chenists and ensincers in research. znd developneni

work, end in gqualily control.

Chenist - YWorks in research and devalop-want Jaboraticries.

o I
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R MARINE SCIENCE

General Discuasion.

The ocean which covers more than two-thirds of the earth's surface,
provides valuable foods and minerals, influence the weather, serves as
a "highway' for trausportation, and offers many varieties of recreation.
Oceanographers study the ocean-~its characﬁeristics, movements,
physical properties, and plant and animal life, Oceanographers plan ax~
tensive tests and observational programs, and conduct surveys and exper-
iments to obtain information about the ocean.

Most oceancgraphers are specialists in one of the branches of the

1. Biclegicai QOcaanographers (Marine biologists) study the ocean's
plant and animal life aund the environmental conditicns affecting
them,

2. Physical Oceanopraphers (FPhysicist and geophysicist) study the
physical properties of the ocean, such®as its density, temperature,
and ability to transmit light and sound: the movements of the sea;

. aad the relationship between the sea and the atmosphere.

3. Geoleogical Qceanographers (Marine geologist) study the topographi~
cal (descriptive) features, rocks, and sediments of the ocean floor.

4. Chemical Occanographers investigate the chemical composition of
ocean. water and sediments, and chemical reactions that occur in
the sea.

5. HMarine Meteorolozists study the interaction of the atmosphere and
the ocean, and the processes by which weather over the ocean is
generated. '

64. Oceanographic Tngineers and 6B. Electronic Specialists design and
build the systems, devices, and instruments used in occancgraphic
research and opcrations,

O . 97
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: MARINE SCIENCE

PRE-TEST

Maitching

These people are specialists in one of the branches of the Oceano-
graphy professiors,

Match the job title with the duties of each scientist:

Biological Oceanographer
Physical Oceanographer
Geological Oceanographer
Chemical Ocezanographer
Marine Meteorologist

i B po e

A. Study the topographic (descriptive) featureq rocks, and sedi-
ments of the ocean floor.

T. Stuly the intivesotion ~f the sbtmearhare and the conan, and the

processes by which weather over the ocean is generated.

Wodoatt

C. Study the ohysical properties of the ocean, such as its density,
temperature, and ability to transmit light and sound; the move-
ments of the sea and the relationship between the sea and the
atmosphere.

D. Study the ocean's plant and animal life and the environmental
conditions affecting them.

E. TInvestigate the chemical composition of ocean water and sediments,
and chemical reactious that occur in the sea.

Underline the correct answer.

6. BRiological Oceanographers are somctimes called
(A. Botanist, B. Nutritionist, C. Marine
Biologists)

7. Physical Oceanographers are sometimes called
(A. 7Pathologists, B, Physicist and Geophyslcist.
C. Biochemists)

ERIC
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8. Geological Oceanographers are sometimes called
(A. Marine Geologists, B. Geneticists,
C. Zoologists)

True or False

9, The ocean covers two-thirds of the earth's surface.

10. The ocean does not provide any valuable foods
and minerals,

D
(Vo)
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. MARKETING AND DISTRIBUTION

GENERAL DISCUSSION

Marketing and distribution is one of our newer occupations. Previously,
manufacturers developed products, which they hoped the pﬁblic would buy, but
had little or no evidence to support their hopes that they would sell. The
need arose for reliaﬁle information regarding public attitudes toward fheir
products, and to calculate future purchases. The market research man is
basically a fact finder who gathers, analyzes and interprets information and
prepares a report forecasting how much a product will sell. 'ﬁe may also help
to choose an attractive brand name, suggest an appropriate price, and decide
on the type of advertieirs that chould etimulate salec besf.

Research is Supéosed to answer such questions as: Is there a market for
this product? If so, What are its limits? th uses this product? . Where,
when, why, and how is it used? Where, when, why, and how do users choose
among competing brands? Is the product made right? How can it be improved?
Is ip.packaged right? 1Is it priced right? 1Is it distributed properly and
sufficiently? When where, how should it be sold? When, where, and how should
it be advertised? What selling appeals will be most effective? How effective
is the advertiéing?

To gather, interpret, and report marketing and distribution of this infor-
mation, the Research Department includes the following:

The planning groups, consisting of research account managers who serve as

the mi?flemen for the client and the agency. They design rascarch projects

O
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and create research questionnaires in cooperation with the specialists of
the operations group and under the guidance of the research director. The
operations group is composed of specialists in all the various types of
research.

The service group includes field interviewers, tabulators, statistical
analysts, and research presentation writers. This .group conducts interviews,
in the field or by mail, and assembles, tabulates and reports :its findings

through the research director and account manager to the client.

PRE-TEST
TRUE OR FALSE

1. Distribution deals with selling, retailing, and vholasale
merchaundising. '

2, Marketing usually happens on Friday at the grocery store.

2, The market researchars never makes decisions ahont a

Pruuuc i,

4, Surveys conducted by the marketing researchers can tell
how much a product will sel: for.

5. Distribution workers decide if more or less merchandise
should be placed in a store.

KEY
1. T
2. F
3. F
4, T
5. T

ERIC
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PERSONAL SERVICES

General Dizcussicon

The long term growﬁh in the American economy has created a growing
. e .
demand for sevvices of ali kinds. Thus, in addition to the multitude
of goods produced and distributed, a growing share of our national wealth
and manpower is beaing devoted to needeé services, resulting from greater
emphasis on better medical care, quality education, personal services,
and recreational activities. 1In many ways, the rapid growth in the impor-
tance of the service industries reflects the country's aspiration for a
better and fuller life for all of its citizens. I
PRE~TEST

Name these people:

1. I take care of hair.

2. I make sure your clothes are pressed, laid out, and ready for wear.

3. T may drive your limousine for you.

4, T take care of the household cleaning.

5. I keep the children.

»
w

6. 1 prepare the meals.

7. T clean and.wash your household laundry.

8. 1 take charge of your children.

9. I take your orders when you eat in a restaurant.

10. I take care of your land and garden.

105
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PERSONAL SERVICES

- ' PRE~TEST KEY

1. BRarber, Beautician 6. Cook

2. Maid, valet 7. ZLaundress

3. Chauffeur | . 8. Governess

4, Housekeeper 9. Waitress

5. Babysitter - 10, iandscaper
107
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E

PUBLIC SERVICES - UTILITIEZS (Lishts and Televhone)

Mearly every American nome is dervendent on the telerhone and eléctricitv.
Virtually no business or comunity could function without the use of these
tiio utilities., Without the te lerhone, cormunicating with friends and business
asgociates viould be riore difficult and vrobablr tzke lonsmesr., Without electri-
city, most of us could not use the appliances in our homes and many factorics

would have to shut doi:a,

tany people are involved in meking the cleciricity availsble for our
hormes,  Lineren construct and maintein the po werlines that carry clectricity
from the zencrators o our homss. The load disnmateher is the Xey operating
worker of the {ransnission and QlSurlbutiQR dun-r‘vgnvu; The meteriien install
test, maintain and repair meters on CdS;UmET"‘ premises,

any ncorle are necessary o rizlie the conveniencc of ths televhorne a
reality, The lineman wlaccs thoe wires and cebles leeding from the central
office to customers’' mrenises., He also renairs and maintaing these wiras,
Atrter the lines are vplaced; the cable splicer comrletes the connection by
matching 1dire colers within the cable., The installer amd repairminn make the
phene in yowr home avallable and maintain it. The tele rhone operator assists
calls,

ho

in emergencies, information and making long distance

Truly 211 of the lisht and televhone torkers work for you and your con-

venience,

Q : 110
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PUBLIC SERVICES = UTILITIES

. PRE-TEST

NAME THESE PEOPLE FROM THE LIST BELOW

1.

2'

10.

This person will place your long distance phone calls,
This man will iustall your phone or repair it if it is broken.

I complete the connection after the lineman places the cable on the
phone.

I place wires and cables loading from the central office to the customer.
I construct and‘maintain the power lines which carry electricity.

I install, test, and maintain meters.

I couirol Lihe amount of electricity throughout an area.

I control the output of materials used for doing a job.

Electricity operates your telephone. (TRUE OR FALSE)

The electric meter on your house is read by the meterman. (TRUE OR FALSE)

Cable splicer
Telephone operator
Stock clerk

Lineman

Installer & repairman
Lineman hish & low -
Meterman

Load dispatcher

i1
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PUBLIC SERVICES

GAS AND WATER

General Discussion

The transportation, communication, and public utilities industries
make possible the smooth functions of our society and produce most of the
energy that powers, heats, and lights our homes and factories. The trans~
portation industry moves goods and people about the country by air, rail,

.water, and highways. The communication industry highway provide communi-
cations systems such as telephones, radio, and television broadcasting.’
Uther public utilities supply the nation with electricity, gas, and the
sanitation services. Transportation, communication, and public utility
firms are all semi-public in character. Some state and local goverpments‘
operate their own transit line; or eiectric companies as well as other

types of utilities.

PRE~TEST

-

How are gas bills determined?

How are water bills determined?

Where does most of the power for utilities come from?
How often is the gas bill issued?

How often is the water bill issued?

Who is responsible for the payment of the water bill?
Who purifies the water?

How is gas transported to the home?

here does the water that we use in our homes come from?
Wwhere does the gasman get the gas from?
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PUBLIC SERVICES - POLICE DEPARTHENT

The policeman helps to rreserve law and order. He prevents criminal
activity, investigates crime, apprehends, aﬁd assists in the v»rosecution
of criminals. ‘lnether on or off duty, the policemen are cxpected to
exercise authority whenever necessary. The Folice Safety Lide, under su~
pervision, assists volice officers and other safely vpersonnel in various

locations.

Every city, tovm end village in the United States has some sort of
volice depertnent, yet no two devartments are alike, Hach is working to
preserve law and order. In esch department policenmen work to prevent

c

criminal activi investigate crime, apnrehend criminale and assist in

trs z
their prosecution,
The job of a policeman is big. Bec~u“° it is so big, policemen of-

ten swecialize in one arex of police work such as bu;ﬂlary investigation,

homicide, traiiic contro. and saie L vruwd conueol uvanile invoctiecns.-
f) f) s <
tion, etc . Before specializing hO’.'JB‘.’El' many nolicemen start out as pa-
3 . B ) NN ,

trolzen.

FRE-TZST

. 1. Vhat are the duties of a vetrohuen?
2. Wvhat is a Fublic Safety Aide?
5. What does a rzdio dispatcher do?
L. vihat is the job of a dog warden?
5. What is the job of a blacksnith in a nolice department?
6. What is an institutional guard?
7. HName some enuipnent that the policeman uses.
8. Tliame some different Jois in the Folice Devariment.
9 h |

mere is the main police station located?

10. %hen a nolicemsn is off dut v7 Js he expected to exercise
Q authority?

ERIC
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PUBLIC SERVICES - FIRE DEPARTIENT

General Discussion

liost communities have some form of a fire departrnent. In snall

towns and rural areas a volunteer fire fighting.company may exist. The
volun;eer firemen rush to the site of the fire when the alarm is sound-
ed and they also work without pay. In larger towns, firemen are paid
by the municipal government. In both cases, the firemen are concerned’
with putting out fires, preventing fires, and preserving lives and_p?op—
erty. ‘

In extinguishing fires some firemem may speclalize in those caused
by chenicals or electricity. Some firenep specialize in looking for
causes of fires before they happen. For this reason, public buildings
such as theaters and factorles are inspected for conditions that may
cause fires., All firemen are concerned with the public's safety and
for this reason take miny courses ih a&hinistering first aid.

Educating the public about fire pievention and safety measures is also

a part of the firefighter's jov.
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PUBLIC SERVICES - FIRE DEPARTIENT

PRE~TEST
True or False

Firemern sometimes give first aid.
Fire prevention is the job of the Health Department.
Firemen are not allowed to inspect private homes.
The need for firemen is decreasing..
A fireman cannot be promoted higher than captain.
Volunteer firemen serve with no pay.
Firefighting requires teamwork.

The commanding officer assigns jobs to firemen.

Firemen may inspect public buildings.

Between alarms, firemen may completely relax.
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TRANSPORTATION~TRUCKS

General Dj ion -Driving Occupations

The men at the wheel of the big trucks on highways and turspikes are
the top professiowal drivers, They drive the largest and most expensive
equipment and receive the highest wages of all drivers. They are on their
own practically all-the time and have much responsibility. The work re-

- quires initiative, because they must transport goods of great value whlcn
-must be delivered safely and on time

Qver the Road Truckdrivers

Over the road truckdrivers are top professional drivers. They drive
the largest and most expensive equipment. They receive high wages also, -
Mostly they operate gasoline or diesal power tractor-trailers. These
truckdrivers drive practically all of their working time. They must have
the ability to maneuver the trailers while driving in reverse, when backing
up big trailers to loading docks.

Local Truckdrivers

@

When the local truckdriver reports to work at the terminal or ware=
house, he receives his assignment to make deliveries, pick~ups or both.
He also receives the delivery forms needed. He checks his truck’'s
condition. These truckdrivers load and unload the merchandise them=-
selves at the customer's place of business.

Routemen

These truckdrivers sometimes called driver-salesmen or route salesmen
are as much salesmen as they are drivers. They must, through their selling
ability, increase sales and obtain new business by canvassing potential
customers within their territories. Routemen drive panel or light trucks
over an assigned route, selling and delivering goods, or providing services
such as collecting and delivering laundry and dry cleaning to retail
establishments (wholesale routemen) or d1rect1y to the public (retail route-~
men),

Since much of the food, clothing, and other products required by con-
sumers is transported by trucks, the men who move these goods from terminals,
warehouses, mines, and factories to wholesalers, retailers and consumers in
the local area must be very skilled drivers, must have initiative, and they
must also be able to handle heavy equipment in making deliveries.: Some of
these drivers must also have tnhe necessary selling abilities required for
increasing sales of their business.
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TRANSPORTATION-~ TRUCKS

PRE~TEST ' -

Answer the ten questions ﬁsing fhe three types of truckdrivers listed below.
.1. Local Truckdfivers
2. Over-the-Road Drivers
3. Routemen-~-a. Retail

b. Wholesale

1. must be able to maneuver big trucks or tractor trailers
while driving in reverse, when backing up to loading docks.

2, ' are as much salesmen as they are drivers.

3. usually drive gasoline or 'diesel power tractor-
trailers.

4. are top professional drivers, and drive the largest

most expensive equipment. -

5. -__receives his assignment to make de11véries; pick-ups
or both. ‘

6. must through their selling abilities increase sales.

7. . ‘ checks the condition of his truck when reporting to
work. '

8. usually loads and unload the merchandise himself at

the customer's place of business.

9. are sometimes called driver-salesmen or route-sales~
men.

10. sells and delivers goods directly to the public.

Key

1. 2. 6. 3

2. 3 7. 1

3. 2 8. 1

4, 2 9. 3

5. 1 1. 3a
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TRANSPORTATION ~ SHIPS

General Discussion

Transportation employment offers a wide variefy of interesting and
rewarding.careers requiring diverse skills and'levels of experience aé
well as an opportunity for travel and adventure. There_are 160,000
perscns employed on the inland waterwaYs; divided equally between those
on boats and those on shore. Growth of the industry has been nothing short
of fantastic. 1In terms of tonmage carried, inland waterﬁays rank third
béhind railroads and pipeways. The importance of the waterways'lies in
the fact that théy serve.38 of‘the 50 states with almost 95% of the
napulation - : .,

A typical crew includes the pilot who naviéates the ship, engineers
who are responsible for the operation and maintenance of the vessel's
power, the mate, whé assists the'magter pilot‘in the operations of the
ship, and the deck hands who perform the manual tasks involved in running
tﬁe ship, Officers are promoted from below as their kﬁowledge and experience

.

increases.
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TRANSPORTATION - SHIPS

- PRE-TEST

PART I True or False

1. Shipping employees work only on the ships.

2. Engineers'pilot the ships.

3. Ship officers work their way up from the bottom.

4. Deck hands perform manual tasks.

5. The mate assists the pilot,

PART IT Multiple Choice

1. The chinning dindustry ie - 2) growing, b) cleesing dawm
c) only for men

2. Transportation of cargo by ship costs : . a) more than it does
by truck, train, or plane, b) just as much as it does by truck, train,
or plane, c) less than it does by truck, train, or plane.

3. Engineers are responsible for the ship's . a) power, b) food,
¢) navigation . )

4, A'ship's kitchen is called the . -~ a) deck, b) crew, c) galley

5. Most ships on inland waterways are inspected by the .
a) Navy, b) Army, c) Coast Guard

KEY
PART T PART IT
1. F 1. A
2. F 2. C
3, T 3. A
4, T 4. C
5, 7T 5. A

ERIC 2
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LAND TRAMSPORTATION - BUSES

General Descrinticn

Buses transvort millions of Americans to and from work, schools, and
homes each day. These buses follow definite time.schedules and routes

over city and suburban streets to get pzssengers to their destination,

‘'The bus driver is responsible for the safety, comfort and conveni.-
ence of his passengers. For these reasons a bus driver is usually hired
on the basis of his driving record, skill and courtesy. While the bus dri-
ver runs a safety check on his veh’cle before it leaves the terminal, the
maintenance depertment has already checked it over with the aid of the e-
quimment electrician, The bus has-also béen washed and cleaned. To aszsist
inter-city drivers, bagrage clerks and hostlers aid in assuring the passen-

gers' comfort,

PRE-TEST

1. "What is the name of the bus system in Clevelénd, Ohio?

2., Circle the three jobs which can be performed with the bus systen,
(a) Bus driver (b) Mechanic (¢) Body repairman (d) Traffic Checler

3. The bus mechanic rerpairs : . (a) 1ights (b) buses
~(¢) cars (d) tractors '

. The bus driver rlays an imporitznt part on buses. True or False

4

J. A baggaze clerk may load lugpage. True or False .

6. A bus driver must have a definite route. True or False
7

. Describe the duties of a hostler.

8. Circle the two commercial buses. (a) C.T.S. (b) Creyhound (c¢) Rapid
9. How does the Greyhound bus'differ from Cleveland Transit System buses?

10. Describe a trip taken br bus vwdith family or friends,
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TRASPORTATION = RATLROADS

General Dicussion

The railroad’with its. network of more than 20,000 miles of rail line
-reaching into all parts of the country, was one of the nation's largast
employers. Over 500,000 railroad workers were employed in 1968, opexating
trains, looking after the needs of the'traveling‘public, maintaining and
repairing facilitiés'and equipment and performing the hundreds cf other
éqtivities required in this.industry. Tﬁese'activities offer.a great
variety of interesting careers requiring different kinds of skills and
1eve1§ of educaﬁion.

In most railroad occupations, a worker starts at the bottom and works
his way up by learning his job, proving his ability and acquiring the

seniority which will enable him to advance.
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TRANSPORTATION - RATIROADS

- - PRE-TEST

PART I True or False

1.

2.

A Yard Clerks' duties consist of writing, filing, and calculatlng records
and accounts.

A Fireman's duties entail calling signal indications, relaying hand.
signals, orders and messages.

Communications and Signal Helpers ‘build, maintain and repair raii-
road freight and passenger cars.

PART II Multiple Choice

»1.

The person responsible for the maintenance, repair and construction
of track t1es, switches, fences and anythlng pertalnlng to railway.
a) Firemeu, b) Trackudil,”¢) CTafien, d4) Machidlst

This person's rééponsibilities include scheduling the use of block tracks, -
interlocking switches and signals to ensure proper movement of the trains.
a) Block Operator, b) Boilermaker, c) Policeman, d) Fireman

This person's fesponsibilities are building, maintéiningAand répairing
railroad, freight, and passenger cars.
a) Mechanic, b) Carman, c) Trainmen, d) Machinist

This person assembles and dismantles equlpmmnt rbﬂlaces and repairs
parts. a) Machinist b) Trackman, ¢) Yard Clerk,
d) Signal Helper

This person's duties consist of writing, filing, and calculating record
and accounts, a) Yard Clerk, b} Secretary, c) Bookkeeper,
d) Carman '

This person's duties involve installation, maintenance, repairing and
testing and cormunication and signal equipmsnt.
a) Electrician, b) Repairman, c) Fireman, d) Communication and Signal
Helper

This person's duties consist of congtruction, wmaintenance and repairing
of tunnels, bridges, stations, and railway shops.
a) Boilermaker, b) Yard Clerk, c¢) Bridge & Building Workers, d) Trackman
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TRANSPORTATION - RAILROADS

PRE-TEST KEY

TRUE OR FALSE - MULTIPLE CHOICE
1. True
2. True
3. False

. . B=Trackman

A=Block Operator

B-Carman

A-Machinist

A-Yard Clerk

. D=Communication & Signal Helper
C~Bridge & Building Wotrkers

NouswN e
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DEVELOPMENTAL VOCATIONAL EDUCATION

Quincy-Woodhill Building
229-5310

Available Materials

Audio Visual Equipment

4 34 MM Cameras

3 Cassette Recorders

2 16 MM Projectors

3 | Overhead Projectors

18 Sound-siide Projectors

1 Sound Filmstrip Projector
7 16 MM Films

Careers in Transportation
'ﬁoney in the Hand and Out
Horizons Unlimited (Health Careexs)
Building a House
The Joys of Selling
Seaport )
Careers in Machine Trades
Careers in Building Trades

Careers in Communication

Careers in Skilled Services (Sales)

Careers in Personal Services
Careers in Industry
Careers in Business & Office Occupations
The City |

Our City Government

Trucks in Our Neighborhood

Dairy: Farm to Door

Postman: Rain or Shine

Filmstrips

Who Are You?

How Do You Get There?
What Do You Like To Do?
What is A Job?

What Good Is School
Motion Pictures

Radio

527

Television
The Newspaper
The Telephone
Books

Communicating Ideas

Communicating Without Words



Filmstrips Cont.

Conservation For Today's America (Series With Sound)

(a)

(b)

(c)
(@
(e)
(£
()

Land Conservation Today
Water Conservation Today
Urban Conservation Today
Wildlife Conservation Today
Mineral Conservation Today
Forest Conservation Tdday

Soil Conservation Today

Sound-Slides
Airport Bus
Kailroad » Radio
Post Office =~ =~ ' ~Television -
Police Department Ships
Fire Department Home Economics
Newspaper

Posters

Business and Office
Manufacturing
Fine Arts & Humanities

- Marine Sciéﬁce
Marketing & Distribution
Environmental Control
Hospitality and Recreation
Agri-Business & Natural Resources
Communication

Transportation - Ships
Manufacturing - Apparel

Health Services
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RICHARD'S ROSEN PRESS
Careers in Depth Series Cont.

Journalism
Landscape Architecture
Law Enforcement
Librarian

Marines

Marketing

Medical Assisting
Medical Technology
Merchant Marine
Meteorology
Minister

Model

Museums

Music

NASA

Naval Architecture
Navy

Nuclear Energy Fields
Nun

Nursery. Industry
Nursing =

’ Occupatlon Therapy
.Oceanography
Optician

Optometry

Own Business )
Personnel Work
Physics

Pilot

Pharmacy

Photography.
Physician

Printing

Public Relations
Rabbi

Radiologic Technology

Railroading

Real Estate

Retailing

School Psychology
Secretary

Shorthand Reporter
Social Work

Television

Temporary Office Worker

‘Traffic Management

Translating and Iatedpreting

JULIAN MESSNER SERIES

Your Career in Advertising

Your Career in Aerospace Industry

Beauty As A Career

Careers in Biological Science

Your Career in Chemistry

Your Career in Civil Service
Your Career in Computer Programming

Disease Detectives
Engineers Unlimited

Guide To Professional Careers

Fashion as a Career
Your Career in Film Making

Your Career in Medicine

Your Career in Nursing

Your Career in Oceanology

On The Job Training

Your Car:er in Parks & Recreation
Your Career in Public Relations
Your Career in Selling

Skyblazers

‘Social Service

Stagestruck (Theatre)
Your Career in Teaching
The Teen-Age Diet Book

Your Career in Foreign Service Your Career in Transportation

Careers in the Health Field Your Career in the World of Travel

Careers for Home Economists Your Career in TV and Radio

Careers in Horticultural Sciences What About Teen-~Age Marriage?

Careers in Hotel Management You and Today's Troubled World

Your Career in Interior Design Your Career-If You're Not Goint to College
Your Career in Journalism Your College Education-How to Pay for It
Your Career in Law Enforcement Your Handicap-Don't let it Handicap You
Careers in the Legal Profession Your Personality and You

Careers in the Library World
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SRA Book Series

I. Our working world- Families at work (text and records)
Our working world -~ Cities at work

Our working world - Neighbors at work

. II. Educational filmstrips and records .
A, Conserﬁation for today's america
(4 records and 4 filmstrips)
III. Career Opportunities ;
New York Life Insurénbe Compény
Box 51, Madison Square Station
New York, N.Y. 10010 1958
(a series of articles designed to help guide young
people to a better future)

S
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~ Career Develovment Resource MaterialS

1. Occupational Exploration Kit
Science Research Assoc. (Sr. High)
259 W, Erie St.
$99.50 (aoprox price) .

2. .Language Development Kit
3. Work (Widening Occupational) Kit

Note: (The above are available at the Visual 2id Center and the
Cleveland Public Library)

Popeye Career Comics
King Features

235 E. L5th St.

N.Y. N.Y. 10017

Occupational Library, Chronicle, Moravia, .Y,
Based on D.O.T.
DVEP Office

People and Choices Career Folios (Rernard C. Watson professor and Chairman
-Urban Educ. Temole Universityv)

Division of Urban Educsation

a program to acouaint ore-high school students with career possibilities
Harcount Erace Jovanovich, Inc. M.Y.
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Sound Filmstrips

Guidance Association of Pleasantville, N.Y.

I People who help others
Filmstrips:

A. Physical Theropist

B. Day care worker

C. Community Organizer

D. People who help others

II People who work in science
Filmstrips:

A. People who work in science
B. Recording Engineer

C. Laboratory Technician

D. Ocean Life Scientist

III People who make things
Filmstrips:

A. People who make things
B. Aircraft assembler

C. Chef

D. Model builder

IV People who create art

A, People who create art
B. Puppeteer
C. Musician
D. Designer

V People who influence others
Filmstrips:

A. People who influence others
B. Model (homemaking)

C. Creative director (art)

D. . County agent (horticlture)

VI People who organize facts

A. People who organize facts
B. Bakery fore~woman

C. Automotive researcher

D. TV sports editor
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ADDITIONAL MATERTALS AVAIIABIE IN THE

DEVELOPMENTAL VOCATIONAL EDUCATION OFFICE

I. Posters:

1. They set their sights on careecrs at sea
2. Leisure and restaurants
3. Where people work
L, Trades and industrial
5. Home economics
6. Business education - General

II. Tapes (the world of work)
1, On the job (20tapes)
2. Getting a job (20 tapes)
3. Cross - Vocational skills and information (20 tapes)

III. Games

1. Travel Connection
2. Transportation
3. Riddle your way
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DEVELOPMENTAL VOCATIONAL EDUCATION PROGRAM

VISUAL AIDS LIST

Careers in the Building Trades. 26 Minutes

Easy-to~follow language and lively action demonstrate some of the tasks
carried on ‘in the various trades practiced by the lafgest group of

skilled workers in the nation.

Careers in Business and Office Occupations. 25 Minutes

Helps youngsters develop an understanding of what is required in office
" occupations. A number of these occupations were unknown oniy a few

years ago,

Careers in Communications. 30 Minutes

What do workers in this essential area do? The film gives a close-up
look at various opportunities available and some of the skills and

talents required.

Careers in Industry. 26 Minutes

Ranges over some of the many opportunities American industry provides
with a closer look at some specific occupations. It also emphasizes

importance and satisfactions of jobs in this area.

Careers in Machine Trades. 29 Minutes

Portrays some of the skilled trades invelving use of powerdriven machin-
ery. The program relates the occupation to young people's own interests

and future.
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Careers in Personal Services. 29 Minutes

Looks at the jobs of those, from firemen and policement to beauticians
and barbers, who want to work with people. It demonstrates their role

in making life safer and pleasanter.

Careers in Sales--""The Joys of Selling''. 26 Minutes

Every industry, business, and community employs sales people. So,
the variety and opportunities are limitless. The film explores some

of the directions young people with a bent for selling can follow.

Careers in Skilled Services. 25 Minutes

The people who install, maintain, and repair automobiles and machinery
in homes, offices, and factories keep the nation running. The program
shows some of the talents and skills used in a wide field with a short-.

age of trained personnel.

Careers in Transportation. 24 Minutes

These workers help move passengers and goods over highways, railways,
airways, and seaways across continents and oceans, or inside cities and

communities.

How Do You Get There. 26 Minutes

O
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Here are the tips youngsters need on how to start looking for a job~--
newspaper ads, employment agencies, etc; how to apply and how to
approach an interview. There is also information on technical courses

at two-year colleges, apprenticeships, and on-the-job training..
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Airplanes Work for Us. 11 Minutes

Depicts some of the common and uncommon uses of aircraft, pointing out
that in addition to the carrying of passengers and freight, airplanes
and helicopters are used for fire patrol, rescue work, weather pgtroi,
construction of power lines and crop dusting. Describes air to ground
communication and shows many auxiliary jobs other than the actual pilot-

ing of aircraft.

Building a House. 11 Minutes

Shows the main stages in building a house and pointing out the impor-
tance of each workman's special skill in following the architect's

plans.

The City. 11 Minutes

Features a complex modern city with private homes, apartments, office
buildings, scheols, stores, and fgctories. Pictures the major transpor-
tation facilities, the huge suburban 'sprawl, the city's elected
governmental body, and the city departments such as the fire and police

departments.

Dairy Farm to Door, 11 Minutes

Presents the story of milk production and processing showing views of
the dairy farm, the creamery, the distribution of processed milk and

other dairy products to the home and market.

Exploring the Ocean. 11 Minutes

O
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Uses drawings, diagrams, animation, and photographs of the ocean floor

to reveal the wealth of the ocean in minerals as well as in plant and
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animal life. Shows the work of oceanographers and describes the part

played by the water cycle in depositing minerals in the ocean.

Industry. (filmstrip)

Discusses the growth and importance of industry in New England and
describes various industries such as shoes, textiles, hardware, paper

hats, silverware, firearms, electronics and others.

Money in The Bank and Out. 15 Minutes

Explains how a bank helps the community by keeping money in circula-
tion and explains such procedures and terminology as deposits, checks,

interest, loans, and money flow.

Qur. City.Covernment. 10 Minutes

Views the urban community and its goveritment. Considers how a city
government provides services and makes and enforces laws. Discusses

the functions of the city council, mayor or city manager, and courts.

Postman: Rain or Shine. 11 Minutes

Follows a letter from the time it is mailed in Kansas until it is deli-
vered in California, describing the role of trains, trucks, planes, and

the postman. Shows the use of automation in the post office.

‘Seaport. 16 Minutes
Gives an insight into the seaport area of a large city and such activities
as loading and unloading of cargo, hifing of seamen, varied types of work

and workers, and making a ship seaworthy for another trip.

Transportation. (filmstrip)

Illustrates the different types of transportation needed, including rail-

roads, airlines, buses, automobiles, boats, and pipelines.
O
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Trucks in our Neighborhood. 12 Minutes

Shows many kinds of trucks and how they work to help the neighborhood.

Communication: Books. (filmstrip)

Explains how a book is published and distributed and shows the role

that libraries play.

Communication: Communicating Ideas. (filmstrip)

.

Points out that men in all societies have ways of communicating with
each other and emphasizes that our modern society works because we

have easy, rapid, and reconizable systems of communication.

Communication: Communicating Without Words. (filmstrip)

Illustrates some of the ways in which we communicate without words,
including gestures, pictures, sounds, touch, signs and symbols, odors

and appearance.

Communication; Motion Pictures. (filmstrip)

Explains how motiun pictures are produced and discusses the motion picture

as a particular type of communication.

Communication; Radio. (filmstrip)

Explains the importance of radio to people, businesses, and city agencies.

Communication: Television. (filmstrip)

Explains how television programs are produced and why television is

important to people.
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Communicaticon: The Newspaper. (filmstrip)

Explains why newspapers are important and how they are produced.

Communication: The Telephone. (filmstrip)

Explains how the telephone establishes a network of communication that

ties us in a city, across the country, and around the world.

Conservation for Today's America. (filmstrip)

Contains; soil, forest, water, wildlife, mineral, urban, and land

conservation today.
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STUDENT TOURS OF OFFICES

Attached is .a list of companies which will accommodate students. for
tours of offices, When making arrangements in writing or by phone, it would
be helpful if you would include the following information:

1. Make sure the date and time of the tour is accurate.

2, Ask your contact to furnish you with orientation information
on the company so you can conduct an orientation session on
the company before the tour. This information could include:
brief company history; product or services; production
processes; annual sales; payroll, profit, dividends, and taxes;
employment of men and women in the plant and offlces, product
use and markets etc.

3. Give the person who-is arranging the tour as much advance
notice as possible. Two weeks notice is not uncommon.

. 4, Give the number of students who will be 6n the touf and the name
or names of the teachers or other supervisory persons who will
accompany the students.' Remember most companies have a limit on
the number of people they can accommodate.

5. Get the consent of your principal and the parents of the students.
6. Remind your students to ask pertinent questions and have one or
more students react by making favorable comments to the company

representatives at the end of the tour.

7. Have students write "thank you" letters,

ERIC
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NEWSPAPER SECTIONS REIATED TO OCCUPATIONAL CLUSTERS
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RADIOC PROGRAMS RELATED TO OCCUPATICNAL CLUSTERS
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BIBLIOGRAPHY

Occupational Outlook Handbook
U.S. Department of Labor

. Bureau of Labor Statistics
Washington, D.C.

This handbook is a guide to employment opportunities in a broad range
of occupations that covers all the principal areas of work. It brings
together information of significant for those who are planning a career. -
Service as a basic tool in the vocational guidance process. We use this
guide to gather comprehensive information on career opportunities.

Career Opportunities

New York Life Insurance Company
Career Information Service

Box 51, Madison Square

Station New York, N.Y. 10010.

Soft back book composed of a series of articles designed to help guide
young people to a better future. These books are easy reading material,
They are used as a part of our careers library. We fine it good in that
our students can easily relate to it, each article is based on the experi-
ence of one who has distinquished himself in his respective field.

English On The Job
Jerome Carlin

G:lobe Book Company, Inc.
New York 10 New York

This book capitalizes upon that interest by organizing the English ac~
tivities around a core of vocational guidance. We use it because it not only
improves the students' English expression, but it also helps them gain insight
into some of the problems facing them. The students' learning proceeds simul-
taneously in two directions: A better understanding of his potentialities in
the world of work, and a better command of the communlcation skills needed in
all phases of everyday 11v1ng. -

The Story Steel

United .State Steel Corporatlon
600 Grant Street

Pittsburgh, Pa. 15219

A pamphlet style book which describes how steel .is made. We use it
to stress the importance of steel, it takes you from smelting of metals in
prehistoric through ‘the fascinating development of the iron making processes.
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Careers In Depth
Richards Rosen Press

This series covers all the careers in practical terms for the young
man or woman who is interested in more than just a job. All books were
written by prominent men and women who are successful in their chosen
fields. ‘

Handbooks Of Job Facts
Scientific Research Associates

An occupational summary which helps to pihpoint the basic features
and trends of a variety of significant occupations, contains concise
summaries of basic data on 300 major occupations. :

Industrial and Commercial erlng
Kennard C. Graham
American Technical Society - Chicago, USA

This book has been rewritten to reflect the latest developments in
the electrical field covering new techniques and materials, and incorporat-
ing the latest additions and changes in the National electrical code. It's
especially good that it begins with basic 11ght1ng terms and principles.
Study guide also accompany the book.

Electrical Construction W1r1ng
Walter N. Alerick

American Technical Society
Chicago, I11. 60637

- This book includes the latest accepted changes in wiring, also the
more traditional wiring procedures that are still recognized by the NEC.
The text is very suitable for sclf study. Questions are found at the end of
each chapter for personal check up, classroom discussion, or assignments.
They are designed to reinforce the information given in the chapter and to
aid in giving directions for the review of the material in the chapter.

Related Mathematics For Carpenters
L.S. Chamberlain
American Technical Society

This book deals with mathematics as it relates to a practical occupa-
tion, The authors teaching experience demonstrated that students found it
easy to learn mathematics when the materials consisted of realistic problems
such as one might encounter on a job,

‘Automotive Maintenance and Trouble Shooting
Leslie F. Goings and Edward D, Spicer
American Technical Society

"Chicago, 60637

This hard back book is based upon three main objectives (1) To show
how to prevent most troubles, (2) to find out how to quickly and adequately.
locate'the cause of any trouble, (3) once it is known what is wrong, to
show how to restore the care to satisfactory operationms,

EMC
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The Epic of Steel
United State Steel
Public Relations

100 Erlevftw Plaza
Cleveland Ohio 44114

This is a resource book used to get more detailed information about
the steel 1ndustry.

Your Future In Daily Newspapers

This is easy to read material describing the jobs in the newspapers
field. It is used as a part of our career library. '

‘Hospitality Program

{(Food Service & Lodging Ed.)
Council on Hotel, Restaurant and
Institutional Education (1970)
1522 K. Street, N.W.

Washington, D.C. 20005

This book is used to gain information in the area of good service and
lodging. It explains the requirements one need if he or she is interested in
managing a large hotel or motel, It also explairs how one might go about
getting into the areas of food catering.

Health Careers

The Greater Cleveland Hospital Association
1001 Huron Road

Cleveland, Ohio 44115

This guide provides minimum basic entry information about allied
health education programs in Northeast Ohio. We have used this booklet as
a reference tool for seeking information about an approved health career
program., It explairs in detail .the jobs available, the requlrements, the
grants available and suggested - places for training.

Aim ngh,Vocatlonal Series
Richards Rosen Press, Inc.,
New York, New York

The Aim High Vocational Guidance series is for the young person who
is looking for a job. All of the books are written by experts in the occu=
pations who know what the jobs are about. The series covers occupa- '
‘tional =~ opportunities for young people and will help them to make
decisions concerning chem. :

557



A Guide To Professional Careers

Walter Duckat

Julian Messner, a division of Simon & Schuster Inc.
New York, New York 10018

This book is as it said a guide to professional careers. Many careers
are mentioned in this book for college bound students. The requirements,
training, duties, salaries and future outlook for each career are clearly
detailed, with helpful cross references to other closely related profes~
sional careers. The book is unique in that each career description includes
questions to determine the reader's interest in and capabilities for the
profession. :

How To Plan A House
G. Townsend & J, Dalzell

A multi purpose book written in a practical and authoritative manner.
Designed to instruct the layman on house planning intelligently. The book
is also written to be of value to builders, developers, apprentices.-and
students wishing basic information on planning. The book provides an
entire course in design in the residential field presenting plans, how plans
are made, and factors 1uvolved in shopplng plans.

Machine Shop - Operations & Setups
Porter Lascoe, & Nelson ‘ ,

A text written by professionals in the field, with the purpose of
providing basic training in conventional machine operations and information
regarding the lastest developments and machine book business. The book also
provides the student with innovations which will“be wuseful. in the future
using illustrations and language basic to the trainee. : .
Concrete Block Construction: For Home & Farm
J. Dalzell, Townsend

A guide written by professionals working in the field which carries
the reader step by step through experience tested methods of erecting a
structure designed to eliminate common errors in the use of concrete blocks,
this book is filled with instruction valuable to the beginner as well as
the mason inexperienced with the concrete block.

Steel Square
Townsend

A "How to do it" book with detailed instructions and illustrations
for the carpenters or helper on the use of the steel square. The book is
compiled in such a way as to explain lines and angles in a simple and
practical manner: answering questions from "what is a steel square' to
"how to build a roof." A valuable book in any carpenter's handbook.
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